[image: image26..pict]Tricks in Excel on the Mac:
Make certain your Formatting Palette is open. If not, click on the [image: image2.wmf] in the toolbar at the top of the Excel window.
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Add Header Row

· Click on #1 in row 1 to select the entire row

· From the Insert Menu, select Rows

· In the new, blank row, type header names for each column

[image: image8..pict]Delete column or row

· [image: image9..pict]Highlight the column (or row) by clicking and dragging the mouse over the column (or row) name. (such as column F, or row 10) 

· From the Edit Menu, select Delete

[image: image10..pict]Add Column or row

· Highlight the column (or row) where you wish the new column or row to insert. 

· From the Insert Menu, select Column (or row).

[image: image11..pict]Resize column 

· [image: image12..pict]Place the mouse in between the column header and wait until the arrow changes to an up/down line  

· Double click the mouse and the column will automatically resize to fit the contents.

· OR simply click and drag the column wider/smaller 

Fill Down

[image: image13..pict]Use Fill Down when you wish to put the same data in a whole column or row. For example, you may wish to add a column for the teacher’s name. The same name would in the whole column for the students in that class.

· Type in the text in the second row of the column (the heading teacher is in the first row)

· Highlight the text in row 2 and drag down the whole column until you reach the end of the student names. 

· From the Edit Menu, select Fill > Down 

· The same text will appear in all the cells of that column.

(Note: you can fill down in a series, like counting the students or across to automatically add days of week, etc. Go to Atomic Learning and watch the video on Autofill. www.atomiclearning.com/tutorials
[image: image14..pict]
Wrap Text to fit in a Row

· Highlight the row by selecting the row number (or highlight the whole spreadsheet)

· [image: image15..pict]From the Formatting Palette, open the Alignment and Spacing tab, click Wrap Text.

· The row will expand to show all the text in each cell.

[image: image16..pict]Adding color

· Highlight the cells/rows to be shaded a color.

· [image: image17..pict]Go to the Formatting Palette > Borders and Shading. Click on the color icon and select a color from the color palette:
[image: image18..pict]Using Numbers

· [image: image19..pict]To change numbers into currency, highlight the numbers and select currency from the Number Menu in the Excel Formatting Palette. It will automatically add the $ sign.

· Format cells into numbers, date, time or percentages from the Number Menu.

Sort

You can sort an Excel spreadsheet by the information in each column.

· [image: image20..pict][image: image21..pict]Highlight the whole spreadsheet by clicking on the diamond in the upper left corner of the spreadsheet. (*note that if you only highlight one column, your data will get mixed up!) 

· [image: image22..pict]From the Data Menu, select Sort.

· Select which heading (or column) you wish to sort. Typical sorts are alphabetical by name, or numerically by birth date. 

· [image: image23..pict]From the drop down list, select the column to sort. You can select up to three criteria (for example: school, last name, then first name) 

· If you have added a header row, make sure to click √ Header row so that it doesn’t get sorted too!

· You can resort as many times as you like.
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AutoFilter 

AutoFilter allows you to sort by headings and hide the information that you don’t need to see. For example, you want to know only the students that are girls. If you autofilter by gender and select F, only the girls show in the list.

· [image: image25..pict]You must have a header row to use Autofilter. Insert a row and type in the header (column) names.

· Select the header row by clicking on the #1 row and highlighting the row.

· From the Data menu, select Filter>Autofilter 

· Little arrows will appear on your header names.
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· Click on the header arrows to get a pull down menu 


· Sort Ascending will put all the Females at the top [image: image4.wmf]
· Select F to show only the females:
[image: image5.wmf]
· To get all your data back on the screen, click on the header arrow and select Show All.

Headers

· Double click at the top empty area above the spreadsheet.

· Type a Header (or title)

· To change the font, click on the text icon [image: image6.wmf]in the toolbar.

· When printed, the header will print at the top of the page.

· To add the date, click on the date icon [image: image7.wmf] in the Header Toolbar. The current date will be added to the header.

· To go back to the spreadsheet, click on close in the Header Toolbar. 

Page Orientation:

· If you have a lot of columns, you will want to print the spreadsheet in landscape view.

· From the File Menu, select Page Setup > Landscape 

Printing with grid lines 

There are two ways to print the grid lines in Excel.

1. To automatically print gridlines around all cells that contain text/numbers:

· In the Formatting Palette, open the Page Setup tab and click √ Print Gridlines 

2. To print gridlines around cells that do not yet contain text:

· Highlight the cell area you wish to have gridlines 

· From the Formatting Palette, open the Borders and Shading tab and select the type of border (All borders)

· Use this method to create a checklist with empty cells for you to later write in.
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