Unit 12 Electronic Spreadsheets - Microsoft Excel
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Desired Outcomes

Student understands Excel workbooks and worksheets
Student can navigatein an Excel workbook and worksheet
Student can usetoolbarsand iconsin Excel

Student understands

vaues

formats

formulas

absoluteand relative cdll referencing
built-infunctions

order of operations

B Student can create abasic spreadsheet

B Student can print aspreadsheet or part of a spreadsheet
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Excel

Microsoft Excel isan application program called an € ectronic spreadsheet. Electronic spreadsheet programsallow
you to organize data, perform cal cul ations, make decisions, and present your datain atable or graph. When Excel
startsit opens adocument window called aworkbook. A workbook isbased on atemplate. A workbook is
composed of worksheets. Each worksheet has 256 columnsrunning vertically and intersecting to form cells with
16,384 rowsrunning horizontaly. Cellsarereferred to by their column heading and their row number. InFigure
12-1theactivecdl isB6. Valuesare placed in cellsastext, numbers, or formulas.
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Figure 12-1. Microsoft Excel screen.

Selecting a Cell
Toenter datainto acell, youfirst must select it. The easiest way to select acell (makeit active) isto usethe mouse
to movetheblock plussigntothe cell and click.
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Navigating in a Worksheet Using the Keyboard

Arrow Keys moveonecell inthedirection of thearrow
Page Up/Down scrollsone screen up or down

Ctrl + Home moveto thetop left cell

Ctrl + End moveto the bottom right cell of theworksheet
Ctrl + Tab cyclesthrough workbooks

Ctrl + Page Up/Down flipsthrough worksheets

Selecting a Range of Cells

Toselect arangeof cellsclick onthefirst cell intherangeand drag to thelast cell intherange and releasethe | eft
mouse button.

e Hold downthe Shift key and movewith thearrows.

o UsetheCitrl key to smultaneoudly select cdllsthat are not contiguous.

e Click onrow or column heading to select the entirerow or column.

1
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Figure 12-3. Selecting cells in a worksheet.

Entering and Editing Data

Entering Data

1. Click onthecdl whereyouwant to enter avalue.

2. Typeinthevaue.

3. PresstheEnter key. Pressthe Esc key to cancel the entry.
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Editing Data

Double-click onacell.
Select acell and press“F2”.
Click inthe Cdll Content Bar.

Delete

Excd storesboth the value entered into acell and theformatting assigned tothecell.

To delete the cells formatting:
Click on the Edit menu, point to Clear, point to Formats, and click onit.

To delete the contents on a cell :

Select the cell and pressthe delete key. Cells store contents separately from cell formats. Using the delete key will

only deletethe cells content and not the cell format.

Formatting
Click inthecell youwant to format to makeit theactive cell.
Click onthe Format menu and click on the Cellscommand.
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Figure 12-4. Format Cells dialog box.

Excel hassevera optionsfor formatting acell. If acell hasbeen formatted for currency it will display according to
the style of currency format selected. Formatting cells provides consistency for displaying the sametypeof datain

aspreadsheet. It can aso save you timewhen entering valuesinto acell, for example, the currency style

automatically placesadollar sgn symbal in front of the number being entered into the cell.
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Formulas

The power of an eectronic spreadsheet is utilized by the use of formulas. Without formulasaspreadsheet isjust a
gridwith numbersenteredinit.

Basic FormulaStructure
All formulas start with thesymbol “ =" .

Example
Typethefollowing vauesinto aworkshest:
Cdl Al 5
Cdl Bl 6
Cdl C1. =Al1+B1
C1 ;j | =A1+B1
T R R C D
1 ] B 11
2
i
4

Noticethat cell C1 displaystheresult of adding cell A1tocell B1. Theformuladisplaysintheformulabar.

Order of Operations:

Itemsin parentheses()
Exponents, *

Multiplication, * and Division, /
Addition, + and Subtraction, -

pPODNPRE

Use the sampl e spreadsheet shown in Figure 12-5 to practice with order of
=5+10* 4 operations. To toggle between aval ue spreadsheet and aformula
spreadsheet use the keyboard combination Ctrl + . The ™ key isonthetop
=(5+10)* 4 row to theleft of the 1 key.

. Microszoft Excel - Book2

”ﬁ File Edit Wiew Insert Farmak Tools Data ‘Window Help
DEed SRAY §BRAS -~ A® = 42435 094

|| il 10 - BZIUSE=EE 6%, B8 EE

All | =|
A | B | C | D |
3 2 5 =AT+B1+C1
EEl 7 B =A3"B2-C3
35 3 g =2*(B3+C1)
4 |[=AB1 =20/(AT+C1) =41 =A2"B3-C3"B2
5

Figure 12-5. Practice spreadsheet.
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Copying Formulas
When you copy aformula, cell references adjust.

Row numbers change when theformulais copied or moved up or down therows.

e e
1z B =A1+B1
[ R =A2+B2
3 o 5 =A3+B3

Column letters change when theformulais copied or moved across columns.

B T
1 [12 = 10
i 10 9 -5
3 [=A1+82 =B1+B2 =C1+(2

Absolute vs. Relative
Referencesthat adjust as described above are called relative. You can make an absol ute reference that does not
change. Simply placea$ character in front of any referencethat should not adjust.

R € I
|tax rate 1.0725

Frice =hipping Total

12 2 =[A3+B3)"5B%1
25 4 =(A4+BAT"EEE1
A0 B =[A5+B5"EEF!
b |75 8 ={AB+B6)"FE51

FormulaWorksheet

ey f e |l |

AR {6 =
tax rate 1.0725

Frice | Shipping Total

12 2 §15.02
25 4 $31.10
a0 B %60.06
75 8 H89.02

VaueWorksheet
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Functions

Functions are common formul asfound in bus ness, accounting and math that are built into Excdl.
Functionsreturnavaue.

You can usecdl referencesin functions.

B7 =l | =SUM(E3:BE)
| A | B P p
1 |Travel Expenses
2 _ Austin SF
3 |Transportation 465
4 |Hotel 180
d |Food B4
b [Misc. 10
. ; Total I b 72200 =|

TheSUM() functionisusedin cell B7.

Practice Creating a Spreadsheet
Inthisexampleyou will create aspreadsheet that will cal culate the monthly payment for aloan needed to purchase
anew computer.

Procedure

1. StartExcd.

2. Enterthefollowing vauesinto the cellsindicated. If you makeamistake, double-click inthe cell and change
thevaue.

hdonthly F'aj,fment

=PnTi{BE5/12 B6 B4)

| A | B | C |
1 |Computer Loan Spreadsheet
2
3
4 |Loan Amount 3500 3500
§ |Interest 0.0725 0.18
b |Terms in Months 24 24
7
8
n

=PMT(C5/12,C6,CH)

3. Format the column width so that the value entered displays. A quick way to widen acolumnwidth isby right-
clicking on the column heading and sdl ecting the Column Width command. Enter anumber for the column
width that islarge enough to seethecellsvaue.

i A | B |

e

1 |Computer Loan Spreadshest

2

il

4 |Loan Amount $3,500.00  §3,500.00
5 |Interest 7.25% 18%
6 |Terms in Months 24 24
7

8 |[Monthly Payment  ($15710)  ($174.73)

Thevaueworksheet displaysthe
cd culated monthly payment. This
Spreadsheeet usesthe built-in
formula, PMT ().
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4. Printing the Spreadsheet

Exce hasseverd optionsfor printing aworksheet. You can print the entireworksheet or aportion of it. To

print the valueworksheet createdin step 3:

A. Clickincdl Aland hold down theleft mouse button while dragging to cell C8. Release the mouse button and

thecell range A1:C8 will behighlighted.

al ;] =i'-Cnmputer Loan Spreadshest
A 5] | e
Computer Loan SpEE

Loan Amount F3 $3 50000
Inte 1
erms in Months /

bonthly Payment

B. Click ontheFilemenu and then click on Print. In the Print what section of the Print dialog box select theradio

button Sdlection, then click on OK.

~Printer
Mame: [ HP Laser et 5L (PCL) =] Froperties
Stakus; Printing; 1 document(s] waiking
Type: HP LaserJet SL(PCL)
Where: YCmdo2yhps
Comment: I Prink to file
-Print range —opies
“ al - — Kumber of copies: El 5‘
" Pagefs) From: l 3:1 To: l 3j
PHint what E&[ Elg o
@ Selection; " Entire workbook
™ Aetive shesk(s)

Preview I Ok, Cancel
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Notes
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