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\ Lab : Introduction to Microsoft Excel. ‘

Objective(s):

|To learn the basics of Microsoft Excel to learn how to depict data graphically. |

The Microsoft Excel Window

Microsoft Excel is an electronic spreadsheet. You can use it to organize your data into rows
and columns. You can also use it to perform mathematical calculations quickly. This tutorial
teaches Microsoft Excel basics. Although knowledge of how to navigate in a Windows
environment is helpful, this tutorial was created for the computer novice.

This lesson will introduce you to the Excel window. You use the window to interact with Excel.
To begin this lesson, start Microsoft Excel 2007. The Microsoft Excel window appears and your
screen looks similar to the one shown here.
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Note: Your screen will probably not look exactly like the screen shown. In Excel 2007, how a
window displays depends on the size of your window, the size of your monitor, and the
resolution to which your monitor is set. Resolution determines how much information your
computer monitor can display. If you use a low resolution, less information fits on your
screen, but the size of your text and images are larger. If you use a high resolution, more
information fits on your screen, but the size of the text and images are smaller. Also, settings
in Excel 2007, Windows Vista, and Windows XP allow you to change the color and style of
your windows.

The Microsoft Office Button

Cin
In the upper-left corner of the Excel 2007 window is the Microsoft Office button. When you click

the button, a menu appears. You can use the menu to create a new file, open an existing file, save
a file, and perform many other tasks.

The Quick Access Toolbar
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Next to the Microsoft Office button is the Quick Access toolbar. The Quick Access toolbar
gives you with access to commands you frequently use. By default, Save, Undo, and Redo
appear on the Quick Access toolbar. You can use Save to save your file, Undo to roll back an

action you have taken, and Redo to reapply an action you have rolled back. The Title Bar

Bookl - Microsoft Excel

Next to the Quick Access toolbar is the Title bar. On the Title bar, Microsoft Excel displays the
name of the workbook you are currently using. At the top of the Excel window, you should see
"Microsoft Excel - Book1" or a similar name. The Ribbon
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You use commands to tell Microsoft Excel what to do. In Microsoft Excel 2007, you use the

Ribbon to issue commands. The Ribbon is located near the top of the Excel window, below
the Quick Access toolbar. At the top of the Ribbon are several tabs; clicking a tab displays



several related command groups. Within each group are related command buttons. You click
buttons to issue commands or to access menus and dialog boxes. You may also find a dialog
box launcher in the bottom-right corner of a group. When you click the dialog box launcher, a
dialog box makes additional commands available.

Worksheets
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Microsoft Excel consists of worksheets. Each worksheet contains columns and rows. The
columns are lettered A to Z and then continuing with AA, AB, AC and so on; the rows are
numbered 1 to 1,048,576. The number of columns and rows you can have in a worksheet is
limited by your computer memory and your system resources.

The combination of a column coordinate and a row coordinate make up a cell address. For
example, the cell located in the upper-left corner of the worksheet is cell A1, meaning
column A, row 1. Cell E10 is located under column E on row 10. You enter your data into
the cells on the worksheet.

The Formula Bar
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Formula Bar

If the Formula bar is turned on, the cell address of the cell you are in displays in the
Name box which is located on the left side of the Formula bar. Cell entries display on the right side
of the Formula bar. If you do not see the Formula bar in your window, perform the following steps:

1. Choose the View tab.



2. Click Formula Bar in the Show/Hide group. The Formula bar appears.

Note: The current cell address displays on the left side of the Formula bar. The

Status Bar

Customize Status Bar
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The Status bar appears at the very bottom of the Excel window and provides such information
as the sum, average, minimum, and maximum value of selected numbers. You can change
what displays on the Status bar by right-clicking on the Status bar and selecting the options
you want from the Customize Status Bar menu. You click a menu item to select it. You click
it again to deselect it. A check mark next to an item means the item is selected. Move
Around a Worksheet

By using the arrow keys, you can move around your worksheet. You can use the down arrow
key to move downward one cell at a time. You can use the up arrow key to move upward one
cell at a time. You can use the Tab key to move across the page to the right, one cell at a time.
You can hold down the Shift key and then press the Tab key to move to the left, one cell at a
time. You can use the right and left arrow keys to move right or left one cell at a time. The
Page Up and Page Down keys move up and down one page at a time. If you hold down the
Ctrl key and then press the Home key, you move to the beginning of the worksheet.

Move Around the Worksheet

The Down Arrow Key



« Press the down arrow key several times. Note that the cursor moves downward one
cell at a time.
The Up Arrow Key

« Press the up arrow key several times. Note that the cursor moves upward one cell at
a time.

The Tab Key

1. Move to cell Al.

2. Press the Tab key several times. Note that the cursor moves to the right one cell at a
time.

The Shift+Tab Keys

0 Hold down the Shift key and then press Tab. Note that the cursor moves to the left one cell at
a time.

The Right and Left Arrow Keys

1. Press the right arrow key several times. Note that the cursor moves to the right.
2. Press the left arrow key several times. Note that the cursor moves to the left.

Page Up and Page Down

1. Press the Page Down key. Note that the cursor moves down one page.
2. Press the Page Up key. Note that the cursor moves up one page.

The Ctrl-Home Key

1. Move the cursor to column J.
2. Stay in column J and move the cursor to row 20.
3. Hold down the Ctrl key while you press the Home key. Excel moves to cell Al.

Go To Cells Quickly

The following are shortcuts for moving quickly from one cell in a worksheet to a cell in a
different part of the worksheet.

Goto--F5

The F5 function key is the "Go To" key. If you press the F5 key, you are prompted for the
cell to which you wish to go. Enter the cell address, and the cursor jumps to that cell.

1. Press F5. The Go To dialog box opens.
2. Type J3 in the Reference field.
3. Press Enter. Excel moves to cell J3.



Go to -- Ctrl+G
You can also use Ctrl+G to go to a specific cell.

1. Hold down the Ctrl key while you press "g" (Ctrl+g). The Go To dialog box opens.
2. Type C4 in the Reference field.
3. Press Enter. Excel moves to cell C4.

The Name Box

You can also use the Name box to go to a specific cell. Just type the cell you want to go to in
the Name box and then press Enter.
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1. Type B10 in the Name box.
2. Press Enter. Excel moves to cell B10.

Select Cells
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If you wish to perform a function on a group of cells, you must first select those cells by
highlighting them. The exercises that follow teach you how to select.

Alternative Method: Select Cells by Dragging

You can also select an area by holding down the left mouse button and dragging the mouse

over the area. In addition, you can select noncontiguous areas of the worksheet by doing the
following:
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1. Gotocell Al.

2. Hold down the Ctrl key. You won't release it until step 9. Holding down the Ctrl key
enables you to select noncontiguous areas of the worksheet.

3. Press the left mouse button.

4. While holding down the left mouse button, use the mouse to move from cell Al to C5.

5. Continue to hold down the Ctrl key, but release the left mouse button.

6. Using the mouse, place the cursor in cell D7.

7. Press the left mouse button.

8. While holding down the left mouse button, move to cell F10. Release the left mouse

button.
9. Release the Ctrl key. Cells Al to C5 and cells D7 to F10 are selected.
10. Press Esc and click anywhere on the worksheet to remove the highlighting.

Enter Data

In this section, you will learn how to enter data into your worksheet. First, place the cursor in
the cell in which you want to start entering data. Type some data, and then press Enter. If you
need to delete, press the Backspace key to delete one character at a time.

Enter Data
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1. Place the cursor in cell Al.
2. Type John Jordan. Do not press Enter at this time.
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Delete Data
The Backspace key erases one character at a time.

1. Press the Backspace key until Jordan is erased.
2. Press Enter. The name "John" appears in cell Al.

Edit a Cell

After you enter data into a cell, you can edit the data by pressing F2 while you are in the cell
you wish to edit.
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Edit a Cell
Change "John" to "Jones."
1. Move to cell Al.
2. Press F2.
3. Use the Backspace key to delete the "n" and the "h."
4. Type nes.
5. Press Enter.

Alternate Method: Editing a Cell by Using the Formula Bar

You can also edit the cell by using the Formula bar. You change "Jones" to "Joker" in the
following exercise.
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1. Move the cursor to cell Al.
2. Click in the formula area of the Formula bar.



3. Use the backspace key to erase the "s," "e," and "n."
4. Type ker.
5. Press Enter.

Alternate Method: Edit a Cell by Double-Clicking in the Cell You can

change "Joker" to "Johnson" as follows:

B C

1. Move to cell Al.
2. Double-click in cell Al.
3. Press the End key. Your cursor is now at the end of your text.
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3. Use the Backspace key to erase "r," "e," and "k." 4. Type hnson.
5. Press Enter. Change a Cell

Entry

Typing in a cell replaces the old cell entry with the new information you type.

1. Move the cursor to cell Al.
2. Type Cathy.
3. Press Enter. The name "Cathy" replaces "Johnson."

mm&mm.—-h

Wrap Text

When you type text that is too long to fit in the cell, the text overlaps the next cell. If you do
not want it to overlap the next cell, you can wrap the text.
Wrap Text
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1. Move to cell A2.
2. Type Text too long to fit.
3. Press Enter.
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4. Return to cell A2.
5. Choose the Home tab.

6. Click the Wrap Text button “* . Excel wraps the text in the cell.

Delete a Cell Entry
To delete an entry in a cell or a group of cells, you place the cursor in the cell or select the
group of cells and press Delete.

Entering Excel Formulas and Formatting Data

Lesson 1 familiarized you with the Excel 2007 window, taught you how to move around the
window, and how to enter data. A major strength of Excel is that you can perform
mathematical calculations and format your data. In this lesson, you learn how to perform basic



mathematical calculations and how to format text and numerical data. To start this lesson, open
Excel.

Set the Enter Key Direction

In Microsoft Excel, you can specify the direction the cursor moves when you press the Enter
key. In the exercises that follow, the cursor must move down one cell when you press Enter.
You can use the Direction box in the Excel Options pane to set the cursor to move up, down,
left, right, or not at all. Perform the steps that follow to set the cursor to move down when you
press the Enter key.
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1. Click the Microsoft Office button. A menu appears.
2. Click Excel Options in the lower-right corner. The Excel Options pane appears.
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3. Click Advanced.

4. If the check box next to After Pressing Enter Move Selection is not checked, click the
box to check it.

5. If Down does not appear in the Direction box, click the down arrow next to the
Direction box and then click Down.

6. Click OK. Excel sets the Enter direction to down.

Perform Mathematical Calculations

In Microsoft Excel, you can enter numbers and mathematical formulas into cells. Whether
you enter a number or a formula, you can reference the cell when you perform mathematical
calculations such as addition, subtraction, multiplication, or division. When entering a
mathematical formula, precede the formula with an equal sign. Use the following to indicate
the type of calculation you wish to perform:

+ Addition

- Subtraction

* Multiplication
/ Division

~ Exponential
In the following exercises, you practice some of the methods you can use to move around a

worksheet and you learn how to perform mathematical calculations. Refer to Lesson 1 to

learn more about moving around a worksheet. Addition

Insert Page Layout Formulas Data

;1 " :i.Ca-I.lbn |11 oAl = = ¥

faste: ¢ ||B ¥ © 4 - ¥ N i

...... 1] ARGRICIN

@ Type Formula e Display

Result

1. Type Add in cell Al.
2. Press Enter. Excel moves down one cell.
3. Type 1 in cell A2.



Press Enter. Excel moves down one cell.

Type 1 in cell A3.

Press Enter. Excel moves down one cell.

Type =A2+A3 in cell A4.

Click the check mark on the Formula bar. Excel adds cell Al to cell A2 and displays
the result in cell A4. The formula displays on the Formula bar.

NNk

Note: Clicking the check mark on the Formula bar is similar to pressing Enter. Excel records
your entry but does not move to the next cell.
Subtraction

Go To e <
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1. Press F5. The Go To dialog box appears.
2. Type B1 in the Reference field.
3. Press Enter. Excel moves to cell BI.
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4. Type Subtract.
5. Press Enter. Excel moves down one cell.
6. Type 6 in cell B2.



7. Press Enter. Excel moves down one cell.

8. Type 3 in cell B3.

9. Press Enter. Excel moves down one cell.

10. Type =B2-B3 in cell B4.

11. Click the check mark on the Formula bar. Excel subtracts cell B3 from cell B2 and the

result displays in cell B4. The formula displays on the Formula bar.
Multiplication

Hold down the Ctrl key while you press "g" (Ctrl+g). The Go To dialog box appears.

Type C1 in the Reference field.

Press Enter. Excel moves to cell C1

Type Multiply.

Press Enter. Excel moves down one cell.

Type 2 in cell C2.

Press Enter. Excel moves down one cell.

Type 3 in cell C3.

Press Enter. Excel moves down one cell.

0. Type =C2*C3 in cell C4.

1. Click the check mark on the Formula bar. Excel multiplies C1 by cell C2 and displays
the result in cell C3. The formula displays on the Formula bar.
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Division

Press F5.
Type D1 in the Reference field.
Press Enter. Excel moves to cell D1.
Type Divide.
Press Enter. Excel moves down one cell.
Type 6 in cell D2.
Press Enter. Excel moves down one cell.
Type 3 in cell D3.
Press Enter. Excel moves down one cell.
. Type =D2/D3 in cell D4.
. Click the check mark on the Formula bar. Excel divides cell D2 by cell D3 and
displays the result in cell D4. The formula displays on the Formula bar.
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When creating formulas, you can reference cells and include numbers. All of the following
formulas are valid:

=A2/B2

=A1+12-B3
=A2*B2+12

=24+53

AutoSum



You can use the AutoSum button ' # on the Home tab to automatically add a column or row of

numbers. When you press the AutoSum button ' * | Excel selects the numbers it thinks you
want to add. If you then click the check mark on the Formula bar or press the Enter key, Excel
adds the numbers. If Excel's guess as to which numbers you want to add is wrong, you can
select the cells you want.

AutoSum

The following illustrates AutoSum:
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Go to cell F1.

Type 3.

Press Enter. Excel moves down one cell.

Type 3.

Press Enter. Excel moves down one cell.

Type 3.

Press Enter. Excel moves down one cell to cell F4.
Choose the Home tab.

Click the AutoSum button = * in the Editing group. Excel selects cells F1 through F3
and enters a formula in cell F4.
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10. Press Enter. Excel adds cells F1 through F3 and displays the result in cell F4.
Perform Automatic Calculations

By default, Microsoft Excel recalculates the worksheet as you change cell entries. This makes it
easy for you to correct mistakes and analyze a variety of scenarios.

Automatic Calculation

Make the changes described below and note how Microsoft Excel automatically recalculates.
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1. Move to cell A2.

2. Type 2.

3. Press the right arrow key. Excel changes the result in cell A4. Excel adds cell A2 to
cell A3 and the new result appears in cell A4.

4. Move to cell B2.

5. Type 8.

6. Press the right arrow key. Excel subtracts cell B3 from cell B3 and the new result
appears in cell B4.

7. Move to cell C2.

8. Type4.

9. Press the right arrow key. Excel multiplies cell C2 by cell C3 and the new result
appears in cell C4.



10. Move to cell D2.
11. Type 12.

12. Press the Enter key. Excel divides cell D2 by cell D3 and the new result appears in cell
D4.

Align Cell Entries

When you type text into a cell, by default your entry aligns with the left side of the cell. When
you type numbers into a cell, by default your entry aligns with the right side of the cell. You can
change the cell alignment. You can center, left-align, or right-align any cell entry. Look at cells
Al to DI1. Note that they are aligned with the left side of the cell.

A A | B C D
1 |Add Subtract Multiply Divide
2 2 8 4 12

Center

To center cells Al to D1:
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1. Select cells Al to D1.
Choose the Home tab.
3. Click the Center button * in the Alignment group. Excel centers each

cell's content. Left-Align

To left-align cells Al to D1:



Formulas Data

1 |Add Subtract Multiply Divide |
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1. Select cells Al to D1.

Choose the Home tab.

3. Click the Align Text Left * button in the Alignment group. Excel left-aligns each
cell's content.

Right-Align

To right-align cells Al to D1:
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Select cells Al to DI1. Click in cell Al.
Choose the Home tab.

Click the Align Text Right * button. Excel right-aligns the cell's content.
Click anywhere on your worksheet to clear the highlighting.

b=

Note: You can also change the alignment of cells with numbers in them by using the alignment
buttons.

Perform Advanced Mathematical Calculations
When you perform mathematical calculations in Excel, be careful of precedence. Calculations are

performed from left to right, with multiplication and division performed before addition and
subtraction.



Advanced Calculations

1. Move to cell A7.

2. Type =3+3+12/2%4.

3. Press Enter.
Note: Microsoft Excel divides 12 by 2, multiplies the answer by 4, adds 3, and then adds another
3. The answer, 30, displays in cell A7.

A7 - fe| =343+12/2%4
4 A B C D E

7 | 30!
8

To change the order of calculation, use parentheses. Microsoft Excel calculates the information in
parentheses first.

1. Double-click in cell A7.
2. Edit the cell to read =(3+3+12)/2%4.
3. Press Enter.

Note: Microsoft Excel adds 3 plus 3 plus 12, divides the answer by 2, and then multiplies the
result by 4. The answer, 36, displays in cell A7.

A7 - £e| =(3+3+12)/2*4
il B C D E
7 [ 3

Copy, Cut, Paste, and Cell Addressing

In Excel, you can copy data from one area of a worksheet and place the data you copied
anywhere in the same or another worksheet. In other words, after you type information into a
worksheet, if you want to place the same information somewhere else, you do not have to
retype the information. You simple copy it and then paste it in the new location.

You can use Excel's Cut feature to remove information from a worksheet. Then you can use the
Paste feature to place the information you cut anywhere in the same or another worksheet. In
other words, you can move information from one place in a worksheet to another place in the
same or different worksheet by using the Cut and Paste features.

Microsoft Excel records cell addresses in formulas in three different ways, called absolute,
relative, and mixed. The way a formula is recorded is important when you copy it. With
relative cell addressing, when you copy a formula from one area of the worksheet to another,
Excel records the position of the cell relative to the cell that originally contained the formula.
With absolute cell addressing, when you copy a formula from one area of the worksheet to
another, Excel references the same cells, no matter where you copy the formula. You can use
mixed cell addressing to keep the row constant while the column changes, or vice versa. The
following exercises demonstrate.



Copy, Cut, Paste, and Cell Addressing
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Move to cell A9.

Type 1. Press Enter. Excel moves down one cell. 3.

Type 1. Press Enter. Excel moves down one cell.

Type 1. Press Enter. Excel moves down one cell.

Move to cell B9.

Type 2. Press Enter. Excel moves down one cell. 7. Type 2. Press Enter. Excel moves
down one cell.

. Type 2. Press Enter. Excel moves down one cell.

In addition to typing a formula as you did in Lesson 1, you can also enter formulas by using
Point mode. When you are in Point mode, you can enter a formula either by clicking on a cell
or by using the arrow keys.

Sl A i

Move to cell A12.

Type =.

Use the up arrow key to move to cell A9.

Type +.

Use the up arrow key to move to cell A10.

Type +.

Use the up arrow key to move to cell Al1.

Click the check mark on the Formula bar. Look at the Formula bar. Note that the
formula you entered is displayed there.

A12 - fe | =A9+A10+A11
B C D E

Copy with the Ribbon
To copy the formula you just entered, follow these steps:



Layout Formulas

(1} > £ | =A9+A10+A11

Bt B | C D 3
9 1 2
10 1 2
11 1 2
12 3
13

1. You should be in cell A12.
2. Choose the Home tab.

3. Click the Copy “* button in the Clipboard group. Excel copies the formula in cell
Al2.

n .o 0F

Insert Page Layout Formulas
==
- -1 =

- ®_]:]A HI:::IQ

gl
= e ‘iterv/

> (2 £ | =B9+B10+B11
B Gl |y

4. Press the right arrow key once to move to cell B12.

5. Click the Paste j button in the Clipboard group. Excel pastes the formula in cell
A12 into cell B12.

6. Press the Esc key to exit the Copy mode.

Compare the formula in cell A12 with the formula in cell B12 (while in the respective cell,
look at the Formula bar). The formulas are the same except that the formula in cell A12



suMicrosoft the entries in column A and the formula in cell B12 suMicrosoft the entries in
column B. The formula was copied in a relative fashion.

Before proceeding with the next part of the exercise, you must copy the information in cells A7

to B9 to cells C7 to D9. This time you will copy by using the Mini toolbar. Copy with the Mini

Toolbar
A9 Qo £
‘ = - B " = | 'n. - C lf
. - 5 calibn -]11 A NS % 2 &
10 1 1B I B J,._A_“og,"%;ﬁ
11 1 2
12 3 g & Cu
| 13 <3 | Copy <— @
14 [ Paste
15 ® Paste Special.
16
= Insert...
'| 18 Delete.

| - Flane Fanbanks

1. Select cells A9 to B11. Move to cell A9. Press the Shift key. While holding down the
Shift key, press the down arrow key twice. Press the right arrow key once. Excel
highlights A9 to B11.

2. Right-click. A context menu and a Mini toolbar appear.

3. Click Copy, which is located on the context menu. Excel copies the information in

cells A9 to B11.
o - £ Calibri -|11 A R j’_
4 A B. L C |® 7/ ®E-5-A-d8@ | |
o (@)=
10 1 2 & | Cut
11 1 2 -4 | Copy
12 3 6 & | Paste P@
13 Paste Special
14
15 Insert.
16 Delete.

4. Move to cell C9.
5. Right-click. A context menu appears.
6. Click Paste. Excel copies the contents of cells A9 to B11 to cells C9 to C11.
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| 9
10
11
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13
14
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7. Press Esc to exit Copy mode.

Absolute Cell Addressing

You make a cell address an absolute cell address by placing a dollar sign in front of the row
and column identifiers. You can do this automatically by using the F4 key. To illustrate:

Move to cell C12.

Type =.

Click cell C9.

Press F4. Dollar signs appear before the C and the 9.
Type +.

Click cell C10.

Press F4. Dollar signs appear before the C and the 10.
Type +.

. Click cell C11.

10. Press F4. Dollar signs appear before the C and the 11.
11. Click the check mark on the formula bar. Excel records the formula in cell C12.

00N oLk L

12 > S £ | =5C$9+48C$10+8CS511

4 A B =Gl D E F
9 1 2 1 2

10 1 2 1 2

11 1 2 1 2
|12 3 6| 3|
113
| 14

Cut and Paste

You can move data from one area of a worksheet to another.
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Bl C. [

1 Add Subtract Multiply  Divide 3 (— 0
2 | 2 8 a 12 3 @
3| 1 3 3 3 3
4 3 5 12 4 9
3 |
6 |
7 | 36
.._8.,_1
B 1 2 1 2
10 1 2 1 2
n 1 2 1 2 (_G)
12 3 6 3 3
!3 +
14
Select cells D9 to D12
Choose the Hon_le tab.
Click the Cut ﬁbutton.
Move to cell G1.
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5. Click the Paste button L . Excel moves the co ntents of cells D9 to D12 to cells
G1 to G4.

The keyboard shortcut for Cut is Ctrl+x. The steps for cutting and pasting with a keyboard
shortcut are:

Select the cells you want to cut and paste.

Press Ctrl+x.

Move to the upper-left corner of the block of cells into which you want to paste.
Press Ctrl+v. Excel cuts and pastes the cells you selected.

e

Insert and Delete Columns and Rows

You can insert and delete columns and rows. When you delete a column, you delete everything in
the column from the top of the worksheet to the bottom of the worksheet. When you delete a row,
you delete the entire row from left to right. Inserting a column or row inserts a completely new
column or row.

Insert and Delete Columns and Rows

To delete columns F and G:
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[1 Add Subtract  Multiply ) 2
| 2 2 8 a 12 3 2
'3 1 3 3 3 3 2
| 4 3 -] 12 4 9 k| |
L
| &
| 7 36
'
| 9 1 2 1
| 10 1 2 1
{11 1 2 1
12 1 L 3

Click the column F indicator and drag to column G.

Click the down arrow next to Delete in the Cells group. A menu appears.
Click Delete Sheet Columns. Excel deletes the columns you selected.
Click anywhere on the worksheet to remove your selection.

el N

To delete rows 7 through 12:

e i L Book] - Microsoft Excel Lo
\ g‘ T w—— . L]
.l +| LiKoademnal bormating = | eisen - E - 7
EEOE - 8% v i Fomatan Tabk - i*mm;'“l
Bl T [ e - | s Celt Styftes - F*  Delete Colls
& S| =(3+3012)2%4 |9
A A 8 c D E 3 G H Bl (31 Cetete Sheee
1 Add Subtract Multiply Divide 1
2 2 ] 4 12
3 1 3 3 3
4 3 -] 12 4
5
6
‘ 7| 36
8 | »
|8 1 2 1
‘m (_!' 2 1
11 1 2 1
B

1. Click the row 7 indicator and drag to row 12.
2. Click the down arrow next to Delete in the Cells group. A menu appears.
3. Click Delete Sheet Rows. Excel deletes the rows you selected.




4. Click anywhere on the worksheet to remove your selection.

To insert a column:

Click on A to select column A.

Click the down arrow next to Insert in the Cells group. A menu appears.
Click Insert Sheet Columns. Excel inserts a new column.

Click anywhere on the worksheet to remove your selection.

e

To insert rows:

Click on 1 and then drag down to 2 to select rows 1 and 2.

Click the down arrow next to Insert in the Cells group. A menu appears.
Click Insert Sheet Rows. Excel inserts two new rows.

Click anywhere on the worksheet to remove your selection.

e

Y our worksheet should look like the one shown here.

F

A A B C D E F G
1

2

3 Add Subtract Multiply Divide

4 2 8 4 12

5 1 3 3 3

6 3 5 12

2

8

Create Borders

You can use borders to make entries in your Excel worksheet stand out. You can choose from
several types of borders. When you press the down arrow next to the Border button

— ', amenu appears. By making the proper selection from the menu, you can place a border
on the top, bottom, left, or right side of the selected cells; on all sides; or around the outside
border. You can have a thick outside border or a border with a single-line top and a doubleline
bottom. Accountants usually place a single underline above a final number and a double
underline below. The following illustrates:

Create Borders
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1. Select cells B6 to E6.

B D B F | G
Add Subtract Multiply Divide
2 8 4 12
1 3 3 3
3 5 12 4] (— @



Bottom Border

A [ Top Border
| |51 | Left Border

Right Border

Divide

Border
e 12

All Borders I 3

Outside Borders ' 4I

Thick Box Border

0o

gottom Double Border

Thick Bottom Border
Top ang Bottom Border

Top and Thick Bottom Border

12 '
13 | Top and Doyble Bottom Border k @
14 | Draw Borders '

b
| o
18 S

15 | 4 | Draw Border
16 ' /3 Draw Border Grid
17 | <& ' Erase Border
; 18 ‘ Line Color ’

| Line Style

2. Choose the Home tab.

roded

3. Click the down arrow next to the Borders button = . Amenu appears.
4. Cli ck Top and Double Bottom Border. Excel adds the border you chose to the
selected cells.

A A _ B _ C | D | E | F
1

2

3 | Add  Subtract Multiply Divide

4 | 2 8 4 12

5 1 3 3 3

b 3 5 12 4

P

8

Merge and Center



Sometimes, particularly when you give a title to a section of your worksheet, you will want to

center a piece of text over several columns or rows. The following example shows you how.

Merge and Center

1.
2.

A

- 9.~ LE Book1 - Microsoft Excel
(O <

! Layout Formulas Data Review VIEW Add-l

3 & :‘Caﬁbri -In = | SR I'—General .l I Conditional
e = ;._g#:@ i Format as Ts
Paste ; ' |

=) Cell Styles -

_ " £ | Sample Worksheet
4 Jre==" T ) D ) Dy e B G
1
2

—) |sample Worksheet | P @

Add Subtract Multiply Divide

4 2 8 i 12
5 i 3 3 3
6 3 5 12 a4
7
8

Go to cell B2.

Type Sample Worksheet.

Click the check mark on the Formula bar.

Select cells B2 to E2.

Choose the Home tab.

Click the Merge and Center button 2 - in the Alignment group. Excel merges cells
B2, C2, D2, and E2 and then centers the content.

A A B C D E F
1
2 I Sample Worksheet |
3 Add Subtract Multiply Divide
4 2 8 4 12
5 1 3 3 3
| 6 3 5 12 4
| 7
:

Note: To unmerge cells:

b=

Select the cell you want to unmerge.

Choose the Home tab.

Click the down arrow next to the Merge and Center button. 2 * A menu appears.
Click Unmerge Cells. Excel unmerges the cells.



Add Background Color

To make a section of your worksheet stand out, you can add background color to a cell or group
of cells.

Add Background Color

|4 A B C D E F
| 1
‘ 2 ) Sample Worksheet
3 @ Add Subtract Multiply Divide
| 4 2 8 4 12
; 5 1 3 3 3
i 6 3 5 12
| 7
8

1. Select cells B2 to E3.

A font is a set of characters represented in a single typeface. Each character within a font is
created by using the same basic style. Excel provides many different fonts from which you can
choose. The size of a font is measured in points. There are 72 points to an inch. The number of
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5 - No Fill 3 3

6 = @ More Colors... .z_du
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2. Choose the Home tab.

3. Click the down arrow next to the Fill Color button
4. Clickth e color dark blue. Excel places a dark blue background in the cells you
selected.

mwmmawm'-k

Change the Font, Font Size, and Font Color

points assigned to a font is based on the distance from the top to the bottom of its longest
character. You can change the Font, Font Size, and Font Color of the data you enter into Excel.
Change the Font

1. Select cells B2 to E3.
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. Choose the Home tab.

. Click the down arrow next to the Font box. A list of fonts appears. As you scroll down
the list of fonts, Excel provides a preview of the font in the cell you selected.

. Find and click Times New Roman in the Font box. Note: If Times New Roman is
your default font, click another font. Excel changes the font in the selected cells.
Change the Font Size



N Bookl - Microsoft Excel

Layout Formulas Data Review

‘;,, & IITII‘I-'!GS.NEWR-|13 H_H@ i.iGeneral 1 Conditional |
. dlllB & goe-ls a : = 1;;"‘3--i $ - % o || @EFormatasTi
9 |

=% Cell Styles ~

) o . et - " ABanmmaent d g i 1 &
_ B2 v {2 l L | SampleWorksheet

A A B o D E E G

®

O 0NV A W N

(=1
o

1. Select cell B2.

2. Choose the Home tab.

3. Click the down arrow next to the Font Size box. A list of font sizes appears. As you
scroll up or down the list of font sizes, Excel provides a preview of the font size in the
cell you selected.

4. Click 26. Excel changes the font size in cell B2 to 26.

Change the Font Color
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Select cells B2 to E3.
Choose the Home tab.

Click the down arrow next to the Font Color button = " .
Click on the color white. Your font color changes to white.

b A S

Y our worksheet should look like the one shown here.

| A A B C D E F
| 1
2 Sample Worksheet
| 3 Add Subtract Multiply Divide
| 4 2 8 4 12
5 1 3 3 3
6 3 5 12 A
7
8

Move to a New Worksheet

In Microsoft Excel, each workbook is made up of several worksheets. Each worksheet has a
tab. By default, a workbook has three sheets and they are named sequentially, starting with
Sheetl. The name of the worksheet appears on the tab. Before moving to the next topic, move
to a new worksheet. The exercise that follows shows you how.

Move to a New Worksheet

] Click Sheet2 in the lower-left corner of the screen. Excel moves to Sheet2.

Click here

2 N— = :
4 4 > M| Sheetl ~Sheet2 Sheet3 7J

|
-

Bold, Italicize, and Underline

When creating an Excel worksheet, you may want to emphasize the contents of cells by
bolding, italicizing, and/or underlining. You can easily bold, italicize, or underline text with
Microsoft Excel. You can also combine these features—in other words, you can bold,
italicize, and underline a single piece of text.

In the exercises that follow, you will learn different methods you can use to bold, italicize,
and underline. Bold with the Ribbon
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1. Type Bold in cell Al.

2. Click the check mark located on the Formula bar.

3. Choose the Home tab.

4. Click the Bold B button . Excel bolds the contents of the cell.
5. Click the Bold B Dbutton again if you wish to remove the bold.

Italicize with the Ribbon
NI Bookl = Microsc

e Layout Formulas Data Revie

| = = g T Hﬁenen;l e

EEE A s % v

S I . ”:gcaibri vln ‘

A By . C o [ o) — -

. A
1 Bold  [iatic | (—
: ®
3
4

1. Type Italic in cell B1.

2. Click the check mark located on the Formula bar.

3. Choose the Home tab.

4. Click the Italic £ button . Excel italicizes the contents of the cell.
5. Click the Italic 4 button again if you wish to remove the italic.

Underline with the Ribbon
Microsoft Excel provides two types of underlines. The exercises that follow illustrate them.

Single Underline:
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1. Type Underline in cell C1.

2. Click the check mark located on the Formula bar.

3. Choose the Home tab.

4. Click the Underline U - button . Excel underlines the contents of the cell.
5. Click the Underline U - Dbutton again if you wish to remove the underline.

Double Underline

BN

(i) d 9 v &) Book1 - Microsc

% || calibri
<2 (|B I 2™

[ [F==T o U  underline
4T I

| B Dpouble Underline

“Underline

A B C D E F

A

1 Bold Italic Underline Underline ﬁ
: @
3

4

Type Underline in cell D1.

Click the check mark located on the Formula bar.
Choose the Home tab.

Click the down arrow next to the Underline button

Y “ind then click Double

Underline. Excel double-underlines the contents of the cell. Note that the Underline

button changes to the button shown here , a D with &

“1ble underline under it. Then

next time you click the Underline button, you will get a double underline. If you want

a single underline, click the down arrow next to the Double Underline button

then choose Underline.
5. Click the double underline button again if you wish to remove the double underline.

“land



Bold, Underline, and ltalicize

1. Type All three in cell E1.

2. Click the check mark located on the Formula bar.

3. Choose the Home tab.

4. Click the Bold button ® . Excel bolds the cell contents.

5. Click the Italic button £ . Excel italicizes the cell contents.

6. Click the Underline button U - . Excel underlines the cell contents.
Work with Long Text

Whenever you type text that is too long to fit into a cell, Microsoft Excel attempts to display
all the text. It left-aligns the text regardless of the alignment you have assigned to it, and it
borrows space from the blank cells to the right. However, a long text entry will never write
over cells that already contain entries—instead, the cells that contain entries cut off the long
text. The following exercise illustrates this.

EXERCISE 14

Work with Long Text

W

9]

B Bl bl EBdloF 6| H

r
&6 Now is the time for all good men to go to the aid of their army. .(—
: ' O@
a8
a
. Move to cell A6.

. Type Now is the time for all good men to go to the aid of their army.

Press Enter. Everything that does not fit into cell A6 spills over into the adjacent cell.

A A B C D E F G H
6 Nowis the Test <—

7 L1

- @ ®

9

Move to cell B6.

Type Test.

Press Enter. Excel cuts off the entry in cell A6.

AB - e | Now is the time for all good men to go to the aid of their army.

A B G D E F G H |

Move to cell A6.
Look at the Formula bar. The text is still in the cell.

I.DU:-\;GN‘_



Change A Column's Width

You can increase column widths. Increasing the column width enables you to see the long

text.

Change Column Width

= .‘. : ~ '——L

12

1M-4-v # Sheet] | Sheet?  Sheetd 4

Book] « Microsoft Excel

i e,
:“Dﬁﬂ--

6!»«\-“ abibe

.f. Now is the time for all good men to go to the aid of LT
D E F G H Aol & R vass

Cotumn W\d‘l‘h

Column wadth: 55

1. Make sure you are in any cell under column A.
2. Choose the Home tab.
3. Click the down arrow next to Format in the Cells group.
4. Click Column Width. The Column Width dialog box appears.
5. Type 55 in the Column Width field.
6. Click OK. Column A is set to a width of 55. You should now be able to see all of the
text.
i A6 '___—Ll Now is the time for all good men to go to the aid of theirarmy, -
4 A B c 0 E

' B {Now is the time for all good men to go to the aid of their army.

ITﬂt
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Change a Column Width by Dragging

You can also change the column width with the cursor.
1. Place the mouse pointer on the line between the B and C column headings. The mouse

pointer should look like the one displayed here 3 , with two arrows.
2. Move your mouse to the right while holding down the left mouse button. The width

indicator | W.dth: 20.00 (247 p xels) ]appears on the screen.

3. Release the left mouse button when the width indicator shows approximately 20.
Excel increases the column width to 20.



Format Numbers

You can format the numbers you enter into Microsoft Excel. For example, you can add

commas to separate thousands, specify the number of decimal places, place a dollar sign in

front of a number, or display a number as a percent.

Format Numbers

1. Move to cell BS.
2. Type 1234567.

3. Click the check mark on the Formula bar.

(H W x| 1234567

1234567! & @ @

Bookl -

Microsoft Excel

add-Ins

4. Choose the Home tab.

- :_;' * 1‘1“‘*’" ~n ll" ==l
T s EEE - U ABC
o J JacAy (eele] | 123
Wmm
B8 v S| 1234567 |2
T Y — E
8 [1234567.00] <_
9 @ e
10 RS
11
13
14 E
15
16 (b
T A
18
: %
20 Mor
21 i

General
No specfic format

e~

123456700

Currency :1

$1.234 567.00 ]

Accounting
$1,224,567 .00

Short Date
2/15/5280

Long Date
Thursday, February 15, 5280

Time
120000 AM

Percentage
123456700.00%

e Nun‘bef Formats...

5. Click the down arrow next to the Number Format box. A menu appears.
6. Click Number. Excel adds two decimal places to the number you typed.
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8 |$1,234,567.0000 |
9
10
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12
7. Click the Comma Style button " . Excel separates thotisands with a comma.
8. Click the Accounting Number Format button ' ¥ “ixcel adds a dollar sign to your
number.

9. Click twice on the Increase Decimal button i to change the number format to
four decimal places. .

10. Click the Decrease Decimal button 3 if you wish to decrease the number of
decimal places.

Change a decimal to a percent.

=
5]

E BRI

12

1. Move to cell B9.
2. Type .35 (note the decimal point).
3. Click the check mark on the formula bar.
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4. Choose the Home tab.

5. Click the Percent Style button % Excel turns the decimal to a percent.

Creating Excel Functions and Filling Cells

By using functions, you can quickly and easily make many useful calculations, such as finding an
average, the highest number, the lowest number, and a count of the number of iteMicrosoft in a
list. Microsoft Excel has many functions that you can use.

Using Reference Operators

To use functions, you need to understand reference operators. Reference operators refer to a
cell or a group of cells. There are two types of reference operators: range and union.

A range reference refers to all the cells between and including the reference. A range reference
consists of two cell addresses separated by a colon. The reference A1:A3 includes cells A1,
A2, and A3. The reference A1:C3 includes cells A1, A2, A3, B1, B2, B3, C1, C2, and C3.

A union reference includes two or more references. A union reference consists of two or more
numbers, range references, or cell addresses separated by a comma. The reference
A7,B8:B10,C9,10 refers to cells A7, B8 to B10, C9 and the number 10.

Understanding Functions

Functions are prewritten formulas. Functions differ from regular formulas in that you supply the
value but not the operators, such as +, -, *, or /. For example, you can use the SUM function to
add. When using a function, remember the following:

Use an equal sign to begin a formula.
Specify the function name.

Enclose arguments within parentheses. Arguments are values on which you want to perform the
calculation. For example, arguments specify the numbers or cells you want to add.



Use a comma to separate arguments.

Here is an example of a function:
=SUM(2,13,A1,B2:C7)

In this function:

The equal sign begins the function.
SUM is the name of the function.

2, 13, Al, and B2:C7 are the arguments.
Parentheses enclose the arguments.
Commas separate the arguments.

After you type the first letter of a function name, the AutoComplete list appears. You can double-
click on an item in the AutoComplete list to complete your entry quickly. Excel will complete the
function name and enter the first parenthesis.

Functions

The SUM function adds argument values.

B4 - fx | =SUM(B1:83)
4 A B C D E

S B W N
D
W

Press Enter.
Type =SUM(B1:B3) in cell A4.

9. Press Enter. The sum of cells B1 to B3, which is 63, appears.
Alternate Method: Enter a Function with the Ribbon

1. Open Microsoft Excel.
2. Type 12 in cell B1.

3. Press Enter.

4. Type 27 in cell B2.

5. Press Enter.

6. Type 24 in cell B3.

7.

8.
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1. Type 150 in cell C1.

2. Press Enter.

3. Type 85 in cell C2.

4. Press Enter.

5. Type 65 in cell C3.

6. Choose the Formulas tab.

7. Click the Insert Function button. The Insert Function dialog box appears.

8. Choose Math & Trig in the Or Select A Category box.

9. Click Sum in the Select A Function box.

10. Click OK. The Function Arguments dialog box appears.
:: tf— @ % : {m,lls‘.ss:

{ - 30
Adds a8 e remders o B range of cels
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12.  Type C1:C3 in the Numberl field, if it does not
automatically appear.

13. Click OK. The sum of cells C1 to C3, which is 300,

appears. Format worksheet



T4 A B C D
1 12 150
2 27 85
E 24 65
4 Sum 63 300
15
6
Move to cell A4.
Type the word Sum.
Select cells B4 to C4.

Choose the Home tab.

Click the down arrow next to the Borders button — ~
Click Top and Double Bottom Border.

A o

As you learned in Lesson 2, you can also calculate a sum by using the AutoSum button
b3

Calculate an Average

You can use the AVERAGE function to calculate the average of a series of numbers.

B6 v ( 5| =AVERAGE(B1:B3)

1 12 150

2 27 85

3 24 65

4 Sum 63 300

<

6 Average

7

1. Move to cell A6.

2. Type Average. Press the right arrow key to move to cell B6.

3. Type =AVERAGE(B1:B3).

4. Press Enter. The average of cells B1 to B3, which is 21, appears.
Calculate an Average with the AutoSum Button



In Microsoft Excel, you can use the AutoSum button

% to calculate an average.

'Book] - Microsoft Excel

Ao

5. Select cells C1 to C3.

ey

Paste

Average

o ||| S

Move to cell C6.

Choose the Home tab.
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More fundcicn.

Click the down arrow next to the AutoSum button = *
Click Average.
SUM v (3 % « £ | =AVERAGE(C1:C3)
4 A B lesmGoenl © E F
1 12 150
2 27 85 (—
3 24 65! @
4 Sum 63 300
5
6 Average 21[=AVERAGE(C1:C3)
7 [ AVERAGE (numberl, [number2), ..) ]
8

6. Press Enter. The average of cells C1 to C3, which is 100, appears.

Find the Lowest Number

You can use the MIN function to find the lowest number in a series of numbers.



B7 v £« | =MIN(B1:B3)

A A B C D E F
1 12 150

2 27 85

3 24 65

4 Sum 63 300

5

6 Average 21 100

7 Min | 12!

8

9

1. Move to cell A7.

2. Type Min.

3. Press the right arrow key to move to cell B7.

4. Type = MIN(B1:B3).

5. Press Enter. The lowest number in the series, which is 12, appears.

Note: You can also use the drop-down button next to the AutoSum button £ " to calculate
minimums, maximums, and counts.

Find the Highest Number

You can use the MAX function to find the highest number in a series of numbers.

| B8 - £ | =mAx(81:83)
A A B8 C D 3 3
1 12 150
2 27 85
3 24 65
4 Sum 63 300
5
6 Average 21 100
7 Min 12
8 Max
9

1. Move to cell AS.

2. Type Max.

3. Press the right arrow key to move to cell BS.

4. Type = MAX(B1:B3).

5. Press Enter. The highest number in the series, which is 27, appears.

Count the Numbers in a Series of Numbers

You can use the count function to count the number of numbers in a series.
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Move to cell A9.
Type Count.

Press the right arrow key to move to cell B9.
Choose the Home tab.

Click the down arrow next to the AutoSum button
Click Count Numbers. Excel places the count function in cell C9 and takes a guess at
which cells you want to count. The guess is incorrect, so you must select the proper

cells.
sum v (0% o f| =COUNT(B1:83)

Al c | D | E

-

-

AN S e

e
S I N ]
g 1
IJ'I-F
'-n

Sum 63 300
Average 21 100
Min 12
Max 27
9 Count |=c0um{51;53h
10 | | COUNT(valuel, [value2]. .)
11

7. Select Bl to B3.
8. Press Enter. The number of iteMicrosoft in the series, which is 3, appears.



B9 - (; fe| =COUNT(81:83)

A A B C D E F
1 12 150
2 27 85
3 24 65
4 Sum 63 300
5

6 Average 21 100
7 Min 12

8 Max 27

9 Count I 3|
10
11

Fill Cells Automatically

You can use Microsoft Excel to fill cells automatically with a series. For example, you can
have Excel automatically fill your worksheet with days of the week, months of the year,
years, or other types of series.

Fill Cells Automatically

The following demonstrates filling the days of the week:
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Formulas

Layout

A A B ..C D
1 [Sun Sunday l<_®
2 K

3

: ®

5

6

7

8

9

10

11

12

13

14

15

16 @

17

18

4 4 > b [ Sheett | Sheet2 /Sheet3 7. S

Click the Sheet2 tab. Excel moves to Sheet2.

Move to cell Al.

Type Sun.

Move to cell B1.

Type Sunday.

Select cells Al to BI.

Choose the Home tab.

Click the Bold button ® . Excel bolds cells Al to B1.

Find the small black square in the lower-right corner of the selected area. The small
black square is called the fill handle.

. Grab the fill handle and drag with your mouse to fill cells Al to B14. Note how the

days of the week fill the cells in a series. Also, note that the Auto Fill Options button
appears.



L A B C D
1 [Sun Sunday
2 |Mon Monday
3 |Tue Tuesday
4 |Wed Wednesdgy
5 |Thu Thursday
6 |Fri Friday
7 |Sat Saturday
8 [Sun Sunday (—
9 |[Mon Monday
10 [Tue Tuesday
11 (Wed Wednesdziy
12 |Thu Thursday
13 |Fri Friday
14 [Sat Saturday
15 =
:3 Auto Fill Options Button
18
Copy Cells
| A B C D E
1 [Sun Sunday
2 |Sun Sunday
3 [Sun Sunday
4 |Sun Sunday
5 |Sun Sunday
6 |Sun Sunday
7 |Sun Sunday
8 |Sun Sunday | .- Copy Cells (_ @
iy Sun Sunday | 6 Fi Series
oy Sl ©  Fill Formatting Only
11 [Sun Sunday =
12 |sun Sunday ©  Fill Withgut Formatting
13 |Sun Sunday | © Fill Rays
14 |Sun Sunday | © Fill Weekdays
15 = .
: =0
17
18

1. Click the Auto Fill Options button. The Auto Fill Options menu appears.

2. Choose the Copy Cells radio button. The entry in cells A1 and B1 are copied to all the
highlighted cells.

3. Click the Auto Fill Options button again.

4. Choose the Fill Series radio button. The cells fill as a series from Sunday to Saturday
again.

5. Click the Auto Fill Options button again.



6. Choose the Fill Without Formatting radio button. The cells fill as a series from Sunday
to Saturday, but the entries are not bolded.

7. Click the Auto Fill Options button again.

8. Choose the Fill Weekdays radio button. The cells fill as a series from Monday to
Friday.

Adjust Column Width

Some of the entries in column B are too long to fit in the column. You can quickly adjust the
column width to fit the longest entry.

1. Move your mouse pointer over the line that separates column B and C. The Width
Indicator appears.

v #x Sul
LR |C
Sunda

2. Double-click. The Column adjusts to fit the longest entry.

After you complete the remainder of the exercise, your worksheet will look like the one shown
here.

A A B G D E F
1 Sun Sunday 1:00:00 AM 1 Lesson 1
2 Mon Monday 2:00:00 AM 2 Lesson 2
3 Tue Tuesday 3:00:00 AM 3 Lesson 3
4 Wed Wednesday 4:00:00 AM 4 Lesson 4
5 Thu Thursday 5:00:00 AM S Lesson 5
6 Fr Friday 6:00:00 AM 6 Lesson 6
7 Mon Monday 7:00:00 AM 7 Lesson 7
8 Tue Tuesday 8:00:00 AM 8 Lesson 8
9 Wed Wednesday 9:00:00 AM 9 Lesson 9
10 Thu Thursday 10:00:00 AM 10 Lesson 10
11 Fri Friday 11:00:00 AM 11 Lesson 11
12 Mon Monday 12:00:00 PM 12 Lesson 12
13 Tue Tuesday 1:00:00 PM 13 Lesson 13
14 Wed Wednesday 2:00:00 PM 14 Lesson 14
15

Fill Times
The following demonstrates filling time:

1. Type 1:00 into cell C1.
Grab the fill handle and drag with your mouse to highlight cells C1 to C14. Note that
each cell fills, using military time.

3. Press Esc and then click anywhere on the worksheet to remove the highlighting.



To change the format of the time:

1. Select cells C1 to C14.

2. Choose the Home tab.

3. Click the down arrow next to the number format box ‘*™® A menu
appears.

4. Click Time. Excel changes the format of the time. Charts

A chart is a tool you can use in Excel to communicate
A .. = , your data graphically. Charts allow your audience to
i :"
})C}{ = ﬁ more easily see the meaning behind the numbers in the
spreadsheet, and to make showing comparisons and trends
much easier. In this lesson, you will learn how to insert
and modify Excel charts and see how they can be an

u. . q q q q effective tool for communicating information.
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Creating a chart

Charts can be a useful way to communicate data. When you insert a chart in Excel, it appears in
the selected worksheet with the source data by default.

To create a chart:

« Select the worksheet you want to work with. In this example, we use the Summary
worksheet.

« Select the cells you want to chart, including the column titles and row labels.

+  Click the Insert tab.

« Hover over each Chart option in the Charts group to learn more about it.

« Select one of the Chart options. In this example, we'll use the Columns command.

« Select a type of chart from the list that appears. For this example, we'll use a 2-D
Clustered Column. The chart appears in the worksheet.
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Identifying the parts of a chart

Have you ever read something you didn't fully understand but when you saw a chart or graph, the
concept became clear and understandable? Charts are a visual representation of data in a
worksheet. Charts make it easy to see comparisons, patterns, and trends in the data.

In this example

the Y axis is the 1st Quarter Sales —Title

\»’alueﬂims_ ¥ Asle
- 3,500.00
S $3.000.00
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E 1/500.00 Legend
g ¥850.0 M January
— s
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In this example, the X Axis is
Salespeople the Category Axis.

Source data
The range of cells that make up a chart. The chart is updated automatically whenever the
information in these cells changes.

Title

The title of the chart.



Legend
The chart key, which identifies what each color on the chart represents.
Axis

The vertical and horizontal parts of a chart. The vertical axis is often referred to as the Y axis, and
the horizontal axis is referred to as the X axis.

Data series

The actual charted values, which are usually rows or columns of the source data.
Value axis

The axis that represents the values or units of the source data.

Category axis

The axis identifying each data series.

Chart tools

Once you insert a chart, a new set of Chart Tools, arranged into three tabs, will appear above the
Ribbon. These are only visible when the chart is selected.

Chart Tools
Add-Ins Design Layout Format
'_-b_; l-:-j—'_‘._'l,r .‘j
Chart Styles

To change the chart type:

« Select the Design tab.
+ Click the Change Chart Type command. A dialog box appears.

4
T

Home Insert Page Layout

- - = .I: ’_-ﬁ
Mo, E
Change @ Save As Switch Select

Chart Type Template Row/Column Data
Type Data




« Select another chart type. g Click OK.

The chart in the example compares each salesperson's monthly sales to his or her other
months' sales; however, you can change what is being compared. Just click the Switch
Row/Column Data command, which will rotate the data displayed on the x and y axes. To
return to the original view, click the Switch Row/Column command again.

To change chart layout:

« Select the Design tab.
« Locate the Chart Layouts group.
«  Click the More arrow to view all of your layout options.

07 _companysales_lessonld - Microsoft Excel Chart Tools
Formulas Data Review View Add-Ins Design
=== ey -
all s | PO -
_. === [=|
Chart Layouts
Maore
B Change the overall layout of the
chart.
« Left-click a layout to select it.
To change chart style:
« Select the Design tab.
« Locate the Chart Style group.
« Click the More arrow to view all of your style options. O Left-click a style to
select it.
-rosoft Excel Chart Tools - = X
Add-Ins Design Layout Format & - =2 X
| B'
'hﬂ. | o L od (oa (ba o 2
— —_— o ]
: N Chant
Chart Styles Q Lacation
= More
C D E Change the overall visual style of
the chart.

To move the chart to a different worksheet:



« Select the Design tab.
«  Click the Move Chart command. A dialog box appears. The current location of the

chart is selected.
« Select the desired location for the chart (i.e., choose an existing worksheet, or select

New Sheet and name it).

Move Chart @@

Choose where you want the chart to be placed:

\JTH () New sheet: ‘Chartl ‘
L] Ooetn [ ——

[ OK ][ Cancel ]
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\Exercises

Exercise 1

Multiples Generator:

Create a sheet that takes up three numbers and then generates the first 20 multiples of the numbers.
Enter your original numbers into the orange cells (shown in the image). You may enter up to 3
numbers. The first 20 multiples of your numbers will then be displayed in the rows below.

Multiples Generator
1st 2nd 3rd
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Exercise 2

Department of Computer Sciences 134/248 Semester SPRING 2018
ATTENDANCE SHEET:

Create a sheet as shown below. The sheet determines the count of “P* for each student. Also use
a formula to calculate percentage.

A B c D E F G | H I J K L M N 0

ATTENDANCE SHEET

L S -
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g

Total %
Attendance age
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g

Bilal
Danish
Ejaz
Faraz
Amjad
Shuja
Sajjad
Imran
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Exercise 3

TRIGONOMATRIC GRAPHS

Draw a sine (sin©) wave and a cosine (cos©) wave on a single graph. Angle (O) ranges from 0°
to 360°with the interval of 15°.
Attach the formula sheets also for the sine and cosine chart



Exercise 4

GRADE SHEET:
Department of Computer Sciences 135/248 Semester SPRING 2018

Create a grade sheet as shown below. The sheet contains the assignments, quizzes, midterm and
final marks. Use the formula to calculate the grades of the students also find the average of each
column defined. Represent the Avg,Min and Max graphically using 3D Column Chart
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