Excel Spreadsheet

Formatting — Formulas - Tables

Professor N Anderson

Class Objectives
1. Review basic formatting
2. Practice working with formulas in tables

Assignments:
- Excel Tutorial

Create a worksheet to demonstrate completion of tutorial, email submission
- Assighment 03: Cost Estimate

Due before the start of next class
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Excel Environment
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Excel Environment

The Ribbon
Similar to other Office applications (Word)

Layout

Rows and Columns

Cells- enter data

Formula Bar- displays data in cell, can enter/edit data
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Excel Environment

Workbook and Worksheets

Organize
Rename Sheets
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Selecting Cells

Cells and Ranges
Cell (A1)

Cell Range (A1:A10 = A1, A2, A3...)- a block of cells
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Formattin
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Formatting Cells

Number Group
Rounding- Decimal precision
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Deleting / Inserting
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Duplicating Content

Copy/Paste- Ctrl+C/Ctrl+V, Clipboard, Right click cut/paste
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Filling Content

Auto Fill

Drag bottom right cell corner node
Cell Group- Fill
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Formula

Used to perform a calculation

Basic mathematical computation
Complex engineering and statistical calculation

Always start with “=“
Contain function, cell reference, constants and operators
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Entering a Function

Insert Function icon
Function drop down menu

Basic mathematical computation

Complex engineering and statistical calculation
“ Home  Inset  Pagelayout | Formulas | Data  Review DYMO Label  PDF Architect ,eratc“ Home Iraent Fage Layoul Formulas

W § b I ¥
—1 -2 Define Hame ~ 5
f I B @ @6 @ﬂiﬂmﬂ. ) fxz{j@@ @i
Inzert AutaSum Recently Fmar*ml Logical Te-et Date & Lookup & Math Kore Hame I ]
Funetion . Lsed = p ~  Time~ Reference = & Trig = Functions = Manager BB Create from Selection | 3 Inzert AutaSum Recently Financial Logical TEet Date & Laok
Function Library Defined Names Funiction - Uied = * - Time = Flefere
A2 - X Wk = T Sum Fundtion Librar
A B C D E F G H I J Average J= | B30
1 CMCE 1155 is awesome CMCE 115! CMCE 115! CMCE 115 CMCE 1155 is awesome I N
2 - I rIn:at F— o] = LCount Mumbers C [
ha 'O 'Ch ;
3 oarch for a furcion: CMCE (AR 115 CMCE 115! CMCE 115
- 2 |
Kin
5 & 3
- Or select a gategory: | Most Recently Lised B More Eunctigns...
7 4
8 Select a function: 5
9 Er . -
AVERAGE [
10 F =
1 HYPERLINK 1 7
COuNT
12 MAK B
13 5IN -
‘ |
14 SUM{numberlnumber,..)
Adds al the numbers in a range of cells. 10
15
16 11
17 12
18
19 Help on this function 0K Cancel 13
20 14
21 15

37



Entering a Function Manually

Operators

Begin with =
Use operator to write an equation
Follow standard order of mathematical operations: Excel Operators

Arithmetic operators To perform basic mathematical operations such as addition, subtraction, or
multiplication; combine numbers; and produce numeric results, use the following arithmetic operators.

ARITHMETIC OPERATOR MEANING (EXAMPLE)

+ (plus sign) Addition (3+3)

— (minus sign) Subtraction (3-1)
MNegation (-1)

* (asterisk) Multiplication (3*3)

/ (forward slash) Division (3,/3)

% (percent sign) Percent (20%)

A (caret) Exponentiation (342)

Comparison operators You can compare two values with the following operators. When two values are
compared by using these operators, the result is a logical value either TRUE or FALSE.

COMPARISON OPERATOR MEANING (EXAMPLE)

= (equal sign) Equal to (A1=B1)

> (greater than sign) Greater than (Al>B1)

< (less than sign) Less than (Al<B1)

== (greater than or equal to sign) Greater than or equal to (Al>=B1)
<= (less than or equal to sign) Less than or equal to (Al<=B1)

<> (not equal to sign) Mot equal to (Al <=>B1)


http://office.microsoft.com/en-us/excel-help/about-calculation-operators-HP005198697.aspx

Notation

Adds up all the numbers in a selected range

Finds the smallest number in a selected range

Finds the largest number in a selected range

Average Returns the average (arithmetic mean) of a selected range

Excel Notation For the Above functions

=sum(al:b4)

=min (al:a30)

=max(al:l)
Average =average(al:a4)
Parentheses Information within parentheses is called an Argument =sum(al:b4, j10) Will add the range of
argument. The character used to values between al through b4 with j10

separate arguments can be mathematical operators, commas,

and colons.




Cell Reference

Relative (B5) &G 9
When you copy/paste a formula, Home | Insert  FPagelayout  Formulas  Data  Review  Vie
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Tables

Convert range of cells into table

Insert Table

Creates header drop down buttons to sort and filter
Table styles

Hide or Show header

Total Row at bottom and choose formula
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Working with Data

Sort

Organize data in ascending or descending order

Filter

Narrow down data to hide parts from view and show only needed information

Analyze

Provide statistical analysis of data range
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Linking Data

Link data in various workbooks and worksheets

Enter = then select the cell you want to link
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Stationary Header

Freeze Panes

View header row or column while browsing data

Freezing Panes
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Excel Spreadsheet

Formatting — Formulas - Tables

Professor N Anderson

Class Objectives
1. Review basic formatting
2. Practice working with formulas

Assignments:
- Excel Tutorial

Create a worksheet to demonstrate completion of tutorial, email submission
- Assighment 03: Cost Estimate

Due before the start of next class



