Step by Step for Excel

· Click on Excel Icon

· Name columns and rows

· To merge columns and rows highlight cells, select merge and center box on main tool bar next to the $ or double click between the cells and drag 

· Highlight cells you wish to Format

· Click Format Icon, a small menu will appear 

· Select Format Cell

· A new menu will appear and give you different options

· To add a Graph

· Highlight the data you wish to graph

· On the toolbar click the button that looks like a graph (Chart Wizard)

· Or you can select insert from the menu bar, then select Chart

· A window will open where you can select the type of graph you want.

· Click finish and the graph will appear on your spreadsheet

· To add more pages go to Insert and click on Worksheets

· To add color or change font highlight the cells and change like in Word

· Click View Icon on toolbar to see page break preview

· Click File Icon and got to Page Setup to change how the page will look

