@DTrinit College Neighborhood
i ” )
EDN ®onA&1soo Broad St. Hartford, CT 06106 (860) 297. 4277
Technology Center

INTERMEDIATE EXCEL



@DTrinit College Neighborhood

7 .
DN @0 A 1300 Broad St. Hartford, CT 06106 (860) 297. 4277

Technology Center

Microsoft Excel is a spread sheet program that makes it easy for you to create,
track, and update all sorts of data. Excel’s calculating functions are ideal for

creating such products as inventories, check registries, or sales invoices.

Opening Excel:

In order to open the Microsoft Excel program you must:
Click the “Start” button in the corner of the task to open the “Start Menu”
Go to Programs

Go to “Microsoft Excel” and click to open

Review and Shortcuts

Math Formulas

Formulas are equations that perform calculations on values in your worksheet. A formula
starts with an equal sign (=). Operators specify the type of calculation that you want to
perform on the elements of a formula. Microsoft Excel includes four different types of
calculation operators: arithmetic, comparison, text, and reference. For example, the
following formula multiplies 2 by 3 and then adds 5 to the result: =5+2*3. When entered

into a cell, this formula will display the value of the expression (i.e. 11).

Input formulaintoa [=° | T T ETTTTN O After inputting P
_ K J A& =5+273 _ T
cell in an excel : - i formula into cell 11

- =543 .
worksheet: press ENTER: I .|

Functions

Functions are predefined formulas that perform calculations by using specific values,
called arguments, in a particular order, or structure. Functions can be used to perform
simple or complex calculations. Structure. The structure of a function begins with an
equal sign (=), followed by the function name, an opening parenthesis, the arguments for
the function separated by commas, and a closing parenthesis. Arguments can be
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numbers, text, logical values such as TRUE or FALSE, arrays, error values such as #N/A,
or cell references. The argument you designate must produce a valid value for that
argument. Arguments can also be constants, formulas, or other functions. For example,
the ROUND function rounds off a number in cell C1 to two decimal places:
=ROUND(C1, 2).

Input a function into [ T = TEETTTEN After inputting P
) K« A& =ROUNMD(CT, o g | r | i
a cell in an excel i | € | 0 functioninto cell 11365761
worksheet: L 11367811 press ENTER: 137
=R0OUNDICT 2
T [

Comments

A comment is a note that you attach to a cell, separate from other cell content. Comments
are useful as reminders to yourself, such as noting how a complex formula works, or to
provide feedback to other users. Click the cell you want to comment on. On the Insert
menu, click Comment. In the box, type the comment text. If you don't want your name
in the comment, select and delete the name. When you finish typing the text, click

outside the comment hox.

Using the Fill Handle

The fill handle allows you to copy text from one or more cells across many attached cells.
To allow the use of the fill handle, click Options on the Tools menu and click the Edit
tab. Select the Allow cell drag and drop check box. To use the fill handle select the
cells you want to copy. Point the mouse to the bottom right-hand corner of the copied
cell until you see a black ‘+* symbol (the fill handle). Now, drag the fill handle across
the cells you want to fill, and then release the mouse button.

Copy cell(s) and C = T C | D
then drag fill handle | |B" L2 ABC Co ASC Lo [

5 Bottles 1 5 Bottles 5 Bottles B Bottles
across empty cells: 6 Battles T
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Right Mouse Shortcuts

When you right click the mouse while it is pointed at any cell, a list of options will
appear in menu. The Cut, Copy and Paste commands allows you cut or copy the
contents of a cell or paste contents into the cell. The Insert and Delete commands allow
you to add or remove rows or columns from the worksheet. The Clear Contents option
allows you to delete the text of the selected cell(s). Insert Comments is a shortcut for
entering comments into a cell. The Format Cells command brings up a menu which
allows the user to format the contents of cells including numbers, borders, fonts,
alignment and patterns. Hyperlink allows the user to create a link to another source such
as another document or a World Wide Web page.

Format Painter

The format painter allows you to copy the format from one cell or range to another. To

copy the formatting to a cell or range, click Format Painter L on the Formatting
toolbar. To copy the formatting in the selected cell or range to several locations, double-
click the Format Painter button. When you finish copying the formatting, click the
button again.

Absolute Cell Addresses

An absolute cell reference in a formula, such as $A$1, always refers to a cell in a specific
location. If the position of the cell that contains the formula changes, the absolute
address remains the same. If you copy the formula across rows or down columns, the
absolute address does not adjust. For example, if you copy a relative reference, say =A1l,
in cell B2 to cell B3, it will change to =A2. With absolute addressing, =$A$1 will remain
no matter where it is copied to. By default, new formulas use relative addressing, and

must be changed to absolute addressing.
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The IF function is used to conduct conditional tests on values and formulas. It returns

one value if a condition you specify evaluates to TRUE and another value if it evaluates

to FALSE. Itis setup like so: IF(logical_test,value_if true,value_if false). For

example, we can write =IF(C1 > D1, “C1 wins”, “D1 wins”). If the value in cell C1 is

greater than the value in D1 then the formula will put C1 wins in cell E1, if not it will put

D1 wins into cell E1.

If the value in cell
C1 is greater than
the value in D1:

Nested =IF

fe =F(C1:01, "C1 wing", "CZ wing')

E

f

(1 wing |

If the value in cell
C1lis not greater
than the value in D1

7 ¥y =] | ¥ Reply with Changes... £nd
B =IF{CT=01, "Clwing', "C2 wing')

t | D | E

1000 125062 wans

=IF(D1>89,"A",IF(D1>79,"B", IF(D1>69,"C",IF(D1>59,"D","F")))) is an example of a
nested IF. A nested IF is an IF function, within another IF function. The IF function

above will output a letter grade based on a numeric grade. If the value in cell D1 is

greater than 89, then the test value is true and “A” will be output. If the test value is

false, another IF statement will be evaluated. Finally, if all test cases are false, the IF

function will return “F”, meaning the student has a grade less than or equal to 59.

i - s R R O R T

¥ Reply with Changes. ..

End Review...

E1 - A =IF(D1>89 A" IF(D1=79,"B", IF(D1=63,"C" IF(D1>59,"D" "F"))

A | B | ¢ | D E F | 6 | H =

1 g5 [A 1 .
2 76 C
43F
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Using =SUMIF

SUMIF adds the cells specified by a given criteria. The function is in the form
SUMIF(range, criteria, sum_range). The range is the range of cells you want evaluated.
Criteria is the criteria in the form of a number, expression, or text that defines which cells
will be added. For example, criteria can be expressed as 32, "32", ">32" or "oranges".

The sum range is the actual cells that will be added if the range meets the criteria.

[+ ™E] =1 | T#HEeply with Lhanges. .,
A =SUMIF(C1:C4,"=3" E1:E4)

¢ [ b | E |
100 70
150 80
a0 a0
200 100

I BflEl!

In the example above, if the number of cells in the range C1 to C4 is greater than 3, then

the sum of the values in E1 to E4 will be summated.

Formatting Cells

Formatting cells allows you to change the way in which the cell displays the information
you enter. Cells can be formatted to show the numbers in many different ways. To begin
to format a cell, follow these steps:

Type the number 98467 in cell C1 and keep the cursor on this cell

Click on Format, which is located on the Menu bar.

Press the down arrow key until Cells is highlighted.

Press Enter.

o > D E

Make sure the Number tab is showing in the menu that pops up and click on
“Number” under the category.
6. Change the decimal places to 1 by clicking the down arrow and check the box that

says use 1000 separator (,).
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Microsoft Excel - Book2

@_] File Edit ‘iew Insert Format Tools Data  Window  Help
DEHRS S B IBERE-9 -8 =~ -4 @ B-C\rial <10 «| B I
C1 hd fx 05467
A | B C p | e | F | & | H | | 0 ]
1 95467
| 2 |
5 2
4
5 Murnber |P.Iignment I Fonk I Border I Patterns | Prntectionl
B Category: ample
+ l
g —> [
1 Currency Decimal places: |1 = <
i Accounting
10 Diate
1 Time [
|12 | if;gﬁ;tnage /ﬁegative numbers:
13 Srientific -
14 Text 1,234.0
= Special {1,234.0)
% Custom =iz |
17
18
W Murnber is used For general display of numbers, Currency and Accounting
E offer specialized Formatting Far monetary value.
21
22
23 a4 I Cancel
| 24|
25
7. Click Ok

8. The number in cell C1 should now read 98,467.0

9. Now the cell needs to be formatted again to show that it is a monetary value.

10. Click on Format, which is located on the Menu bar.

11. Press the down arrow key until Cells is highlighted.

12. Press Enter

13. Click on Currency under the category. Change the decimal places back to two by
clicking on the up arrow.

14. Leave the symbol as a “$” and click Ok.

15. Cell C1 should now read $98,467.00
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E3 Microsoft Excel - Book1 . =l
@l_] File Edit ‘ew Insert Format Tools Data  Window  Help Type aguestionforhelp = _ & X
NEHRS S 6 Bam-19-18=-4 @ E';nrial i B B;g-gggﬁ
21 - e 98467
A BN I 0 EE e e e e

; 35 467 .00 i
. =L 20
% | Alignment | Font: I Border | Patterns | Protection I

E Category: ’-Samplc
== o5, 467,00 ‘
5 :

i Decimal places: |2 5‘
% Symbaol

10 I$ j
T Megative numbers:

12 $1,234.10

13 ($1,234.10)

14 {$1,234.10 =]

15

15
| 17 | Currency formats are used for general monetary values, Use Accounting

18 formats to align decimal points in a colurmn,

15

20

21

25 K I Cancel

23 e
| 24 |

i4 4 » ¥[\Sheetl ; Sheetz f Sheets / | 4] | L[j_l
Reeady

tﬂStartl | & @& 0 & |5 rRobert | B tntro to Excel Roberts ||@ Microsoft Excel - Bo... 2@ [V O t:z0em

Formatting Dates

1. Put the cursor on cell C2

2. Click on Format, which is located on the Menu bar.

3. Press the down arrow key until Cells is highlighted.

4. Press Enter.

5. Click on Date under the category.

6. Under type click on *Wednesday, March 14, 2001 and click Ok
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E Microsoft Excel - Book1

B =15l x
:@I_] File Edit ‘ew Insert Format Tools Data  Window  Help Type aguestionforhelp = _ & X
NEHRS G BIRR-9- 8= -3 @0 [ -w - BZUSE=E=[
2 - e
& | 5 e o | E | FE | 6 | H | |4 ] %k | L
1 593 467 .00 il
7 — 2]
3 i .
e T Murnber |A|ignment | Font: I Border | Patterns | Protection I
5 Cakeqory: ample
E= General AI ‘
= MNumber
L Currency Tvpe:
e —b mﬁmunt‘“ [*3714/2001 -
i | Time ednesday, March 14, 2001 JP
ﬂ Percentage gﬁ:}'ﬂl e
i il 03/14/01
12 cientific L4-Mar
13 Text 14-Mar-01 d|
= Special
14 Customn LI Locale (location):
15 |English {United States) j
15
i Date Formats display date and time serial numbers as date values. Except For
LB_ ikems that hawe an asterisk {*), applied formats do not switch date orders
18 with the operating system,
20
21
22 K I Cancel
| 23 | L
24
i4 4 » r[s5heetl  Shestz £ Sheets / | 4] | L“_I
Reeady M
IE.‘Startl | & & [0 * |5 Robert | ] Intro to Excel Ro... ||@ Microsoft Excel .. |73 =154 22 WO 1:34mm

7. Now in type 7/4/99 in cell C2 and hit enter.

E Microsoft Excel - Book1

@J File Edit Miew Insert  Format  Tools  Data 4

NEHRIS S 2 @m0
C2 - FaAass

A | B | \/C |
5958 467.00
| Sunday, July 04, 1999!4—

P | QOB —

8. Cell C2 should now read Sunday, July 04, 1999. Notice how the formatting
automatically changed the way in which the date is displayed but the Formula Bar
shows the date still as 7/4/1999.

9. Similar procedures are used to format cells to show times and percentages.
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Creating Charts and Graphs

Charts and graphs are a useful way to display information in a graphical sense without
having to write anything out. Below is a brief description of how to create several types
of charts and graphs.

1. Firstin cell Al type “Days of the Week”. In cell A2 type “Monday” and in cell
A3 type “Tuesday”

2. Highlight cells A2 and A3 and use the fill handle to fill cells A4-A8 with the rest

of the days of the week.

3. Now type “Number of Pancakes” in cell B1 In cell B2 type “2”, B3 “4”, B4 “5”,

BS “3”’ B6 HZH' B7 “4”’ 88 “3”
4. Highlight cells A1-A8 and B1-B8 at the same time.

Microsoft Excel - Book1

@_1 File Edit ‘Wiew lnsert@mat Tools [
JEHRS S @@ (9
Al - e Days aof The YWeel
A E c | D
Days of ThMumber offF ancakes
Fonday
Tuesday
Wednesda
Thursday
Friday
saturday
ounday

O o I S R Y o

DOw Rt i = Y A

5. On the menu bar click on insert.

10
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6. Scroll down and select chart. The Chart Wizard will show on the screen showing

step 1 of 4
Chart Wizard - Step 1 of 4 - Chark Type el |
Standard Types | Custom Types I
Chart type: Chatt sub-type:
M Calumnn
E Bar
|ﬁ Line
v ] Pie
5 ®¥ (Scatter) "i
‘ Area I- I
e} Doughnut . 1 I
@ Radar
@ Surface
®: Eubble |
Clustered Column. Compares values across
cakegories,
\ \_\
Press and Hold ko Wiew Sample |
Cancel | = Back | Mext = I Einish |

7. Notice that you are able to chose many different types of charts in this step
including Column, Bar, Line, Pie etc.

8. Select Column (it should already be selected) then chose the type of sub-chart that
you want.

9. By clicking on each sub-chart type a brief description of what type of information
that is displayed will work best for that chart. You can also view a sample of what
your chart would look like by clicking and holding on the Press and Hold to View
Sample button.

10. Click Next on the bottom of the Chart Wizard

11
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11. In step 2 of 4 the Chart Wizard shows you what your chart will look like.

bt Tools Data ‘Window Help

B-9-/0 -4 ll© E [aial o - s u|E:
f The Week
3] E | F | wn [ H | I [ A [
Chart Wizard - Step 2 of 4 - Chark Source Data 2 x

Data Range | Series I

Rumber of Pancakes

O Mumkber of Pancakes|

S M o

R N N T S|
Gﬁ‘b 'Q@h _ns'nh .@“h « ‘_?@ "yh
&

Diaka range:

Series in: " Rows

% Columns

Cancel < Back | Mext = I Einish

12. Click on the Rows button and observe how the data is displayed on the chart. You
my have to click back and forth between the columns and rows button to
recognize all the changes in the chart.

12
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13. Leave the columns button selected and click Next

14. The next step in the Chart Wizard will allow you to name the Chart Title and the
X and Y axis.

15. In the Chart Title space type “Average Number of Pancakes Consumed Per Day”
In the Category (X) axis space type “Days of the Week” and in the Category (YY)
axis space type “Number of Pancakes”

Chart Wizard - Step 3 of 4 - Chart Dptions ﬂﬂ

Titles | Axes I Gridlines | Legend | Data Labels I Diaka Tal:ulel

Chart Eitle:

Il:akes Consumned Per Day Average Number of Pancakes
Consumed Per Day

Categaory () axis:

IDav aof the week

Value () axis:
INumI:uer of Pancakes|

I j_ﬁ O Mumber of Pancakes

Second category (X)) axis: :|_|: _ _ —I |_

=l é“\-
I g?":\ﬁ"n‘g -.5“ 'ﬁ:<\ J‘ ‘\.'abh

Number of Pancakes
L= L O N

Second value (%) axis:
I Day of the week

Cancel | < Back | Mexk = I Einish |

16. Click Next (Using the rest of the tabs in this step will be discussed later on)

17. Step 4 in the Chart Wizard is deciding whether or not you want the chart to show
up in a new sheet or as an object in the sheet that you are working on.

18. Select as a new sheet and click Finish.

Chart Wizard - Step 4 of 4 - Chark Location 2=l
Place chart:
=9
bl | @ asrnewsheer:
O
i \
nll = Az object in: ISheetl j

Cancel | < Back Mext = | | Einish I

13
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19. Your chart will show up as a new sheet

20. Examine your chart in the new sheet titled “Chart 1”

21. Notice how the information is presented in an easy to see manner. You can see
that this individual ate an average of 4 pancakes on Tuesdays and 2 on Fridays.

E3 Microsoft Excel - Pancakes Example — |E’ |i|
‘Bl Fle Edt Yiew Insert Format  Jools  Chart  Window  Help Type aquestion forhelp -~ _ & x
DEEHROG A DR-9- 8= -4 @@ [ -0 -Bru===§
Chart Area = I
L] [ ] [ ]

Average Number of Pancakes Consumed Per Day

Chart Title |

N

O Mumber of Fancakes

n
Number of Pancakes
w

Monday Wednesday Thursday @ Saturday Sunday
Day of the week
L] = [
M 4 » M[yChartl { Sheetl f sheetz £ shests / | 4]
Ready MM
Hystartl Nex-X-) » | | Robert | 8] creating Charts a..|[[5] Microsoft Excel .. |73 = 5] £ WO 144pm

Formatting the Chart

Now that you have a chart created there are many ways in which you can change its
appearance and add different features.

1. The chart tool bar should be showing in the screen when the chart is first created.
If it is not then it can be brought by clicking on Toolbar in the Insert menu and
selecting Chart.

2. The chart tool bar will allow you to change the appearance of the chart rather
easily.

14
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3. On the chart tool bar click on the drop down menu and select chart area.

E3 Microsoft Excel - Pancakes Example _ = x|

‘B Fle Edit view [nsert Format  Iools  Chart  Window  Help Type aquestion forhelp » o & X

DSEHRI G B LB 9-8s-3@@ [Jim -0 B Zu/SE==@|s % |EE-5 A B
Chart Area - 3

wverage Number of Pancakes Consumed Per Day

Value Axis Major Gridlines
Yalue Axis Title
Serigs "Mumber of Pancakes"

O humber of Pancakes

w
I
P
]
3
g
L]
o
]
]
2
E
3
2

IMonday Tuesday Wednesday Thursday Friday Saturday Sunday
Day of the week
|

1

Ready i

M @ & @ Robert | 8 ntermediate Excel 2Ro. . ”m > @‘ A,W

4. Notice that the whole graph is outlined by small black boxes. These boxes
indicate which are you have selected.

5. Now that you have “chart area” selected you can customize the way the chart
looks using several different methods. You can either use the chart toolbar or you
can right click to get a drop down menu with options on it.

6. The options included are Format Chart Area, Chart Type, Source Data, Chart
Options, Location, and Clear. Under each of these selections there is a multitude
of ways in which you can change the way the chart looks and displays your
information.

7. 'You can also choose other parts of the chart other than the Chart Area. These are
shown in the dropdown menu and include; Category Axis, Category Axis Title,
Chart Title, Legend, Plot Area, Value Axis, Value Axis Major Gridlines, Value
Axis Title, and Series (Series Name).

8. Selecting each of these gives you different options in the way in which you can
display the information on the chart.

USING CONDITION SUM WIZARD

HLOOKUP / VLOOKUP
HLOOKUP searches for a value in the top row of a table or an array of values, and then

15
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returns a value in the same column from a row you specify in the table or array. Use
HLOOKUP when your comparison values are located in a row across the top of a table of
data, and you want to look down a specified number of rows. Use VLOOKUP when your
comparison values are located in a column to the left of the data you want to find. The H
7

in HLOOKUP stands for "Horizontal." VLOOKUP searches for a value in the leftmost
column of a table, and then returns a value in the same row from a column you specify in
the table. Use VLOOKUP instead of HLOOKUP when your comparison values are
located in a column to the left of the data you want to find. The V in VLOOKUP stands
for "Vertical."
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