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Analyzing Data Using Excel: _'g' f
Section 1 !

Skills

* Use the Help feature

« Center a label across multiple columns

» Change the page orientation to landscape
* Preview and print a worksheet

» Save a workbook using Save and Save As
* Close a workbook and exit Excel

» Navigate a large worksheet using the mouse and
keyboard

» Jump to a specific cell using Go To

©Paradigm Publishing Inc

Completing the Excel Worksheet Cycle

* At Excel screen, identify features by comparing your
screen with the one shown.

Quick Access toolbar tabs S g

Office button ——> &5 47 © ©

ribbon

Name text
box

Formula bar

active cell

worksheet

area scroll box —-

cell pointer —> &

vertical scroll bar

sheet tabs horizontal scroll bar

P A B -

Status bar —— '
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Skills

TStart Excel and identify features in the Excel
window

« Enter labels and values

« Use the fill handle to enter a series
« Enter formulas

« Create a formula using Sum

» Copy a formula

« Test a worksheet for accuracy

« Apply the Currency format to values

* Right-align labels

©Paradigm Publishing Inc.

Completing the Excel Worksheet Cycle

« At the Windows XP desktop, click Start button.
« Point to All Programs.
« Point to Microsoft Office.

« Click Microsoft
Office Excel 2007.

©Paradigm Publishing Inc

Excel Screen Features

« Office button @ displays as a Microsoft Office logo
and is used to access Office. Use this menu to
choose document management actions such as
save or print, or to open a workbook from a list of
recently opened workbooks.

* Quick Access toolbar contains buttons for
commonly used commands which can be executed
with a single mouse click.

« tabs are commands and features in the ribbon
organized into related groups and accessed by
clicking a tab name.

« Title bar displays workbook name followed by
Microsoft Excel.
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Excel Screen Features

« ribbon is area from which commands and features
for performing actions on a cell or worksheet are
accessed.

» Name text box displays active cell address or name
assigned to active cell.

» Formula bar displays contents stored in the active
cell.

« active cell is location in worksheet that will display
typed data or be affected by a command.

» worksheet area contains cells used to create the
worksheet.

©Paradigm Publishing Inc.

Completing the Excel Worksheet Cycle

« Click Office button at upper left corner of
screen, click Open.

.4-1-

» Navigate to ExcelS1 folder on your
storage medium.

locki: | D Exoolst v

My Recert
Coaunants

» Double-click WBWeeklySales.xlIsx.
« Click Office button and click Save As.

©Paradigm Publishing Inc

Completing the Excel Worksheet Cycle

» Move cell pointer over intersection of = ¢ =¥
column H with row 6 (H6), then click
to make H6 active.

70000 16800 78,1680

* Type 2976 and press Enter. ey

» Make H10 active and type 156.

« Make H14 active and type 542. Cote um mm

Tianoo [ szam] sins

96100 #A%00_4196400
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Excel Screen Features

TceII pointer gp selects cells by clicking or dragging
the mouse.

« vertical and horizontal scroll bars are used to view
parts of the worksheet beyond the current screen.

« sheet tabs identify worksheets in the workbook.

« Status bar displays current mode, action messages,
View buttons, and Zoom slider.

©Paradigm Publishing Inc.

Completing the Excel Worksheet Cycle

« At Save As dialog box, make sure ExcelS1 folder is
active, type ExcelS1-01 in File name text box, then
press Enter or click Save.

i)
o Conents
e
Mot
Feoeceisiol v
IO B L Wb ()
o3 (=
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Completing the Excel Worksheet Cycle

TLook at entry in B19. This percentage is used to
calculate Estimated Gross Profit in row 20. Change
entry in B19 to see effect on estimated gross profit.

17 TOTALSALES
®

1066600 168600 239100 514200 588100 896100 84300 4336400

14 Gross Profit Factor

e e e i e A
» Make B19 active, type 29%, and press Enter.
+ Click Save. =
* Click Print. &
- Click Office @9 then Close | # .
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Entering Labels and Values;
Using Fill Options

TAt blank Excel screen, press New button to start
new blank workbook.

» Type Payroll in AL.

* Press Enter. o\ 9~ 0 &)=
)

B Home Insert Page Layout Formulas [
Bl Caiipri - - A=
a
Paste g || (B 0 i | v || BB
Clipboard Font & Alig
‘ Al v (@ XJ.fr[F‘ayroll
[ A B & D E
1 |Payroll !
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Entering Labels and Values;
Using Fill Options

* Click C4 to make cell active.

« Point at fill handle in C4. Cell pointer changes from
large white cross gy to thin black cross <.

l ca ;e

5 I Sun
A B C D

Payroll

Week Ended: September 26, 2009

Sun
Dayna  McGuire
Heather Kiley

L] Fill handle

O UvBs wN e

©Paradigm Publishing Inc

Entering Labels and Values;
Using Fill Options

TClick C5 to make cell active.
* Type 8 then press Right Arrow key.

* Type 5 in D5 then i
press Right Arrow key.  led:sestembers, 2009

e
weure " —
=

* Type following values

as indicated: setr E
ES5, 6; F5, 8; G5, 7; e ]
H5, 0; 15, 4 wians !

» Make F5 active.

« Point at fill handle in F5 then drag pointer to F13.

© Paradigm Publihing Inc.
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Entering Labels and Values;
Using Fill Options

TWith A2 active, type Week Ended: September 26,
2009, then press Enter.

« Enter remaining labels by making appropriate cell
active, typing label, then pressing Enter or clicking
another cell.

A s [3 o £ ¥ G H i 1 %

1_payroll
2f weex Ended: september 26, 2005

©Paradigm Publishing Inc.

Entering Labels and Values;
Using Fill Options

 Hold down left mouse button, drag pointer to 14, and
release the mouse.

c - Je sun

A ) c ) 3 r I3 [ ' )
1 payroll
2 Week Ended: September 26, 2009
3 Total
4 fen Mon ___Tue Wed  Thu Fri sat Trours
5 Dayna  McGuire =

6 Heather Kiley

Auto Fill Options button

@ Fill Series
) Fill Eormatting Only
Fill Without Formatting
Fill Days
Fill Weekdays
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Entering Labels and Values;
Using Fill Options

« Enter remaining values for employee hours as
shown. Use fill handle for duplicate values in
adjacent cells.

A . c ) 3 £ G H | J
1 Payroll

2 Week Ended: September 26, 2009

3 Total
a sun Mon  Tue  Wed Thu Fi sat Hours
5 Dayna  McGuire 8 5 6 8 7 o a

6 Heather Kiley [ 8 6 8 5 5 8

7 Paula  Soulliere 8 8 o 8 7 7 0

S Jason  Hill s 0 8 8 ] 8 [

9 Moira  Su-lin ) ] 0 8 7 7 8

10 carl  Doxtator 0 o 8 8 7 7 8

11 Tammy  Williams 8 0 [ 8 8 7 4

12 Tyler  Santini 8 o 8 8 6 7 o

13 Patricia  Cardenas 8 0 s 8 0 7 s
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Entering Labels and Values;
Using Fill Options

TClic:k K5 to make cell active, type 8.15, then press
Enter.

« Position cell pointer over
cell K5, hold down left
mouse button, drag down
to K13, then release the b o
mouse.

* With Home the active tab,
click Fill button arrow, 3~
then click Down at
drop-down list.

* Click in any cell in worksheet to deselect range of
cells in column K.

©Paradigm Publishing Inc.

Performing Calculations Using Formulas

» With ExcelS1-02.xIsx open, make J5 active.

B B < ) E F [ H I 3 L
1 payrol

2 Week Ended: September 26,2003

3 I
. R

Blows mecwe[ § 4 q o A o 4=
& Heather Kiey o s ¥

* Type =c5+d5+e5+f5+g5+h5+i5, then press Enter.

* Press Up Arrow key to move active cell back to J5.

s > Jo | CSADSIESIF5AGSHSHS
A 8 3 D £ F G H ' 1 K

1 Payroll

2 Week Ended: September 26, 2009

3 Total  Pay
4 sin  Mon Tue  Wed Thu sat Hours _Rate
5 Dayna  McGuire 8 s [ 8 7 0 4
6 Heather Kiley o 8 6 8 5 5 8

©Paradigm Publishing Inc

Performing Calculations Using Formulas

TUse pointing method or type formula =j6*k6 for
gross pay for Heather Kiley in L6.

L

Total Pay Gross
Hours Rate Pay
38 8.15 309.7
P

« Click Save. i«

© Paradigm Publihing Inc.
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Entering Labels and Values;
Using Fill Options

[+ Click Save. i

At Save As with ExcelS1 active, type ExcelS1-02 in
File name text box and press Enter.

el

©Paradigm Publishing Inc.

Performing Calculations Using Formulas

» Make J6 active, type formula
=c6+d6+e6+f6+g6+h6+i6, then press Enter.

am ~ ] 5
A 0 < 0) € C ] .‘ I i x rs

1 payron

2 Wook Endedt september 26, 2003

3

-
0 R -
oo viiuie ] E

& westher Kiley o 8 i 8 s s

» Make L5 active and type equal sign (=).
« Click J5 and type an asterisk (*).

« Click K5, then click Enter 2 K L
on Formula bar ¥4 .

©Paradigm Publishing Inc

Using the SUM Function

TWith ExcelS1-02.xIsx open, make J5 active then
press Delete.

» With Home the active tab, click Sum|=-/.
* Press Enter.

» With J6 active, press Delete to delete existing
formula.

« Click Sum button | =7/, When Excel displays
formula =SUM(C6:16), click Enter ] in Formula bar.

Iy 0 < )
Payroll

2 Week Ended: September 26, 2009

3

E F W i i 3

a
S Dayna MG
& Hoather Kiley

©Paradigm Publishing Inc.



Using the SUM Function Using the SUM Function

TPosition cell pointer in C8, hold down left mouse
button, drag pointer to J8, then release mouse

TMake J7 active and click Sum =\,

m « Position cell pointer over C7, hold down left mouse AiGn

2] button, drag pointer to 17, then release mouse .

button and press Enter. « Click Sum.

] T O S R S SO S " —— « Click J8 and look at formula the SUM function

S ——— created: =SUM(C8:18).

m T T N M A e e :

@ | e e e e 1 payrol

% son i T R TE T . 2 Week Ended: September 26,2003

: N Y I
5 Doyna  Mcsuire s s s s 7 o a4 =
& Heather Kiey o s s s 3 5 85 ®
e S S S S S ——"
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Using the SUM Function Copying Formulas

« Position cell pointer in C9, hold down left mouse
button, drag pointer to J13, then release mouse.

» With ExcelS1-02.xIsx open, make L6 active.

m e « Click Copy |<a/ in Home tab. x i

2] * Click Sum. .t

| ber 26,2009 »To select range L7: L13, position cell ty_ e

] ik e wed e[ ot pointer over L7, hold down left mouse s

m|m I ST - - button, drag pointer to L13, then e

ﬁ + Click cells J9, e release mouse button. o

= J10, J11, J12 s ———— A o i

m il '] y o 8 7 % 8 33 o) i

m 9, Mi, Click Paste | jin Home tab. o
confirmcorrect ———2—« s o 7 5 &

formulas appear.
* Click Save.

©Paradigm Publishing Inc ©Paradigm Publishing Inc

Copying Formulas Copying Formulas

* Press Esc to remove marquee and Paste Options, * Make C15 active. Sl Sumics:cie)

: - R
click L7, then note entry in Formula bar: =J7*K7. ) - ——
o e eptesber 6, 2009
1] W% « Click Sum then Enter K endes
m o in Formula bar. - T T
Tt ST G e
2 Week Ended: eptember 26, 2005 6 Meather Kiley | o s 6
4] 3 T 7 Pala  Soulliere | 8 s o
[ 1] S Dama  McGuire s s 8 uso: m\j = { 8 ) 8
m e o R
- e e e e
m * Use Down Arrow to check formulas in column L. e e a—
] 15 Total

©Paradim Publishing Inc. ©Paradigm Publishing Inc.
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Copying Formulas

TDrag fill handle in C15 to L15.
» Make K15 the active cell then press Delete.

e c [ E ¥ s N i i X L

2 Week Ended: September 25, 2009

) Totsl  pwy Gross
. Sn Mon  Tue  wed  The  fn Set Wows  Mse by
oama McGure s s 6 8 7 0 a4 w ws w
Hasthar Koy o &+ s s 5 s s @ as  m
7 paula soullere 5 s o s 7 71 o m ms wmr
8 sson Wi s o & s o s 6 @ s» w7
3 Mors  Seln o s o s 7 P S Ty
0l voaster o o s % 7 7 & w as %y
13 Tammy _ wtiams 8 o o s s 7 4 3 as amxs
12 yier  santim & o s s & 7 o 3 ms mm
13 patnca Cardenas 5 o a4 3 o 7 s 3 s mn
fr
151 1o [ =3 W
15 L3
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Testing the Worksheet; Improving the
Worksheet Appearance; Sorting

* With ExcelS1-02.xIsx open, make A17 active.

» Type Hours, press Alt + Enter, type Proof, then
press Enter.

15 Total
16
17 |Hours

18 Proofl

©Paradigm Publishing Inc

Testing the Worksheet; Improving the
Worksheet Appearance; Sorting

TMake A18 active.

» Type Gross, press Alt + Enter, type Pay Proof,
then press Enter.

15 Total 48
16

Hours
17 |Proof 337

Gross
18 Pay Prooff=j15*k5

» Make B18 active.
*» Type =j15*k5 then press Right Arrow.

© Paradigm Publihing Inc.

]
m

HEEEE

Copying Formulas

TMake D15 active, note entry in Formula bar:
=SUM(D5:D14).

 Use Right Arrow to check formulas in remaining
columns. | 015 -3 Jfe| =sum(ps:D14)

A 8 c ) E
H 1 payroll

+ Click Save. 2 Week Ended: September 26, 2009
3
4 Sun Tue
5 Dayna McGuire 6
6 Heather Kiley 6
7 paula  Soulliere [
8 Jason Hill 8
9 Moira  Su-tin o
10 Carl Doxtator 8
11 Tammy  Williams [}
12 Tyler  Santini 8
13 Patricla  Cardenas a
14
15 Total 40

©Paradigm Publishing Inc.

Testing the Worksheet; Improving the
Worksheet Appearance; Sorting

* Make B17 active.

« Click in Formula bar, type =sum(c5:i13), then click

Enter.
sm - 0% e ] =sumiesa)
TR T I Y T S )
1 Payroll
2 Week Ended: September 26, 2009
; ol
. S N S O N
5 Dayna  McGuire 8 s 6 8 7 0 4 E
& eatner Kiley I T S T
7 Paula Soulliere 8 8 o 8 7 7 O. 338
& liason il s o s 5 o 5 o =
3 Mo Sutin o 8 o & 7 1 o =
10 Carl Doxtator 0 0 8 8 7 7 8’ a8
1 Tammy wliams § o o 8 8 1 4 =
12 Tyler Santini 8 0 8 8 ) 7 Crv 37
leanca cavenss) 8 o 4 s o 7 &
35 o 8 » 0 n o % & w
1 pa—
=il -
© Paradigm Publishing Inc.
Testing the Worksheet; Improving the
Worksheet Appearance; Sorting
* Look at completed worksheet. Some values in
column L show no decimals, others show 1 or 2
decimal places. Also labels do not align directly
over values.
| iy [ 7 ) 3 * 6 " 1 f X
e e———— —
T
R S S —
B s — " "
N — T S— "
S —r— — —— 7 i
- e
- ol
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Testing the Worksheet; Improving the
Worksheet Appearance; Sorting

TSelect range L5:L15.
« Click Accounting Number Format in Home tab.

» Make B18 active ™™ -
and click =
Accounting
Number Format.

©Paradigm Publishing Inc.

Testing the Worksheet; Improving the
Worksheet Appearance; Sorting

* Select range A5:L13.
* Click Sort & Filter in Home tab.

* Click Custom Sort at drop-down list.

« At Sort dialog box, click
down-pointing arrow at right of Sort by in Column
section then click Column B.

* Click OK
to begin sort.

— o« [ ]

©Paradigm Publishing Inc

Using Help

[« With ExcelS1-02.xIsx open, el
make A1 active. )

* Point to Merge & Center
in Home tab, and read "BET
ScreenTip.

P 1 e

« With pointer still resting on Merge & Center, press
function key F1, then read paragraph below Merge
cells or split merged CellS | merge colts or split merged colis
in Excel Help window.

© Paradigm Publihing Inc.
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Testing the Worksheet; Improving the
Worksheet Appearance; Sorting

TSelect range C3:L4.
« Click Align Text Right in Home tab.

« Click in any cell to deselect range.

S - AW B T Genen

el A El?il‘il;a' % |98 A cone
- s whment 3 Humber
3 Asgn Text Bight
) — | = i X L
ber 26,2009
Tol  Pay  Growm
sun __ Mon  Tue  Wed Thu i BT Iy

©Paradigm Publishing Inc.

Testing the Worksheet; Improving the
Worksheet Appearance; Sorting

« Click in any cell to deselect range. Compare your
sorted worksheet to one shown.

« Click Save.

8 isloialelaisiuinlail
it lainiatatalul

8 swccasamnd
s
E
2

% cwmousooo$

w 5270655
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Using Help

« Click Merge adjacent cells below What do you want
to do? then read to merge cells.

* Close Excel Help window.

What do you want to do?

— ¢ Merge adjﬁm cells

+ Split a merged cell

©Paradigm Publishing Inc.
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Using Help

TSelect range Al:L1 then click Merge & Center in
Home tab.

On) 908 = i Microsah Excel
2 wome | vaet Pepelmost  fomsm Do Sew View
A coen AN -] Genen
& 2
mae S (BL U A (EwE R (S A o
ot ron vt C e
a - Ja] Payion
a 2 < o £ £ r m . L x

I Saron /|

* Select range A2:L2 then click Merge & Center.

5 - fu] Week Ended: September 26, 200
A s < o £ ¥ G " ' i X .

AL Week ot 26,2009 1

3 O —

s S Mon  Tue  wed  The i St Wows  Rae Py

©Paradigm Publishing Inc.

Using Help

. ck Preview worksheet pages before printing
hyperlink then read window.

Searched for: "preview worksheet"

@ Ppreview worksheet

in
Help > Workbo: nagement > Saving and printing > Setup and options

* Close Excel Help window.
* Click Save.

©Paradigm Publishing Inc

Previewing, Printing,
and Closing a Workbook

TPrint Preview window displays picture of printed
page. Note Status bar indicating Page 1 of 2. Click
Next Page in Print Preview tab.

—

© Paradigm Publihing Inc.

]

EEEE

Using Help

T(.‘,Iick Microsoft Office Excel B
Help near upper right corner Ll e o
of screen.

g

e
|
- Fondeietd

Cells Editing

» With insertion point in search text box, type preview
worksheet then click Search or press Enter.

@) Excel Help
CORON BAME R
v P search -

W

preview worksheet

©Paradigm Publishing Inc.

Previewing, Printing,
and Closing a Workbook

* Open ExcelS1-02.xIsx, make A20 active then type
information from instructor.

« Click Office, point to Print, then click Print Preview
to display worksheet.

fE!‘iu'rua = E
|

lj New Preview and print the document

1 print
~ & Selecta printer, number of copies, and
7 Qpen other printing options before printing.

Quick Print
l I Save Send the workbook directly to the default

printer without making changes.
R sess

—.\@znm >

Print Preview
Preview and make changes to pages before |
printing. |

©Paradigm Publishing Inc

Previewing, Printing,
and Closing a Workbook

» Second page of printout shows columns that could
not fit on page 1. Mouse pointer displays as
magnifying glass in preview screen. Move mouse
pointer over columns at top left of page 2 then click
left mouse button. ‘ - :

Oy
5,

« Click mouse anywhere
on page to return to l
full-page view then
click Previous Page ‘

in Preview group. ‘

)
3)

©Paradigm Publishing Inc.
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Previewing, Printing,
and Closing a Workbook

TClic:k Page Setup button in Print )
group in Print Preview tab.

« If necessary, click Page tab in Page Setup, click
Landscape in Orientation section then click OK.

©Paradigm Publishing Inc.

Previewing, Printing,
and Closing a Workbook

« Default settings in Print box are to print one copy of

pages in active sheet. Click OK.  pyinter name will vary

Printer
Neme: |G Microsoft Office Documenk Image Wrkker  v.|
T (Soapms.. ]
Type: Mool Offc Docuent nsge Wit Driver (Fodpoeer.. ]
Where:  Microsoft Document Imaging Writer Port:
Comment:
[ print to fle
Print range Copies
—1rou Number of copies: (1 +—e—t——
Oragets) Erom: [ 2| 10 [ 3]
Print what ﬂﬂ Ijﬂ s
O selection O Entire workbook -
> @ Active sheet(s) ae
[ xgnore print areas.

©Paradigm Publishing Inc

Navigating a Worksheet

TClick Open. &
* At Open dialog box with ExcelS1 the active folder,
double-click workbook WBInventory.xIsx.

* Position mouse pointer on down scroll arrow then |
click left mouse button to scroll down worksheet.

« Position mouse pointer on right scroll arrow at
right edge of horizontal scroll bar then click left
mouse button to scroll to right edge of worksheet.

© Paradigm Publihing Inc.
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Previewing, Printing,
and Closing a Workbook

TClick Print in Print Preview tab. Note all columns
now fit on one page.

oy

©Paradigm Publishing Inc.

Previewing, Printing,
and Closing a Workbook

« If necessary, scroll right to vertical dashed line
between columns to right of Gross Pay column.

=

« Click Save.
« Click Office then click Close.

©Paradigm Publishing Inc

Navigating a Worksheet

« Position mouse pointer on scroll box in horizontal
scroll bar, hold down left mouse button, drag
scroll box to left edge of horizontal scroll bar,
then release.

« Position mouse pointer on scroll box in vertical
scroll bar, hold down left mouse button, drag
scroll box to top of vertical scroll bar, then
release.

©Paradigm Publishing Inc.
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Navigating a Worksheet

TClick Find & Select in Home tab then click Go To.

» At Go To box, type 054 in Reference box then click
OK or press Enter.

Reference:
(054 ]

Special... | o ) | Cancel

©Paradigm Publishing Inc.

Keyboard Movement Commands

TArrow keys move one cell up, down, left or right.
« Ctrl + Home moves to Al.

« Ctrl + End moves to last cell in worksheet.

* Home moves to beginning of row.

» Page Down moves down one screen.

* Page Up moves up one screen.

* Alt + Page Down moves one screen to the right.

« Alt + Page Up moves one screen to the left.

©Paradigm Publishing Inc
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Navigating a Worksheet

[+ Press Ctrl + Home.
* Press Page Down twice.
« Press Right Arrow key four times.

» Use Up, Down, Left, Right Arrow keys to practice
moving around worksheet.

« Click Office then click Close.
« Click Office then click Exit Excel [X stec],

©Paradigm Publishing Inc.
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