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Insert and Delete Rows

1. To add rows (for this example, 4 rows) above the existing rows, begin
at row 7 and click and drag the mouse diagonally from row 7 to row 10
of the table.
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2. On the Home tab from the Cells group, click the upside down triangle next
to Insert, and then choose Insert Sheet Rows. Excel has added four blank
rows. Click outside the added rows.

3. Select multiple rows to delete them. Click the Home tab from the Cells group,
click the upside down triangle next to Delete and choose Delete Sheet Rows.

A quick way to do this is to right-click on the rows you select, and from
the shortcut menu, choose Insert or Delete.
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Insert Clip Art

1. Click the Insert tab, and from the Illustrations group, click the
Online Pictures button.

2. The Insert Pictures dialog box appears. In the Office.com Clip Art
text box, type “car,” and then press Enter.
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To add your own pictures, click the Insert tab and from the Illustrations
group, click the Picture button.

3. The pictures that meet your search criteria appear in the window.

4. Select a picture and click on Insert.
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Resize the Picture

1. Click on the picture to select it; resize handles (small squares) appear
around it. &
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\ﬁ;} Notice that the contextual Picture Tools tab appears. You can experiment
with some of the options if you want.

2. Position the mouse pointer over a corner handle until the pointer changes
to a double-headed diagonal arrow.

3. Click on the right corner size handle and drag the mouse toward the picture
to decrease the image size, or away to increase the size. The middle size
handles distort the object.

If you make a mistake on the Quick Access Toolbar choose Undo Resize

. Object (Ctrl+2) to return object to its previous size.
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4. Move the mouse over the car until it turns into a four-headed {:& arrow.
Click and drag the car to where the newly added rows are.

5. Click outside the picture.
Format the Table

1. Click and drag to select “Rate,” "Time,” and “Distance,” located in row 11.

To select the entire column click on the letter above the column.
#  To select the entire row select its number.
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2. Click the Home tab, and from the Font group, select the following:

@ Select font Century Schoolbook.

Caicuiato
xOMQINSERT ‘AGE w{eu EO”(MULAS DA'{A REV

Century Schoo ~ 12

4. From the Font group,

Fill Color button %!

and from the drop-down menu, select blue.

5. Click and drag to select the entire table.

From the Font group click on the upside down triangle to the right
of the Borders button.

7. From the drop-down menu, choose All Borders |

(6 down).

click on the upside down triangle to the right of the




image11.jpg
Mzlke= It with Microsoft Office 2013 Speed Calculator Page 231

Calculator -
FORMULAS ~ DATA  REVIR

8. Select the “Distance” column, and from the Font group, click the Fill Color
button. Select a color from the drop-down palette.

For additional formatting options choose some of the options under
a the Styles group.

Widen the Columns

1. Due to formatting, the column width may need adjusting. Move the mouse
over the line between the letters that separate the column. The cursor will

turn into a resizing pointer. ' ’

2. Click and drag the mouse to adjust the column to the size you want.

! You can also select the column, and from the Home tab under the Cells group,
click the Format button, and select Column Width.

To quickly change the width of a column to make room for the words or data
ks in that column, double-click on the line between the letters.

3. Click on the File button, and choose Save (Ctr/+S). On the Quick Access

Toolbar, you can also click the Save button.g »
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Page Setup and Print

1. On the Ribbon, click the Page Layout tab and click on the Page Setup
Dialog Box Launcher.
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2. At the Page Setup dialog box, click on the Page tab and then choose
the orientation of your page (for example, Landscape).

3. At the Page Setup dialog box, click on the Margins tab, and under Center
on page, check Horizontally and Vertically then click Print.

In the Page Setup dialog box, click the Sheet tab; to print the gridlines
check Gridlines.

4, From the Backstage View choose the options you want then click

the Print button. ™

5. From the Quick Access Toolbar, click on the Excel (X) g &’}g button,
and from the drop-down menu, choose Close (Alt+F4).
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Projects Using Excel - Speed Calculator

Objective: Use Excel to calculate a simple formula. Learn how to enter data, calculate

sums, copy formulas, select columns, and add clip art. The Speed Calculator
spreadsheet will look similar to the following:
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Open Microsoft Excel 2013
1. When you open Microsoft Excel 2013 you will see templates.

2. Click on the Blank workbook template.
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3. A new document (Book 1) opens.

If you are already in the Excel application, click the File button, and from the
Backstage View, choose New.

Insert WordArt

1. Click the Insert tab and and then click on the Text button. _
2. Click on the WordArt upside down triangle.

3. From the drop-down menu, click on the WordArt style that is (3) down
and (3) over.

icki Sharp ~ ?’3;

4. When [Your text here] appears, type “Speed Calculator.” This text will
replace the other text.

5. By selecting the text, the Ribbon changes and Drawing Tools appear.

6. You can change the Shape style, WordArt style, etc. by clicking on the
contextual drawing tools.

Move the WordArt

1. Click in the middle of the word “Speed Calculator” to see its border, then
click on the border.
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2. When the cursor changes to a four-headed arrow ﬁ- drag the WordArt

to the top left-hand side of the spreadsheet.

Speed Calculator

3. You may want to decrease the size of the text by selecting it and changing
its Font Size from the Home tab.

Enter Data

1. Click on cell A7 and type “Rate,” then press Tab, or press the Right Arrow
to move to the right.

2. Type “Time” in cell B7 and press Tab.
3. Type “Distance” in cell C7 and press Enter.
4. At cell A8, type “25” and press Enter to move down one row.

5. At cell A9, type “"30” and press Enter. Continue filling in this column
with 35, 40, 45, 50, 55, 60, 65, and 70.

6. Click on cell B8 and type “0.5” Press Enter. Continue filling in this
column with 1,2,2,3,3,4,5,6 and 7.

If you have trouble entering data, double-click on the cell.

7. If you make a mistake, select the cell and press Delete.
Your table should look like the following:
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Speed Calculator

Rate Time Distarce

To clear the contents of a cell, right click on the cell and choose Clear
Contents.

Enter a Simple Formula
1. Click in cell C8, and type = to begin your formula.
m We will use this formula: rate X time = distance.
2. Next, select cell A8 by clicking on it. Excel will place cell A8 in the formula.
3. Type an asterisk (Shift+8), which symbolizes multiplication.
4. Select cell B8.
5. Cell C8 contains the formula =A8*B8.
6. When you press Enter, Excel will multiply A8 (the rate) by B8 (the time),

to equal the distance. The answer will appear in cell C8. If you click
again on cell C8 you can see this formula in the Formula Bar.
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Speed Calculator

” If you do not see the Formula Toolbar, click on the View tab, and from
the Show group, check the Formula Bar checkbox.

Copy the Formula

1. Click and drag to select the cell with the formula (for example, cell C8), and

the cells in which you want the answers to appear (here, C8-C17). Click and
drag to select cells.

o
2. Click the Home tab, and from the Editing group, click the Fill button.dfj
From the drop-down menu, choose Down.
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? Notice you can click to fill up, down, right, or left.

3. The distance is calculated for every cell.

4. Click in another cell to deselect this column.

R ————— o
7 Rate Tirne Distance

is 25 05 125
30 1
35 2
40 2
45 3
50 3
55 4
60 5
65 5
70 7

To quickly copy formulas, double-click the fill handle. l:_l—iﬂ
The numbers will fill down automatically. You can also click and drag

the fill handle down and Excel will fill in the numbers automatically.

Save the Worksheet
1. On the Quick Access toolbar click the Save button. Q

2. At the Save As dialog box, name it “Calculator,” choose a location,
and then click Save. ~




