Unit 6

Advanced Word, Excel, and Power Point

Excel Skills - Advanced

Sum Function

· Click in the cell where you wish your answer to appear

· Insert - Function

· Select Sum

· (Do not type anything in the box that appears.)  Instead, highlight the cells you wish to add together.

· Press Enter

Average Function

· Click in the cell where you wish your answer to appear

· Insert - Function

· Select Average

· (Do not type anything in the box that appears.)  Instead, highlight the cells you wish to add together.

· Press Enter

Sorting

· Highlight the items you wish to put in order

· Data - Sort

· Choose the method in which to sort

· OK

Graphing

· Highlight the entire spreadsheet you wish to make a graph (chart) of.

· Click on the Chart Wizard Icon

· Follow through all steps, clicking next until finished
















