Handout to students:

1.  Turn on the computer.

2.  To open up Excel, Select Start, Select Programs, Select Microsoft, and Select Excel.

3.   Notice on the worksheet that the top gridline is labeled by Letters, and then gridline running on the left-hand side is labeled by numbers.  Locate A1 by locating A column and moving downward until you find row 1.  Please type in your name here

4.  Move down to A3 and type in “Members in my family”.  Press the TAB key.  Your cursor should now be located in B3.  Type in “Number of each”.  Press ENTER.  You should now be in A4. Please enter in the following info as seen below.
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lembers of your familyNumber of each
Parents/Guardians
Brothers
Sisters
Grandparents
Aunts
Uncles
Cousins

Total




5.  Please enter in the number of each family member in the cell directly next to it (number of parents/guardians in A4 goes in B4).

6.  Now, try to calculate the total in your head and write your guess down.

· How many people do you think are in your family?  _____

7.  Now, in the cell besides Total, which should be B12, we are going to type a FORMULA to add these numbers.  Type in: =sum(B4:B10) and then Press ENTER.  

· How many does the computer say is in your family? ____

· Was this the same number you came up with?  ____

· If not, how much were you off by?  ____

· PLEASE SEE ME IF YOUR NUMBERS DO NOT MATCH!

8.  The next thing we will do is jump down to cell A14 and type in “Class Roster”.  Starting in A16 we will type in the following:
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Last Name
Binder
Brint
Dower
Eagle
Finning
Foten
Gare
Jenson
Jones
Laver
Mimms.
Moore
Porter
Rhiner
Shroad
Sullvan
Tirden
Vehmer
Yung

Total





9.  Now, for each student in our class, mark the column “Girl” if they are a girl by typing a “yes”.  Do not type anything if they are not a girl.  Do the same with the “Boy” Column.  

10.  Now we are going to type in a FORMULA to see if there are more girls or boys. In the cell C37, type in:  = countif(C17:C35, “yes”) and press ENTER.  

· How many Girls are in the class?  ___

11.  Now, click on C37 again.  Highlight the formula in the text box located above the letter gridline and Select Edit from the toolbar at the top of the screen, Select Copy.  Then go to cell D37 and Select Edit and Select Paste.  This saves time from typing in the formula in again.

· How many boys are in the class?  ___

· Are there more girls or boys?  ____

· How many more do you think there are of one over the other?  ____

12.  We will again type in a formula to figures this out.  Go to E37 and type in: +C37-D37 and then press ENTER.  
· How many does this number say?  ___

· Does it match your guess?  ___

· If not, how much is it off by?  __

· PLEASE SEE ME IF YOUR NUMBERS DO NOT MATCH!

13.  Now, we will format the worksheet to make it easier to read.  Go to your first heading, which should be “Members of your family”.  Highlight this and then locate the “B’ button on the toolbar at the top of the screen.  Click on it.  Do the same for the rest fo the headings for the columns on the page; there should be 7.  

14.  Now, select the entire worksheet we have worked on (all the cells that have been types in).  And Select Format, Select Columns, Select Autofit.  Now, all the words in the cells should be visible.

15.  While our worksheet is still highlighted, we will also center all the text by Selecting Format, Select Paragraph, Select Alignment, and Select Centered from the drop dwon field.  

16.  Then we will put in lines to make it easier to read.  While the worksheet is still highlighted, Select Format, Select Cells, Select Border Tab, Select Inside and Outline buttons and then click on OK.

17.  Please SAVE this document under your name.

18.  Please print and then shutdown your computer.  Hand in all papers.  

