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

E X CE L

Review:
Terms Book Worksheet Icons Ribbons What-If

General use of the worksheets

Text / Labels Numbers Calculations or Formulas

Formats =

Open / Close worksheet j d% Cut E

=3 Copy Source:  Micrasoft OFfice Excel Chart
[ Paste | i |t CACSISICommEd Classes - ExceliHotel-test-charts,
- ¥ Format Painter
Sheets Copy | Past (3| Paste ¢ A
L'—EI Faste Special ™ Paste: i Z'Ffil:e Ezer I|-3rt Ohiect
= 2p @ Paste link: P!cture {windows Metafile)
C Bitmap
. Microsaft Office Graphic Object

Copy | Past | Past Special
Copy to other Applications like Word / Power Point
Edit
OLE Object Linking Embedding

http://en.wikipedia.org/

Copy / Past from Excel to Word Charts & Graphs
Past Special
Date Formats & Math
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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
Formats

Open / Close worksheet

To add a Comment

into a cell

Formulas Data Review

Calculations or formulas

Show & Hide comment

View Developer Ad

Attt

-] show/Hide Comment _/_E“rl

|-.} Show All Comments |

Edit Delete Previous Mext Protect

Comment Sheet W
Comments
£ |
C . E F G
id Ltd Regions 1" [Twe:
3 and Summer Tour Sales This is & comment
Box
May June Jure e
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Subtotals (on | off)
Insert | Delete  Rows | Columns

remvee - XLS, XLSX, CSV, PDF

Save -- Save as

Comments
Freeze Panes
Charts & Graphs

Clip Art (Insert

4

i WordArt 5i
ter -

WORD ART other ... ) E

This is Excel - Word Art

Weord Art |
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OPEN > Sales130.xls
B2 - J | HANDY MAN
T [NameBoy] B C D E F G H
1 Order Customer MName Murmkber Territory Date  Order Number  Amount
2 1 [HARNDY AN 54321 i b1 B/z2/2008" 12488 $50.00
3 2 SUPFLIES FURMITURE  &8890 i R giz7izone” 11124 $293.24
4 3 FOOTHILL FURNITURE  &a890 i 4z 921420087 02029 $0.12
b 4 CITRIUS USED FIRNITUR 8890 i R 10/16/20087  GE412 $500.00
G b DOLLAR FURNITURE 8850 i R 11/10/20087 98798 $212.00
7 G CITY HARDWARE "44459 i 16 12e/2008" 11242 $11.00
a 7 A4S RENTAL SERVICE [1111 i 12 12/a0/20087  B4B32 $66.00
9 a8 CITv HARDWARE :44459 : 16 1,."24,*2008: 08084 $499.77
Sort on territory
A1 [ T AL A e L M1 e m
d | Add Level )( Delete Level =3 Copy Level | i Options... ¥ My data has headers
Colurmn Sort On Order
Sort by "I Iﬁ.-'alues vI I.ﬁ. to Z "I
] Crder
< Customer Mame
i Mumber
] Territory
] Date
COrder Mumber
Amount

[ o |

Cancel

W
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Sub-Totals

ISum j

Add subtokal ko:

F
F
F
F
F

[ Page break between groups
¥ Summary below data

Remove Al | (] 4 I Cancel

i L Pl 2200 I

b . . .| . .
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Cell Ranges Useofthe . inranges
B2 . E6
Naming c%ges
A N\ C D E F
1 N\
2 N\
3 AN
4 k)
5
6
Data in Cell -- Alignment
Right
Left L C R
Center

Using Formulas

Symbol\l/lsath
() +-*1 " &

All formulas start with an — sign

Order of Precedence / Operation

1. Parentheses ( )

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

4. Addition Subtraction

From left to right
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Specials Symbols
+-=Z@#F < > <>
Enter formula
Enter or use the\/ box

Must start with an — eq ual Slg N

Special shortcut with sum is the 2 icon

Formatting

$ :
Cells Format / Orientations
Cells Font Style and adding borders

Headers / Footers

Viewing worksheet Zooming in & out |
Full Screen Mode [EEErTT e ) (+)
|
=
- Home Insert Page Layout References Mailings Review View Developer
J -|:J Q = | Ruler Document Map .__: | ] _J]One Page
- Gridlines Thumbnails % ----- = @Twn Pages
Print |Full 5creen Web  Outline  Draft . - Zoom 100% i
Layout | Reading Layout FESELIE LEL =] Page Width
Document Views Show/Hide Zoom

Page Layout

Page Layout Formulas Data Review View
. =l
=D @5 kel 6

rgins | Orientation  Size Print EBreaks Background Print
- - * AreaT * »

Page Setup P
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Page Margins

Print area: Rz
Bk
Riowws bo repeat at bop: | 25
Colurnns ko repeat ak left: | 25
Prink
[ Gridines Comments: |I{Nnne]| w |
[ Back and white Cell errors as: ||:|ispla';.feu:| w |

[ ] Draft quality
[ ] row and column headings

QAT

ﬁ Bookl [Comg
D Customize Quick Access Toolbar er
Mew
7 Cpen - - 8 = =
- d9-c-QVIaZ-BHRLD -
=|||[+ | Save
& E-mail
Preview and print the document
= Chuick Print Mew
=¥ | Print Previ Erint
rint Freview ~ Select a printer, number of copies, and
v | Spelling 4 Open other printing options befare printing.
¥ | Undo @ Quick Print
=1
v | Redo ] convert 5end the workbook directly to the default
printer without making changes.
) Print Preview
H dave \ Preview and make changes to pages before
printing.

E Savehs | Print Preview [Ctrl+F2)
@ Print ]
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Page Setup

| Margins || Header/Footer || Sheet |

Orienkakion
(& Portrait O Landscape
Scaling

(®) adijust ko = normal size
7 Fit ko pagels) wide by kall

Page Setup

| Page || Margins| Header/Footer | Sheet |

Header: |
ey ————
[ Cusktom Header. ., ] [ Custom Footer. .. ]
Foater:
||{nn:nne]| v|

[ ] oifferent odd and even pages
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Header

3

Header

To Format kexk: select the text, then choose the Format Text bukton,

Toinsert a page number, date, time, file path, filename, or tab name: position the
inserkion point in the edit box, then choose the appropriate butkon,

To insert pickure: press the Insert Picture button, To Format your pickure, place the
cursar in the edit box and press the Format Pickure bukton,

%
Center

Left section: N Cion: Right section:

\
\ [ (o] 4 ] [ Cancel
Page Number Number of Pages
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()
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Function wizard X

NS Show/Hide Zoom

XK K|=

Search for a funckion:

Type a brief description of what wou want ko do and then click, 50 |

€1}

Or select a category: |Most Recently Used j

Select a function:

sSUM{number1,numberz,...}
Adds all the numbers in a range of cells.

Help on this Funckion 0] 4 I Cancel

CE — Excel Page 11 of 18
Week 3



Continuing Education-- EXCEL part Il ver 07

SessionNo# 3 Date: July 20, 2011
File: Excel-1I-3.doc Tom Gerfen, CSIS Professor
Class Notes:
Ia I\/I C Arial -0 - A A8 7% 0
Edit i on a
Clear |
Format & | Cut
All =3 Copy
I
R S
Bl N A | Delete...
A B c - L Clear Contents
1
Filter ]
2
Sort 3
3 0
1 —d | Insert Comment
3 ff‘ Format Cells...
B Pick From Drop-down List...
. . Mame a Range...
Hide | Unhide Rows & Cells : _
& Hyperlink...
1% | cut
: =3 Copy
o & | Paste
1l Paste Special...
:: Insert
. Delete
&
1 Clear Contents
:: f]"' Eormat Cells...
Hide
Unhide
FI’IIII’(IIIIIII
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Look at the sheet

-10 | B I U|=
ey 111013 D12)

Column B B | § [ D |
Feb tar Apr

( February )

335 125 1234.00
830 ST S
206 004 | FHHEHR

93 947 24500
461 447 551.00
115 1050 §74.00
471 124 876.00
324 854 947.00
732 b041 5453.00

a7 fpeos[rree]

W00 - O M e LD R =

To see the formulas in the cells

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

Ctrl I -~

Now you can see the formulas in the cells
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NN NENE= RN A == A A

@ = -4l &L 4 1o

| Arial v10 x| B I U|EE=HH]S % o Gl EE| .l
013 - & =5UMD5E:012)
A | E C | D | E
1 Jan Feb Melar Apr Ml ay
2
ERE =RAND(*1000 125 Tz34 1
4 |2 =RAMNDN™O000 453 454447144
5 |3 =REANDN™000 8554 2140212
B |4 =RANDO™000 947 245
715 =RAND™000 447 551
8 |5 =RAND™000 1050 g7d
a7 =RAND™000 124 g7k
10 |3 =RAMND{™000 o5d 947
119 =RANDM™O000 9041 G453
12 L i
13 =aUMIB3.B12) =aUMIC3.C12) |=SUr(D3:012) !
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 Addns
Format ~ — :
Size of / width of column - n _E::‘J _.—_=_'I — F Esp“t
Customs edit formats Zoom 100% Zoomto T Arrange Freeze e
Window  All Panes -

VIEW

Split | Hide

Freeze Panes (Windows) e

Panes - nhide e
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Fonts
Fonts / Point size Calibri 111 | A a7l
e SR
Auto Format BZ 3T -
E Font lw
Save '
Save As
Use of the ALT key
Grid Lines
Row and Column Headings
Formulas in cells
AN
CTRL +
ALT + 1 I
Down arrow RMC
Ul T#4 DOLLAR FURMITURE  ThEE4U B
1 130 ACE RENTAL 502049 -
2 | % Eormat Cells...
3 S DOLLAR. FURMITURE [ Pick From Drop-down List...
4 752 REMTAL MName a Range...
5 g2 LUMBER
B ACE FURMITURE
7 ACE RENTAL
AWIS REMTAL
g AYIS RENTAL SERVICE -
|
1]
1
Ly ]
CE — Excel Page 15 of 18

Week 3



Continuing Education-- EXCEL part Il ver 07

SessionNo# 3
File: Excel-lI-3.doc

Class Notes:

Download File:

Data Filter

Data Review View Developer Add-Ins

::‘JJ Connections

{ Clea = ==

E ' ¥ -~

| %, Reapp S |
Filter Text to

|
- |
= S Remove Data
,,H_’/”Ad\ranced

Connections Sort & Filter

Columns Duplicates Validation =
Data Tools
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Sales130.xls

e

Consolidate What-If
Analysis ~ -

Group Ungroup Subtotal

Cutline

O E F G
Territony = Date | = Order Numb | Amount =
i 12 350087 7002 $655.00
: 45 BA/20087 49340 $500.00
A7 2013 ;
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Insert Page Layout Formulas Data Review Dreveloper AL

Insert - Charts & Graphs P LFJ) E “ ﬁ@{ ‘ “ L o

Picture Cllp Shapes SmartArt || Column Line Pie Bar Area  Scatter Other

Art b - - - - b - Charts
Mustrations Charts F]
-
ML I |
A B C D E F G
Hotel Customer Data
Maonth General Busienss Conventio Taotal
[ Jan 225 309 85
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
L De 673 991 71

- 1400
1200 A $
’ 1000 r
800 A /

—#— General
600 - —ll— Busienss
—i— Convention
400
200 -1 L 3 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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Download files: On Drive K: CIS
Memo to Mr Big.doc
Sales130.xls
LoanAmortizationl.xls

Hotel2.xls

TourSales.xls
mm-names-Address.xls
MM-Itr-The Prize Squad.doc

Ctrl I

Ctrl + A

Ctrl + C

Ctrl +V

Ctrl + X

Ctrl + B

Ctrl + 1

Ctrl + U

AN

Ctrl +

Next Week Final class meeting 07/27/11
Class evaluation
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