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Microsoft Excel Exercise #1: Data Lists
All businesses have a need to keep accurate and detailed records.  As their ranges of products and services grow, they invariably require a computer-based system to keep up with an avalanche of financial and other data.  Microsoft Excel, the spreadsheet component of Microsoft’s Office suite, allows you to organize your data into lists and then summarize, compare and present your findings graphically to optimize the decision making process.
We will begin our studies in Excel by typing a simple spreadsheet and then saving it to our floppy disks.  When you launch the program, Excel displays a blank worksheet with the task pane open on the right side of the screen.  You will then proceed to enter data in the worksheet’s cells.  Note that the formatting commands in Word and Excel are identical.  After you have completed the data entry, you will use the Save As command in the File menu to save your work to your floppy disk.

1. Power up the computer.

2. Log in to Windows 2000.

3. Launch Excel by clicking on the Start menu, point to the Programs folder and click Microsoft Excel.

4. Click on cell A1.

5. Enter the title of this worksheet: “Data List Practice File” as indicated on the handout.
a. Use whatever font you wish but in 14-point.

b. Use boldfacing.

6. Click cell A3 and type the heading “ProductID”.  Don’t worry about formatting!  We will address this issue in tomorrow’s lesson.  For now, concentrate on the data entry.
a. Use the same font you chose in step #5a but in 12-point.

b. Use boldfacing.

7. Click cell B3 and type the heading “Product Name”.

a. Use the same font you chose in step #6a in 12-point.

b. Use boldfacing.

8. Click cell C3 and type the heading “Price” with the same font and size you used in step #7.

9. Click on cell A4.

10. Begin entering the Product Ids, names and prices in the corresponding columns as listed on the practice file handout.  When complete, your spreadsheet should look the same as the handout except for the formatting.
11. When you’ve completed the data entry, save your work.

a. Click the File menu.

b. Select the Save As command.  The Save As dialog will appear.

c. Click the Save In dropdown arrow.  Select the 3.5” floppy drive (known as the “A” drive.

d. In the file name field, save your file as “DataList.xls”.

e. Click the Save button.

12. Call your teacher over for a grade for today. 
