Spreadsheet Lesson One

Computer VESL- Venette Cook
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A spreadsheet helps you organize information and numbers. At work people use spreadsheets to help them plan for the future, and keep a record of time, money, and many other things. 
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After you make a spreadsheet, you can also see your information in a pie chart like this one: 
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You can also make a bar chart like this one.

Talk with your partner.  Why are charts better sometimes?  Which one do you like better? Why? What is better about the spreadsheet? Which one do you understand most easily? Why? 
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Practice One: Get to know the Parts of a Spreadsheet
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1. Open Excel on your desktop. 

2. Watch your teacher. Work with a partner. Find a column, row, cells, and the formula bar.

3. Start in A1. Move around with the arrows on your keyboard. 

4. Move around with the tab key. 

5. Move around with the enter key. 

6. Fill in your spreadsheet Column A like this:

7. Fill in column B with my answers!

8. Ask three or four other classmates and write their numbers in C, D, E, F. 

9. Save. 

10. Watch how to make totals with the formula command. 

11. Click in B10. 

12. Click on Formula sign and choose sum. 

13. When you drag across from B10 to F10 you will see the total for every column. Nice, don’t you think?
Spreadsheets look like this:








Rows:  1, 2





Columns: A, B, C





Formula bar





cells








