WORKSHOP OBJECTIVES

1. Create a new spreadsheet
2. Entering and editing data

3. Enter and format column
titles

4. Add or delete columns,
rows, and spreadsheets

5. Sorting Data

6. Saving your projects

WHAT IS EXCEL?
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Last Name Sales Country Quarter
Smith .516.753.00 UK Qtr3
Johnson  514,808.00 USA Qtr4
illi ProductKey ~ [Product Name
Wwilliams ~ $10,644.00 UK atr2 R
Jones $1,390.00 USA Qtr3 211 HL Road Frame - Red, 58
212/Sport-100 Helmet, Red

Brown $4,865.00 USA Qtrd 5 213 Sport-100 Helmet, Red

- . . 214/Sport-100 Helmet, Red
Williams ~ $12,438.00 UK Qtrl 215 Sport- 100 Holmet Black
216 Sport-100 Helmet, Black

Johnson  $9,339.00 UK Qtr2 a0 et B
9 Smith $18,919.00 USA Qtr3 218/Mountain Bike Socks, M Clothing  |Socks
. 219 Mountain Bike Socks, L Clothing Socks
10 Jones $9,213.00 USA Qtrd 220/Sport-100 Helmet, Blue Accessories [Helmets
P . 3 221 Sport-100 Helmet, Blue Accessories Helmets
11 Jones $7,433.00 UK atrl 222/Sport-100 Helmet, Blue |Accessories |Helmets
12 |Brown 43,255.00 USA atr2 ) 238 HL Road Frame - Red, 62 Components Road Frames

o : 239|HL Road Frame - Red, 62 Components |Road Frames
13 Williams ~ $14,867.00 USA Qtr3 240 HL Road Frame - Red, 62 Components Road Frames
; . . 3 241HL Road Frame - Red, 44 Components |Road Frames
14 Williams ~ $19,302.00 UK Qtr4 3 242 HL Road Frame - Red, 44 Components Road Frames
F - 4 35 243/HL Road Frame - Red, 44 Components |Road Frames
15 Smith $9,698.00 USA Qtrl 244 HL Road Frame - Red, 48 Components Road Frames
245/HL Road Frame - Red, 48 Components Road Frames
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Excel is a powerful tool for getting meaning out of vast amounts of data.
The key for unlocking all that potential is the grid of cells. Cells can contain

numbers, text or formulas. You put data in your cells and group them in
rows and columns. That allows you to add up your data, sort and filter it,

Visit
for more information

put it in tables, and build charts. In addition, it can display data as line
graphs, histograms and charts, and with a very limited three-dimensional

graphical display.
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