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What is Excel?

Microsoft Excel is a spreadsheet program that is used to store, sort and efficiently crunch
numbers. Accountants use Excel to keep track of transactions for their company. Students might use
Excel to help draw conclusions from the data they gathered on a science or business project.

No matter what you are using Excel for it is important that you have the basic knowledge required
to do the everyday operations you will encounter while using this program.

What Should | Already Know?

Based on the initial tutorials, you should have the following skills:

Can navigate and use the various menu options in the menu bar
Know how to right-click to open up a pop up menu

Know how to open, save, and close files

Spreadsheet basics, some formatting skills

REVIEW: Parts of the Spreadsheet

Nearly every part of the spreadsheet has its own term and it is quite useful to know your
spreadsheet vocabulary to make using Excel that much easier. There are three basic parts of an Excel
Spreadsheet:

1. Column - The vertical segments that you see on the spreadsheet are called columns.
2. Row - The horizontal segments are referred to as rows.
3. Cell - Each box that is created from a row and column intersecting is referred to as a cell.

There are all very important terms, so we will now be going into greater depth on exactly what
they are.

Excel Columns

Each vertical segment of the spreadsheet is referred to as a column. Here is the "A" column.
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Excel uses letters to represent columns and numbers to represent rows. This may be a little
confusing at first, but with practice and a little effort this will become second nature to you.



Excel Rows

The horizontal segments, those that run left-to-right, are referred to as rows. Here is row "1".

Once again, Excel uses numbers to label rows.

Excel Cells

Now that you understand columns and rows you can grasp the labeling system for cells. When a
column and a row intersect they form a cell. The very first cell, where column A and row 1 intersect is
referred to as A1. It seems that the column label always comes first and the row second. Try to
remember that!

Here's a picture of Cell A1:
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If you are ever having trouble trying to find a cell, we recommend the following technique (we use
cell G13 as an example):

1. Find the column on the column bar by looking for the letter of the cell (in this case that would
be G).

B [ ¢ | o | E | F [ &6 |

2. Find the row on the row bar by looking for the number of the cell (in this case that would be
13).

R Yy Y

3. After you have found both the column and the row trace an invisible line from each to the cell
where they intersect and click there if you wish to enter data.




Excel Functions

Hopefully that title doesn't sound too intimidating because functions in Excel are really quite easy
to use once you've learned the basics.

Excel Functions: Your First Function

Using our soccer goal Excel spreadsheet from the previous lessons, let's use Excel functions to
figure out what the total number of goals scored by our team. Open up the soccer goal spreadsheet

and follow these steps:
1. In cell A9 enter the text Total and make it bold

¢ |Jason 3
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S Total
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Select cell B9 and locate the formula bar (it's right under the Excel menu bar) and notice that it
contains the content of cell B9, which just so happens to be nothing! Let's fix that

i Microsoft Excel - formatting-plain.xls
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3. Notice the little fx to the left of the formula bar. This is the insert function button.
4. Left-click the fx button to bring up the insert function popup

Insert Function 2
Search for a funckion;

Twpe a brief descripkion of what wou want ko do and then | G0 I

click Go
O select a cateqory: IM:::st Recently Used j

Select a function:

FREQUEMCY
DATE



5. Using the Excel "Search for a function" feature type in the text "Sum"” and click Go

T 2| x|

Search Far a funckion:

=t a0

Or select a category: |Recommended j

Select a function:

SUMS0
SUMEZPYZ

6. Make sure SUM is selected and click OK to bring up the Function Arguments Window

Function Arguments
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adds all the numbers in a range of cells,

Mumberl: numberl,numberz, ... are 1 ko 30 numbers to sum, Logical vs

Before we go any further let's make sure you understand what we have done so far. First we
selected a cell that we wanted to have our total goal count appear in. Next we inserted a
function and chose the SUM function.

We've done quite a lot and the only thing that remains is to select which numbers we want to
sum up. So let's finish this up!

7. Move the Function Arguments Window so you can see the goals scored.

8. We want to sum up all the goals scored, so we need to select all the cells that contain goals
scored.

9. Starting at the top of the list, Tim's goals, left-click and hold in Cell B2 then drag down to cell
B7, Jason's goals and finally release left-click. Your screen should now look like this:

> X «/ /&~ =SUM{B2:B7)
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10. Click OK and admire your work!

B9 - # =SUMI(BZ:B7T)
A | B | Cc | D
Name Goals
Tirn
Jack
Kigow
Peter
Jon
Jason
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Total 24
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Excel Formulas

A formula is nothing more than an equation that you write up. In Excel a typical formula might
contain cells, constants, and even functions. Here is an example Excel formula that we have labeled
for your understanding.

=B3 * 5/ SUM(B4:B7)

cell(s): B3 and the range of cells from B4:B7
constant(s): 5
function(s): SUM()

Excel Formulas: Creating Your First Formula

This first formula will be as simple as they come and will teach you the basic form of an Excel
formula. Create a new spreadsheet and then follow these steps:

1.
2.

Select cell A1
Type the following basic arithmetic formula into cell A1: =1+1

SUM = ¥ B =1+
A | B | ¢ |
1 [=1+1

Press Enter and notice how cell A1 changes from your formula to the result!




This may seem simple, but there are a some very important things you should get out of this
example. When you start off a cell entry with the equal sign "=" you are telling Excel that you want it to
evaluate the following formula.

In our case we had a simple "1+1" we wanted Excel to solve for us. You can do this for addition,
subtraction, multiplication, division and any other operation you can think of.

Remember, if you do not start your entry with the equal sign, then Excel will not evaluate the cell!

Using Cells to Create Dynamic Formulas

The most powerful aspect of Excel is not the simple calculator abilities we describes in our first
formula example, but rather the ability to take values from cells to be used in your formulas.

Let's set up a basic sales spreadsheet to help explain this topic.

1. In cells A1-D4 enter the following information:

04 - B Total
A | B | ¢ | D |
1 |ltem Quantity Price Revenue
2 |Candy 160 0.4a
3 |Wegetable a3 0.5
4 Total

Notice: that cell D2 and D3 are blank, but should contain the amount of money from selling
150 candy items and 3 vegetables. By referencing the Quantity and Price cells we will be able
to do this! Let's begin with Candy.

2. Note:lt is very important to follow these steps exactly without interruptions! Select cell D2,
candy's "revenue", and type the equal sign "=" to begin your formula.

3. Left-click on cell B2, Candy's Quantity and notice your formula is now "=B2"

SUM X & =B
A | B | ¢ | D |
1 | Item Quantity Price Revenue
2 [Candy } 140 0.5 =62
3 |Wegetable 3 0.5
4 Total

4. We want to multiply Quanity(B2) by Price(B3) so enter an asterisk (*)

SUM X & =B
A | B | ¢ | D |
1 | Item Quantity Price Revenue
2 |Candy 160 0.6 =E2*
3 |Wegetable 3 0.5
4 Total




10.

Now left-click on Candy's Price (C2)to complete your formulal

SuM * X & =BT
A | B | ¢ | D |
1 |Item Quantity Price  BRevenue
(2 |Candy 180 0.5,=B2"C2
3 |Wegetable 3 0.5
4 Total

If your formula looks like ours then press Enter, otherwise you can manually enter the formula
"=B2*C2". However, we really think it is easier and preferred to click on cells to reference
them, instead of entering that information manually.

After you pressed Enter your Candy Revenue cell should be functioning properly and contain
the value 75.

D3 b i3
A | B | ¢ | D |
1 |Item Quantity Price Revenue
(2 |Candy 150 045 75
3 |Wegetable 3 0.5
4 Total

Using your newly gained knowledge please complete Vegetable's Revenue by repeating
steps 2-7 for Vegetable
Your spreadsheet should now look like this:

04 - A Total
A | B | ¢ | D |
1 |Item Quantity Price Revenue
(2 |Candy 150 045 75
3 |Wegetable 3 0.5 1.4
4 Total

Cheatsheet: If you are having trouble creating the formula for Vegetable's Revenue it is
ll=83*03"




Advanced Excel Formulas: Using Formulas in Formulas

Now that we have created separate revenues for both Candy and Vegetable it would be nice to
somehow combine these two values to get the Total Revenue. Although both Vegetable Revenue and
Candy Revenue contain formulas, we can still use these cells as we have been doing and add them
together to get our total.

1. Select cell D5 (directly below "Total")

2. Type the equal sign "="

3. Left-click cell D2

4. Type the plus sign "+"

5. Left-click cell D3. Cell D5 should now contain this formula "=D2+D3":

SUM * X A& =02+03
A | B | ¢ | D |

1 ltem Quantity Price Revenue
(2 |Candy 150 0s fi]
3 |Wegetable 3 05~ 1.5
4 Total
A =02+03

6. Press Enter to complete your Total Revenue!

D& b i3
A | B | ¢ | D |
1 ltem Quantity Price Revenue
(2 |Candy 140 045 75
'3 [vegetable 3 0.4 1.5
4 Total
A 6.4




Excel Sort

Sorting in Excel lets you easily reorder your data based on the type of sorting that you choose.
This lesson will show you how to do a normal and reverse alphabetical sort, as well as descending
numerical ordering.

Raw Unordered Data

Imagine that you were teaching an English class and just collected the homework assignment for
that day. The papers are in no special order, but you know that Excel can sort it all out for you
anyways. You plough through the jumble of papers and enter the data into Excel, ending up with
something that looks like...

A | B |
1 |Hame Score
2 | dimmy atat
3 |Bradley 100
4 |Charlie 17
4 |Susy 35
B |Timmy 24
7 |Freddie 73
&8 |Billy 87
3 | Tammy )
10 |Bobby e
11

With the data entered you are now ready to begin sorting in Excel.

Excel Sorting: Alphabetical Order (Ascending)

The most common type of sorting, and one that is applicable to our situation, is alphabetical
ordering. This kind of ordering places the cells that start with the early letters of the alphabet (a, b, c...)
at the top and the later letters (t, u, v...) at the bottom of the list.

1. First we need to select all the data so we can begin to sort it. Because each name has a
corresponding score we need to select both columns to preserve the students' correct scores.

2. Left-click and hold on cell A1 then drag down-right to cell B10 to highlight all the data for
sorting! Your spreadsheet should look like this:



A | B
_1 |Name Score
_ 2 |immy ata
_ 3 |Bradley 100
_ 4 |Chatlie 17
5 |Susy Jg
_ B |Timmy 24
_ 7 |Freddie 73
_ 8 |Billy 87
9 |Tammy 54
10 |Bobby e |

3. Left-click the "sort ascending" button, located near the top, on the shortcut bar (it has a blue A
on top and a red Z on bottom with a downward pointing arrow).

Window  Help
L 9 = -3

w

| F [ &6 |
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4. Your spreadsheet should now be sorted.

A | B
_ 1 |Hame Score
_ 2 |Billy 57
_3 |Bobby 58
_4 |Bradley 100
_5 |Charlie 17
_E_|Freddie 73
7 Mimmy ata]
8 |susy a5
9 |Tammy 99
10 | Tirmeny 24_

Notice that your column titles (Name and Score) have not been included for sorting because Excel
is smart enough to know that you do not want these special cells (A1 and B1) included.




Reverse Alphabetical Order (Descending)

The steps for reverse alphabetical order are the same as above, except that you need to click the
"sort descending” button instead.

1. Select the data you wish to sort (left-click in cell A1 and drag down-right to B10)

A | B
1 |Hame Score
_2 |Billy 57
_3 |Bobby 58
_4 |Bradley 100
_ 5 |Chatlie 17
_ B |Freddie /3
7 Mimmy ala]
_ 8 |Susy Ja
9 |Tammy 99
10 |Tirmeny 24_

2. Left-click the "sort descending" button, located near the top, on the shortcut bar (it has a red Z
on top and a blue A on bottom downward pointing arrow).

Window  Help
- F|9-~- 1@ 3z -4] %M

3. Your spreadsheet should now be sorted in reverse alphabetical order.

A | B
1 |Hame Score
2 |Timmy 24
3 |Tammy 99
4 |Susy 38
5 Mimrny BB
b |Freddie 73
7 |Charlie 17
8 |Bradley 100
8 |Baobby 55
10 |Billy 71
i

Numerical Ordering

If you wanted to instead sort the homework assignments by highest to lowest score you would
follow these steps to use Excel's numeric sorting. The only difference between this example and our
previous examples is which column you start your selection from, so pay close attention to the first
step!



1. Left-click cell B1 and drag down-left to cell A10

A | B
1 |[HName Score
2 |Billy a7
3 |Baobby 53
4 |Bradley 100
5 |Charlie 17
E |Freddie 73
7 immy 53]
5 |Susy 38
9 |Tammy 99
10 [ Timmny 24_

2. Left-click the "sort descending" button, located near the top, on the shortcut bar (it has ared Z
on top and a blue A on bottom with a downward pointing arrow).

s
Window  Help

- 4 2z -3 kM

3. Your Excel data should now look like:

A | B
1 |Hame Score
2 |Bradley 100
3 [Tammy 99
4 |Billy 87
& |Freddie 73
B Jimmy ata
7 |Bobby 58
G |Susy a5
9 [Timmy 24
10 |Charlie 171
11

Congratulations, you now know how to sort columns of both numbers and words in Excel!




Excel - If Statement

An If Statement is used in Excel to do certain actions only if something is true. For example, you
might want to print out the message "We are losing money" if total sales for the quarter are below
some amount. Otherwise, you'd just want to print out "We're making money!"

The IF function lets you do these kinds of value based decisions. This lesson will show you a
couple basic examples of how you can make use of the IF function.

Excel - IF Function

The IF function needs to have some sort of comparison to operate properly. A very common type
of comparison is greater/less than (>/<). These math symbols can be used to form logical expressions
like "A2 < 40000", which in English means "Cell A2 is less than 40000".

Now that logical expression can be either frue or false and the IF function lets you do something
for each result. In this little example we will be making our IF function print out something our boss
might say.

Your excel spreadsheet should look like this:

| A | B | € | D

1 |Sales Boss Says
2 30,000

Excel - IF Function's 3 Parts

The IF function has three parts:

1. The comparison you will be doing. We are using A2 < 40000
2. What to do if the If statement is true
3. What to do if the If statement is false

If all that information is confusing to you, don't worry, Excel has a built in wizard to help you make
your own If functions.

1. Go to the Insert menu and choose Function
2. Select the Logical functions from the drop down selector

Insert Function 2l x|

Search For a function;

Twpe a brief description of what vou want ko do and then 50 |

click Go

O select a cateqaory: |Logical j

3. Choose the IF function and click OK



Function Arguments

IF

Logical_test I :‘J
Yalue_if_true I :NJ =
A

Malue_if_False I

Put "A2<40000" as the logical expression
Put "We are losing money?" as the true value
Put "We are making money!" as the false value

Function Arguments

IF

No o

Logical_test |4z <40000 ] = TRUE

Yalue_if_true I"'-.-'-.-'e are losing rmoney’? :"J = "We are lo:

Walue_if_false |"“we are making maney!" Tl = "We are m:

8. Press OK

Because our sales were only $30,000 the if statement should be printing out "We are losing
money?"

| A [ B [ ¢ | D |
1 |Sales Boss Says
2 30,000 WWe are losing money?

This isn't good at all, we're going to get fired!

Make Some Accounting Adjustments

Let's make some small accounting changes and up that sales figure to $50,000 and see what the
IF function prints out.

| A [ B [ ¢ | D |
1 |Sales Boss Says
2 a0 000 WWe are making money!

Ah that is much better, now we're making money!

Notice that when the value of A2 was $30,000 it was less than $40,000 and our IF function was
set to print out "We are losing money?" when A2 was less than 40,0000. However, when we changed
the value of A2 to $50,000 the IF statement was now false and it printed out "We are making money!"



Excel - Drop Down List

Ever wish that you didn't have to type out the same thing over and over again? Well you can save
time by using Excel's drop down list!

Drop Down Preparation

Imagine that we are creating an Excel spreadsheet to document our purchases from the grocery
store. For each purchase we want to mark down the name of the food and the type of the food.

The way a drop down list works in Excel is that it takes values from some place on your
spreadsheet and uses them to populate the options in the list. Lucky for us, the type of food is a
perfect opportunity to use a drop down list!

In cells A1 through A7 enter the type of food that will be used for the drop down list.

A,
hleat
“egetable
Fruit
Bread
Foultry
Spice
Cther

Creating a Drop Down List

Now that we have a source for our drop down list, we can create a begin to create our drop down.

1. Select cells D2 though D20 (We will be creating a drown down list for each cell in this range)

T o T

Type

2. Click the Data menu and select Validation



3. Choose List from the Allow drop down menu

Data ¥alidation

Settings | Input Message | Error &lerk |

Validation criteria

Al

|List =l V g
Ciata: ' In-
Ibetween j

Source:

l =l

4. Click the Source button that appears to the right of the textfield

[Fa=1%=1 L I

Ibetween j

Source:

I EY

5. Select our source cells A1 though A7

[

heat
“Yegetable
Fruit
Bread

(=) (= |

| ~ |
Food Type

o oo oo -l

6. Press Enter and Click OK

Testing Your Drop Down

All of your cells in the Type column should now have a drop down list. To test to see if your drop
down works, click on cell D2 and then click on the downward facing arrow and see if all the types of
food are available.




Excel Linking

At times you may want to use information that exists in a different Excel file. This use of external
information is referred to as "linking" in Excel. This lesson will show you the basics of creating
workbook links in Excel.

Creating Two Files

This example will require that you create two files link1.xls and link2.xls. Let's start with creating
link1.xls.

| A | B | © |

1:‘This workbook
2

This is a very simple file and only contains the text "this workbook" in cell A1. Save this file as
link1.xls.

Now let's make link2.xls.

A | B C
1 has a link

2

This worksheet only has one data entry in C1 with the value "has a link". Save this file as link2.xls
in the same directory as link1.x/s.

Excel Linking: The Reference

As you can probably tell, we are going to link to the information in our second file so that our first
file has the line "this workbook has a link". The actual link reference is quite complicated looking, so
please take your time to understand each component of the Excel Link.

There are three major parts that a link must have to be valid:

1. Workbook: This is the filename of your Excel document.

2. Worksheet: This is the worksheet name of your Excel sheet. The default name would be
Sheetl.

3. Cells: The cell(s) which are going to be linked to.

These three parts combine to make a pretty ugly looking blob of text. Using the general terms
from above, this is how a generic link would look.

=[Workbook.xIs]Worksheet!Cells

For our example, the Workbook is link2.xls, the Worksheet is Sheet1 and the cell is C1. Our link
would then be:

1. =[link2.xIs]Sheet1!C1



Enter this link into cell C1 of link1.xl/s and hit Return.

.

F i W TH W= "~
IF v X J A& =[link2.xIs]Sheet11C1]
A | B & oD |
1 |This warkbook =[link2.xls

Your link1.xls file should now properly link to your second file to display "this workbook has a
link".

I .|

e -
C2 - #
A | B [ € |
1| This warkbook has a link
2
ER




