

Formatting Cells
Some Examples of Cell Formatting
	
	A
	B
	C
	D

	1
	Percentage
	Number                  

(1 Decimal Place)
	Currency                     (2 Decimal Places)
	Currency                 (0 Decimal Places)

	2
	4%
	5.2
	£55.23
	£55

	3
	87%
	1.3
	£40.00
	£40

	4
	39%
	7.5
	£12.99
	£13


Cell Alignment
It is possible to change the alignment of the contents of a cell.  Generally, text should be left aligned and numbers right aligned but it is possible to alter this by highlighting the cells and clicking on the alignment icons.
Here is an example of horizontal cell alignment:

	
	A
	B
	C

	1
	Left aligned
	Centred
	Right aligned

	2
	1
	1
	1

	3
	2
	2
	2

	4
	3
	3
	3


To align cells vertically, the cell height needs to be increased and then the contents can be aligned as such:
	
	A
	B
	C

	1
	Top vertically
	Centre vertically
	Bottom vertically


Note that the above cells are all still horizontally left aligned.
In Excel, cells can be merged together to make one cell.  This is particularly useful for the title of a spreadsheet.  Text can also be ‘wrapped’ within a cell, so that it appears on two lines.

In this example, cells A1 to D1 have been merged:
	
	A
	B
	C
	D

	1
	New College Evening Classes

	2
	Course
	No of Students
	Cost per student
	Total

	3
	Computers for Beginners
	15
	£45.00
	£675.00

	4
	Typing
	12
	£37.50
	£450.00

	5
	Aerobics
	18
	£28.00
	£504.00


Text wrap has been used in cell A3.

Sorting information
To arrange the data in alphabetical order (A-Z) by Course,  it would be necessary to sort the data ascending on column A:
	
	A
	B

	1
	Course
	No of Students

	2
	Computers for Beginners
	15

	3
	Typing
	12

	4
	Aerobics
	18

	5
	French
	20



	
	A
	B

	1
	Course
	No of Students

	2
	Aerobics
	18

	3
	Computers for Beginners
	15

	4
	French
	20

	5
	Typing
	12


Equally, to sort the data by No of Students, with the highest number first, it would be necessary to sort the data descending on column B.

Inserting Rows and Columns

	
	A
	B
	C

	1
	New College Evening Classes
	
	

	2
	Course
	2001
	2002

	3
	Aerobics
	18
	20

	4
	Computers for Beginners
	45
	37

	5
	French
	30
	40

	6
	Typing
	15
	18

	7
	Yoga
	22
	27

	8
	Total 
	 
	 


To include data for the year 2000, it would be necessary to insert a new column between columns A and B.

	
	A
	B
	C
	D

	1
	New College Evening Classes
	
	
	

	2
	Course
	
	2001
	2002

	3
	Aerobics
	
	18
	20

	4
	Computers for Beginners
	
	45
	37

	5
	French
	
	30
	40

	6
	
	
	
	

	7
	Typing
	
	15
	18

	8
	Yoga
	
	22
	27

	9
	Total 
	
	 
	 


To add details for a Spanish course, it would be necessary to insert a new row between rows 5 and 6 (to keep the courses in alphabetical order).
Formulas
Have a look at this table.  The total number of students for each year have been calculated, as well as an average number per course for the three years (rounded up to 0 decimal places):

	
	A
	B
	C
	D
	E

	1
	New College Evening Classes

	2
	Course
	2000
	2001
	2002
	Average Number of Students

	3
	Aerobics
	17
	18
	20
	18

	4
	Computers for Beginners
	50
	45
	37
	44

	5
	French
	38
	30
	40
	36

	6
	Typing
	19
	15
	18
	17

	7
	Yoga
	25
	22
	27
	25

	8
	Total 
	149
	130
	142
	 


The calculations were done using formulas.  This means that if any of the values change, the table will be updated automatically.  For example, if the number of students who studied French in 2001 was changed to 33, the values in cells C8 and E5  would change as follows:

	
	A
	B
	C
	D
	E

	1
	New College Evening Classes

	2
	Course
	2000
	2001
	2002
	Average Number of Students

	3
	Aerobics
	17
	18
	20
	18

	4
	Computers for Beginners
	50
	45
	37
	44

	5
	French
	38
	33
	40
	37

	6
	Typing
	19
	15
	18
	17

	7
	Yoga
	25
	22
	27
	25

	8
	Total 
	149
	133
	142
	 


The table below shows the formulas that have been used:

	
	A
	B
	C
	D
	E

	1
	New College Evening Classes

	2
	Course
	2000
	2001
	2002
	Average Number of Students

	3
	Aerobics
	17
	18
	20
	=AVERAGE(B3:D3)

	4
	Computers for Beginners
	50
	45
	37
	=AVERAGE(B4:D4)

	5
	French
	38
	30
	40
	=AVERAGE(B5:D5)

	6
	Typing
	19
	15
	18
	=AVERAGE(B6:D6)

	7
	Yoga
	25
	22
	27
	=AVERAGE(B7:D7)

	8
	Total 
	=SUM(B3:B7)
	=SUM(C3:C7)
	=SUM(D3:D7)
	 


In this example, the number of students has been multiplied by the cost per student (with the discount subtracted) to find the total income for each course.

	
	A
	B
	C
	D
	E

	1
	New College Evening Classes

	2
	Course
	No of students
	Cost per student
	Discount (10%)
	Total income

	3
	Aerobics
	17
	£29
	£2.90
	£443.70

	4
	Computers for Beginners
	50
	£45
	£4.50
	£2025.00

	5
	French
	38
	£37.50
	£3.75
	£1282.50

	6
	Typing
	19
	£41
	£4.10
	£701.10

	7
	Yoga
	25
	£29
	£2.90
	£652.50

	8
	Total 
	149
	
	
	£5104.80


The formulas that have been used are as follows:

	
	A
	B
	C
	D
	E

	1
	New College Evening Classes

	2
	Course
	No of students
	Cost per student
	Discount (10%)
	Total income

	3
	Aerobics
	17
	£29
	=C3*10%
	=(C3-D3)*B3

	4
	Computers for Beginners
	50
	£45
	=C4*10%
	=(C4-D4)*B4

	5
	French
	38
	£37.50
	=C5*10%
	=(C5-D5)*B5

	6
	Typing
	19
	£41
	=C6*10%
	=(C6-D6)*B6

	7
	Yoga
	25
	£29
	=C7*10%
	=(C7-D7)*B7

	8
	Total 
	149
	
	
	=SUM(E3:E7)


The discount in column D has been calculated by multiplying the cost per student by 10%.  The total income for each course has been calculated by firstly working out the cost per student minus the discount (the bracketed calculation), then multiplying the result by the number of students.
Graphs
	
	A
	B

	1
	New College Evening Classes

	2
	Course
	No of Students

	3
	Aerobics
	18

	4
	Computers for Beginners
	45

	5
	French
	30

	6
	Typing
	15

	7
	Yoga
	22

	8
	Total 
	130


The following graphs have been produced using the above spreadsheet:
Pie Chart
This has been produced by selecting the cell range: A3 to A7 and B3 to B7

The data labels for each section of the pie chart can either be displayed like this:
[image: image1.emf]Number of students on each course
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or by using a key (or legend) like this:

[image: image2.emf]No of students on each course

18

45

30

15

22

Aerobics

Computers for

Beginners

French

Typing

Yoga



Bar Chart
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	A
	B
	C

	
	New College Evening Classes
	
	

	
	Course
	2001
	2002

	
	Aerobics
	18
	20

	
	Computers for Beginners
	45
	37

	
	French
	30
	40

	
	Typing
	15
	18

	
	Yoga
	22
	27

	
	Total 
	 
	 


The following graphs have been produced using the above spreadsheet.  They are called comparative graphs because they compare more than one set of data.
Bar Chart
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Line Graph
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Data labels and values





legend





X axis label





Y axis label





Chart title
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