	Excel Quick Tutorial
(Created by Michael Barbour)

	
Creating an attendance record
Moving around in Excel
· To select any cell, click it. 

· To move one cell to the right, press TAB, or to move one cell to the left, press SHIFT+TAB (or use your arrow keys). 

· To move one cell down, right, up, or left, use the arrow keys. 

· To move to the uppermost-left cell, A1; press CTRL+HOME. 

· To move to any cell, on the Edit Menu, Click Go To and then type any cell number (for example, J18) 

· To move down in the worksheet, press PAGE DOWN. 

· To move up in the worksheet, press PAGE UP. 

· To move to the first column of the worksheet, press HOME. 

· To move from worksheet to worksheet click the Worksheet tabs in the left-bottom area on the worksheet. 

To create a worksheet and add text
· Open Microsoft Excel. A new workbook opens. 

· Click cell A1. Type Student Names. 

· Click cell A2. Type a student name, last name first (Barbour, Michael). The words may not be entirely visible in the selected cell. The information is still there, and later, you will format the column so you can see all of the information. 

· Click cell A3. Type the next student’s name. Continue to type each of the names for the students in your class. Enter data for at least 20 students. 

· Double-click the Sheet 1 tab in the lower-left corner and type Attendance. 

To alphabetize names
· Select cells A2 through A21 so that all student names are selected. 

· On the Data menu, click Sort. 

· Under Sort by, select Column A and then click Ascending. 

· Click OK. 

· On the File menu, click Save. Name your worksheet attendance.xls and save it to the desktop or your keydrive. 

To add dates to the attendance worksheet
· Click cell B1 to select it. 

· Type the first date of class in mm/dd/yyyy format. 

· With the B1 cell still selected, place the pointer over the lower-right corner of the cell until the pointer turns into a + sign. 

· Click and drag the pointer across the next 4 cells in the row. Excel automatically fills in the next four dates. 

· On the left side of the worksheet, right-click (Mac: control-click) the row 2 header and click Format Cells. 

· On the Number tab in the Category box, click Date. 

· In the Type list, select the date format you want and click OK. All the dates change to the selected format. 

To calculate total number of absences per student
· Record absences for various students by selecting cells and typing 1 to indicate an absence. See example below: 
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· Go to cell H1 and type Total Absences. 

· Click cell H2. Click the EDIT Formula button (the Sigma sign on the toolbar). 

· Click the Name Box drop-down list and then click SUM. 

· Select cells B2 through G2 and click OK. 

· To fill all of the other cells, select cell H2, place the cursor on the handle in the lower-right corner of the cell, and drag to the last cell in the row. This will show total number of absences for each student in their corresponding cell in column H. 

· Save your worksheet. 


