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Class Notes:

Class WEB Address (URL)  http://infotwg.com/
Class

Class meetings March 28 & April 4, 2012

E X CE L

Terms Book Worksheet Icons Ribbons What-If
General use of the worksheets
Text / Labels Numbers Calculations or Formulas
Formats
Open / Close worksheet

Edit
OLE Object Linking Embedding
http://en.wikipedia.org/
Copy / Past from Excel to Word Charts & Graphs
Past Special
Date Formats & Math
Sort | Order
Subtotals (on | off)

Insert | Delete  Rows | Columns

Save -- Saveas FILE TYPE = XLS, XLSX, CSV, PDF

Comments Freeze Panes
Charts & Graphs Graphs & Charts To WORD

Download files: On Drive K: CIS

Memo to Mr Big.doc
TourSales-TEST.xls
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Using Formulas

Symbols
Math <€E:>
() +-*1 7 +

All formulas start withan — sign

Order of Precedence / Operation

1. Parentheses ( )

2. Raise to the power of / Exponents [ " ]
3. Multiplication Division

4, Addition Subtraction

From left to right

Specials Symbols
+-=Z@#F < > <>

Enter formula
Enter or use the v box

Must start with an — eq u a.l S | g N

Special shortcut with sum is the 2 icon

fi | =C14D1-E1

i [30 J20

I=C1+D1-E1 I
| ]
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Copy to WORD Excel to Word

Copy -- Paste / Paste Special Link | No Link

Wl - 0TIk
Home | Insert  Pagel | Paste Spedial
= % Cut Calibri Bo Source:  Microsoft Excel 2003 Worksheet
j c Basketball StatsIR1C1:R18C6
1 -OPY
Paste I
- J Format Painter 1
Paste Options: i > (RTF) ] ety el
o o - z z [ @) Paste lirk: Unf d
= E “‘m="" __E r_’ﬂ A nformatted Text
3 = & He / Pichure (Windows Metafile)
. Bitmap
Word Hyperlink
Set Default Paste.., HTML Format
i n Unformatted Unicode Text
Result
Inserts the contents of the Clipboard as a picture.
[
_’@ Paste Lirk creates a shortcut to the source file, Changes to the source file
reflected in vour document.,
Terms Book Worksheet Icons Ribbons What-If
General use of the worksheets
Text / Labels Numbers Calculations or formulas
Formats

Open / Close worksheet
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To add a Comment inwoacel Show & Hide comment

out Formulas

ata Review

Vie Developer Ad

Zjl 7~ = B L show/Hide Comment _El

i3 show All Cumment5|

Edit Delete Previous Mext - i Protect
Comment ahow Ink Sheet W
Comments w G:

£ CY\IYONY O

C D E F G

id Ltd Regions | 1" [Twe:

3 and Summer Tour Sales This is a comment

Box
May June Jure e

Filename: Sales130.xls
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Week 3



X

Continuing Education -- EXCEL ver 2010

SessionNo# 3
File: CE-Excel-10-3.doc

Class Notes:

Date: March 28, 2012
Tom Gerfen, CSIS Professor

Data Sort & Filter

[ Py uiuiu] UL e

( ’ G%lﬂdd Level ” * Delete Level ” =3 Copy Level ” it @ My data has headers

W Sort On order  \/
Sort by |Number e | |1-'a|ues v | |A to 2 “w |
Then by |Custc:mer Mame " | |1-'a|ues w | |.ﬁ. to 2 w |
K. ] [ Cancel
23 11021420077 30123 $4,545.00 |
Filter

Data Review View Developer Add-Ins

Lﬂj Connections

are == b - | = = =
Al ATz ]? X Clear % E*E < J" g? =>ﬂj @Aj ﬂﬂ
== o LT = = +
2T Properties | 1 ‘f,P.-a_ippI_. S > £ £ 2
sh - %l Sort Filter Y Textto  Remove Data Consolidate What-If Group Ungroup Subtotal
== Edit Links S Advanced || Columns Duplicates Validation = Analysis ~ - -

Connections Sort & Filter Data Tools Cutline

] E F G
Territary * Date |~ Order Numb > | Amount »
12 afs/en0e” 0012 $655.00
45 B/1/20068"7 49840 $500.00
4 o A1A EAR[] 54

r

L4
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usine SALES130.xls Subtotals

LLES100.xls [Compatibility Mode] - Microsoft Excel

Review WView Add-Ins

Al 'E L|7 i Clea TI %*E =4| Data Validation = =>ﬂ"ﬂ L :,'jf =
J_ G Reapply == i Consolidate L= 2 =
il sort Filter 7 Textto  Remove ; Group UngRpup Subtotal
dit Links .52 Advanced || Columns Duplicates =P What-If Analysis = - -
tions Sort & Filter Data Tools Crutlin
r - R |

Subtotals ETTE -+

F Ak each change in:

/E ITerritDry j

, Use Function:

/L,Iﬁum j
r  Add subkotal to:

Cuskomer Mame

r v Replace current subkokals

r [ Page break between groups

r ¥ Summary below data
r

/ Remove Al | (a]'4 I Cancel
F

dalea $.a.0U I

OPEN > Sales130.xls
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B2 - fe | HANDY MAN
T (MameBox] E C D E F G H
1 Order Custarmner Name Mumber Territony Date  Order Mumber  Amount
2 1 [HANDY AN 54321 i Rl g/z/2008"7 12488 $50.00
3 2 SUPPLIES FURMITURE &8gan 7 R2 grerseana” 11124 $293.24
4 3 FOOTHILL FURMITURE TBegan 7 47 9/21/2008" 02029 $0.12
3 4 CITRUS USED FIRMITUR Bagan 7 g2 10416/20087  GEA1Z $500.00
B 5 DOLLAR FURNMTURE  ®agan T RZ 11410/20087  9gvos $212.00
7 3 CITY HARDWWARE CEEC 1B 12520087 11242 #11.00
8 7 A4S BEMTAL SERVICE 1111 il 12 12730020087 R4R32 $56.00
g g CITY HARDWARE 94469 7 16 1/24/20087 08084 $499 77
10 g HAMNDY AN 4321 i 12 1/26/20087  gRaae $54.85
11 10 82 LUMBER fz1za 7 m 1/29/20087 50123 $665.00
12 17 82 LUMBER 2123 i 12 2/1/20087  0D9E $252 25
13 12 72 LUMBER rr1zs 7 12 20412008 7808 $450.34
14 13 RENTALACE CIED R 23 2720087 2aom $7.000.00
15 14 AVIS BEMTAL Gozos 7 23 2/10/2008" 45999 $101.00
16 15 GEMIE DOOR TEREq T m 2A32008" 71237 $229.95
Cell Ranges Use of the . inranges
B2 . E6
Naming celNcanges
A N\ C D E
1 \
2 N
3 \
4 R |
5
6
Data in Cell -- Alignment
Right
Left L C
Center
CE — Excel Page 7 of 22
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Headers / Footers

|
|
[EE
Viewing worksheet Zooming in & out
Full Screen Mode
EN:] 0 - o ﬁ _\i fﬂ F _\i > ‘? Bookl - Microsoft Excel —

Home  Imsert  Page Layout  Formulas Data  Rewiew  Wiew &a ‘

I—‘ Iil %Page Break Prewview “ ':?a‘l ._E;J ENew Window [ 1] % % j

Id|Custom views ¢ Harangeal T A .
Marmal| Page Show | Zoom 100% Zoom to Sawe Switch | Macros
Layout = Full Screen 5 Selection IﬂFreeze Panes ™ ] 14 workspace Windows - -
Wiorkbook Wiews Zoom Windowe hacros
"
Page Layoy Formulas  Data  Review

revie _'!;I E--' 5 New Windc
o)
""" Arrange All
ShOW oom  100%  Zoom to E Y
Salection j:lFreeze Pang
Zoom
= _'__,_._I_._,_3
W Ruler Formula Bar
)] E
V' Gridlines | Headings
Shiow
CE — Excel Page 8 of 22
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Page Set Up

IE H - - ? _\i €= ( FALES130.xls [Compatibility Mode] - Microsoft Excel —
Home  Inse F@mulas  Data  Review  ‘iew &3 E

| F=L o widih Automatic »| Gridiines  Headings Ty
j i',—l | il ;Ij

Fonits ~ : - : : . 3| Height: Automatic «| [ view | [# View
Thermnes Margins Orientation  Size  Print  Bresks Background Print = Arrange
= Effects = = > T caler 100% 7 Print Print -
Thermes Page Setup Scale to Fit Sheet Options

A B CDE'F'G|H|IJ

Page Layout Page Setup
Page Margins | Header/Footer |
Print area: Fhz
Erict fitles
Rows bo repeat at bop: | e
Colurnns to repeat at left: | e
Prink
[ gridlines Comments: ||{N|:|ne]| w |
Black and white
Cle Cell errors as: |displa';.fed W |
[ ] Draft guality
[ ] rew and column headings

Page Setup

| Margins || Header/Fooker Sheet

Crientation
@ Portrait () Landscape
Scaling

(%) adjust to: (100 2 | %% normal size

) Fit o pagels) wide by kall

CE — Excel Page 9 of 22
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Page Setup

Page Margins | Header /Footer | Sheet

Header: |
| v |
[ Cuskom Header, .. ] [ Cuskom Fooker, .. ]
Foaker:
{none) "

[ ] oifferent odd and even pages

Header

To format text: select the text, then choose the Format Text button. |

To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button,

To insert picture: press the Insert Pickure button, Tao Format vour picture, place the
cursor in the edit box and press the Format Picture button,

&>

Left section: CenkeNgection: Right section:

i \ o« ][ conee

Nl ' \ [ |
Page Number Number of Pages

CE — Excel
Week 3
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Excel Functions arguments

Functions ( ) =keyword( , , )

range references or arguments

=SUM( argument )
=AVERAGE( argument )
=MAX( argument )

=MIN( argument) =COUNT( argument )
=TODAY()
=DATE(mm/dd/yy) =NOW()

Function wizard X

S Show/Hide Zoom

XV K=

Search For a funckion;

Twpe a brief description of what wou want to do and then click 50 |

et}

O seleck a cakeqory: |Mosk Recently Used j

Select a function:

sUM{number1,number?,...)
#dds all the numbers in a range of cells,

Help on this funckion a4 I Cancel

CE — Excel Page 11 of 22
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Edit

Clear
Format

All

Hide | Unhide Rows & Cells

&
= Copy
-3 Paste Options:

B

Paste Special..

Insert
Delete

Clear Contents

% Format Cells..
Colurnn Width.,
Hide

Unhide

Date: March 28, 2012

=3 Copy
3| Paste Options:

B

Paste Special..

Insert.

Delete..,

Clear Contents

Filter b

Sort b
_d Insert Comment
‘r‘jf Format Cells..,

Pick From Drop-down List..

Define Mame...

a Hyperlink..,

CE — Excel
Week 3
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Look at the sheet

fmniniy (D3 012)
Column B |

( February ) Mer Apr

125 1234.00
457 FHHEHEE
004 | S

947 24500
447 551.00
1050 §74.00
124 876.00
854 947.00
b041 5453.00

W00 - O M e L R =

To see the formulas in the cells

N\

Press Ctl+  (the key with the tilde ~) (@)

Ctrl I -~

Now you can see the formulas in the cells

CE — Excel Page 13 of 22
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NN NENE= RN A == A A

@ = -4l &L 4 1o

X

| arial 10 »|B I U|EE=E=FH|S$ % 1 G0 [FEE| L
013 - A =SUM(D3:012)
A | E | C | D | E
1 Jan Feb hdar Apr hday
2
ERE =RAND{*000 125 (= 1
4 |2 =RANDN™O000 453 0454447144
5 |3 =REANDN™000 8554 2140212
B |4 =RANDO™000 947 245
715 =RAND™000 447 251
8 |5 =RAND™000 1050 ard
a7 =RAND™000 124 a76
10 |3 =RAMND{™000 uta 947
119 =RANDM™O000 o041 64453
12 | i
13| =SUM(B3:B12) =SUM(C3:C12) EsumiDanizy
14 |
15 |
16 |
17
F12 will bring up the Save window box
F9 will recalculate the spreadsheet
Formatting values
Currency button
Increase / Decrease decimal button Miew Adddns
Format - f—
Size of / width of column < i _E:aJ _-—t_ll — ;El
Customs edit formats Zoom 100% Zoom to Mew  Arrange Freeze
V | E W Selection || Window  All  Panes~
Zoom
,jSpIit|
Split | Hide ;El e .
Freeze Panes ( Windows) e Freeze )
Panes~ ] Unhide | :14Re

CE — Excel
Week 3
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Fonts

Fonts / Point size

Save
Save As

Printing

Special Print formats

Use of the
Grid Lines
Row and Column Headings

Formulas in cells

Calibri -1 - | A A
B 7 U- -
E Font lw
Special Keys
ALT key

X
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Printing
Chart
Spreadsheet & Chart
File: TourSales.xlIs
A E [ | [u] E F | G | H |
1 Maomad Ltd Regions
2 Spring and Summer Tour Sales
3
4
5 Mlarch April Mlay June July August Total
E | Midwest 15000 13000 16000 RE000 40000 40000 257000
7 |Mortheast 22000 17000 23000 FRO00 ERO00 BEO00 173000
g8 |Morthwest 10000 16000 21000 G2000 F7000 20000 16E000
9 |South 2000 10000 15000 25000 40000 43000 152000
10| Southwest 12000 12000 15000 20000 42000 57000 141000
11 | Taotkal E7000 EZ000 30000 227000 224000 ZEE000 01000
12
13 a
14
CE — Excel Page 15 of 22
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Pick a Drop-Down list

ALT + 1 I
Down arrow OR RMC

] Tegd DOLLAR FURMITUREE Ralafatalll
1 130 ACE REMTAL 50209 .
2 | 3 Format Cells...
3 5 DOLLAR. FURMITURE I Pick From Drop-down List...
g 752 RENTAL Mame a Range...
5 52 LUMBER
B ACE FURMITURE
3 ACE REMTAL

AWIS REMTAL
f ANVIS REMTAL SERMVICE b
4
I
1
-
CE — Excel Page 16 of 22
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Insert - Charts & Graphs

Insert Page Layout Formi@as Data Review View Developer Ac

bal B8 P 22 |l x @ S g 5 )

Picture Clip Shapes SmartArt | Column  Lige Pie Bar Area Scatter Other
Art e v ~ e G Charts =
Iustrations Charts ]
- fe |
A B C

Hotel Customer Data

MnnthI General Busienss Cunventiunl Taotal
i Jan 225 309 88
Feb 747 303 571
Mar 578 521 211
Apr 370 222 287
May 519 546 a37
Jun 362 16 354
Jul 648 228 524
Aug 520 537 a5
Sep 700 GE0 921
Oct 431 439 743
Mowv 1260 77 414
L De 673 991 71
1400
Yo 1200
D
1000
File 800 [ —#— General
500 il —l— Busienss
200 Convention
'\ N/ T\A
I:I T T T T T T T T T T T 1

lan Feb Mar Apr May lun Jul Aug Sep Oct Mov Dec

if 22
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¥ Hotel-test-charts.xls [Compatibility Mode] - Microso... Chart Tools

L

Home Insert Page Layout Faormulas Data Review View Add-Ins Dresign Layout ormat

Chart Title - » =1 T part Wall F
baal ’-E}) T I L) I 1 L‘.Qi | | oA

@/Format Selection L& Chart Floor

2 Picture Shapes Text Chart Axis Legend Data Data Axes  Gridlines Plot - . Trendli

&4 Reset to Match Style Box Title * Titless - Labels~ Table~ - - Area 3-D Rotation -

Current Selection | Labels Axes Background

Chart Elements

Insert Chart

3 Templates

Hotel-test-charts.xls [Compatibility M |_[|1[|]_ Column |

las Data Review View Add-Ing Line

Pie

gl @ = by |-

Bar

Column| Line Pie

- - -

Area

2-D Column XY (Scatter)

Stock

Surface

Doughnut
Bubble

vTeREEFTMNe R

Radar

%

(Al e ] @l 0] ac] e

Manage Templates. .. | Set as Default Chart |

Cylinde

s

|li-ﬁ.-fza ﬂtﬂ |U_Li M

Pyramid

illi 2 chartTypes..,

CE - Excel Page 18 of 22
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Past Special

Paste Special

Source:  Microsoft Office Excel Chart

Chart1l
fs:
" Paste: Microsoft Office Excel Chart Object
&+ Paste link, |Ficture (windows Metafile)

Eitmap

Result

;l " Display as icon

Date: March 28, 2012
Tom Gerfen, CSIS Professor

Inserts the contents of the Clipboard as shapes.

i
@ Paste Link creates a shorkcut to the source file, Changes ko the source File will be reflected

in your document,

o]

Cancel

X

mGeneral W gusienss ™ Comeention

K

Mar

agr

Mg Jun Iu Aug sep o v Dec
[ =] 74T 578 370 L) = e 520 700 431 1250 573
m Busienss E ELH ) = 25 L) 28 37 560 =) 747 £33
= Comeention | 23 571 211 =l =37 ) =2 o 521 Taz 414 Tz

CE — Excel
Week 3
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Download files: On Drive K: CIS

Memo to Mr Big.doc
TourSales-TEST.xls

Ctrl I

Ctrl + A

Ctrl + C

Ctrl +V

Ctrl + X

Ctrl+ B

Ctrl + |

Ctrl + U

AN

Ctrl +

Next Week Final class meeting April 4, 2012
Class evaluation
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M10 v K |
A B C D E F G H

1

Z -]

3

4

£n

March April

Momad Ltd Regions
Spring and Summer Tour Sales

May

June

July August

Total

10 | Midwest

15,000

13,000

18,000

55 000

40,000

40,000

179,000

11 |Mortheazt

22,000

17,000

23,000

75,000

5,000

55,000

257,000

12 |Northwest

10,000

16,000

21,000

52,000

37,000

30,000

168,000

13 | South

99,999

10,000

15,000

25,000

40,000

43,000

232,999

14 | Sputhwest

9 (69 69 |6 |
G [6A 6 |6 |

12,000

12,000

G [6A 6 |6 |

15,000

G |ea (6o |ua i

20,000

L |eA G |un |

42,000

G |ea (G |un |
A |6A (G |ua e

57 000

152,000

16 |Total

S 158,999

W

8,000

W

90,000

S 227,000

S 224 000

L]

S 225000

992,993

$120,000

$100,000

$80,000

560,000

540,000

£20,000

c-

Nomad Ltd Regions

B Midwest

um Mortheast

March

April

May  June

B Morthwest
B South

B Southwest

July  August

CE — Excel
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