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= LT . - » a0 00 =
Move / Copy / Past RMC B {E_ S AN E
Insert / Delete Rom, % cut
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Paste Special...
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Insert
Pre-made worksheets Delete
Clear Contents
Mail Merge (Labels) Excel into Word S Format Cels
. Column Width...
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\ Hide
Class Evaluation Unhide
| |
Future Classes -- Summer
Access May 25 —-June 1, 8, 15
Travel Class  June 29
Excel part2  July 6, 13, 20, 27
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Formatting
Date Formats & Math
Formatting
$

Cells Format / Orientations
Cells Font Style and adding borders
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Edit
OLE Object Linking Embedding

http://en.wikipedia.org/
Copy CTRL+ C _— Home Insert I
Cut CTRL + X =] | 4 Cut Cal
Past CTRL+V | J ! Cop
Copy / Past from Excel to Word Charts & Graphs PasteN < Format Painter
Past Special B Paste

|y Paste Special...
Graphs & Charts To WORD _
Copy -- Past / Past Special Link | No Link -

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

Open / Close worksheet

Excel Functions

Function Description = Function Name (FaNge references)
=SUM( argument )

=AVERAGE( argument )

=MAX( argument )

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

Function wizard  fX
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Excel

Name Spreadsheet
Row 1 Column Titles (Field Name)
Text to Column

Data Review View Developer Add-Ins
|ls] Connections | 4 | 7o §. Clea ==
Tab Name 7 conneet Al 4% LF o =
Z| Sot | Fitter ., | Textt
== Edit Links "“l’ ° o _T!':,?Aduanced .:;“_,m?ﬁ 0
Mail Merge in Word nnections Sort & Filter
Cell Ranges Useofthe . inranges
B2 . E6
Naming celNcanges
A X C D E F
1 \
2 N\
3 AN
4 k)
5
6
Font ]
Enter formula - (3 X « f| 2145
Enter or usethe V' box - - Insert
man = e€qual sign
Must start with an — q g Clear Contents
Special shortcut with sum is the 2 icon %f | Format Cells...
_ Column Width..,
Edit Hide
Clear i
Format | =mieE
All
Hide | Unhide Rows & Cells Right Mouse Click
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Calibi ~[11 - A" A" § - % + F

B I EE-d-A-5NE

F G H
%
=3 Copy
Right Mouse Click b

I.,.,
(il

=3

Paste
Paste Special..,
Insert
Delete

Hide | Unhide Rows & Cells

Clear Contents

Column Width..,

Hide
Unhide

N\

X

To see the formulas in the cells Press Ctrl + (the key with the tilde ~)

C) Ctrl I J

Now you can see the formulas in the cells
NS EHRIGR I VE E B S0 8T8
' arial 10 | B F U|E==5 8% % » 580 E

D13 - A =SUM(D3:D12)

A, | E | C | D |

1 Jan Feb Mdar Apr
2
ERE =RAND(*1000 125 T34 1
42 =RAMNDN™000 453 454447144
5|3 =REAMDM™000 god E2140212
B |4 =RAND™000 947 245
7 A =RAND™000 447 5571
g B =RANDN™000 1050 a7 d
a7 =RAMNDN™000 124 876
10 |3 =RANDM™000 dod 247
119 =RAND™000 8041 5453
12 L i
13 ==UMIB3:B12) =5UMICSC12) |=5UMiD3: 012 !
14
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F12 will bring up the Save window box

FO will recalculate the
spreadsheet

Formatting values
Currency button
Increase / Decrease decimal button
Format
Size of / width of column
Customs edit formats

VIEW Ribbon (tab)

Split | Hide

Freeze Panes (Windows)

Fonts
Fonts / Point size

Auto Format
To add a Comment into a cell

Date: May 18, 2011
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e Freeze
Panes =

Wi

Show & Hide comment

out Formulas Data Review View Developer Ad

;j K J L J = J 7 show/Hide Comment _@

|-.;;,- show All Comments “r"fTWG:

Edit Delete Previous Mext Protect This is a comment

Comment Sheet W
Comments
&l
L D E F G
id Ltd Regions 1" [Twe:
3 and Summer Tour Sales This is @ comment
Box
May June Jurp rrereTETe
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New Workbook templates
from on-line

cRBGE EIAAYED

Insert Page Layout

Calibri

Formulas

|11

Data

le‘ Avl |§

41

Review View Add-T

§||@"_'| =iWrap T

X

153 Copy
Paste Mew Workbook
- j Form
Clipboard | Templates @ [search Microsoft Office Online fora t
Al Blank and recent
A Installed Templates Bu'dgEts'
1 .I Iy templates... S p—
2 Mew from existing... T
3 Microsoft Office Online : T ::: .
- Featured —
5 | SEEEEEEFEEEEE
Agendas
o
et
7 - Budgets ___| Personal budget Family monthly budget
g Calendars waorksheet planner
3 Expense reports EEE—
- x .'.'.
10 Faxes ECe——
11 . e P
arms -l | = - =
13 Inventaries | —— i
14 Invaoices ) = -
15 Lists ——
16 Event budget Marketing budget plan
Memaos estimates
17
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File: TourSales.xlIs

A E | [ | [u] | E | F | G | H |
1 Momad Litd 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 26000 40000 43000 152000
10| Southwest 12000 12000 15000 20000 42000 57000 141000
| Total ET000 E2000 20000 227000 224000 225000 201000
12
13
14

I B |
e T—— o " il
NEENE] S-S 1) +

Sheet Names

M 4 » M 2010-Fall Oct class

mm-names Excel

2009-0ct Fall Class Mames Excel

Exicel

[

Ready

X

CE — Excel
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Help Key =

€ Excel Help

> x) (%

alk ke -~ F Search -

Eeced wome = Aoozsadbdlite

[ show Al

The following lists contain CTRL combination shoreut keys, function keys, and some other common shortcut keys, along with descriptions of
their functionality.

TIP| Tokeep thiz reference awailable when you wotk, you may want to print this topic. To print this topic, press CTRLHP.

NOTE | If an action that you use often does not hawve a shorteot key, vou can record 3 macro to create one.

4 CTRL combination shorteut keys
¥ Function keys
4 Other uzeful sherbeut keys

CE — Excel Page 9 of 16
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Insert Page Layout Formulas Data Review Dreveloper AL

Insert - Charts & Graphs P I.Tj) E “ ﬁ@{ ‘ ‘ L o

Picture Cllp Shapes SmartArt || Column Line Pie Bar Area  Scatter Other
Art * - * * - * * Charts

F11 Nustrations Charts M
- @ £ |

Hotel Customer Data

I'ulunthI General Busienss Eunventiunl Taotal
Jan 225 309 a8
Feb 747 303 571
Mar 57d 521 211
Apr ar0 222 287
May 519 546 837
Jun 382 815 354
Jul 643 228 524
Aug 520 537 84
Sep 700 660 921
Oct 43 438 743
Nov 1260 717 414
Dec) 673 991 2]

1400

A
o b

a00 —fl— Busienss

—— General

—— Convention
400

200 1 Y

ﬂ T T T T T T T T T T T 1
lan Feb Mar Apr May lun Jul Aug Sep Oct Mov Dec
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Review View Add-Ins Design

ihf.‘ I||m| "j| .|Iri| ﬂ|

Legend Data Data Axes  Gridlines
- Labels = Table = - A

Axes

X
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Trendline -
- l4] Error Bars +

Analysis

not display a chart Title

ntered Overlay Title i
erlay centered Title on 175,000
art without resizing chart 257,000
bove Chart 186,000
isplay Title at top of chart 232,599
rea and resize chart 158,000

Mage Title Options... 097 999

ryales-TEST.xls [Compatibility Mode] - Microsoft ...

las [Data Review View

| Vs | s (| |0

Add-Ins

Chart Tools

Design Layout Format

-""'| .lﬂ| M|

Chart Axis  Legend Data Data
Title = Titles = ki Labels = Table =

Labels

Axes  Gridlines Plot
& Area T

Axes Background
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Sales100.xls
B2 - fe | HANDY MAN
7 (MameBox] B C D E F G H
1 Order Customer Mame Mumber Territony Date  Order Number  Amoaunt
2 1 [HAMDY bAN 54321 i R B/2/2008" 12488 $50.00
3 2 SUPPLES FURNITURE &agan T R2 B/27/2008" 11124 $293.24
4 3 FOOTHILL FURMITURE &agan T 42 9/21/2008" 02029 $0.12
5 4 CITRUS USED FIRMITUR Bagan 7 RZ 10/16/2008"7
B 5 DOLLAR FURNTURE  ®agan T g2 11/10/20087
7 b CITY HARDW AFRE "44459 " 16 12/m20087
] 7 AWISF : _
3 8 oIk 5 5 ﬂ L] Connections A
10 9  Hanp —9 —3 B4 % Properties
11 10 a2 LUFrom Other Existing Refresh - i
12 11 82 LU S0urces - Connections Allr =
13 12 72 LUpExternal Data Connections
14 13 RENT
16 14 AVISF v\ j""f| 8/2/2010
16 15 GEMIE E C E
ustomer HMame | *| Humby = | Termta = Date |~ Order Humbi = |  Amoun
bl sertAtez [ [2/2/2010 12488 $50.
i Frzriemn” 11124 $293.
i) sortZtoa 92120107 02029 40
Sort by Color v | 10AE20007 EE412 $R00.
1102007 98798 $212
s / ;
Text Filters .
MNumber Filters Equals...
-] (Select All 7] (Select Al) Does Not Equal.
-] 01 [71$0.00
-] 12 ' Greater Than...
v 16 -] §0.12 GGreater Than Or Equal To...
-] 23 !
25 v 30,29 Less Than...
-[w] 50.33
(o] 30 Less Than COr Egual To...
42 1] $0.35
-] 50,47 Eetween...
el 95 o] B0.,52
[ 51 ' Top 10..
—— £3.00 LI
en mn Above Average
OK Cancel | Below Average
Custom Filter...
3nzs2mo” RR122
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Download files: On Drive K: CIS

IF sample.xls

X

IF Function
A B C B E F
Nuts and Bolts Hardware Store
[Mark UP—= |

Cost Qty On  Min to Sales
[tem Price Paid Soldby Hand Reorder Reorder Price
Hammers 5 10.00 | each 53 50
Flat-head screwdriver 5 425 | each 75 a5
Phillips-head screwdriver | & 382 | each G2 55
17 nails ) 1.00 box 35 45
Metal snips 3 8.30 | each 25 45
Carpettacks 3 225 box 33 20
134" screws 3 475 box 36 30
Box-end pliers 5 481 | each 17 20
Meedle-nose pliers 5 210 | each 37 40
12" wooden ladder $ 10.65 | each 15 10
12" steel ladder % 16.32 | each 13 10

As of : 71252010

If Function
= If ( logical test, TRUE, FALSE )
< = = AND OR NOT

Absolute reference 5
A dollar sign before the column letter and /for row number to indicate the absolute or
fixed, content of a specific cell

5553 BG3 GR3

CE — Excel

Week 4

Page 13 of 16



Continuing Education -- EXCEL ver 07

SessionNo# 4 Date: May 18, 2011
File: CE-Excel-4-End.doc Tom Gerfen, CSIS Professor
Class Notes:

An add-on you MUST have ...

Snaglt by TechSmith

http://www.techsmith.com

NTechSmith  ‘=revaos:  English

Products Downloads Support Community Company Purchase

== Snaglt screen capture software Free Trial Buy $49.9

Capture your digital lifestyle
Take a "snapshot" of anything on your PC screen.
Send it, store it, turn it into a detailed graphic, find it later.

What's New Product Tour Accessories Tutorials Upgrade

'\:'\"4"’—w-“"‘.»w"’"‘%ﬁ’k‘“'“"\ ..M'\" 1’.,,\_wuk\
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Questions

Class Evaluation

Comments

Upcoming Classes
Word

Excel

Excel part II

Access

Certificates
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