1. Creating and saving workbooks

Creating a workbook

[image: image11.bmp]The new workbook button is the quickest route to creating a page onscreen. Workbooks are shown on the title bar at the top of the Microsoft Excel screen.  A new workbook is labeled like this:
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Entering and amending data
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You can enter text or data in your new workbook.  Use the backspace key to amend your entry as you type.  

If there is not enough space in the cell for the text/data you have typed, it will appear in empty cells on the right in the same row, unless you adjust the column width. 

However, the text/data is held in the original cell, not the cells next door. To view the text/data later, select the original cell. To make changes, move the text select pointer over the text/data on the formula bar, click to insert the cursor at a selected point, and then insert, delete or amend as desired. After an entry is completed, it can only be amended on the formula bar. If you click on a cell already containing text/data, the contents are deleted as soon as you type.

Navigating around your spreadsheet

When you have finished entering text/data in a cell, choose one of these options:
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• Press return on the keyboard to move down the sheet to the next cell in the column
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• Press the tab key to move right to the next cell in the row 
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• Use the cursor keys to move up, down, left or right 

• Select a cell with the white cross and click. 

The shaded border indicates the new active cell.

Practice

1
Enter (type) the word Fiesta in cell A1.Use the white cross to move to cell A2.

2
Enter the word Escort in cell A2.Use the cursor key to move down to A3.

3
Enter the word Mondeo in cell A3.Use the white cross to move to cell B1.

4
Enter the number 370 in cell B1.Click the text select pointer between the 7 and the 0.Press the backspace key to delete the figure 7.Enter the figure 8.

5
Use the white arrow to move to cell B2.Enter the number 275.

6
Use the cursor key to move down to cell B3.Enter the number 168.Press enter/return.

You have created a mini table to show the sales of three Ford models at a garage. The finished result should look like figure 3.1.
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Deleting data or text

You can delete unwanted data or text at any time. The following examples demonstrate three methods:

1
Click with the white cross inside cell A1.Hold down and drag (move the mouse) from A1 to B3.The data/text is selected. Press the delete key.

2
Select A1 to B3.Use the cross hair to drag the fill handle from B3 to A1.The cells go dark. Release the mouse button when all cells are dark. The data/text is deleted.

3 Select A1 to B3.From the menu bar choose EDIT>CLEAR>ALL. The selected cells are cleared. Click EDIT>UNDO if you want to restore the data/text.

Saving new workbooks

It is important to save new workbooks to reduce the risk of losing work. Click on FILE>SAVE AS. Dialogue boxes are displayed as in figures 3.2 and 3.3 below.
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When you save, the name you have given the document replaces Book1 on the title bar as shown in figure 3.4 below:
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1
Open a new workbook.

2
Save the new workbook as Ford Sales in a folder entitled IT Development. The new name appears on the title bar.

3
Enter the car names and sales figures from the last practice session.

4
Close the workbook (use X on the menu bar and click YES when you are prompted to save).

Opening saved workbooks

Your saved documents are opened by clicking on FILE>OPEN or by clicking the open shortcut button on the toolbar. A dialogue box is displayed. See figure 3.5 below. When you have double-clicked on the icon, the selected workbook opens. Whenever you change a saved document be sure to save your changes. Click on FILE>SAVE.
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Practice

1
Close all your open workbooks.Use X.

2
Click the open button.

3
Double-click on IT Development.

4
Double-click on Ford Sales.

Summary: what you can do

•
Create a new workbook using the tool bar new workbook button.

•
Enter text/data.

•
Use the backspace key to amend your entry as you type.

•
Use the text select pointer to change the entry point for text/data.

•
Use the return key to move to the next row.

•
Use the tab key to move to the next column.

•
Move from cell to cell with the white cross and with the cursor keys.

•
Delete text/data.

•
Save and name the current workbook.

•
Open previously saved workbooks.

