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Objectives |

By the end of the module, students should

» be ableto identify the Title Bar, Menu Bar, Standard Toolbar,
Formatting Toolbar, Formula Bar, Vertical and Horizontal
Scrollbars, Status Bar, Row Labels, Column Labels

» know how to change the selection (active cell or active sheet, for
example) from cell to cell and from sheet to sheet

» know how to enter text, formulae and other information and how to
delete it or make changesto it

» remember to confirm cell contents after making changes

» know how to insert and delete rows and columns, how to change the
width of a column, and how to centre a column above several others

» be ableto format cell contents (for example alignment, bold etc.,
number of places after a decimal point)

O
(@)
c

U
)
=

al
©

©

A

{ BIL 101E — Introduction to Computer & Information Systems 223 ]




Objectives |

By the end of the module, students should
» Dbeableto usethe SUM function

» understand the way formulae are copied from cell to cell and know
the importance of the $ prefix

» beableto sort an Excd list

» know how to create a chart using the Chart Wizard button, and how
to delete, move and change the shape of a chart

» know how to save aworksheet and to give it a helpful name
» Dbe ableto preview and print either a chart or a worksheet

» know how to change margins, centre a worksheet horizontally or
vertically on the page, change the default header or footer
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Excel — Description of the Screen |

» The Excel window is headed by severa bars which you
should learn to identify:

1. TheTitle Bar (blue, saying Microsoft Excel - Book1)
2. The Menu Bar (with File, Edit, View etc.)

3. The Standard Toolbar (with the New, Open, Save etc.
buttons)

4. The Formatting Toolbar (with the Font, Font Size, Bold
etc buttons)

5. The Formula Bar (with the Name Box on the | eft)
6. The Horizontal Scroll Bar
/. The Status Bar
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Workbooks and Worksheets |

» The main part of the screen is called aworkbook.

» This consists of acollection of worksheets, initially called Sheetl,
Sheet2 and Sheet3.

» These names are to the left of the Horizontal Scroll Bar near the
bottom of the screen.

» Each name is on a sheet tab
» Sheetl ison top to begin with. Thisisthe active sheet.

» Click the Sheet2 sheet tab with the left mouse button. This worksheet
becomes the active sheet.

» Click the Sheet 3 sheet tab, note what happens, then...

» Click the Sheetl sheet tab. Thisisthe only worksheet which will be
used in this session.
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Title and Menu Bars |

» | n this module we're going to talk about how we can
actually speed up our worksheet creation process by using
some of the shortcut buttons that are available for us.

» \We're then going to talk about hyperlinks and how we can
use these not only to access webpages but also to insert
hyperlinks to other worksheets inside of our workbook.

» \We're then going to talk about how we can customize
templates in order to reuse workbooks over and over
again.

» finally we're going to talk about how we can really start to

spice up our workbooks by inserting items such as
ClipArt.
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Title and Menu Bars |

» Since you're just getting started working inside of Excel one of the
most important things for you to do in order to get started isto learn
about the various options that exist within the Excel application
window and learn how to actually navigate through this window.

» So we're going to first identify which options are available on the
menu bar and where exactly that exists.

» We'll talk about the title bar and then we're going to discuss the
various toolbars and what function they actually serve.
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» We'll see what the difference is between rows, columns, and cells
and then if you have any questions outside of class you'll see how to
use the Office Assistant to actually answer those questions directly
for you.
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Titleand Menu Bars |

» Thefirst thing we want to take alook at isthetitle bar and
the menu bar, and thetitle bar is at the very top of your
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Titleand Menu Bars |

» Now below that title bar is your menu bar and you'll see here the

many different options that you have, file, edit, view, insert, format,
tools, data, window, help, these all contain drop-down menus which
give you the full options that exist within Microsoft Excel.

» |t's going to give you all the different features and tools that you can
access to create and to enhance those workbooks or those spreadsheets
that you're working in.

» Now just like all Microsoft products there are several different ways
to actually access many of these different tools, but inside of this menu
bar you're given the full access of these tools.

» You'll see every tool that's available to you inside of one of these
. different menus.
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Title and Menu Bars |

Title Bar
\V 4
© B 51 Microsoft Excel - PTO_Totals.xls
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O Title Bar: Menu Bar:
e Contains the current worksheet title e Contains File, Edit, View, Insert, Format, Tools,
and includes the minimize, maximize Data, Window, and Help drop-down menus

and close buttons.
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Standard Toolbar |

» Toolbars give you quick and easy accessto alot of the
toolsthat you'll see inside of those different menu options.

O . .
» \We're going to take alook first of all at the standard
= toolbar. You'll seealist of all these different shortcut
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Standard Toolbar
*
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» Now we have severa different options that exist on the
standard tool bar.

» For instance we could use the new, open or save optionsin
order to create new workbooks, open existing workbooks or
save the workbook that you're currently working in.

» Y ou also have the print option, we have the cut, copy and
paste options.

» Now there are more advanced features on thistoolbar as
well, such as inserting hyperlinks and working with formulas,
but we're going to get into those options | ater.

» Just keep in mind that you can access these different
shortcut buttonsto alot of the standard menu options directly
on this toolbar.
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Formatting Toolbar |

» The formatting toolbar normally situations directly below
that standard toolbar, and this formatting toolbar again

© gives you many different shortcut options to alot of the
. .
= menu features that you'll find.
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Formatting Toolbar

"
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» On the formatting toolbar you can see different items like
bold, italicize, underline.

» Y ou can change the alignment options within the cells of
your spreadshest.

» There are severa different options of actually formatting
the way that your data appears on the spreadsheet that you're
actually working in.

» Just keep in mind these options, although you'll find them
also in the menu bar, you can find them directly as shortcuts
on this formatting toolbar.
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Cdls, Rows, Columns, and Worksheets |

p|et'stake alook at all the different pieces that actually
make up aworksheet, because aworksheet realy just

© .
consists of columns and rows, and when these columns
(@) . )
= and rows intersect a cell I1s created.
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A Cdl |

» A cell can contain numbers, It could contain text, it could
contain aformula.

M » Redly acell isthe most basic part of any workshest.
IS » Now the cell is named by first of al the column, and then
secondly the row. So an instance of a cell would be B3, or
S B4, or Cb.
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A Column |

» Columns are ssmply avertical line of cdlls.

» They're also named by letter, so they'renamed A, B, C, D
and so on.

Column

Q1 PTO Totals r

January March

Becky 1 1 2
Alex 3 3
Phil 0
Jodi 1 1 1 3
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A Row |

» Rows are the horizontal line of cdlls.

8 P Rowsare numbered 1, 2, 3, and so on.
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Worksheet |

» A worksheet is basically the container for all of these
different items.

. P |t's the container for the columns and rows and the cells
=]  that exist.
1  » You could have several different worksheetsin any one
S workbook.
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The Name Box and Formula Bar |

Ed Microsol ft Excel - PTO_Totals.xls

5 File Edit Miew Insert  Format  Tools  Daka  indow  Help
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» The name box and the formula bar are found directly
below that formatting toolbar.

» The name box contains just that, the name of the cell.
» |t will contain the intersection of that column and row.
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The Name Box and Formula Bar |

Ed Microsol ft Excel - PTO_Totals.xls
5 File Edit Miew Insert  Format  Tools  Daka  indow  Help

» if wewereto click on January, that's cell B2.

» The name box is going to actually show usthat that we're
currently selected or we've currently clicked on cell B2.

» Now in this version of Microsoft Excel, the column and
the row will also be highlighted.

» Y ou'll notice the blue highlights on column B and row 2.

[ BIL 101E — Introduction to Computer & Information Systems 242 ]
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The Name Box and Formula Bar |

Ed Microsol ft Excel - PTO_Totals.xls

5 File Edit Miew Insert  Format  Tools  Daka  indow  Help

Name Box F 4V @

» Now because the contents of this current cell B2 says
January in the formula bar you're able to see the wor
January.

» |f this had contained a formulait would show that formula
Inside of this formula bar.

» Now this comes in handy when your cells contain large
amounts of data, because not always will you be able to see
al of that data directly inside of the cell itself.
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Sheet Tabs and Scrollbars |

» if you have more than one worksheet how can you actually navigate
through these different worksheets?

O : :
» These sheet tabs allow you to click on each of these tabs in order to
= change the worksheet that you're currently viewing.
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Sheet Tabs and Scrollbars |

» These sheet tabs are |located down towards the bottom of
your actual workbook.

» Now by default these sheet tabs are |abeled sheet 1, sheet
2, sheet 3, and so on, but you do have the ability to rename
these sheet tabs and you can actually fill these sheet tabs
with up to 31 characters of text.

O
(@)
c

U
)
=

al
©

©

A

-
R 1402/0Q3 PTO YEARLY TOTALS iKY L[j_l
Ready Y

{ BIL 101E — Introduction to Computer & Information Systems 245 ]




Sheet Tabs and Scrollbars |

» Asyour individual worksheets get larger and larger, you'll
also want to be able to scroll through all of your columns
and rows.

» Using the vertical scrollbar you're able to see additional
rows and using the horizontal scrollbar you're able to see
additional columns inside of your actual worksheet. “‘]
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» The scrollbars are located towards the far right-hand side
of your workbook and at the bottom right corner of your
workbook.
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Opening an Existing Excel Workbook |

» There are several ways of actually working with different
workbooks.

» One way 1S to open an existing workbook that maybe
someone €l se has created for you.

» There are a couple of things that you need to know when
you're actually opening these existing workbooks.

» Thefirst thing that you need to know is the name of that
workbook or that file.

» The second thing that you need to know iswhereisit
located? Is it located on my computer, isit located on a
disk somewhere, or isit out on maybe a network drive on
the server?
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Creating a New Workbook |

» And then, of course, you have the ability to create a brand
new workbook and customize it to your very own liking.

» Y ou start with a blank worksheet and you can form it to
however you like.

» Y ou can adjust the data in order to make it appear the way
you want it to.

» Y ou could create achart if you wanted to out of thisown
datathat you're plugging in.

» Now we're going to go into charts later on but just know
that it is available for you to use.
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Demonstration: Opening and Creating Workbooks |
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Entering and Editing Text |

» \We can enter text, aswell as numbers inside of the cells
within our worksheets.

©

N p\\e can aso enter formulas

-

U

8 Values Formulas
— 12,450 =A1+A2+A3
% Q1 PTO Totals =SUM(A1:A3)
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» |et's say that we wanted to enter in some text into our
worksheet. All we haveto doisclick on the cell that we
want to enter in that text and then ssimply start typing.

» So we could type in something here, hit enter, and that text
IS now entered in.
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Entering and Editing Text |

» Now If we wanted to change that text, we could smply
click on that cell again, start typing, and you'll see that it's
going to overwrite the text that was already in there.

» But let's say that you didn't want to completely overwrite
It, you just wanted to adjust it.

» Then you can double click, you'll seethat the cursor is
blinking inside of that cell now, and you are able to back
space and re-enter text into that cell and it's not going to
overwrite the entire cell, it's just going to overwrite
whatever areas you either highlight or you backspace to
reenter.
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Entering and Editing Text |
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1 Use the Formula bar as an additional method
AN b for entering and adjusting text into a cell.

» Thereisactually one additional method to entering in text or
adjusting text in any cell, and that's by using the formula bar.

» If you click into any cell, let's say that you wanted to reenter some
text, or change the text that's existing in a cell.

» Just like we went in, we double clicked the cell in order to adjust
that text, we can single click into that cell and use the formula bar to
either use our backspace key to delete text that's in there and reenter
It, or we can ssmply highlight the entire line of text that's in there
and retype the entire message that we've entered in.
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Resizing Rows and Columns |

» A |ot of times as you're entering in text into cells within
your worksheet, the text will be cut off because the cell

© Isn't large enough.
= P It'snot large enough to be able to actually see what's
contained inside of the cell.
Déj » S0 in that case we need to ssmply resize our cells.
©
i
O January Sa January Sales
February S February Sales
March Sale March Sales
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Resizing Rows and Columns |

» Now we have actually several different methods that we
can go about resizing our rows and our columns inside of
our worksheset.

» |f you wanted to use the click and drag method, all we
have to do is point our mouse cursor over to the right-hand
side of our column on that far right-hand line.

» Y ou can see when we do this our cursor changesinto a
double sided arrow.

» \When we click, we're able to then drag over to the right-
hand side in order to increase the width of this column.
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Resizing Rows and Columns
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Formatting Cell Properties |

» Now although it isgreat to have the ability to actually
resize these rows and columns by ourselves

» \When we have hundreds of different cells that we need to
worry about we don't really want to have to go through
and automatically resize these different cellsin order to
make the words visible.

» \We have the ability of actually changing the cell
properties so that we can use an item called text wrap in
order to have Excel automatically expand the size of any
individual cell or row or column, in order to fit the text
we're typing in there.
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Merging Cells and Formatting the Worksheet |

» \We can also use an option called merging which allows us
to combine several cellstogether.

» Thisworks especially well in the case of creating atitle.

» Now once we've merged these cells together and we've
been ableto create atitle, how do we go about actually
formatting the cells so that it really looks like atitle rather
than just another cell on our worksheet.
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Merging Cells and Formatting the Worksheet |

» The first thing that we need to do Is highlight the cells that
we actually want to change the properties of

O
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» |f we wanted to change the properties of the entire

worksheet we could click on that empty cell that's above

row 1 and to the left of column A, and that's going to
highlight all of the cellsin our entire worksheet
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» From the format menu we're going to select cells, and then inside of
thisformat cells dialog box we're able to change several different
things.

» \We're going to stick on the alignment tab and let's say that we wanted
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O the horizontal alignment of every cell in our worksheet to be centered.
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Using AutoFill |

P |_et's say that you were creating a series of numbers, 1, 2,
3, 4 and so on, or thelisting of all the different months, or
days of the week.

» Y ou don't have to go through yourself and actually plug in
all of this different information.

» Aslong as you establish a pattern, Excel will finish filling
In the rest of that pattern for you. January

» So let'sgo in and we'll see hge\g\l_/uwercawa:tuaﬁiy
accomplish this. |
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» Let's say that Y ou wanted to create alist of all the months of the year.

» You start with January, You typethat in

» Then if you hold my cursor down in at the bottom right corner of this

cell, it changes into a plus sign.

Y

O

) E3 Microsoft Excel - Book1 =] e

- 5 File  Edit “iew Inzert Fommat  Tool:  Data wWindow  Help Type a question for help - _ 5
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» Y ou can see how it's giving you a preview now of what its
going to put inside of the rest of these cedlls.

» Excel automatically filled in the rest of that pattern for

Ed Microso ft Excel - Book1
. File  Edit “iew Inzert Format  Tool:  Data Window  Help Type a question for help - o 0 X
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Using AutoFil| |

» Y ou could do the same thing with say the days of the
week.

Ed Microsoft Excel - Book]
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Applying Cell Borders and Cell Shading |

» First highlight the cells
» Clicking the fill color drop-down list and select whatever

© color that you want to use.
@) EJ Microsoft Excel - PTO_Totals xls =] e
C 5 File  Edit “iew Ingert  Format Tool:  Data Window  Help Type a question for help - _ 5
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Applying Cell Borders and Cell Shading |

» Now we're able to see how applying just alittle bit of color

can really enhance the way that this worksheet actually

O
appears E3 Microsoft Excel - PTO_Totals_xls =] E3
g) ’ 5 File  Edit  Miew |nzert Format  Tool: Data  Window  Help Type aquestion forhelp - - & X
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Applying Cell Borders and Cell Shading

EJ Microsoft Excel - PTO_Totals._xls =] e
5 File  Edit “iew Inzert Format  Tool:  Data Window  Help Type a question for help - _ 5
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Applying Cell Borders and Cell Shading

EJ Microsoft Excel - PTO_Totals xls =] e
5 File  Edit “iew Ingert  Format Tool:  Data Window  Help Type a question for help - _ 5
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Applying Cell Borders and Cell Shading

EJ Microsoft Excel - PTO_Totals xls =] e
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Applying Cell Borders and Cell Shading

EJ Microsoft Excel - PTO_Totals._xls =] e

5 File  Edit “iew Inzert Format  Tool:  Data Window  Help Type a question for help - _ 5
© DEHGERPE 0B 79 -0 8-k @ew -af
il -2 -[Blzr uEEEEIS % BA/EE Q- [2-]A-B
@ ."IJ'\S - _f;t BEEI‘{}" ..................
- ko Fill | —
" 77 =
EEEEEEEN
I‘ EEEEEEER
O EfEEEEEN
O EOCEEENED
al ENO00OmED
X
A
5 |
e,
10
11
12 -
4 4 » w01 f02 03 £04),PTO YEARLY TOTALS jﬂJL”J
Ready ML P

{ BIL 101E — Introduction to Computer & Information Systems 271 ]




Applying Cell Borders and Cell Shading

EJ Microsoft Excel - PTO_Totals._xls =]
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Applying Cell Borders and Cell Shading |

EJ Microsoft Excel - PTO_Totals xls =] e
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Applying Cell Borders and Cell Shading

E3 Microsoft Excel - PTO_Totals_xls Mi=] E3
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Applying Cell Borders and Cell Shading

Ed Microsoft Excel - PTO_Totals_xls - |I:I|£|
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Applying Cell Borders and Cell Shading

Ed Microsoft Excel - PTO_T otals_xls - |I:I|£|
‘B Flle Edit Wiew Inset Fomat  Tools  Data  Window  Help Type aquestionforhelp - o & X
(o Dﬁnglamlﬁﬂlulhrﬂ_d‘lﬂ_ﬂ_lﬂ = _ Al Z| | fla &l 1003 _@!
- Format Cells EHE
: Arial - 18 - |[B] ,!
(@) A1 - £ Yeatly Mumber | Bligrment: | Fonk Border | Patkerns | Pratection |
. - Presets Line——— | H | | | —
- ﬁt':.-'|E: I
" : Nome --—--
O Mo Cutline  Inside | | o —_——
O Border e —m——-
DL_ = || = == -
CG - Texk Texk .-_j_:_i 1 STEE el
B - Texk Texk
D b Color:
— I Aukomatic "’I i
[ H

The selected border style can be applied by clicking the presets, prewview
diagram or the buttons above,

M4m0t foz fos o4 PTOYI o | jﬂjﬂjﬂ

Zancel
Ready FLIR L

{ BIL 101E — Introduction to Computer & Information Systems 276 ]




Applying Cell Borders and Cell Shading

EJ Microsoft Excel - PTD_T otals_xls - |I:I|£|
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Applying Cell Borders and Cell Shading

EJ Microsoft Excel - PTO_Totals xls =] e
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Inserting Cells, Rows, Columns, and Worksheets |

» Oftentimes as you're working inside of Excel you'll
remember that you have forgotten certain key pointsto

O
o Insert into your worksheet.
-
"7 Ed Microso ft Excel - PTO_Totals.xls
See e e e 5 p-\Well, Excel alows usto very easily
& insert different items like cells, rows,
& B columns, worksheets, and charts
O BE # e b directly into our workbook.
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Deleting Cells, Rows, Columns, and Worksheets |

B Microsol ft Excel - PTD_Totals.xls

E File | Edit | Wiew Insert Format  Tools  Data  Window  Help > NOW j ug Ii ke you Can Very
D E ¥} Undo Typing 'Same idea as L1-ME-3905891, ... in K74 Chr4Z L . .
% ax « |+, easlly insert al these
53 Copy ChrhC .
=% o cons. different feature cells, rows,
& Paste Chrly
— columns, and workshesets,

you can delete them very
easlly aswell.

| | | | » The only difference is that
A NGIAEAGEAE) 1o veamy ToTaLs/ rather than going through the
insert menu we're going to
go to the edit menu to delete
these options.
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Ed Microsoft Excel - PTO_T otals_xls
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Copying Cells, Rows, Columns, and Worksheets |

» \We can also copy these same features onto the same
worksheet or any other worksheet or workbook

O
)
C 5 File Edit Miew Insert  Formak  Tools  Daka  Window  Help
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Using Drag and Drop |

» Using the drag and drop method we don't even have to use
the menu option to copy or the standard toolbar to copy
and paste.

» \We can ssimply use our mouse to drag and drop whatever
cell that we want to copy from its original location to its
destination.

» \We can copy these from within the same worksheet, or we
can copy them throughout different worksheets or
different workbooks entirely.
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Tips: Using Drag and Drop |

» Something nice about this drag and drop method is that
you aren't [imited to only dragging and dropping inside of
one workbook.

» Y ou can actually drag and drop items between different
Excel workbooks altogether.

» Y ou could even drag and drop between Microsoft Word
and Excel If you wanted to do so.

» |f you have aworkbook that's open and you wanted to
drag and drop maybe atable into Excel all you haveto do
IS highlight that table inside of Word and drag and drop it
directly inside of your Excel spreadsheet and you're able
to copy it that way as well.
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Clearing Cell, Row, and Column Content |

s D> A\ |ot of times you'll want to clear the
e e e 13 contentsof acell or you'll want to clear
s o w2 the formatting that existsinside of the

; R cell but you don't want to remove the

Fill 3
Clear 3

entire cell altogether.

: '/ P You can use the clearing options in
A e i; order to do this.

Lirksz...

s _———_—=/ P»Youcanclear onecell a atime or you
can clear multiple cells at one time.
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Delete Sheet
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Hiding and Un-Hiding Rows and Columns |

» You'll usethe ability to hide and unhide rows and columns in order
to hide sensitive information.

» |et's say that you wanted to print off thislist of sales rep info but
you wanted to hide the social security numbers and the clothing
sizes of these sales reps.

» Y ou can simply highlight those columns and you can hide them so
that they're still on your worksheet, but they're just not visible any
more.

» Y ou can then print out the worksheet, nobody will know that they
even existed.

» You'll see aswe're in the electronic form, or we're still inside of
Excel, that it now jumps from F to K and it does this because those
columns are still listed there, they're just hidden.
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» Thefirst step in hiding columns or rows isto determine
which column we actually want to hide.

» et's say that we wanted to hide the social security
numbers for these different sales reps.

Ed Microsoft Excel - Sales Rep Info_xls =] E3
5 File  Edit “iew Inzert Format  Toole Data Window  Help Type a question for help - .5 X
NEHS GRIVE s 2R F/9-0- 8z -3 @e 1 -@f
: Al -1 -7 usE=EHES % BB E=H-2-A-B

=2 - s

Address ity Fhaone
465 Grand Canyon Blvd - | Scottsdale AL 295251 480-555-95872
729 East 25th Street Fhoenix AL 85256 BO2-555-1234
18804 Luray Court Clney ful 1 205832 30177 4-759594
B25 WWest Main Avenue  |Phoenix AL 55292 BZ3-451-2657
777 Morth Skyline Drive  |San Jose CA, 90210 477-986-0031
4 Warsity Avenue College Park WD 20855 A10-957-0479

O
(@)
c

U
)
=

al
©
©

A

4 4 ¢ b[“Sheetl ¢ Sheet? f Sheets /
Ready PR o

{ BIL 101E — Introduction to Computer & Information Systems

287 |




O
(@)
c

U
)
=

al
©
©

A

Hiding and Un-Hiding Rows and Columns

Ed Microsoft Excel - Sales Rep Info_xls
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» Right click and then select the option to hide.
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» You seethat it first of all putsadarker linein there
Indicating that it's hidden, and it's also jumped from F to H,
hiding G.
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P |_et's say that we wanted to hide columns F and H as well.

» \We'll smply highlight those, select the option to hide
again.

O
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Hiding and Un-Hiding Rows and Columns

» Now we're jJumping from column E to column |
» We still have that darker line in there.
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Drawing Shapes |

» Just one of the many features that are available on this
drawing toolbar is the ability to add lines or sguares or
rectangles or circles onto your spreadsheet in order to
draw attention to key elements on that spreadshest.
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» Notice down at the bottom that we don't have that appearing right
NOW.

» If we go up to the view menu, down to toolbars, you'll see that there's
an option for the drawing toolbar there.

» Y ou can also just right click anywhere up in the toolbar area and

O : ;
select the option for the drawing toolbar.
[@)) E3 Microsoft Excel - Book1 M=l B
c 5 File  Edit | Yiew | Ingert  Format Tool:  Data Window  Help Type a question for help - _F X
0 23 i o] toma B-F9-0-Rz-sime o -eff
) : il 4l Eage Break Freview ===E|9$ % » LU |ESE| @ M- A ,!
O : =E = = g .0 | EF OE =Y
o £13 |0 oobas W [] Stancad
DL_ A | Zoom... Farmatting | 5 | H | | | J | k | L
1 i
Borders
2
% 3 Chart
D 4 Contral Toolbox
5
; *
7 External Oat
g Forrng
3 N
10 Faormula Auditing
11 Lizt |
ﬂ Ficture
14 FivotT able
15 Pratection .
I: Pi v [ Sheetl / Sheetz f Sheet3 / Feviewing | 4] | HJJ
Ready Tazk Pane rLIM A
[ BIL 101E — Introduction to Computer & Information Systems 293 ]




» Right now we're using the line feature to insert lines into our
document.

» Noticeif | click on it once we're able to insert one line.

» If we double click on that option we're able to insert as many lines as
we want to because it remains highlighted.
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Drawing Shapes

» Draw the following shapes
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E Microsoft Excel - Book1 [ [m]
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Adding and Deleting a Named Range |

» Especially helpful when you're working with alarge number of
cells, or cellsthat contain a specific theme

3 P For instance months of the year. Rather than having to plug in all of
= these different months of the year into a specific formula or having
_ to work with all of these different cells, we can create a named
range called, for instance, months of the year and now we only have
S to work with one cell, or one range of cells rather than 12 separate
D— Ce”S On thelr Very OW”. January 1723.55
© February 1444 45
H March 886.87
D April 688.55
May 688.25
Cell range named: [ June 1759.55 Cell range named: |
“Months" July 58725 | Sales’
August 684.47
September 487.25
October 1122 56
Movember 1105.59
December 1196.55
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Formulas |

» Arithmetic operators
+ I / AN
P comparisons
= <, <=, > >= <>

» functions
e Sum, Average, Max, Min, Now, If, ...

» Examples
=B4* A3-Al
= SUM(B3:B6)
= AVERAGE(A1:B4)

O
(@)
c

U
)
=

al
©

©

A
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Relative and absolute cell references |

» Excea looks at acdll referencein aformulareativeto
wherethe formularesides, unless the cell reference

© . .
contains the absolute-cell-reference indicator ($).
C) . .
_ » Relative is the default. Excel interprets the
formulain cell B4 thisway:
= Find the value in the cell
= 3 cells up from me,
e add it to the value in the cell
5 10 2 cellsup fromme; then
multiply that sum
3 3 by the value in the cell
1 cell up fromme.
4 = (B1+B2) * B3 Display answer.

Note: Precedencerulesapply.

{ BIL 101E — Introduction to Computer & Information Systems 298 ]




O

o 4 5 30 10

-

' How does

3 6 7 40 15 1=

an Interpret

& = Al+ B2- A2 this

= formula?
5

What happensiif | copy the

6 formula and pasteit to cell A5?
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» How does Excel interpret this formula?

O A B C D
> 1 2 3 20 5
[

2 4 5 30 10
(&)

@)

& 3 6 7 40 15
qv]

e 41 =Al1+B2-A2

e

51 =A2+ B3- A3
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= $AP1+ B2 - A2

O
(@)
c

U
)
=

al
©
©

A

What happensiif | copy the
formula and paste it to cell B4?

Excel
Interpretsthe
formulain
cell A4
thisway:

Take the value
In exactly Al,
add it to the
valuein the

cell that is2
cells up and

1 right from me,
and subtract that
sum from

the value in

the cell

2 cellsup

from me.

Display answer.
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Excel
Interprets the
formula in
cell B4

this way:

Take the value
In exactly Al,
add it to the
value in the
cell thatis 2
cells up and

1 right from me,
and subtract
that

sum from

the value in
the cell

: 2 cells up
What happensiif | copy the from me.

formula and paste it to cell B5?

= $A$1+ B2 - A2 |= $A$1+ C2 - B2

DataProcessing 6

Display answer.

{ BIL 101E — Introduction to Computer & Information Systems 302 ]




O
(@)
c

U
)
=

al
©
©

A

= $AP1+ B2 - A2

= $A$1+ C3 - B3

Excel
Interprets the
formula in
cell B5

this way:

Take the value
In exactly Al,
add it to the
value in the

cell thatis 2
cells up and

1 right from me,
and subtract that
sum from

the value in

the cell

2 cells up

from me.

Display answer.
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THE END

O
(@)
c

U
)
=

al
©

©

A
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