Lifelong Access to PC’s Through Training for Older People

LAPTTOP
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  in order to access a blank Worksheet. Each block on the sheet is called a cell.









2. Note cell identifiers A to O etc. across the top and, 1 to 31 etc down the left side.











3. Select from Top menu - Tools, Add_Ins and, from the corresponding drop-down ensure that “Analysis ToolPak” is ticked. If not you will need to tick Analysis ToolPak and click OK to install / use it. Analysis ToolPak will be installed.











4. Position cursor into cell C7 and holding down the left mouse button drag the cursor down to C9 and then across to K9 all selected (highlighted) cells will become coloured.  You can now lift off, from the left mouse button.  The cells will remain selected.
5. From the top menu select Format, then, from its drop down, select Cells and then from the Format Cells window select the Alignment tab.
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[image: image6.emf]Merge cells option and set both the Horizontal and Vertical text alignment boxes to Centre, using the drop down arrows.  Click OK to close  -

7. Double click within the Formatted cell area and the cursor will change


 to a flashing ‘ I ‘  select Arial Font – size 36 with Bold on.  Type in to the 


Formatted cell area: - 
 My Lucky Lotto Numbers.

8. Click cursor into cell B14 and holding down the left mouse button drag the cursor down to B18 and then across to C18 all selected (highlighted) cells will become coloured.  You can now lift off, from the left mouse button.  The cells will remain selected.









9. Apply steps 5 and 6 for this group of cells click OK. 


10. However, Cells B/C14-18 will still be selected, as shown by the black boarder around them.
  










11.  With this group of cells still highlighted, select the Painter icon (this looks like a paint brush) from the icon tool bar and having selected it the B14 to C18 cell range will appear to be edged with marching ants. The cursor will now change to a Cross and a Paint brush



12. Position the cursor in cell D14, hold down the left mouse button and move the cursor over the adjoining cells (keeping within row 14), on the right, as far as M14. With the mouse button still held down move down to cell M18.  Release the left mouse button and these additional cells will now be in the same format as B14 – C18.

13. Move back to cellsB/C14/18, double click into the highlighted cell and type the following formula in Arial, size 10 with bold off. (Exactly as this): -

 



=RANDBETWEEN(1,49)

     press the Enter key.











14. Left click back into cell B/C14/18 to highlight it.  Now select Edit – Copy (marching ants appear) and then move the cursor in to Cell D14, Holding the left mouse button down drag across to cell M14.  Lift off mouse and but the cells will still be highlighted.  Select Edit – Paste - to copy the formula into these cells.

15. Left click into an empty space and you will see that all the cells now display a number between 1 and 49.  Press the Esc key to remove the marching ants. 

16. Left click over the left hand number, hold the left mouse button down and drag across to the right hand number to highlight them all.  With the cells highlighted change the Font size to 48 and select Bold on. Click on empty cell.

17. To add some colour to the page  Select the blank square above 1 and to the left of A


18. The whole Worksheet will now be selected – choose a colour from the “Fill Color icon (on the tool bar) – for example Yellow – click into an empty space on the Worksheet and the sheet will turn Yellow.

19. Highlight the cells containing the 6 numbers (click into the first cell, hold the left mouse button and then drag the cursor across to highlight the other cells).  Select a colour from the Font Color Icon (on the tool bar) – for example Red and the numbers will now be displayed in Red on the Yellow Worksheet. Click into an empty space.

20. Locate the F9 key and note that each time you press the F9 key the displayed numbers will change to another random set. 

21. NAME & SAVE YOUR WORK IF YOU WANT TOO.

NOTE: Because we have set each cell separately there may be an occurrence of the same random number appearing in more than one cell.
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