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Microsoft Excel Exercise #3: Modifying Data Lists
Once you have opened a worksheet, you can examine and modify its contents.  To change specific data, you can move to that cell directly and make your changes.  You may then do such things as move to another cell in another worksheet in the same file (or workbook).  Moving to another worksheet is accomplished by clicking its sheet tab located at the lower left edge of the workbook window.
You can move to a specific cell in a number of different ways but the easiest is to simply click the cell.  When a cell is outlined, it becomes the active cell which means you may edit its contents.  You may also select a range of cells by clicking the first cell within the range and dragging the mouse pointer over the remaining cells you wish to select.  Once completed, you can cut, copy, delete or change the format of the contents.  In this lesson, you will learn how to (1) move from one worksheet to another, (2) select cell ranges, (3) copy and paste ranges of cells and their contents, (4) rename worksheets and (5) move entire columns of cells by cutting and pasting.
1. Power up the computer.

2. Log in to Windows 2000.

3. Watch and listen to the teacher’s demonstration.

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

5. Do one of the following:
a. Load your work from Excel lesson #1 you saved to your floppy diskette.

b. Refer to the sample handout from Excel lesson #1 and key in the first six lines in a new worksheet file.

6. Right click the tab “Sheet1” at the bottom of the workbook and select rename.

7. Rename this worksheet “Data1”.

8. Right click the tab “Sheet2” at the bottom of the workbook and select rename.

9. Rename this worksheet “Summary”.

10. Select the worksheet “Data1”.

11. Click cell #A3 in this worksheet.  It becomes the active cell and its value appears in the formula bar at the top of the screen.

12. Drag from cell A3 to cell C6.  The select cells are now highlighted.

13. On the standard toolbar, click the Copy button.  The contents of the cells are copied to a region of memory known as the Clipboard.

14. Click the “Summary” sheet tab.  The summary sheet now appears.

15. Click cell A3 and click the Paste button on the standard toolbar.  The values of the cells you copied appear in cells A3 to C6 of the summary worksheet.

16. Click the column heading for column “A”.  Every cell in this column is highlighted.

17. Click the Cut button on the standard toolbar.  The entire selection is marked by an animated line and is copied to the clipboard.
18. Click the column “D” heading so that all of the cells in this column are selected.

19. Select the Paste command from the Edit menu.  The contents of the clipboard now appear in column “D”.
20. Call your teacher for a grade for today.

