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06 Worksheet Basics

Introduction

Every workbook contains at least one worksheet by default. When working
with a large amount of data, you can create multiple worksheets to help
organize your workbook and make it easier to find content.

Click the link below to view the video:

@ Link: Worksheet Basics

Exercise 06
Complete the exercise below.

Create a new Excel File:
[[] Open the Excel Application > New > click Blank Workbook.

[ ] Save the file in your Documents Folder:
File > Save As > My Documents

[ ] Name your file: Excel 06 YourFirstNameLastlnitial BASICS.
Click Save.

[] Read the guidelines (this entire booklet)
before starting your worksheets:

Create your own Excel Workbook containing 4-6 Worksheets
Your worksheets are to contain text only (no pictures) and must
be different from the samples shown in this instruction sheet.

[[] Choose a topic of interest.
Example:

Inventory (products)

Statistics (geography, sports)
Schedules (day to day, travel)
Lists (planner, checklists, menus)
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] All of your worksheets in your workbook must contain:

To-Do List e

Sub Headings

Task 1 MNormal

Task 2 High

Tack 3 Low A Minimum of 4 rows
Task 4 Mormal

l_'_J

A Minimum of 2 Columns
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[] To add a worksheet to a workbook, click the plus sign at the bottom of the
worksheet.

21|
22
23

Sheetl

Example of 5 worksheets added to a workbook

19
20
21
22
23

1

3

| Sheetl | Sheet? | Sheet3 | Sheetd | Sheet5

[ ] Right clicking on the sheet Tab allows you to:

1T ]
= 1 Insert...
= Delete a sheet

| -
14_ L_'}-: Delete i .
15 Rename _— Rename-asheetTa
1o ] Move or Copy... _—1 Copy a sheet
ey Q1 View Code
18

- [E7 Protect Sheet...
- _ Colour a
EG: Tab Color ¥ sheet Tab
== Hide
22 |
= : Select All Sheets

)
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[] Format all your worksheets using fill colours.

E -2 -
INSERT PAGE LAYOUT FORMULAS [

a S - j—
DE}E Calibri s -l FE =%
E% -
Paste o | B I U - Hoa- =E= =4
Clipboard Font Theme Colors i
' H HEEENENE
Al i X | I
B : I lF 11 I 0
Standard Colors
HNE FPEEEERR
1 Mo Fill
2 #,1 Mare Colars...
3| Task1l Mormal
4 | Task2 High
5 | Task3 Low
& | Task4 Mormal
Choose a variety of colours or keep it simple:
Task Priority
Task 1 Mormal Task 1 Normal
Task 2 High Task 2 High
Task 3 Lows Task 3 Low
Task 4 Mormal Task 4 MNormal
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[ Format all your worksheets using Borders.
Options include border type (single, double, dashed line etc) and colour.

HOME INSERT PAGE LAYOUT FORMULAS

‘.DJE Calibri MM |-

Eg -

Clipboard ra

4
Il

=
Il
Il

€= 3

Bottom Border
Al
Top Border
Left Border

Right Border

MNo Border
All Borders

Cutside Borders
Thick Box Border

Bottorn Double Border

Thick Bottom Border

Top and Bottomn Border

Top and Thick Bottom Border
! Top and Double Bottom Border
Draw Borders

™ Draw Border

l_;* Draw Border Grid

&  [Erase Border

E Line Color k

Line Style [

HH More Borders..,

RS S R el el il il il el el Bl

[1 Choose variety of lines or keep it simple:
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To-Do List

Task 1 Mormal
Task 2 High
Task 3 Low
Task 4 MNormal
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To-Do List

Task Priority
Task 1 MNormal
Task 2 High

Task 3 Low

Task 4 MNormal

[0 Name each worksheet to reflect the content of the worksheet.
By default, the worksheets are named Sheet1, Sheet2 etc

[0 To name a worksheet, double click on the tab at the bottom of the worksheet.

and type the new name
OR

Right click your mouse on the tab and select Rename from the drop down menu.
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Example: | chose to make my Workbook on Safe, Edible Plants in Manitoba.

Edible Wild Berries of Manitoba

2 |Name Taste General Information
3 |Bearberry Mealy Can be dried for storage
4 |Black Currant Tart Dense in Mutrients, good for making jams
5 |Blueberry Sweet Can be dried for storage, various uses
& |Bunchberry Mild Central seed edible
7 |Chokecherry Bitter/Sour Cooking improves taste
8 |[Clammy Ground Cherry Sweet/Sour Can be dried for storage
9 |Cloudberry Sour/Bitter High Benzoic acid, which acts as a preservative
10 |Cranberry Tart/Sour Can be dried for storage
11 |Crowberry Bland Taste improves with cooking
12 Elderberry Bitter Edible only if cooked
13 |Gooseberry Modest/Tart Can be dried for storage, good for making jams
14 |Hawthorn Tasteless Can be dried for storage, good for making jams
15 |Raspberry Sweet Best eaten fresh, does not preserve well
16 |Saskatoon Berry Mild Sweet Can be dried for storage, various uses
17 |Stawberry Sweet Various uses
18 |Sumak Lemony Eaten raw to quench thirst
19 |
2|
1 b Edible Wild Berries | Edible Wild Teas Edible Wild Mushrooms | o)

Worksheet Tabs

Worksheet 1: Edible Wild Berries
Worksheet 3: Edible Wild Teas
Worksheet 2: Edible Wild Mushrooms
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[] To see what your worksheet will look like printed, click Page Layout View:

Normal View:
Default view

FILE HOME INSERT PAGE LAYOUT

Ruler [{

D B O

Page Break Page Custom | (] Gridlines [|
Preview Layout Views

Waoarkbook Views Sh

Page Layout View:
See how your printed document will look

FILE HOME

INSERT

PAGE LAYOUT FORMULAS D24

= B

E

“:IJ Ruler Forrmula Bar q

H18 X ﬁ'

—

2

3 | Task1l Mormal
4 | Task2 High

5 | Task3 Low

6 | Task4 MNormal
7

MNarmal Page Breall Page Custom Gillines Headings Zoo
Preview | Layout | Views
‘Workbook Yiews Show
H11 - X Jr
T ] T T ]_| T Zl T 3| T 4| T 5| T §| LIE
| A | B | c
ro1
. 2_
r 3 | Task1 Normal
4| Task 2 High
T S | Task 3 Low
= 6 | Task 4 Normal
L 7

[ ] You may also change the view by clicking the icons on the

bottom of the window.

[] Save your assighment and email it to your instructor.
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