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Course obijectives.

a. To provide the class with an exploration of spreadsheet
design.

b. To develop computer and spreadsheet literacy.

C. To address the class' questions.

Schedule

a. 9:30 Registration

b 9:30 Morning session

C. 12:00 Lunch

d. 1:00 Afternoon session

e 3:30 Departure

Handouts available in Adobe Portable Document Format (PDF) for
download at www.crowleycomputers.com/handouts.htm
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Session |

1. Use the right tool for the right job... Spreadsheets...

a. Versus word processor
b. Versus database
C. Strengths
d. Weaknesses See cheat sheet(s) & Car
e. Spreadsheet competition payments.xIs
Q) Corel Quattro Pro
2) Lotus 1-2-3
3) Open Office Spreadsheet / Star Office Spreadsheet
4) Microsoft Excel
@) 95
(b) 97 - great strides in user interface
(c) 2000 - better with bigger sheets, better programmability, better wizards
(d) 2002 - minimal changes other than task pane that 95% of users will ever find.
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2. Pieces parts
a. Title bar - information and location of Excel window
(1) Minimize, Restore / Maximize, Exit buttons
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b. Menu bar - access to all Did you know?

commands 5
c. Toolbars Menus can be accessed via:
(1)  Generally two, standard and | Mouse clicks
formatting . Alt+underlined key, |E Alt+F for
(2)  There are over a dozen, but | E'i%

most aren’t used by most
users.
3) Most used commands

Once menus are access they can be
navigated via any combo of:

(4) Customizable ’ Mouse
. . Cursor keys, space bar & Enter
d. Formula bar - displays constant or .
. : . Underline key, IE S for Save
formula contained in currently
selected cell

(2) Name bar - indicates
current cell or named range
e. Spreadsheet
(1) Column headers
(2) Row headers
3) Page selection corner
(4)  Vertical scroll bar
(5) Horizontal scroll bar
(@) Split screen bar
(6)  Sheet tabs - now how many cells have you got to work in?
(@) Sheet navigation buttons
f. Status bar

3. Spreadsheet structure
a. Columns - A...Z, AA, AB, AC...AY, AZ, BA, BB... IV = 256 columns
b. Rows - 65536 rows
C. Cells - 256 columns x 65,536 rows = 16,777,216
d. Sheets
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E3 Microsoft Excel - Book1

@ File Edit Yew Insert Format Tools Data Window Help < menu bar Type vy B X
DEELSR GRY s bA- @ =-8 % B -0, —
Arial ~10 -|B Z UEEEHEH 8%, 33|FEFE L-D-A-.

B3 - 7 < formula bar >

x

A\ Bl ¢ | D E F | 6 H /E New Workbook v

Name box / Open a workbook
Split page =
:I S T plit pag = Workbooks. ..
L]

§ Selection border hpaders NES PRI

lank Warkboo

SeiscrAl Autofill handle New from existing workbook
button

1] Choose workbook. ..

Vertical scroll bar —- | New from template
_31] General Templates...

_]__I Templates on my Web Sites...

(RG] [0 5 | [ T g [ U ) ) G JE e
DR = O 00~ND e LN = O 90N ;U &R =

cells 0'] Templates on Microsoft,com
Row headers
Task pane
Sheet navigation buttons Adjust scroll bar /
sheet tab Split page
Sheet tabs distribution (] Add Network Place...

/ \ l Horizontal fcroll bar Microsoft Excel Help
i : - bt ¥ Show at startup
1 <« » n\Sheetl / Sheet2 [ Sheet3 / |«] | I
Ready < status bar >

14 Start Microsoft Visio - [Dra... EA Microsoft Excel - Bookl “ | L A 7:49 AM

4. Data entry - all entry is contained in a single cell
a. Entry type basics
(1) Text- left aligned by default
(2) Numbers - right aligned by default
3) Dates - format changes based on how

Use Sales trip expense
report.xls and creation of a
sales trip

entered
b. Mode - notice mode on status bar!
(2) Ready

(2)  Enter - entry of new data, replaces old data in cell
(@)  Select any cell, start typing

3) Edit - altering existing data
@) F2
(b) Double click on cell
(c) Formula bar

C. Removing data

(2) Enter new data

(2) Delete key - leaves you in ready mode

3) Backspace key - leaves you in enter mode
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5. Autofill

a. Editing inside a selected range using Tab / Shift+Tab and See Autofill.xls
Enter / Shift+Enter
b. Speeds / accurate data entry
One direction at a time
Be sure to get a black + when trying to grab the i A | B |
autofill handle. 2
e. Custom autofills. i —1
Q) Tools, Options, Custom List .
(2) Enter manually or import list from cells
6. Formulas - meat and potatoes!
a. All formulas begin with = or basic math function
b. Simple operators
a + =3+2 5
2 - =3-2 -1
(3)  * multiply =3*2 6
(4) /divide =3/2 15
(5) " exponent =372 9
(6) = < > comparison
C. Order of operator precedence (or Algebraic Order of Operations, for those of you
as old as me!) =2+3*4 14
=(2+3)*4 20 see back of cheat sheet!
d. Cell entry methods
(1) Typed
(2) Mouse pointing
3) Keyboard pointing
e. Editing formulas
(2) Double clicking on cell,
(2)  Click on formula bar
3) F2
(4)  Watch Excel's mode on status bar.
f. Bringing a value to another location with =
g. Functions

(2) Use of Autosum
(2) Using Paste Function
(@  Common functions
(b) Required / optional arguments
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I

Paste Function EHE
A x 3 :
Function categaory: Function name: E T|ZE A | 100
TEXT E Surm
T ] =
MOMTH - =
DATEVALLE dverage
MO T-
ISERR.
SEARCH nkt
FIMND - -_ -
ISELANE
= Ma
PMT(rate,nper,py,f¥,type)
Calculates the pavment For a loan based on constant payments and a Min
constant interest rate. =
@| x| cancel More Functions. ..

F

Insert Function

Search For a function:

Or select a category: | Maost Recently Used 4

Select a function:

T
AVERAGE

IF

HYPERLINK

COUNT

M

SIN v

SUM{number1,numberz,...)
Adds all the numbers in a range of cells.

Help on this function

h. Autofill formulas!
7. Formatting ey
a.  Autoformat ey e | S
(1)  Inolder versions of Excel be sure to select the |e===t [Era—g see |
data you want to autoformat, or selecting and
formatting all the cells will take quite some
time!
(2)  Format, Autoformat
(3)  All changes can be overridden with options or »
formatting later. ormatsto
b. Formatting toolbar F’N“m‘m ¥ ot W tigmert d
(1) Font and size v dEsn A

(2)
3)

Bold, Italics, Underline
Alignment

J Arial

v - |B 7 U=

(4)

(@  Within cells
(b) Merge and center - select all cells, then hit the button!
Numeric formats and decimals to display
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(5) Indenting
(6) Borders, fill colors, font colors

8. Columns and rows - all techniques work the same! 2
a. Insert and Delete B “j% " )
(2) right+click on header, Insert or from Insert Grade Copy
menu

(2)  select multiple headers to work with more than
one column at a time C Dolete
b. Width and height B Clear Contents
(1) right+click on header, Width or Height A
(2) or Format, Row, Height or Format, Column,

Insert

Format Cells...
Calumn Width. ..

n

Hide

Wl dth Unhide

. . (3) Point to Iine.between heaqlerg and_drag . B 84% u'zeé
e (a)  Autofit by double clicking! Finds widest g 85% 90
or tallest entry and adjusts accordingly
C. Hide
(2) right+click on header, Hide
(2)  or Format, Row / Column, Hide
d. Unhide works like hide, but select surrounding headers, remember to look for
missing entries. Also look for double line on arrow when pointing at a hidden
header.
9. Drawing fun iDran~ g dwoshapest \ N JO M A B E| G- Z-A-S=5 40
a. Turn on the RIS S === r?ﬂ

drawing tool bar:

View, Toolbars, Drawing

Select a drawing tool

Click and drag to drop in your object

Select and color and other formatting buttons

Select and use Delete key to remove

Fill: white is a solid color, no fill will be transparent and allow you to see the
spreadsheet

~®pooCT

10.  Printing techniques

" . | . )
a. ?/r\é?;c;réiggglr;? Print button! It prints % @. See Pre evaluation
. s listing 2.xls
b. Use Print Preview! g
C. Page Setup
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Page ] Margins ~ HeaderfFooter ] Sheet ]

Header:

Custom Header. ..

PREEYAHC3 - Crowley Computer Consulting Confidential

Page Sefup EHE Page Sefup EHE
IMargins l HeaderFooter l Sheet ] Page l HeaderFooter l Sheet ]
Crientation Top: Header:
5 1 = 0.5 3‘
{* Portrait " Landscape = =
Scaling Options. .. Options. ..
* Adjustto:  [100 =% normal size Left: Right:
0,75 E|: 0,75 E|:
" Fitko: |1 El: page(s) wide by |1 El: tall
Paper size: |Letter j Battam: Bz
Print guality: | j 1 El: 0.5 El:
Center on page
First page number: Auto [ Horizontally [ Vertically
oK | Cancel oK | Cancel
Page Sefup EHE Page Sefup

Page ] IMargins l HeaderFooter Sheet l

Fagel Print area: |

Print titles
Qptions. ..

Print
Cuskom Fooker, . |

Footer:

[ aridines
[ Elack and white

|(n0ne)

j [ Draft quality
Page order

+ Down, then over

" Cver, then down

Columns to repeat at left: |

=] print...

Rows ko repeat at top: |$1:$1|

Prink Preview

[ Row and column headings

Comments:  |(Mone)

3
Options. ..
E Cpl

oK | Cancel

oK | Cancel

Footer

To Format bexct: select the text, then choose the Fant bukton,

To inserk a page number, date, time, filename, or tab name: position the insertion poink
in the edit box, then choose the appropriate button,

Al Blo| 8|g

Left section: Center section: Right section:

EHE
(0]4
Cancel

mputer Consulting

page &[Page]

(1)
(2)

Many sheet options must be set from spreadsheet, not print preview.

Headers and Footers versus Row and Columns To Repeat
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11.

basics...
a. Use screen captures to check out
wizard!

A picture says a thousand words... Chart

Use Sales Trip Expense Report:no
charts.xls

Chart tvpe:

Chart sub-tvpe:

E Bar

|ﬁ Line

FYric

- BY (Scatter)
gy ~rea

@ Doughrut
iy Radar

@ surface

@ Bubble

[ Stock

' Cylinder

=l

D | @

&%
<

wploded pie with a 3-D wisual effect,

Press and Hold to Wiew Sample

Charf Wizard - Step I of 4 - Charf Type EHE

Standard Types | Custon Types I

Cancel

< Back | Mext = I

Einish

Chart Wizard - Step 2 of 4 - Charf Source D... [ E3

Data Range | Series I

350,00
J00.00
250,00
200,00
150.00
00,00
50.00
.00

OTravel
& Lodging
O Entertain|
0O Meals

Entertain,

Travel

W2nn2
waizonz
1alz002
1M0r2002
12002

Daka range: I '01-11-02"140%4  §EES

Series in: (o Rows

& Columns

Cancel

| Mext = I

< Back. Finish

Chart Wizard - Step 3 of 4 - Chart Oplions

Axes | Gridiines | Legend | Data Labels | Data Table |

Chart Wizard - Step 3 of 4 - Chart Oplions

E Titles | Gridiings | Legend | Data Labels | Data Table |
Chark title: Primary axis
ISales Trip Expense Reprot Sales Trip Expense Reprot |7 Cateqary (X) axis Sales Trip Expense Reprot
% futomatic
Category (%) axis: 350,00 350.00
300.00 . C.ategory 300.00
250,00  Time-scale 250.00
i st 200.00 . . 200.00
2eriesllexs] 150.00 OTravel IV Series () axis 150.00
I A00.00 B Lodging |7 Yalue (Z) axis A00.00
s0.00 i
Value (Z) axis: 0.00 Entertain. E ::m:fa'"' 500'_200 Entertain.
T Travel S 2w, Travel
=Ez gt Sz 2 &
Cancel < Back. | Mext = I Finish | Cancel < Back. | Mext = I Finish
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Chart Wizard - Sfep 5 of 4 - Charf Oplions

Chart Wizard - Sfep 3 of 4

harf Oplions

Titles | Axes Legend | Data Labels | Diata Table | Titles | Axes I Gridines  Legend | Data Labels | Data Table |
Category (3] axis Il
; idli Sales Trip Ezpense Reprot Sales Trip Ezpense Reprot
Major gridiines Placement
™ Minar gridines
: 350.00 ; et 350,00
. ) 300,00 Carner F00.00
Series (V.) amsI : w5000 o 260,00
[ mMajor aridlines 200.00 & P 200,00
™ Minor gridines 150.00 * Right 150.00
100.00 ™ Left 100.00
Walue (Z) axis 5?3..00?3 Entertain, |5 Entertin) 5%'_00% Entertain,
¥ Maijor gridiines g o, e Ble I T S
3 a4 2 4
™ Minor gridines % % % § % % % % § %
I™ 2-0 walls and gridlines
Cancel < Back | Mexk = I Finish | Cancel < Back | Mexk = I Finish

Chart Wizard - Sfep 5 of 4 - Charf Oplions

Titles | Axes IGridIines | Legend

Data Table |

Data labels
' Nane
" Show value
" Show percent
" Show label
 Show label and percent
€ Show bubble sizes

™ Legend key next to label

Sales Trip Ezpense Reprot

F30.00
300,00
250.00
200,00
150.00
100.00
50.00
0.00
Travel

200z
Waizonz
arzn0z
o200z
Hzo0z

Entertain.

Chart Wizard - Sfep 5 of 4 - Charf Oplions

Titles | Axes I Gridlines | Legend | Datalabels  Data Table |

r
¥ show legend keys

Sales Trip Ezpense Reprot

F30.00
300,00
250.00
200,00
150.00
100.00
50.00
0.00
Travel

200z
Waizonz
arzn0z
o200z
Hzo0z

Entertain.

Cancel < Back | Mexk = I Finish | Cancel < Back | Mexk = I Finish
Chart Wizard - Step 4 of £ - Chart Location EFE
Place chart:
gl | Coasnewshet: | ETU
" as ohject in: |01—11—02 j
Cancel | < Back et = | Finish I
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Session |l

1. Spreadsheet navigation luation listi |
a View power Pre eva.uatlon Isting.xlIs
International sales.xls
(2) Freeze frame
(2)  Split screen
(3) Zoom - View menu MR |- Zoom PX
@) Does not effect printing Megrficaton
(b)  Larger % for larger size... 75
(c)  Select an area of work and use oo
selection to make it fit onto the Selection
screen. R
(4)  Full screen from View menu = ==
b. Getting around with keyboard acceleration
Cell Data block Scroll screen Current sheet Sheet
Left - [ Shift+Tab Ctrl+- Alt+PgUp Home (col A)
Right -/ Tab Ctrl+ - Alt+PgDn
Up 1/ Shift+Enter Ctrl+1 PgUp Ctrl+Home (Al) Ctrl+PgUp
Down | / Enter Ctrl+! PgDn Ctrl+End (bott rt) | Ctrl+PgDn
C. Selecting
(1) Mouse A = o
(@ Clicking 1
0] Cell 2 Sheet
(i Sheet - Column
(i)  Row 4 ,
(v) Column S Row
(b) Drag for range
(2) Ranges with Shift
(@  Shift+tmouse clicks
(b)  Shift+keystrokes
3) Multiple areas with Ctrl
(@  Ctrl+mouse clicks
(b)  Shift+keystrokes
(4) Combinations
(5) F8 toggles selecting

2. Keyboard shortcuts
a. The following instructions will get you the complete keyboard shortcut listing in
Excel 2002, other versions will have similar results

(1)
(2)
(3)
(4)
(5)
(6)
(7)

Help menu

Microsoft Excel Help

Index page tab

Type keywords: keyboard shortcut
Choose a topic: keyboard shortcuts

Click Show All in upper right hand corner

Press Ctrl+P to print the entire list

b. Check the right hand side of menu
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(o} Cheat sheet

d. Right+click is simulated by shift+F10 or right click key

Spreadsheet structure

a. Column and row size
(2) Dragging
(2) Formatting

(3)  Autofit via double+click

b. Inserting and deleting columns and rows

Formulas - basics review

a. All formulas begin with = or basic math function
b Basic formulas using + - */
C. Order of operations
d. Edit via double clicking on cell, clicking on formula bar or F2
e Bringing a value to another location with =
Functions
a. Review of Autosum ﬂ: Fx
b. Excel 2002 and newer have autoaverage,
autocount...
C. Using Insert Function, Paste Function or Function Wizard

(1) Common functions

(2) Use Search and Go button to describe “what” you

want
3) Browse Categories

=

Sum

Average
Counk
Max

Min

Mare Functions...

4) Recently used category contains the functions you've been using, or most
used functions if you're new to Insert FunctionRequired / optional

arguments

(5) Help from Answer Wizard

Pasfe Function

Function categary:

Funckion name:

Date & Time
tath & Trig
Statistical
Lookup & Reference
Database

Texk

PMT(rate,nper,py,f¥,type)

Calculates the pavment For a loan based on constant payments and a
constant interest rate.

EI oK I Cancel

Insert Function

Search For a function:

2X

Type a brief description of what vou want to do and then Gn
click Go

Or select a category: |Most Recently Used

Select a Function:

DAYERAGE({databa:

Al
Financial

Date & Time

IMath & Trig
Statistical

Lookup & Reference
Database

Text

Logical

Information

Averages the values il User Defined

o specify.

Help on this function

-
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T HE . = = d & Mi ft Excel Hel
1 %m J\"‘y & j"ﬂhat would you like to ) il
-

SRS <o o ||DEe - ae
. - ~
E,“ @ PMT warksheet function Conterts  nswer Wizard | Indes | o Al
A = —] — PMT
C ¥ .
= d @ NPER worksheet function hat would you fike to do? See Alsa
calculate 2 loan payment] Calculates the payment For a loan
@ Mone of the EII'JD\."E, based on constant payments and a
search for more on the constant interest rate.
vieb

PMT(rate,nper,pv,fv, bvpe)

Select kopic to display:

m . For a more complete description of the
PMT wotksheet Function arguments in PMT, see the PY
MPER worksheet Function function. !

Calculate a loan paymen

Rate is the interest rate for the loan,

Mper s the total number of payments

Cptions Search

. ) for the loan.
Pv s the present \-'aIL!e, or the total
known as the principal. ~
6. More formulas and functions
a. World's easiest unknown Grade book.xlIs!With class averages
formula * bring class average to D1
b. & concatenates text! * D2 create “The class average is 81%”
7. Dates
a. Dates are counted, day 1 is January 1, 1900, unless you’re on a Macintosh,
where it is January 1, 1904.
b. The creation of January 13, 2004 from 37,999 is a calculation based on the
number of days in each month and correct calculation of leap years — remember
the Y2K scare?
C. Dates can be used in A = C O
mathematical formulas! 1| 1/13/72004 90 =A1+B1 411272004
d.  The"appearance” of the  |'5 T 3110004 3/11/1995 =A2-E2 2922
date is a function of its . —— X
formatting. Format a date as a number and you'll end == | | s | |
. . . umber | Alignment Font Barder Patterns | Protection
up with something in the upper 30,000s. Category e
, oo
8. Time Aot
a. Time is the decimal side on a date! ?@rg@*
Percentage
12:00 Ahd - 141304 12:00 Ah 37 599 00 9 ;;?;;L?F?cg
B:00 A 024 111304 B:00 AM 37 89925 7 el
12:00 P 0.40 1/13/04 12:00 P 37 599 50 Dat | cusan -
B:00 P 074 1/13/04 6:00 P 37 99975 © /
t| m Date Formats display date and time serial numbers as date values. Except for
. iterns that have an asterisk (*), applied formats do not switch date orders
e fU nCtlonS tO eXp|Ore with the operating system.
a. NOW(), TODAY()
b. DATE(year,month,day) x| conce
C. DAY (serial_number), MONTH(sn), YEAR(sn)
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d. NETWORKDAYS(start_date,end_date,holidays)

10.  Formula troublshooting? If you want the spreadsheet to show the formulas instead of
the results, press Ctrl+" to toggle Formula Auditing. That is Ctrl+apostrophe, not a

B3 - A =ABS(PMTISATA2 B52712 $A1)) B3 - A =ABS(PMT($A3/12 B52712 SAHY)
A B C o E Y B C
1% 16500 1 [1E500 1
2 1 2 3 4 5 d T
i1 ow| simeT swim  seie  sew | OB —ABSPMIEAIN2,B52112,54 ~ABSPMT(SAT
: 1'0?: 51 I382.46 $694.68 $465.43 $350-81 4 |0.005 =ABS(PMT($A4/12 BS2712 §A=ABS(PMT(5A4/
: e : : : 5 0.01 =ABS(PMT($ASMZ BS2712 §A=ABS(PMT(5AS/

single quote mark.

EE L -B-A-.

B3 Microsoff Excel - Bookl [_ 3] x|
J@ File Edit Yiew Insert Format Tools Data Quicksheet Window Help _|E!|i|
JD@E|§@.W|.§EE®|ﬂvﬂv%2ﬁs§i.§l|ﬂ’Emu%-@_

J.ﬁ.rial -0 - 2% 5 b W

AT 5] =
|

B 7 U=

1]
]
fizf
@

A | B c | D

-
i
!
-
.
i
i
k|

O TN [/ ) P Y PR B P PR S P Y

I;i: [»[pI] Sheetl  SheetZ [ Sheetd f 4]
Draw = [?g c-,
Ready | | | [ | | [

—

11. Absolute and relative references
a. Most formulas use relative
references, as a formula is copied
or moved, the references move
with the formula.

New Windchill.xls
Car payment (16,500).xls

b. Absolute references lock a reference to a particular row, column or cell.
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C. $ indicates absolute reference to column or row
d. F4 rotates through four possible combinations (none, both, row, column)

12. Pages & working in 3D
a. Navigating
b Inserting and deleting pages
C. Renaming _
d. Copying and moving See Sales Trip Expense
e Grouping and ungrouping using Report'wk1.xls, copy to new
Shift+click and Ctrl+click document
Generating formulas IE.
=SUM(Sheet2:Sheet3!Al) Sheet
range prior to exclamation point, cell reference after exclamation point.

23 |
4[4 WP Summany § Sheet? }.,5{:'.“3,-"_

o

13. Formulas across pages
a. Page name(s) prior to ! in cell references
b. Simplest method to build via point and click

14.  Advanced cut/copy/paste techniques
a. Four steps!!!
(1) Select
(2) Cut or Copy
(@  Toolbar
(b) Edit menu
(c) Right+click menu
(d)  Ctrl+X or Ctrl+C
(3)  Select new location
(4) Paste (Ctrl+V)

Car payment (16,500).xls

15.  Advanced cell formatting

a. Conditional formatting
=3 - £ =ABS(PMT($AS/12 E52*12 SAF1))
A B B D E F G H
1§ 16500
2 1 2 3 4 5 5] 7
3 0.0% $1,375.00 $687.50 $458.33
4 05%| $137873 $691.09 §451.57
& 1.0%|  $1,382.48 $694.58 $465.43
B 16%|  $1,386.20 $698.29 $469.01
7 2.0% $1,389.94 $701.91 $472.60
5] 2.8% $1,393.69 $705.55 $476.21
3 30%
10 35% 2%
1 4.0% Condition 1
12 45% Cell Value Is ﬂ |\ess than or equal ko ﬂ |4DD E
13 2.0%
o Previ f b
4] sswl | B | o
18 8.0%
18 B5%
17 7.0% Add == | Delete... | oK Cancel |
18 75%
18 8.0% $1,435.31 $746.25 $517.05 $402.81
20 55%| $1439.13 $750.02 §520.86 $408.70
21 9.0%| §144295 $753.80 §524.70 $410.60
2 95%| $144678 §757 59 §528.54 §414.63
23 10.0% $1.450.61 $761.39 $532.41 $415.48
24
b. Format Painter - like cut/copy/paste but only copies format! =
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(1)

(2)

One shot:

(@) Select formatted cell(s)

(b)  Click format painter button

(c) Select cell(s) to format

To format multiple ranges

(@) Select formatted cell(s)

(b) Double+click format painter button
(c) Select cell(s) to format

(d) Keep selecting cell(s) to format!

(e) Click the format painter to turn it off

16. Formulas across files
File name prior to ! in cell references
Simplest method

a.
b.

17. Database - Autofilter

(1)
(2)

Open all required sheets

Monthly weather
averages.xIs!Degree formatting

Use mouse to build formula via point and click

See Pre evaluation listing.xls

a. Excel can perform basic “flat” database
functions
b. Basic sorting _ _ _ ﬁl zl
(1)  Select area if not grabbing entire database Zy A
C. Autofilter
(1) Data, Autofilter
| D | E] F Custon AufoFifter EHE
»|DATE EvALIZ TIM | STAT
_‘H?‘I_ Show rows where:
(TDp IU...:I 14 DATE_EVALU
Gy [1e = .
i0/28/1993 |09 Fad Cor LDizertses 4
e ™ e e
11)4/1993 | [
12/711993 14 iéﬁ?ﬁggg
12141993 11 ) 12/14/1993 E
{Bilanks) 05 Use ? to represent any single character
(NDnIBEnkS;I o 11 Ise * ko represent any series of characters
10281993 03 I
10/26/1993 10 = Cance

18. Toolbars
Select displayed toolbars by View, Toolbars... or right+click on toolbars

Standard and Formatting toolbars are normally displayed, see options below.
Tools, Customize...
Toolbars allows the creation of custom toolbars and resetting corrupted

a.
b.
C.

(1)
(2)

®3)

toolbars
Commands

(@)  Select Category, drag command onto toolbar as desired.

(b) Drag unused buttons off toolbars
Options - see below

C3 - Crowley Computer Consulting
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Toolbars 1 Commands 1 options 1

Toolbars:

v Formatting
[~ 3-D Settings

[~ Borders

[~ Chart

[ Chart Menu Bar

Toolbars — Commands lgptions }

To add a command to a toolbar: select a category and drag the
command out of this dislag box to a toalbar.

Cateqories: Commands:

Egﬁ 4| | & Rotate TextDown B
i

Wigw |¥ Angle Clockwise |

Toalbars I Commands OJtlUnsl

Personalized Menus and Toolbars

[ Always show Full menus

B

Reset my usage data

Other
[~ Large icons
Jw List font names in their Fant

[w show ScreenTips on toolbars

Menu animations: [(System default)

[¥ Show Standard and Formatting toolbars on bwo rows

e

Close:

™ Circular Reference % angle Countercockwise [y
[ Control Taolbox (=00 Tools L Height...
[ Diagram Data .
[ Drawing Attach.., window and Help ] width... j
[~ Drawing Canvas g::g;‘%pes j
[ Exit Design Mode
[~ External Data Selected command:
[ Forms
Description
[ Formula Auditing E
[ Full Screen
[~ Organization Chart
E o | E o |
Customize E|E| | Copy Button Image |

Paste Button Image
Reset Button Image

Edit Button Image. ..
Change Button Image »
Defadlt Styvle

Texk Only (Always)

Text Only (in Menus)
Image and Text

Eeqin a Group

Assign Hyperlink »

Assign Macra, .,

4) Right click on button for shortcut options

*** Please reset toolbars before leaving! ***

19. Charts - advanced editing
a. Selecting sections: chart area, plot, titles, axes, values, (corners, floor, walls),

grid...
(2) Mouse

(2)  Chart toolbar
(3) Chart menu
b. 3-D View perspective via menu or corner dragging

C3 - Crowley Computer Consulting
Microsoft Excel: 3 session workshop
Copyright September 2002

Series Axis .

"

Ea Bl .

Page 18
printed July 14, 2006

\\gandalf\jim\1Training\Excel\Excel Workshop - 3 session.wpd




Chart Wizard - Step I of £ - Charf Type EEHE Chatt Wizard - Step 2 of 4 - Chart Source D... HE

standard Types | Custom Types | Dl (Remgs | series |
Chart bype: Chart sub-type: 350.00
300.00
E Bar ;l 250,00
[t Le &% =
Pie 100,00
@ _
|- Y (Scatker) .00 Entertain.
‘Area % § g P Travel
28 §5 5 £
@ Doughnut QZE =253 g
iy Radar - -

@ surface

@+ Bubble = Data rangs:
[5] Stock
. Cylinder = Series in: O Rows

@ Columns

xploded pie with & 3-D wisual effect,

Press and Hald to View Sample |

Cancel < Back | Mext I Finish | Cancel < Back | ot 2 I Einish

Chart Wizard - Step 3 of 4 - Chart Opfions EHEHE Chart Wizard - Step 3 of 4 - Chart Opfions

Axes I Gridines I Legend I Data Labels I Data Table I Titles | Gridines I Legend I Data Labels I Data Table I
Chart title: Primary axis ——————————————
ISaIes Trip Expense Reprok Sales Trip Ezpense Reprot ¥ Cateqory (%) axis Sales Trip Ezpense Reprot
% Automatic
Category (=) axis:
= 350,00 r 350.00
300,00 C.ategory F00.00
25000 " Time-scale 250.00
Seties i ¥) axis: 200,00 . . 200,00
= ¥ 000 ¥ Series (¥) axis =000
I 10000 ¥ Yalue (Z) axis 1000001
£0.00 ) £0.00 )
Walue () axis! 0.00 Entertain. .00 Entertain.
& Travel @ Travel
oM 4w rave

Cancel < Back | Mext = I Finish | Cancel < Back | Mext = I Finish
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Chart Wizard - Sfep 5 of 4 - Charf Oplions

Chart Wizard - Sfep 3 of 4

harf Oplions

Titles | Axes Legend | Data Labels | Diata Table | Titles | Axes I Gridines  Legend | Data Labels | Data Table |
Category (3] axis Il
; idli Sales Trip Ezpense Reprot Sales Trip Ezpense Reprot
Major gridiines Placement
™ Minar gridines
: 350.00 ; et 350,00
. ) 300,00 Carner F00.00
Series (V.) amsI : w5000 o 260,00
[ mMajor aridlines 200.00 & P 200,00
™ Minor gridines 150.00 * Right 150.00
100.00 ™ Left 100.00
Walue (Z) axis 5?3..00?3 Entertain, |5 Entertin) 5%'_00% Entertain,
¥ Maijor gridiines g o, e Ble I T S
3 a4 2 4
™ Minor gridines % % % § % % % % § %
I™ 2-0 walls and gridlines
Cancel < Back | Mexk = I Finish | Cancel < Back | Mexk = I Finish

Chart Wizard - Sfep 5 of 4 - Charf Oplions

Titles | Axes IGridIines | Legend

Data Table |

Data labels
' Nane
" Show value
" Show percent
" Show label
 Show label and percent
€ Show bubble sizes

™ Legend key next to label

Sales Trip Ezpense Reprot

F30.00
300,00
250.00
200,00
150.00
100.00
50.00
0.00
Travel

200z
Waizonz
arzn0z
o200z
Hzo0z

Entertain.

Chart Wizard - Sfep 5 of 4 - Charf Oplions

Titles | Axes I Gridlines | Legend | Datalabels  Data Table |

r
¥ show legend keys

Sales Trip Ezpense Reprot

F30.00
300,00
250.00
200,00
150.00
100.00
50.00
0.00
Travel

200z
Waizonz
arzn0z
o200z
Hzo0z

Entertain.

Cancel < Back | Mexk = I Finish | Cancel < Back | Mexk = I Finish
Chart Wizard - Step 4 of £ - Chart Location EFE
Place chart:
gl | Coasnewshet: | ETU
" as ohject in: |01—11—02 j
Cancel | < Back et = | Finish I
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Session I

1. Named ranges ) Travel o =[78
a. Naming a cell or range of cells allows you g;p?eiz:aes rp | ppe—AmmEmE
to refer to it easily in formulas report.xisidata | |2 1
b. Insert, Name... or Name Box % Travel
(1) Define - enter manually | 5 [01/07.02 78.00
(2)  Create - use labels as names B M ! G
C. Try F5 or Goto | & |01/1012 45.00
2 10141102 0.00
2. Absolute references See Absolute references =B2 =B$2
a. Cell references are normally examples.xls —B3 —B%2
“relative” references, as they are =B4 =B$2
copied, the reference moves =B5 =B$2
relative to copy direction. =B6 =B$2
b. Absolute references are indicated by a $. Absolute
references do not change as they are copied.
C. Four patterns of absolute and
relative references. Pqttern can be 53 =3 53 — -3
entered manually or with F4. 583 %83 %83 %83 [5B3
(2) None Al
(2) Column $A1
(3) Row A$1
(4) Cell (both) $A%1
3. Reference and Lookup functions - give your spreadsheet power by creating formulas
that “make decisions.”
a. IF(logical_test,value_if true,value_if false) =returns a

value based on whether a value is true or false

See Pass fail book.xls

(1) Logical_test is any value or expression that can
be evaluated to TRUE or FALSE.
(2)  Value_if _true is the value that is returned if logical_test is TRUE.
(3) Value_if _false is the value that is returned if logical_test is FALSE.
b. VLOOKUP(lookup_value,table_array,col_index _num,range
_lookup) = look up a value vertically See Grade book.xls
(1) Arguments
€)) lookup_value = “what”

(b)
(©)
(d)

C3 - Crowley Computer Consulting
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you want to look up
table_array = “where” you
want to look it up
col_index_num = “which”
column to return
range_lookup = TRUE
(default) returns
approximate match,
FALSE returns only exact
matches

Function Arguments E]EJ
WLOOKUP
Lookup_value | =
Table_array | i =
Col_index_num | Sl =
Range_lookup | i =
Looks for a value in the leftmost column of a table, and then returns a value in the same row
fram a column you specify. By default, the table must be sarted in an ascending order,
Lookup_walue is the value to be Found in the First calumn of the table, and can be a
value, a reference, or a kext skring.
Formula resulk =
Help on this function Cancel
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0] If the range_lookup is TRUE, the table_array must be sorted
in ascending order!
(i) If the range_lookup is FALSE, values do not need to be
sorted.
@ii)  If VLOOKUP can't find lookup_value, and range_lookup is
FALSE, VLOOKUP returns the #N/A value
(2) Notes
(@) If VLOOKUP can't find lookup_value, and range_lookup is TRUE, it
uses the largest value that is less than or equal to lookup_value.
(b) If lookup_value is smaller than the smallest value in the first column
of table_array, VLOOKUP returns the #N/A error value.

C. HLOOKUP(Iookup_value,table_arra}y,row_index_num,r See 2002 Payroll taxes.xls
ange_lookup) = look up a value horizontally
(1) See all VLOOKUP notes
(2) row_index = “which” row to return
d. LOOKUP - gives the same functionality, but you define the search range. Works
in to modes:
(1)  Vector: LOOKUP(lookup_value,lookup_vector,result_vector)
@) lookup_vector = where to find lookup_value
(b) result_vector = what to return
(2)  Arrray: LOOKUP(lookup_value,array)
(@) If array covers an area that is wider than it is tall (more columns
than rows), LOOKUP searches for lookup_value in the first row.
(b) If array is square or is taller than it is wide (more rows than
columns), LOOKUP searches in the first column.
e. MATCH(lookup_value,lookup_array,match_type)
(2) Returns the position of the answer rather than a looked up value
(2) match_type =
@ If match_type is 1, MATCH finds the largest value that is less than or equal to
lookup_value. Lookup_array must be placed in ascending order: ...-2,-1, 0, 1, 2,
..., A-Z, FALSE, TRUE.
(b) If match_type is 0, MATCH finds the first value that is exactly equal to
lookup_value. Lookup_array can be in any order.
(c) If match_type is -1, MATCH finds the smallest value that is greater than or equal
to lookup_value. Lookup_array must be placed in descending order: TRUE,
FALSE, Z-A, ..2,1,0, -1, -2, ..., and so on.
4. Inserting and deleting rows, columns and cells
a. Select ... you want new data on (data in the row will be See Grade
pushed down) book.xIs!With letter
b. Right+click, Insert or Insert, ... grades
C. Formulas will be adjusted, ranges on formulas will be
expanded.
d. When working on “edge” of a range, range will be moved, not expanded!
(1)  Trick: Insert inside, copy “edge data”, enter new “edge data.”
5. Charts - advanced functions Funding Universities xls
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a. When axis labels don’t look like you want, you may be fighting Excel’s automatic
formatting.

0.0 FEEE orve—) (e 25

'?-. "?} 'r_l {} £ Patterns  Scale l Font: I Murnber I Alignment I Patterns ] Scale ] Fant Numbar} Aligriment ]
o 0 2 o = ateqgor axis scale Categary: Sample
@ﬁ&\*xﬁ@lﬁ&\ﬁ@ﬁe jaltu:(\r'::ii)s [rnssesl ] CD"ZQE At
{‘-' ':‘-I ':‘-I r—' I:I l:"l at category ;umber: 1 Decimal places: |1 <
Murber of categories
between tick—raar.k labels: Z [~ Use 1000 Separatar ()
ety - rastlolos
IV Walue () axis crosses bebween categories 12340
r iatagn\:ies in reverse nn:'I:Er = ggg:gg J
[ Walue (¥) axis crosses at maximum cakegory
[ Linked to source
Mumber is used for general display of numbers, Currency and Accounting
offer specialized formatting For monetary walue,
Cancel Cancel
6. Charts - dual axis , ) Production efficiency.xIs
a. Select data series you need on secondary axis
b. Properties
C. Axis
d. Secondary axis
e. Format away!!!
7. Data importing / exporting
a. Importlng wizard accessed via See C3 customers. ixt
(2) File, Open
(2) Data, Get External Data, Import Text File Iy E &
=l
3) Data, Get External Data, New Database Query i =

Egg I\R/Igétegﬁ’\?/e MS Query installed See Mayberry Library.mdb

Choose Data Source E B QW sefect Database x|

Databases | Hueries | OLAP Cubes | D atabasze Mame Directories:
EE'E;E%CES,C = ﬂl IMa_l,Jhen_l,J Library.mdb dh. Aaccesshzamples Corcal
Eucel Files® C3 Inventary Datamdb =] = dh = —l
FoxPra Files - Word® Browse... | L3 Inventary. mdb (== My Documents
IS~ - Finnerprinting. rmdb B 1Trai Help |
Oiptiis. | apbeny Library. mdb e faning

; Recipes.mdb COBES ™ ReadOnl
‘Wisual FouPro Database” Delete ead Unly
Vizual FoxPro T ables® = —I = samples _I ™ Exclusive

. o |
@ ¥ Use the Query ‘Wizard to create/edit queries
Lizt Filez of Type: Dirives:

Access Databazes [".mcj I = d DaTa j Network.. |
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Query Wizard - Choose Columns ] Query Wizard - Fifter Data [ x |
‘What columnz of data do you want to include in pour query? Filter the data to specify which rows to include in your query.
Available tables and columns: Colurmns in your query: If yau don't want to filter the data. click Next.
Customers Query 5 | CustomerD j Column ta filter: Drg_l,: include rows where:
- D T e 1|
Patrons 2 example Billnghddress ContactFirsth ame quuals d I j
1 << . ContactLasth ame
Query | City o IS
) Bilirgtddress At
Towns 2 example StatediProvince Ogdenzburg
Eﬁstal[ﬁodeb StateCiProvince I d d
oneliumoer PostalCode ) and 0O,
Preview of data in selected column: Phoreurmber I J I J
I ) fndl 0],
@ Ereyiewid o Options... < Back I Mext > I Cancel | @ < Back I Mext > I Cancel |
Quary Wizard - Sorf Order x| Quary Wizard - Finlsit [ x |
Specify how pou want pour data sorted. —what would you like to do nest?
If you don't want to sort the data, click Mext.
&' Retun Data to Microsoft Excel Save Query... |
Sart by A i in Mi
‘@ L Wiew data or edit query in Microsoft Query
ContactlastMame d ; .
" Descending " Create an OLAP Cube from this query
Then by
j ! Sspending
) Dessending
Cusztomerl D :
ContactFirsti ame 1 fispending
Billing&ddress ! Descending
|__|City |
| StateOrProvince
PastalCode
E’mbe' k I Mest > I Cancel | @ < Back I Finizh I Cancel
b. Export accessed via File, Save As
8. Databases - advanced
9. Pivot tables
a. A PivotTable report is an interactive table that quickly combines and compares

large amounts of data. You can rotate its rows and columns to see different
summaries of the source data, and you can display the details for areas of

interest.
b. Usage

(1)

(2)

(3)

Start with a table of data
Data
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ble and PivotChart Wizard - Step 1 of 3

‘Wwhere is the data that wou want to analyze?
(+ Microsoft Excel list or database:

(" External data source

" Multiple consolidation ranges
~

What kind of report do you want to create?
{+ PivotTable

™ PivotChart report {with PivotTable report)

Cancel

PivotTable and PivotChart Wizard - Step 2 of 3

Where is the data that you want to use?

< Back ‘ Mext = |

X
Browse, .,

Einish ‘

Cancel | Mext > | Finishi
Table and PivotChart Wizard - Step 3 of 3 PivotTable and PivotChart Wizard - Layout
[ ooy |
o l\ % Construck wour PivotTable report by
\ dragging the field buttons on the right
‘Where do you want o put the PivotTable report? to the diagram on the left,
&+ nhew worksheet
" Existing worksheet
—
= [ pace | COLUMM
Click Finish to create your PivatTable report.
| | | -%rder Daé
Cancel < Back Finish 5
ROMW DATA
Help | a4 | Cancel
PivotTable Options
Marme:
Format opkions
IV Grand totals for columns Page layouk: Down, Then Over
¥ Grand totals For rows ) =
Fields per column: i} =
v AutoFarmat table
™ Subtokal hidden page ikems
B [ For error values, show:
[ Merge labels
IV Preserve formatting [V Far empty cells, show:
v Repeat item labels on each prinked [ Set print titles
page
-
Drata options
[Data source options: External data options:
I¥ Sawve data with table lawout I
Iv Enable drill ko details I
I Refresh on open I
r &0 3
QK | Cancel
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B [Callahan
7

Davnlio
g |Dodsworth
9 |Fuller
10 |King
11 |Leverling
12 |Peacock
13 [Suyama

A, B
1
2
3 [Surn of Order Amount
4 |Salesperson w [Total
5 |Buchanan FE72 25

12303267 |

182500.09

7a045.04
162503.78
116562.93
20119627
225763.65

72527 B3

14 Grand Total

1228327 4

15
16
17
18
19
20
21
22
23
24
25

PivotTable

PivotTable = #9 [H_:', == #E

PivotTahle Field List

v X
t = [E @E]

v X

Draq items to the PivotTable report

E| Counkry

= Salesperson
H Order Dake

H OrderID

| Order Amount

add Ta | Row Area
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