Excel Lesson: Entering and Formatting Data

1. Create a list of countries in column A, starting in A1.

· Austria

· Bahamas

· Belgium

· United States

· United Kingdom

· Thailand
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Sort.

· Select the countries to be sorted.

· Select the Data menu item. 

· Select Sort

· You should see a window similar to the one on the right.  Click OK.  Your list should now be sorted alphabetically. 
· This sort window is very important and will allow you to sort several columns full of data, depending upon what column you want to sort by.
3. Insert a row above row 1

· Select row 1.

· Select the Insert menu item.

· Select Rows.  It should have inserted a blank row above your first country.
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In row 1, type in the following column headers.  It should now look something like the spreadsheet you see below.

· Country

· Population Growth Rate
· Birth Rate/1,000 population
· Death Rate/1,000 population
[image: image4.png]Number {Algniert

Fort | orcr | paters | prtectin |

Text algnment —————————————— Orientatin

Horizontal Indent
=

vertical;

ottom E

Texteontrol Deress

T~ wirap text
I~ shrinkto it
T~ Merge cells

Concel





5. Enter data: 

	Country
	Population Growth Rate
	Birth Rate/1,000 population
	Death Rate/1,000 population

	Austria
	0.24%
	9.74
	9.8

	Bahamas
	0.93%
	19.1
	7.14

	Belgium
	0.16%
	10.74
	10.1

	Thailand
	0.91%
	16.63
	7.54

	United Kingdom
	0.23%
	11.54
	10.35

	United States
	0.90%
	14.2
	8.7


6. Format

· Set text wrapping for column headers:

· Select only the cells of the header row (A1-D1)

· Format
· Cells.  

· Click on the Alignment tab.  You should see 

· Click on the Wrap text box

· Text Alignment:  Set it to center for both Horizontal and Vertical.

· Column headers and country names: Font 14pt.

· Names and column headers bolded.

· Borders and shading.  

· Select the cells you want to shade.

· Format
· Cells.  

· Click on the Patterns Tab.

· Set number format for Population Growth Chart to percent with 2 decimal places.

· Select the cells you want to apply the format to.

· Format
· Cells
· Select the Number tab.  

· Select Percent.  The decimal places default to 2.  Leave it there.

7. Create A Chart:

· Select the country names and Growth Rate data only.

· Click on the Chart Wizard icon 
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 and follow the prompts.

If time permits:

· CIA World Fact Book: http://www.odci.gov/cia/publications/factbook/index.html  (If you’re using Internet Explorer, just type in “cia factbook”)

· Animal logic lesson with phony data.

· More lesson plans and ideas at: http://www.microsoft.com/education/lesson/default.asp 

� Figures found at the CIA World Fact Book: � HYPERLINK "http://www.odci.gov/cia/publications/factbook/index.html" ��http://www.odci.gov/cia/publications/factbook/index.html�
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