More Basics 

So far, so good, no? I think you are progressing nicely and it is time to look at other formulas in Excel.

Average, Minimum and Maximum

Although Excel has the function option which we will explore later, many Excel users prefer to type in their formulas when the formulas are simple because it is faster. We will continue to type our formulas in the formula bar.

Doing an Average

· Open a new workbook and in cell A5 type the word average
· In cells B1:B4 (remember this means cells B1-B4), type these numbers: 14, 8, 22, 6

· Click on cell B5 - this is where we want our answer to appear

· In the formula bar type: =average(

· NOW, click on cell B1 and drag - that means hold the click and move the mouse - through cell B4

· Look in your formula bar - the formula should read =average(B1:B4

· Just add an ending parens )

· Tap enter and the answer should appear - I sure hope you got 12.5

· And, for some fun, to see the magic of Excel, change any of the numbers in cells B1 through B4 and watch Excel change the average

Doing Min and Max

Min and Max means for Excel to look at a series of number and determine the maximum (max) number, this would be the largest number in the series. Min means minimum and this would tell Excel to determine the smallest number in the series.

· Using the same workbook sheet - the one with the averages

· Type Min in cell A6 and Max in cell A7

· Now, select cell A6

· In the formula bar type =max(

· NOW, click on cell B1 and drag - that means hold the click and move the mouse - through cell B4

· Look in your formula bar - the formula should read =max(B1:B4

· Just add an ending parens )

· Your formula should look like this: =max(B1:B4)

· Tap enter and the answer should appear

· I think you can do the min now

· You would do the same process EXCEPT the formula would begin =min(

You are now ready for the assignment on averages, min and max. Email me for these assignments.

The Insert Function dialog box is also used to create formulas. Excel users use the paste function dialog box for formulas and when they find it quicker to type the formula in they do that. This comes with experience. 

The key is to know that the paste function dialog box is there and when you click on the function icon, the fx, a Insert Function dialog box appears. The first category in the dialog box is Most Recently Used. This is wonderful because if you use certain formulas over and over again, you can select the formula from the list of most recently used.

The Insert Function dialog box can be found by clicking on the icon OR from the FORMULAS tab - Insert Function. When the Insert Function dialog appears you will see a list of the many things that Excel can do. 

What will be challenging for awhile is where is the function I need. Example: Average, Min and Max are found under the Statistical category. Sum is found under Math and Trig. Beware, you will see a subtotal listing under Math and Trig, that is used in lists and databases and not when you want a subtotal with numbers.

Take some time to explore the various categories. You will be amazed at the power of Excel.

Now to do a problem using the fx or Insert Function dialog box.

· Open a new workbook and in cell A5 type the word average

· In cells B1:B4 (remember this means cells B1-B4), type these numbers: 14, 8, 22, 6

· Click on cell B5 - this is where we want our answer to appear

· Click on the fx icon OR use the Formulas tab - Insert Function
· Go to Statistical 
· Select Average and click OK

· Yippee - at the next dialog box Excel has selected the cells it thinks you want to average

· AND, if you look carefully you will see the formula result in this dialog box 

· Click OK 

· Look at your spreadsheet, the average is there and if you click on cell B5, you will see the same formula we typed the last time we did this.

· And, for some fun, to see the magic of Excel, change any of the numbers in cells B1 through B4 and watch Excel change the average

Repeat this for Min and Max

Use the fx icon, select statistical and select Min and then Max and see if you can do the formulas using the paste function dialog box. 

· Type Min in cell A6 and Max in cell A7

· Now, select cell B6 and use Insert Function for min

· Select cell B7 and use the Insert Function for max

BUT, what if the numbers you wanted to average or do another function with were not next to each other? What do you do?

· Let's use the average example above and the average function (use fx and select Average from the Statistical category). 

· when the function dialog box appears, you see number 1, number 2 - just click on the cells you want to average. 

· example: number 1 click on cell B1(by doing this it will over-ride the cells Excel thought you wanted to average, in the number 2 dialog area, click on cell B4 and then OK.

· Excel has done an average of the numbers you want to average.

· now you see that you can use the function dialog box do what you want it to do :-)

Copy and cut work the same way - they move data for you. BUT copy means to make a copy of the data. This copy can then be placed in another worksheet or elsewhere on the same worksheet or even in a new workbook. When you copy data, you really end up with two copies of the same information. You still will have the original data you created and then a copy of that data. The original data is in the same place where you first created it.

Cut means to remove data. You can remove data from a spreadsheet and then place it somewhere else on the same worksheet or another worksheet or even another workbook. When you cut data, the data is removed from where it was originally. The data remains on the clipboard until you select a place for it to be placed. WARNING: older versions of Excel do this, if you copy or cut information and forget to paste the information somewhere else and then do another copy or cut without pasting the first copy or cut, the first copy or cut is gone. That is not a problem if you copy the data, but it is a problem if you cut the data.

Cut, copy paste and delete in three easy steps:

Copy - step one 

· open a workbook

· type data in cells A3:C3 - type 53, 46 and 82 respectively

· select the cells A3:C3 - you will be copying this data

· to copy either select the copy icon under the HOME tab or even better the shortcut - control (ctrl) C (press the control key and the letter C on the keyboard)

· if you used the shortcut let go of the keys, after you copy either by the icon or the HOME tab, you will see dotted lines around the cells

· this means you have copied the data

· click on cell A6 and do a paste

· you can do a paste using the paste icon OR the shortcut control V

· you have now copied and pasted data 

· do you see the copies - you have two copies of the same data

To Cut Step 2 

· select the cells A6:C6 (this is where you placed the copy of the data)

· select the cut icon OR shortcut control X

· you will see dotted lines around the data

· click on cell A9 and do a paste

· you can do a paste using the paste icon or the shortcut control V

· look what happened - you only have one copy of the data 

· you just cut the data and placed it elsewhere

Delete - Step 3

· too, too easy

· select the data

· tap the delete key you find above the arrow keys on your keyboard

· poof - gone!

· you can also delete using the HOME tab – DELETE icon after you select the data you want to delete

Shortcuts throughout the Office Suite are the same 

NOTE THE control ~ It is important 

Shortcut (ctrl means control key)

What it does

ctrl+c

copy

ctrl+v

paste

ctrl+x

cut

ctrl+z

undo - my favorite!

ctrl+p

print

ctrl+k

delete

ctrl+~

~ is a tilde

found right above the tab key

show formulas

instead of seeing numbers you will see formulas;

to return to the numbers - ctrl+~ again

right click on a cell, right click on a range

you will be given many of the same options that the shortcut keys give you

TIP:

Practice this, practice this, practice this!!!! Make up some numbers, do a calculation and then copy the data, cut the data and delete the data.

Working with Dates

There is an assignment here - when you are ready email me for the dates assignment. When you have completed this section on dates you are ready to explore formatting.

Dates in Excel are either volatile or static. Volatile dates change. This means that if you put a date on a spreadsheet using a volatile function, the next time you open the spreadsheet it will show that day's date. Example: if you use a volatile date function and prepare a spreadsheet on say April 15, 2008, close the spreadsheet and open it on April 20, 2008, the date that will show will be April 20, 2008.

IF you want a date to be static, that is stay the same, you type or key the date in.

I tend to use static dates more because many times I am generating a spreadsheet that requires input from various people. By keeping the date static, each of us who work on the spreadsheet can save the spreadsheet with a date. Example: say I created a spreadsheet on April 15, 2007, I would save the spreadsheet as taxes_april15_2008CK.xls. This tells me the spreadsheet was generated on April 15, 2008 and the initials after 2008 tell me who did the work. The next person who looks at the spreadsheet and makes some additions could save it as taxes_april20_2008EG.xls and so on.

It does depend on what you are doing as to whether you use a volatile or static date.

The paste function (fx) has a date and time category. You can select NOW or TODAY to generate volatile dates. Example:

Try it!

· enter a volatile date in cell A1

· enter your birth date in cell A2

· select cell A3

· subtract A1 from A2

· you will get a date as an answer

· select the "answer cell" AND go to HOME tab – NUMBER (click on the diagonal arrow)
· select number

· the date has now changed to a number

· AND, that number is the number of days you have been on this wonderful planet Earth

· Do you see - why a volatile date would be used in this instance?

Formatting
Excel is an interesting program. Not only do you have to be sure that your formulas are correct and that you have all the data needed in the spreadsheet, you have to format the spreadsheet so that it is easy to read. You have to format a spreadsheet so that it can be understand by others who may not be familiar with Excel but need the data to make sound decisions.

TIPS:

· use color sparingly

· do not use red unless you have negative numbers

· change font size for titles and column labels 

· use the B (bold) formatting for titles and labels

· put a double line under the final total in your spreadsheet

· label your sheets (XP lets you change the color of the labels - cool!)

· check your spreadsheet by printing it out, does it look good?

· answer this question: should you print with gridlines showing or column and row headings showing? 

Things you can do:

· merge and center

· borders

· highlights

· inserting rows and columns

One thing you can do is merge and center the title. What this means is that you can have the title centered only over the data in your spreadsheet, or even parts of the data.

· decide on the area you want to have Excel look at to merge and center the information

· if I have data between cells A1 and G1, I would select cells A1:G1

· then I would select the merge and center icon (the one with the letter A and arrows)

· Voila - done!

Using borders
Excel users use borders to help readers read and understand data. To work with borders, use the border icon in the toolbar.

Highlighting cells

You can highlight cells by:

· select the cell

· click on the paint icon arrowhead

· select a color and you are done!

And to give color to text:

· select the text

· click on the text color icon (colored letter A) arrowhead

· select a color and you are done!

AND, you can even do a title in WordArt

to find WordArt, be sure your drawing tools are out

where to find these tools: View-Toolbars-Drawing or select the draw icon (it has color, has the letter A and a cylinder

just follow the directions - this is too, too easy!

Inserting rows and columns

Sometimes you look at a spreadsheet and see that you should insert a row or column to make for readability. AND, more importantly, sometimes you see that you need to insert a row or column to help others understand the spreadsheet.

This is just 2, 2, EZ!

to insert a row

· select the row number

· HOME tab - INSERT icon – Insert Sheet Rows
· Excel automatically inserts a row ABOVE the row selected

· this tells you, to think where you want the row to go

to insert a column
· select a column letter

· HOME tab - INSERT icon – Insert Sheet Columns
· Excel automatically inserts a column to the LEFT of the column selected

· this, again tells you, think where you want that column to go

Linking

when you complete this page and the assignment (remember to email me for the assignment), you are ready to move on to step 3 Working Smarter. This is where you will begin to work with the "heart" of what Excel can do.

In this exercise you will link data from Excel to Word. Remember, the power of Excel is when you change any of the data, Excel updates all the formulas based on this information automatically. NOW, let's say you have some information in Excel that will constantly have changes (example: sales report). You have been asked to create a word document with this data in the document.

What to do? You could copy the Excel data and then open a Word document and paste. BUT, every time a change was made to the Excel data, you would have to go back to Excel, copy the data and paste it again into the Word document. Not much fun if you have to do this several times a week or month.

But wait, there is an easy way to do this. You can LINK the data between Excel and Word. What happens when you link is that when you work on the Excel data and make changes, that information will AUTOMATICALLY be updated when you open the Word document. Yes, that is true and just pure magic! If you have linked the data between Excel and Word, when you make changes in Excel and then open the Word document it will ask you if you want to update the information. Naturally, you will say YES!

How to link information between Excel and Word:

· select the Excel data you want to appear in the Word document

· copy this information: copy icon, Home tab - Copy, or ctrl+c
· open Word to a new document

· do not be too quick with this part: you are in Word

· go to the Home tab and select PASTE SPECIAL

· a dialog box appears

· start at the left of this dialog box and select PASTE LINK

· LOOK to the right now 

· with luck Microsoft Excel Worksheet object will be highlighted

· if not, then select Microsoft Excel Worksheet Object by clicking on the words Microsoft Excel Worksheet Object

· click OK and you have linked the two documents

To test this:

· go back to your original Excel document

· make a few changes in the numbers and SAVE

· close Excel

· open the Word document that you did the PASTE SPECIAL 

· check it out - Word asks you if you want to update the information

· in some cases the data is just updated without you being asked anything

· say YES and the magic happens - the data is automatically updated

Practice:

· In Excel - key in this data in cell A1:B2: (cells A1,B1) 123, 456 and then 789, 456 (cells A2,B2)

· copy the data

· open Word and do a paste special (see above)

· close Word

· go back to your Excel data and change cell A1 to 789 and cell B2 to 123

· save 

· now, open your Word document and watch what happens

