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Week 1 
Create a folder structure and some math using Microsoft Excel

Part One: Use OneDrive
Exercise 1: Create module folders 
One named Semester 1 and another named Semester 2
What modules are you taking in semester 1?
Create three folders in semester 1 – name the folder with the module code and Module Name
Create three folders in semester 2 – name the folder with the module code and Module Name

Part Two: Open Microsoft Excel - Do some math
Exercise 2: Type some simple formulas to add, subtract, multiply, and divide. 
1. Click in cell A1. First you’ll add two numbers.
2. Type =734+498
3. Press ENTER on your keyboard to get the result of 1232.
4. Now let’s subtract, multiply, and divide.
· In cell A2, type =734-498 and press ENTER. Result: 236.
· In cell A3, type =734*498 and press ENTER. Result: 365532.
· In cell A4, type =734/498 and press ENTER. Result: 1.4738956. (The answer may vary, depending on how many decimal places are set up in your version of Excel.)
5. Click in cell A4 to adjust the number of numerals after the decimal place. Make sure you are on the Home tab. If not, click the tab to select it. 
6. Move the cursor up to the ribbon, where it says Number (called the Number group). 
[image: Number group]
7. In the Number group, point to Decrease Decimal [image: Decrease Decimal]and click. Notice the result in cell A4, which should have one less number after the decimal point. Click Decrease Decimal [image: Decrease Decimal]as many times as you want to adjust the number. 



Exercise 3: Add numbers by using AutoSum
In this exercise, Excel will add numbers by creating a formula for you. 
1. Click in cell A5.
2. On the Home tab, move the cursor to where it says Editing (called the Editing group).
[image: Editing group]
3. Click AutoSum [image: AutoSum]. The formula appears on the spreadsheet. It should include all the cells between cell A1 and cell A4.
4. Press ENTER to get the result: 367001.47.
(The answer may vary, depending on how many decimal places are set up in your version of Excel.)



Exercise 4: Practice the math
Pick numbers
Let’s add, subtract, multiply, and divide
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