Microsoft Excel — Basic Skills

For the bulk of this course, we'll produce a spsbaét to report the sales of three stores for g llsland
company. You can see the finished chart latendhis booklet. Let's start by typing in the numsbi@ the figure
below.

r%l | q___ _;_-l—iﬂ -L; - ..Mﬂth & format.xls [Compatibil
—-"rl Home Insert Page Layout Formulas Data Review View Add-Ins CluickBooks
j d Cut Arial 110 ~||A W= §'|@"| ;§'.*JrapText Genel

—écﬂp!}' ....... fty e e e B A e
ﬂ F‘ﬁf’fﬂ # Format Painter (B L U~ A-|||E = =||iE =] - Merge & Center - ||| § -~
Clipboard F] Font F] Alignment ]
G16 - fx |
_ A B & D E E G
1 1

2

3

4 Monday Tuesday Woednesday  Thursday Friday

5 | Amityville 700 850 800 900.35 120025

6 Hicksville 7356.46 625 950 1009.6 11235

7 Franklin Square 600.25 675 700 1250 1195 .85

8 |Daily Total 193571 2150 24580 3159 95

9

10

Creating Formulas

Based on the example above, we want to creataraufarthat will add the store totals for Monday ahace in the
answer in Cell B8.

In a formula you must reference the cells that wamt to perform the formula on by its cell address.
For Example:

1. First we need to click in cell B8.

2. Every formula must start with an equal signge)we must type that in, then we must type thieatkelress in
for each cell that we would like to add together.

3. The formula should look like this
=B5+B6+B7

4. Press th&nter key and your result of 1935.71 should be shown inB8ll If you select cell B8, ydll see the
formula you typed in th&ormula box.

"Point & Shoot" method
You need not type in the entire formula on the keyd. Alternatively, you can use your mouse tokctin the
cells used in your formula. Let's do Tuesday'altosing this method:

1. Click on cell C8 and press the = key on the kayb.

Now click on cell C5. Note how that cell refiece is inserted into your formula.
Press the + key on the keyboard and then olickell C6.

Repeat step 3 for cell C7.

aoa W N

. Finish your formula by pressing tRater key.
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With either method, this formula could become quitenbersome if we had a column of, say, 20 numésers
more! For adding columns of numbers, we couldtheeSUM function in EXCEL. A function is a shortdhat
we can use to accomplish the same thing as a farmitih less typing involved.

The syntax for using the SUM function is as follows

=SUM(first cell of range : last cell @nge)

For example Instead of using the Formula
=B5+B6+B7

To get the total sales for Monday, we could type in
=SUM(B5:B7)

Where B5 is the first cell that we want to add &7dis the last cell that we want to add.
Point & Shoot Method

Most people would have used the Point & Shoot nmeéetilong with the Tool bar. Delete the formula yost
typed and let's start over:

1. Click on cell B8

2. Press th& button on théTool bar — this is the SUM function button

3. EXCEL functions are intelligent enough in tHa¢y "guess" at what you want to do. Here, yowtiae that a
box of "marching ants" surrounds the range of dKEEL thinks you want to add. Just press the kg

and you're done!

EXCEL has many functions like the SUM function dahle for your use. We'll explore a few later arthe
course. The SUM function, however, is the onlg arth its own button on th&ool bar.

Totals for the rest of the columns
For the final step of this example, we will copistformula to the rest of the day totals.

To Copy Formulas
1. Click in the cell where the original formulaosid be located.

2. Once the first formula is typed in and entargd the cell, click-and-hold on the box in the Ewight hand
corner of the cell and drag the mouse pointer¢ocills where you would like the formulas copied.

3. Let go of the mouse button, and notice that yormula has been intelligently pasted in eachmoiu | used
the word "Intelligently," because if you examine flormula for Wednesday, for example, you'll sex the
cell references changed from B5:B7 to D5:D7. WHhctvhat it should be to correctly add the Wedngsda
numbers! We will discuss this topic further whea gover "Absolute Cell References" — that is haidine
cell references steady during a copy process.

You can total the numbers across as well. Thega®is similar. Practice this by entering thel timaeach office
and place them in the column to the right of Fridayumbers. You can call the heading of this colti8ite
Total.”
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Absolute Cell References

As you've seen, when Excel copies formulas, it wsksive cell addressing. This means that as we copy a
formula, Excel automatically changes the columnl @ow labels. In our example, we want to trackdhange in
sales from day-to-day. In the row below taily Total, label the row “Increment” as shown in the figbedow.
Then in cell C9, type the following formula:

=C8-B8
Now copy that formula to the right (using whatexwsathod you're comfortable with) and examine therfolas.
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| 1 |Daily Average —
| 2 2500
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| 4 | Monday Tuesday Wednesday  Thursday Friday Site Total  Percent
| 5 | Amityville 700 850 800 900,35 1200.25 44506
| B |Hicksville 73546 B25 950 1009.5 11235 4443 55
| 7 |Franklin Sguare 500.25 B75 700 1250 11595.85 43211
| & |Daily Total 1935.71 2150 2450 3169.95 35196 1321526
| 9 |Increment 214.29 300 709.95 35965
| 10 |Actual vs. Target
| 11 |Daily % Taotal
12

You should see that cell D9=D8-C8; cell E9=E8-Di8; eNotice that the row and column labels incretaén
But, you may have a need in your a spreadsheeewhiris not desired. For example, perhaps yme la tax
rate in one cell that needs to be used in a forfaulaach line item. In order to do this, we mustke the cell
referenceabsol ute.

Let’s return to our example. The entire chaintofes has a daily target of $2,500 to which thepsnee their
success. In the upper left corner of the she#ty ¢ine label “Daily Average” and below it the valR,500 (as
shown above. Row 10 of the figure above is whéalieplace the formula that measures the daily sesceAs
shown, label the row “Actual vs. Target.” In cBlLO, type the following formula:

=B8-A2

Now try copying this formula to the right...examithe formulas in each cell to see why they faitedll but cell
B10. The formulas would have worked if the refeeto A2 had stayed constant. We can instruct [Eadeold
this reference steady by prefixing the column and labels with & as such:

=B8-$A$2

Type this formula into cell B10 and copy it to tlight. Now your results should be perfect...chéekformulas to
see for yourself.

As a shortcut, we could have gone to the formuftaabad clicked anywhere on the cell address we teaatid the
absolute reference tags to, and pres$-thieey on the keyboard. Tigsymbols will be added. If you press
repeatedly, you'll see different forms of this occr4 —> $F$4 —> F$4 —> $F4. The last two casesfar
more advanced uses and won't be covered herell dawi, that in a nutshell, tieholds only the label to it's
immediate right steady during formula copying. Yoay want to experiment with this on your own aefir to
the Excel manual or help files.
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Let’s add in one more row of formulas before wenfat our spreadsheet. In row 11, we want to trhekpercent
of that day’s total vs. the weekly total. In d@ll1, the formula would simply be: =B8/G8. Yousamer should
be some enormous decimal fraction. We'll forma #oon. Copy the formula thorough cell F11. Naower
similar formulas in column H for the percentagegach store’s sales vs. the weekly total.

One last topic before we format our work...mathécahbperators. We have already used three ditinebasic
mathematical operators in our sheet: addition,raghibn and division. Below is the symbol to usedll four
(including the one we left out: multiplication):

+ addition =B5+B6+B7
subtraction =B5-B4

* multiplication =B4*B5

[ division =B8/G8

Parenthesis can be used for more complicated fasnufor example, the percent of the Amityville sdtal vs.
the grand total for the week (cell H5) could betign as: =(B5+C5+D5+E5+F5)/(B8+C8+D8+E8+F8),

Spreadsheet Formatting — Method 1: Using the Tool &

1.

Cell Alignment — buttons are provided on the Tool bar to cengdt dr right justify cell contents. In this
example, we want to center the days of the week.

Changing the Font— in Excel, we have almost as much control overfti as we have in a word
processing program such as Microsoft Word. Wefoanat many cells at once. Select the fourth mowhis
example, and use tfi®ol bar buttons markedB" and "U' to format the text as bold, underlined.

Column Width — By now, you should notice that the heading "Westiag" is too wide for its cell. Rather
than changing the width of that column alone, weteauniform appearance across several columrist F
select the five columns containing the days ofwtkek and use what you learned for adjusting a colundth
to optimize the width for Wednesday. You will regtithat all columns selected are now the same width

Number Formatting — Many quick formatting tasks can be accomplistredugh the Tool bar.

& Currency — Formats numbers in the selected cells for decdubars $(1,234.56)

o Percent— Formats decimal numbers as percents: 0.12 ==> 12%

0 Commas— Similar to the currency format button, but noldokign: (1,234.56)

%30 s20 | Increase/Decrease Decimal Notice that in the previous buttons, the numbeatezimal places
are pre-determined for you. You can show moress Hecimal places of the selected cell(s) by
clicking on these buttons.

Borders —The reader of this chart should be drawn to ingurtesults contained in this chart. Therefore, we
would want our Daily Total row to stand out. Orfahe things we will do is to place a border on tihge and
bottom of the cells. Select the seven cells fra8rtiirough G8 and use the "borders "button oritha bar to
select an appropriate set of borders.

Shading— The "Site Total" column is another important aneawant our reader to focus on. Here, we'll use
a different attention-grabbing method. Selectfite cells from G5 through G8 and use the "Fill @8l
button to select a background color for the cells.

Font Coloring — Similar to the shading function just discussed,o&n change the color of the font itself.
Select the Daily Average cells: A1 and A2. UseRbat Color button to change that color to red.
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Your Spreadsheet should now look something likefithee above. Are you proud of your work? Gogthw
let’s clear all the formatting by selecting all thells and choosing from the meBdit—Clear—Formats. Try
not to be too depressed, we're going to use anatiethod to format our spreadsheet.

P —
IF,I-:EE;-,I_ s q:_ __-1 ﬁi;.\h; — - . -Nath & formatxls [Compatibility Mode] - Microsoft
—L-j"'d Home Insert Page Layout Formulas Data Review View Add-Ins QuickBooks
J * LI Arial =110 ~ || X all = gll-@"| ;?WrapText General b
Paste eEntiles o A== === 3= o e .0 .00 |
H - Format Painter it || S A ||| | = =||55 25| | 2 Merge 8 Center 7 ||| 8~ %0 || %8 378 &
|| Clipboard ] Fant Fi Alignment F Mumber Fi
N20 \ £ |
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1 | Daily Average
2% 2,500
3
4 Monday Tuesday  Wednesday  Thursday Friday Site Total Percent
5 [ Amityville 5 700 | & 850 § 800 5 900 % 1.200 & 4.451 34%
6 |Hicksville $ 35 | % 625 § 950 % 1.010 | & 1,124 5 4.444 34%
T Franklin Square 3 500 % 675 3§ 700 3 1,260 | B 1,196 | & 4,321 33%
5 Daily Total $ 1936 $ 2150 $ 2450 $ 3160 $ 3,520 $13.215
9 |Inrement 5 214 % 300 5 710§ 360
10 Actual vs. Target 5 (564) § (350) % (50) % 660 5 1.020

Spreadsheet Formatting — Method 2: Using the Format— Cells Menu

An alternate, and more powerful way to format yaork is through the Format Cells command. Firstusual,
select the cell(s) you wish to format and choosmfthe menuFormat — Cells. The window below will appear.
The different types of formatting available areidad into six tabsNumber, Alignment, Font, Border, Pattern and
Protection. All but theProtection tab is explained below (the concept of protectimglhor sheet is an advanced

topic and is not covered here).

Number — For each category on the left, various
formatting controls are presented on tl
right. Shown at the right is th@urrency
settings. It allows you to control how
many decimal places to display, the ty
of currency symbol to use (if you are
working in foreign currencies), and the
display handling of negatives. As you
can see, you can format the display to
show negative numbers in red (bringin
back to life, the phrase, “in the red”).
Even though most printers, in use in a

office environment today, only print in |,

¥ = R
Format Cells . i ‘llth

Number _Alignmentl Font I Border I Fill IPmbecﬁon

Category:

General Sample

Number

Currency

Accounting Decimal places: |2 =

Date = Has =

Time Symbol: |None E|

Percentage
Fraction
Sdentific
Text
Spedal
Custom

points in a column.

black, it is still valuable to use a settin
for red negatives; it makes visual
validation of your work, on screen,
easier.

Currency formats are used for general monetary values, Use Accounting formats to align decimal

1,234.10
(1,234.10)
(1,234,10)

OK Cancel

The other categories we will cover in this counselzate (later on) andPercentage (and perhaps
Soecial or Custom — briefly). Feel free to experiment with the other
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i Format Cells - - I M‘
Alignment — The Horizontal setting is just like the [[Namber | Aigrment ; |_Font_| Border | Fil._| Pratecton
a“gnment bUttOI’]S OI’I th-ﬁ)0| bal’ But, |f Text alignment Orientation
you've changed the height of your rows, s [,
. . . I Indent: *
you can adjust th¥ertical alignment of o [=] e . .
your cell contents. Additionally, you have|| [zuon <] : ' E || Text—,
several controls to handle long entries in Justify ditrbuted t .
cells — usually good for text: column Text control .
headings and notes. 0 Wrep tet 0 %peges
[] Shrink to fit
[ Merge cells
Right-to-eft
Text direction:
fl :Canbext
.
Format Cells - - ' M‘
e o e Font — Most of this is replicated on theol bar.
ot ZETN = Additional controls include a variety of
Arial | [Reguizr |10 underlines, and other effects.
TR . | |3 B
—j| (Italic 9 I'—l
Bold o |
Bold Italic 11
12
o = =
L_J_nderline: Color:
.Nane E ) Automatic E| B Mormal font
Effects Preview
[T strikethrough
[ Superscript AaBbCcYyZz
[ Subscript
This i & TrueType font. The same font will be used on both your printer and your screen.
]
i Format Cells - - I M‘
[ pumber [ atgrment | Font |{Horder:| Fil [ protecton
Borders — As opposed to th€ool bar button for e = o
setting borders, you have many more style: W
variations available to you from this -
screen, including colors and line styles. | N i
orcer
Text Text
;_u_lc_r: Text Text
Automatic

The selected border style can be applied by dicking the presets, preview diagram or the buttons
above,

=
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Printing Basics

Print Preview

After you've create your masterpiece, you'll mokely want to print it. Before printing your work,is a good
idea to view it througlPrint Preview. You can access the Print Preview from the Figmunor the corresponding
Tool bar button.

Page Setup
Use thePage Setupo adjust the variables involved in printing. Hgoai can modify Margins, Orientation and add

Headers and Footers. Different programs haverdiffefeatures on the their page setup screens.e panthese
feature in different places on their Page Setupmlaivs. For this conversation, we'll discuss onlyrdilas and
Orientation the two most common denominators ugdatind in all programs.

Page Setup is usually found on #ike menu. The screens below are from Microsoft Word.

Page Setup HE

Pa’ € Ta'b | Margins I Header [Fooker I Sheet |
QOrientation Brint
Orientation 3 . -4|
Orientation refers to the layout of the paper. & Portrait € Landscape Frink Freview |
Normally we write and print our work on an 8- _ ; |
. . . Scaling Options. .,
1/2 x 11 inch piece of paper Rortrait
: : : & adijust to: IIDD E‘ % normal size
orientation. But if we rotate the paper 90
degrees, we call ltandscape ity [1 = pageishwideby [1 == tal
Portrait A Paper size: ILetter g1/2x11in ;I
Print guality: ISDD dpi LI
A First page nurmber: I.ﬁ.uto
Landscape
. Ok I Cancel |
Scaling

A feature not found in many programs is the
scaling feature. This allows you shrink those wigeeadsheets (the 12-month variety) so they t@m fone piece

of paper. Page Setup | 2 | %]

Page | | Header/Footer I Sheet I

H Top: Header: PrIAE. ..

Margins e e |
. Lo Print Prewvigw

Margins are shown in inches. The four most :
common margins are Top, Bottom, Left and __options.._ |
Right. This sets the boundaries of the printing = fti___ Bloft:
from the edges of the paper. Jo.7s =4 0.7
NOTE: Before setting any margin to a very sm

value (such as 0.25"), check your print Bottor: Fooker:

documentation. Many printers have a = s =

region where they can't print to. Center on page
™ Hatizontally [ wertically

Another good effect to employ is @enter the
spreadsheet on the page. ok | cancal |
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Sheet Tab Page Setup e
Page I Margins I Header [Footer
—Print area i i i Print area: I :k_j EBrint. .. |
You may have noticed that your print preview = . .
included some cells you didn’t want, or exclud ml
. Rows to repeat at bop: I j"_]
others you did want. The way to control what Optiors. . |
gets printed is to specify the print area. Inour = Somns torepeat atlefts | 5
sheet, we may want to exclude that Daily Print
Average information. To do so, we need to I gridines I Row and column headings
specify the range of cells to print as: I Blackand white  copments:  [(None) ]
[ Draft qualicy
$AP4:$HF11 Page order
% Down, then over E'E E ETEE
Print titles " Quer, then down =k
If your spreadsheet is longer or wider than one
sheet of paper, You may want the row contain o | concel

the column headings to print at the top of eact
page. In thdowsto repeat at the top box, enter:

$5:85
Repeat the process for any columns you want repéatdeColumnsto repeat at left box.

The absolute cell references are a good idea &yasinsert any rows or columns later on...yount@areas
won't shift.

In lieu of typing, you could click-and-drag to MRl HE
select the ranges needed. Page | Margins |H | shest |
Prink... |
Header/Footer Tab —
FINC Fresvien

: Header:
If you're in a hurry, Excel offers a small I(:a;nee; = Gptions. ..
assortment of headers and footers for you to
choose from. Simply click on the drop-down T —— e Te—— |
arrows in each section and make your selectic _ "~
Creating a Custom Header or Footer (nene) r
Alternatively, you can create your own |
customized Header and Footer.
Click on Custom Footer or Custom Header. Tt ok | concel |

following dialog box will appear. The Header/

Footer section is divided intgG

thirds. Based on where you

want the Components of yoL To Format texts select the bext, then chood
Toinsett a page number, date, time g ,

Header/Footer to appear, in the: edit box, then choose the 4 =

click with the mouse in one

of the selections. il @l@l ﬁlgl

Left section:

Cenker section: Right section:

There are several tools that

Fage- &[Fage] a &[File] - &[Tab][ «
we can use to create our
Header/Footer. These tools
are labeled in the figure to tl & & &

right.
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