EXCEL 2000 COURSE NOTES (LESSON 2)

                                          DIGITALNET WEB

EXCEL 2000

Lesson Notes

Lesson 2

	Opening a Workbook


1. On the File menu, click Open or click [image: image1.bmp] on the Standard toolbar.

2. Double-click the workbook you want to open. 

	Managing Worksheets


· Switching between worksheets

· Click the sheet tab for the other sheet.
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· Inserting a new worksheet(s)
· To add a single worksheet, click Worksheet on the Insert menu. 

· To add multiple worksheets, hold down SHIFT, and then click the number of worksheet tabs you want to add in the open workbook. Then click Worksheet on the Insert menu.

· Deleting sheets from a workbook

1. Select the sheet(s) you want to delete. 

2. On the Edit menu, click Delete Sheet.


· Renaming a worksheet

1. Double-click the sheet tab.
2. Type a new name over the current name.
· Moving or copying sheets
1. To move or copy sheets to another existing workbook, open the workbook that will receive the sheets.

2. Switch to the workbook that contains the sheets you want to move or copy, and then select the sheets. 

3. On the Edit menu, click Move or Copy Sheet.

4. In the To book box, click the workbook to receive the sheets.
To move or copy the selected sheets to a new workbook, click New book. 
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5. In the Before sheet box, click the sheet before which you want to insert the moved or copied sheets.

6. To copy the sheets instead of move them, select the Create a copy check box. 

	Types of Data


In a spreadsheet there are three basic types of data that can be entered. 

· labels

- (text with no numerical value) 

· constants
- (just a number -- constant value) 

· formulas*
- (a mathematical equation used to calculate) 

*ALL formulas MUST begin with an equal sign (=).
	Data Types
	Examples
	Descriptions

	Label
	Names, Total
	Anything that is just text

	Constant
	7 or 1.10 or –7.7
	Any number

	Formula
	=4+3 or =A1-C1
	Math equation


	Correcting Errors


1. Double-click the cell that contains the data you want to edit.

2. Make any changes to the cell contents.

3. To enter your changes, press ENTER. 
To cancel your changes, press ESC. 

To cancel an entry in a cell or the formula bar before you press ENTER, press ESC.

	Undoing Mistakes


· To undo recent actions one at a time, click [image: image4.bmp]. 

To undo several actions at once, click the arrow next to Undo [image: image5.bmp] and select from the list. Microsoft Excel reverses the selected action and all actions above it. 

	Moving & Copying Data


W

hen you copy a cell by dragging or by using the commands Cut or Copy, and Paste, Microsoft Excel copies the entire cell, including formulas and their resulting values, comments, and cell formats.

1. Select the cells you want to move or copy. 

2. Click  [image: image6.bmp] to move or [image: image7.bmp] to copy on the Standard toolbar.

3. Select the targeted cell, sheet or workbook to move to.

4. Click [image: image8.bmp] on the Standard toolbar to paste data.
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