WORKING SMARTER


You now have learned so much about Excel. Are you proud of what you can do? 





Now, take a minute to look at what we are going to do now. Look to the left to see what your next adventures in Excel will be. When you finish this part of Excel you will be ready to move on to the more advanced features of what Excel can do.





Let's start this adventure with Operands. There is an assignment with this, so remember to email me.





We know =10+12 tells Excel to add 10 to 12


We know =12-10 tells Excel to subtract 10 from 12


We know =10*12 tells Excel to multiply 10 by 12


We know =12/6 tells Excel to divide 12 by 6


BUT what does this tell Excel: =(4*8)/(5-3)? This tells Excel to multiply 8*4 and then divide by 5-3





The thing to remember with Excel is that mathematical operations are performed in the same order as they are in algebra.


Sounds frightening - but easy to remember if you follow these rules:





instructions within parenthesis are completed first


Multiplication and division are performed before addition and subtraction


Operations at the same level (example: addition and subtraction OR multiplication and division) are completed from left to right





Some examples: See if you can work them out and come up with the same answers. REMEMBER the rules above.





Look at the first two lines below- see the difference parens make? 





In the first line, Excel just moves along doing the operations. 





In the second line, Excel performs the operations within the parens first. Here Excel multiplied 4*8 first and then added 15 and then divided that by the difference between 5-3.





Formula and result





=4*8+15/5-3		32





=(4*8)+15/(5-3)		39.5





=4*(8+15)/5-3		15.4





=(4*8+15)/5-3		6.4





=4*(8+15/(5-3)		62





Understanding Excel's error messages and a look a the right click


Look at the following error messages - they will help you in understanding where you may be having problems with Excel.


Excel gives these error messages when something is not quite right


Usually they appear after you have done an AutoFill or if you used a relative cell reference when you should have used an absolute cell reference.





Knowing what these messages mean can help you rework Excel so there are no error messages





N/A


stands for no value is available





NAME


Excel cannot recognize a name. It may be that the name was misspelled or a colon was omitted when defining a range (A10A33)





NUM


indicates a problem with a number





REF


displays when reference is made to an invalid cell 





VALUE


displays when the wrong type of formula is entered





DIV/0


displays when a value is divided by zero





A look at the right click





Using a right click on cell opens a pop-up menu where you can select various options of what you would like to do. If you select copy, the cell will be copied. Then if you right click on another cell you can paste the data from that cell into a new cell by right clicking and selecting paste.





POWER USERS use the right click.





IF statements


there are assignment with this - email me for the assignments





What are IF statements and where are they used?


IF statements are logical statements. They are often used when certain conditions must be met. An example could be: a bonus is given to salespeople selling more than $1000 worth of products. IF statements


compare the sales of each person and enters the bonus earned.





IF statements are written this way: =if(A1>=1000,4%,"")


=if( begins the IF statement


then comes the condition - say $1000 is the amount of sales needed to earn a bonus, the IF statement would


now look like this =if(A1>=1000


here you are saying IF the number in A1 is greater than or equal to 1000


BIG TIP - do not use commas in numbers - commas tell the IF statement that you are ready to move on


now, you want the IF statement to give a bonus of 4% if the sales are $1000 or more, SO the IF statement


would read =if(A1>=1000,4%


note the comma, the comma reads then. The statement reads this way so far: if A1 is greater than or equal to $1000 THEN the person will receive a 4% bonus


to finish the IF statement you have to let Excel know what happens if the number is less than $1000


SO, you put a comma after 4%, this tells Excel then =if(A1>=1000,4%,


And lastly you can either do one of the following "" means leave the cell blank, 0 would tell Excel to put a zero in the cell


the formula now looks like this: =if(A1>=1000,4%,""


You finish the IF statement with an ending parenthesis )


The finished IF statement looks like this: =if(A1>=1000,4%,''")





You have keyed in an IF statement





You can also use the paste function icon to do IF statements. 





Let's do the same example where we want Excel to tell us whether the number in a cell is "four". And, if it is not a four Excel will say "not a four"





The steps:





click on the cell where the answer will be displayed


either select the fx icon or go to the INSERT menu and select Paste Function


a box appears - look to the left and select logical


then look to the right and select IF


click OK


another box appears


in the first blank - the logical test - click on the cell that has the data and then KEY IN what you want to have happen


example: A1=4 (here you clicked on cell A1 and keyed in =4)


in the next blank, key in what you want to have Excel do if this is true


example: we want Excel to say four, SO we key in "four"


in the next blank, key in what you want to have Excel do if it is not true


example: we want Excel to say not a four, SO we key in "not a four"


click OK and the formula is done





Charts


email me for the assignments





The fun part of Excel! And, so easy to do too.


Charts give a visual representation of information.


Charts in Excel are just too easy to do.


Email me for a chart sample. Be sure to check both sheet tabs of the sample.





The basic steps involve doing the following:





select data


click on the chart wizard icon


select a chart type


follow the wizard's four steps


and that is it





When you complete a chart, it appears on your spreadsheet. You can move the chart by clicking on the chart, holding the click and moving the mouse.





You can also change your chart, even after it is done. Select your chart, click on the chart wizard and select a different chart format.





Some things you can do with charts - you can select only the data you want to display by holding the control key down and dragging through the information you want to show AND you can change the colors in the chart by double clicking on any part of the chart and following the dialog box. TIP: try the fill effects. 





TIP: the chart you chose MUST display the information (data) in a meaningful way so everyone understands the data immediately! You will find that most companies use bar charts and not pie charts. 





AGAIN, charts are easy. Select the data, click on the chart wizard, go through the four wizard steps and you are done.





The wizard four steps are:





step one: select the chart type


step two: chart data - you can select rows or columns. The default is rows as this is what most chart users do


step three: a tabbed dialog box - you want to be sure to work with the title tab - this is where you can give your chart a title and labels. You will have to play with the labels to see which you like the best with your data.��If you are doing a pie chart, be sure to work with the data labels tab in step three.


step four: select finish and you are done.





Database and quiz


there is a database assignment to complete first and then the quiz - remember to email me for the database and then the quiz





Excel is also used to manage lists of information (databases)


What makes Excel powerful in list management is that it can sort and filter information. This means Excel can give you precise information from a long list.





The basic steps involve doing the following: email me for the practice database





Click in a cell


Data Menu and select SORT


A sort dialog box appears


Select how you want your information sorted and click OK





The sort dialog box gives you several options for sorting.


when the box opens you see sort by - there is a box there with a down arrowhead at the end. This is where you select how you want Excel to sort . In a list - would it be by last name, city, state or? You have to decide


then there is another category - then by - Excel will sort first by the first box and then by the second box and then by the third box


use the down arrowheads to select the categories you want Excel to sort by


use the practice database for this - you might want to make several copies of the original practice database - then you can practice and practice and practice





Sorts are fun, but there is more you can do too. 


You can filter information. This means coming up with a precise list of information.





Example: what if I wanted a list of people who only lived in San Jose or had a zip code of 95114 or had the last name of Smith? This is when I would filter the list for specific information.





How easy is this to do? Very easy.





Make sure your cell is selected


Data menu and select Filter


Then select autofilter 


Excel now takes you back to your database


Look carefully, you will see arrowheads beside each column or label heading


Click on the arrowhead and select what you want - it could be a city or a zip code or even a state


Excel now performs its magic and gives you a list of what you selected


To undo - select ALL from the selection when you use the arrowhead


Want to get back to your original database - DATA menu, select FILTER and then select SHOW ALL





So far you have sorted and done some filtering of information. Now, you will do a custom filter. What does a custom filter do? What if you looked at your list and wanted to know who lived in Palo Alto and Redwood City and have that information come up in a list? 





You can do this too - this is where you use a custom filter.


Remember - we have taken a database and done an autofilter. To do a custom filter you need to have completed an autofilter.





The steps: you really have to do this to see how it works





click on the arrowhead beside the label you want to custom filter. This means if I were working with cities and I wanted to know all the people who lived in Redwood City and Palo Alto I could do that with a custom filter


select custom and a dialog box appears


city is selected because I chose to work with cities


city equals - in the blank area (white area) click on the arrowhead and select Palo Alto


then in the middle of the box you have to select either AND or OR


think this way, if I select AND it would mean I would have to live in Redwood City and Palo Alto - how can I do this? So, I would select OR


and in the last part - city equals - go to the arrowhead and select Redwood City


click OK and you will have a custom list of those people who live in Palo Alto and Redwood City





Quiz





email me for this project





SMILE, you have completed the introductory part to EXCEL. You are now ready to pursue the more advanced features of Excel. You can do this by clicking on the words Moving On that you see right here OR you can select Moving On from the navigation bar at the bottom of the page.


