Yr 10 IT – Task 5 – Excel Spreadsheet Program.

This task has two phases (use the Excel Tuition site on our Intranet).

(a) Creating a printed manual in Word that explains BRIEFLY how to carry out the following 9 sets of activities, with an appendix at the end showing keyboard shortcuts.

(b) The go on to use your Excel skills to create an excel workbook from which you will be able to run your Kosher Restaurant. It should cover 4 years, with one page per year. It should be in sections:1/  Income, 2/ Operating Expenditure, 3/ Operating Profit, 4/ All other Expenses, 5/ Net Profit. Think carefully about the layout that will be most effective

(Reference: Florida Gulf Coast University.)
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= Screen elements

= adding and renaming worksheets

= The standard toolbar - opening,
closing, saving, and more.

Customizing Excel

Menus
Custamize toolbars
Recording a macro

= Running a macra

Modifying A Worksheet

= Moving through cells
Adding worksheets, rows, and
columns

Resizing rows and columns
Selecting cells

Moving and copying cells
Freeze panes

Formatting Cells

Formatting toolbar
Format Cells dialog box
Dates and times
Styles

Style dislog box
Create a new style
Format Painter
AutoFormat

Formulas and Functions

= Formulas

Linking worksheets

= Relative, absolute, and mixed
referencing

= Basic functions

Function wizard

= Autosum

Sorting and Filling

= Basic ascending and descending
sorts

= Complex sorts

Autofil

= Altefnating text and numbers with
Autofil

= autofillng functions

Graphics

Adding clip art
Add an image from a file
Editing 3 graphic

= sutoshapes [y

Charts

= Chart wizard
= Resizing a chart

= Moving 3 chart

= Chart formatting toolbar

= Copy a chart to Microsoft Word

Page Properties and Printing

= Page breaks

= Page orientation

= Margins

= Headers, footers, and page
nurmbers

= Print Preview

= print

Keyboard Shortcuts
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