USING LETTERS to REPRESENT NUMBERS
Unit 1 Activity/Project #2

Create a Spreadsheet/Worksheet

1.
Open Microsoft Excel (or ANY spreadsheet/worksheet software)

2.
Click in cell A1 and select size 28
3.
Select:  ANY font  --  Bold  --  ANY font color

4.
Turn Caps Lock ON and type:  AGE RELATIONSHIPS

5.
Highlight cells A2 and B2

6.
Select:  size 18  --  Center Alignment  --  click Bold  --  ANY font color (different from title color)
7.
Go to Format and select Row Height and type in:  46  --  click OK

8.
Go to Format and select Column Width and type in:  25  --  click OK

9.
Go to Format and select Cells  --  click the Alignment tab and click in the box beside ‘Wrap Text’

10.
Click OK

11.
Turn Caps Lock OFF

12.
Click in cell A2 and type:  Timothy’s Age (in years)

13.
Tab over to B2 and type:  Carlos’s Age (in years)

14.
Highlight cells A3 down to A6 and over to B3 down to B6

15.
Select/Change:  size 14  --  Bold  --  Center Alignment

16.
Click in cell A3 and fill in your information from your Activity #1 sheet (table in #3) - this


information will be typed into cells A3 down to A6 and over to B3 down to B6



(use the TAB and ENTER keys to move from cell-to-cell)
17.
Highlight cells A2 down to A6 and over to B2 down to B6
18.
Go to Format and select Cells

19.
Click the line style  --  select a color  --  click the box above OUTLINE

20.
Click the line style  --  select a color  --  click the box above INSIDE

21.
Click and highlight cells A1 and B1
22.
Go to Format  --  Cells  --  click the Alignment tab and click ‘merge cells’

23.
Click the Fill tab and select a fill color for the title

24.
Click OK

25.
Click and format cell A9



*type your first and last name (capitalize first letter)  --  left aligned  --  size 12  --ANY color
26.
Click and format cell A10



*go to Format and select Cells



*click Number  --  click Date  --  go over to Type and scroll down to select the



type style that you want



*click Alignment and select Left



*click OK and type today’s date in numbers (i.e. 9/30/09) - the date should appear in the



format that you selected

27.
Save as instructed by your teacher






