Spreadsheets using Microsoft Works

Lesson 1
Data entry and editing.

Run Microsoft Works by double clickingon it’s Icon.
Selectthe Spreadsheeticonand click New.

When Works spreadsheetis run, clickin Cell Al to makeit the
activecell. Thisisindicated by ashadowaround the cell.
Typeyour firstname. Asyou type, your name appears onthe Formula
bar at the top of the screenand in cell Al.
Whenyou have finished typing, press the return key. Thisentersthe
textinto cell Aland clearsthe formulabar.
Pressthe rightarrow key once. - Cell Blis highlighted.
Type your second name and pressreturn.
You firstand second names now appear side by sideincells Aland
B1.

Textentry
Typethe following piece of text into the respective cells remembering
tohold downthe shiftkey for capital letters.
Do notworry abouterrors for the momentthey can be corrected later.

Wages A3
Commission A4
Odd jobs A5
Rent A7

Gas A8

Electricity A9
Phone Al10

Goingout All

Week1l B2

Correctingerrors
Read back over what you have just typed and look for errors.
Ifyouspotan error use the mouse to move the highlightto the cell
containingtheerrorandre-typetheentry.
Move on to the nexterror.

Savingyour work

Move the mouse pointer to the wordFile on the Menu Bar.
Click the button.— A menu appears.
Continuing to hold the button drag the mouse down to the wordSave
and letgo.— A dialogue box appears.
Typethethe letters SS followed by your initialsand the number one as
afilename. E.G. John Murphy would type SSJIM1. Do notuse
spaces or punctuation marks in file names.
Click onthe wordSaveinthe dialogue box.

QuitingfromWorks.
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Click onthe wordFile inthe Menu Bar.
Drag the mouse down until Quitishighlighted let go of the button.
If the message “Save changesto SSIM1” appears clickonYes.

Lesson 2
Opening files and more editing.

Click onthe Icon for Works. Select the spreadsheeticon to start the
spreadsheet.
Click onthe word File inthe Menu Bar.—a

menu pops down.

Drag the mouse downwardsto select the word
Open...

Adialogue boxappears containingalist of
availablefiles.

Selectyourfile by clickingonit’snameand
clickonthe word Open. Afterashortdelay
your file should appear onscreen.

Insertinganew row
Atitle atthe top of the sheetwould look well,

butthereisnoavailable spacetofititin. We
needto insertablank row in place of row 2.
Click the mouse on Cell A2 and drag across the width of the screento
selectallthevisible cellsinrowtwo.
Click onEditin the menu bar.
Click onlnsert.

Inserting atitle.
Use the mouse to positionthe insertion pointincell D1-Type Weekly
and pressreturn.
Moveto cell E1 and type Budgetand press return.
Moveto cell F1and type Accountand press return.
Entering Data:
Move the highlightto cell B4 and type 90 for Wages.
Move downto B5 and type 30 for Commissions.
Move down to B6 and type 15 for Odd jobs
Move down to B8 and type 20 for Rent.

Enter 10 for Gas, 7 for electricity, 3.50 for telephone and 15 for going
out.

Check the above text for errors and correct them as before.
Save the file .

QuitfromWorks
Lesson 3

© Ray O'Neill 1992 revised June 1993



Adding more text and printing.

Run Microsoft Works and openthe file used inlesson 2.
If you can’tremember how look at the start of lesson 2.

Adding more headings.
We want to extend this sheet to cover the month so add new headings
asfollows:
In cell C3 type Week 2, and in cells D3 and E3, type Week 3 and
Week 4.

Read the new additions you have made to the document and correct
anyerrors.
Save the changesto your document.

Entering more Data
Wages don’t change from week to week so Week 1 wages can be
copiedacross. Thisishowitisdone:

Highlightcell B4, whichisthe cell we want copied. Dragacrossto
include C4, C5,and C6, the cells we want to copy to.

Click onEditto show the Edit menu.

Click on Fill right

90appearsineachcell.

Entering values for Rent, Gas and Electricity.
Rent, gasand electricity don’t change from week to week and you can
copy theirentries justas we did for wages.

Entries for Commission, Odd jobs,
Phone and Going out do change so
they are typed in one by one.

Enterthese values:

NameSurname
Weekly Budget Account

Week1  Week
2 Week 3 Week
4
Wages £90 £90 £90 £90
Commission £30 £18 £12 £26
Odd Jobs £15 £34 £12 £0
Rent £20 £20 £20 £20
Gas £10 £10 £10 £10
Electricity £7 £7 £7 £7
Phone £3.50 £3.00 £5.50 £4
GoingOut £15 £23 £12 £18
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Printing the document.
Whenyou are satisfied that the documentis free of errors, itistime to
printit.

Firstcheck thatyouare connectedto the printer by doing the following:
Click onthe E symbol onthe menubar.

Drag down toChooser onthe menu.

ClickonQMS-PS 410to select the LaserWriter as the printer.

Click onthe Go-Away box to getrid of the dialogue box.

Sendthe documentto the printer:

Click onFiletoselectthe file menu.

Drag down toPrint and release.

Adialogue box appears. No changes should be necessary so click
Print.

Afterashortdelay your documentwill printatthe printer.

QuitfromWorks.

Lesson 5
More Headings

Our spreadsheet mightbe easier to follow if we had headings like
income ,outgoings and totals Before we canadd these we need to
make space with some more blank rows.

Inserting Rows
Highlight Row 4 by clicking onthe Row 4 heading.
Click onEdit to see the edit menu.
Click onlInserttoselectthe insert command.
Anew row isinserted.

By the same method insert two new rows at Row 8
TypelIncomeintocell A4.
Type Total Income into Cell A8.

Type Outgoingsintocell A10
Type Total Outgoingsintocell A16.
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Save the Spreadsheet.
Printthe spreadsheet.
Ifyou can’tremember how lookup the previous lesson.

Changing CellWidth
Because of the length of some of our new entriesin column A they can
not be readtoo easily. Thiscan be solved by changing the width of the
column.

Select Column A by clicking onthe column A headline.

Click on Formatto show the Format menu.

Clickon Column Widthtoselectthe columnwidthcommand
Experiment by entering new widths and see what effect they have on
the column.

Calculations.
Theusefulness ofaspreadsheetliesinit’sability todo calculations
Let’sgetittodosome.

Total Income for Week 1
Highlightthe cell where the answer isto be. inthis case B8.
Type=
Highlightthefirstiteminthe formulainthiscase B5
Type+
highlightthe seconditeminthiscase B6
Type+
Highlightthethirditeminthiscase B7
Thisisthe lastitem so do nottype + press return instead.
Asyou were typing the formulabuiltup onthe formulabarandin he
cell. Whenyou pressed return the cell displayed the answer as £135,
butthe formulabar continues to show the formula-=B5+B6+B7

Find the totals for the outgoings for Week 1 by the same method.

Finding Totals for Week 2, Week 3 and Week 4.
We could calculate the total for the other three weeks individually but it
is easier to Copy fromweek 1

Highlight Cell B8 (the one that contains the formulafor Week 1 Total
Income) and C8, D8 and E8, the cells we want the formulain.

Click onEditto show the Edit menu.

Click on Fill Right

New Heading

We do not have any entry to tell us whether we are in the Red or the
Black at the end of each week. Let’s create anew entry called Whats
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Left.
Highlightcell A18 and type Whats L eft

Entriesfor Whats left.

Highlightcell B18type =

Highlightcell B8type -

Highlightcell B16 pressreturn

Thedifference between Total Income and Total outgoings will appear
incellB8

UsetheFill Right to find Whats Left for the other three weeks.
Save and Printthe sheet.

Lesson 6
Formatting

Click onthe Icon for Works and start the spreadsheet.

Click on the word Filein the Menu Bar. — a menu pops down.
Drag the mouse downwards to select the wordOpen...

Adialogue box appearscontainingalistofavailablefiles.
Selectyour file by clicking onit’sname and click on the word Open.
Afterashortdelay your file should appear onscreen.

Whentextisenteredintoacell itisalignedtothe left of the cell. When
numbers or formulas are entered they are aligned to the left. by default.
Thisisreferredtoasgeneral alignment. I1fwe wishwe canchangethis
alignment. The headings Income and Outgoings do notstand out from
the sub-headings. One way of getting them to stand out is to change
theiralignment. Inthe nextexercise we will leave the headings left
aligned but change the sub-headingstorightaligned. ThetitlesWeek 1
etc. will be centred.

Changing Alignment.
Highlight cell A5, the one containing the wordWages
Click onFormatin the menu bar.
Click on Set Cell Attributes
ClickRight
ClickO.K.

Align Commissionsand Odd jobstothe Right

Changingthealignmentofarange of cellstogether:
SelectcellsAllto Al5i.e Rentto Goingout.
Click onFormatin the menu bar.

Click on Set Cells Attributes

ClickRight
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ClickO.K.

Select cells B3 to E3i.e Week 1 to Week 4.
Click onFormatin the menu bar.
Click on Set cell Attributes...
Click Centre
ClickO.K.
Changing Style

Using differentstyles (bold or italics) canalso emphasise parts of the
sheet.

Highlight Weekly Budget Account

Click onFormatin the menu bar.

Click on Set Cell Attributes

ClickBold

ClickO.K.

Changethe sub-headings Income, Total Income, Outgoings, Total
Outgoings.into boldtype.

Putyour name at the top of the sheet into bold.

Formatting Money
Money can be formatting anumber of differentwayse.g. showingthe £
symbol ornot. Showingdifferentnumbers of decimal placesetc.
Formattingall cells containing money to two places of decimals.

Selectallthe moneycells.
ClickFormat

Click Set Cell attributes
ClickCurrency

Save and Printthe sheet.

Lesson 7
Using more Functions.
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Run Microsoft Worksand openthe fileused in lesson 6
Ifyou can’tremember how look at the start of lesson 2.

Adding more headings.
We want to extend this sheet to cover the monthly averages for Wages,
Commissionsetc. Alongwith the Maximum valuesand Minimum
values,soadd new headingsas follows:
IncellsH3, 13and J3type Monthly,
andincell H4 Type Average
cell 14 Maximum
Cell J4 Minimum.
Formatthese in bold type and centre them.

Highlightcell F4type =Average(B4:E4) and pressreturn.

Use the Function Average and the respective namesto find average
monthly wages commissionsetc.

Use the Function Max to find the maximum in each case

Use the function Minto find the minimum. ineach case.

Check the new additions you have made to the sheetand correctany
errors.

Save the changes to your sheet.

Print the sheet.

Ifyou have time experimentwith these function butdo not messup
your sheet.

Avrange of functionsare avasilable inworks, someare listed below, a
complete list can be obtained by selecting Edit, Paste Function.

Functions

Sum(list) Addsallthe numbersinalist.

Product(list) Multipliesallthe numbersinalist.

Average(List)  Findstheaverage ofalistofvalue

Min(list) Findsthe minimumvalueinalist.

Max(list) Findsthe maximumvalueinalist.

Count(list) Countsthe number of entriesinalist for numbers
only.

Counta(list) Findsthe number ofentriesinalistforalphabetics.

QuitfromWorks
Lesson 8
Using the sheet

You have now designed auseful sheet. Usually the designer ofasheet
andthe userare two different people. Frequently the user will only
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enter datainto apre-designed sheet. Thereforeitisnecessary to
protect the sheetagainstaccidental changes by the user. We can
protectall cellsand therefore only let the user look at the sheet not
make entries, or areas of the sheet can be left unprotected thereby
letting the user change data but not formulas or labels.

Protecting the sheet
Selectallthetitleincolumn1
Click onOptions
Click onProtected
Selectall the labels (Week 1, etc) Protect these.
Selectall cells containing formulae, protect these also.

Tryentering dataintothe datacells. Thisis possible.
Tryentering changestoaformulaorlabel cell. Thisis notallowed.

Lesson 9
Further Formatting

Whenyour spreadsheet isdisplayed onscreen gridlinesare visible.
These can sometimes be distracting and take your attention away from
the information thatis being displayed. Attention can be drawnto
particular aspects of the sheet by the use of borders.

Removinggridlines.
Click onOptions.
Click onShow grid

Adding Borders
Works Spreadsheet has the drawing tools which you have already used
in Works Word Processor available. Select Edit, Draw on..to
accessthetoolbox.

Addan outline border to the groups of cells the following

Total Outgoingsi.e A16t0E16

Whats Lefti.e. A18t0 E18

Monthly Totals, Monthly Averages, Monthly Maximumsand Monthly
Minimums.i.e.G3t0J18

We now have the sheet displayed the way we want it.
Page setup.

Click onFile.

Click onPage Setup.

There are a large number of options here Lets just look at some of
them.

Header: Whenyou printasheet the name of the file is printed at the
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top. The code &ftellsitto dothis. If you do not wantthisto print
delete itfromhere. If youwantsomethingelseto printtypeitinhere.

Footer: Whenyou printasheet the page number is printed at the
bottom of the page. The code &p tells itto do this. If you do not
wantthisto printdelete itfromhere. If youwantsomethingelseto
printtypeitinhere.

Margins: The margins canalso be reset here but do not make them
too small, printers cannot printrightto the edge of the page.

Clickon OK.

PrintPreview
Aprintpreview can often save you printing asheetwhichisisnotas
youwantit, so lets preview this sheet before printing:

Click onFile.
Click onPrint.
Click on Print Preview.
After ashort delay a full page version of your sheet can be seen. Usu-
ally text cannot be read on a page preview. Aeyeglassallowsyouto
getacloser view of parts of you sheet. Zoom allows you to zoom
back to full page view.
If you are not happy with the layoutCancel will return you to the sheet.
If you are satisfied click onPrint to print the sheet.

Lesson 10

Charts

In Microsoft Works charts are created by keying the dataintoa
spreadsheet firstand then creating a chart using selected data fromthe
spreadsheet.

Type the days of the week (Monday to Friday) into cellsB1to F1.
Type Salesintocell A2.

Type the numbers £1200, £1350, £1260, £1500, £1560 into cells B2
to F2.

Selectcells AltoF2i.e labels for weekdays, label for sales, sales data.
Click Chart, New Series Chart,

Adialogappears.

For First Row: type 2

From Column: type B

To Column:type f

and click Plot it.

Works createsacolumn chartusing Salesathe Chart Title, the days of
the week as the Category Axis(X-axis) and the amounts of money as
the Value Axis.

Oftenthechartisentirely satisfactory asshown.
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Printthe chart.

Create a Pie chart

Type

Month intocell Al
January intocell A2

February intocell A3

March intocell A4

April intocell A5

1200 intocell B2

500 intocell B3

1300 intocell B4

750 intocell B5

HighlightcellsAlto B5
Select Chart, New Pie Chart...
Key inthe followingvalues:

Plot values in column: B
From row: 2

Through row: S

A

Column of value titles:

You canchange the chart type using Chart, Select Chartdefinition, Can
you work out how to do it.

Adding Charttitles.
Firstweare goingto call up the first chart you plotted and then make
changestoit.

Click on Chart, SelectChart Definition:
SelectUntitled Chart 1fromthe list

ClickOK
Keyinthefollowing:
Chart Title: Weekly Sales
Vertical Scale title: Days of week
Horizontal Scale Title: Millons of pounds

Exercise:  Plotalinechartfromthe followingvalues.

Irish 50%
English 58%
Maths 62%

French 65%
Science 67%

Usecharttitle:  John'sresults
Vertical scaletitle: Percentage
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Horizontal sclaetitle:

Subjects
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