FORMATTING CELLS, FORMULAS (Sum, Average) 
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Indented Text:

· Home Tab – Alignment Group - Increase Indent / Decrease Indent Buttons 
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Where to find Text Orientation (2 places):

· Home Tab – Alignment Group – Orientation Button
· Right Click – Format Cells – Alignment Tab
Angle automatically assigned to “Angle Counterclockwise”

“Angle Clockwise”
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Horizontal Alignment automatically assigned to:



Letters:





Numbers:
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Inserting new Columns & Rows:
· Right Click – Insert OR  Right Click on Column Letter / Row Number – Insert

· Home Tab – Cells Group

Rows automatically inserted:


Columns automatically inserted:

Formulas 
· To find the sum or total:

Icon:
· To find the average:


To copy a formula:

· Click in the cell whose formula you want to copy – grab the bottom right corner & drag across or up/down cells you want to copy the formula to
What does your mouse need to change to before you copy a formula across a row or down a column?

Meaning of: 

· ​Something is wrong with 

- Used to select your own cells

- Cell is not large

the formula



when inserting a formula


enough for numbers
To Show All Formulas When Printing for Class:
· Formulas Tab – Show Formulas
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= SUM ( ___ : ___      )





= SUM ( __ , __ , __ )





= SUM ( __ + __ + __ )





: means “through”


, or + mean “and”





= AVERAGE ( ___ : ___      )





= AVERAGE ( __ , __ , __ )








