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Overview
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Overview

Excel is a Spreadsheet program
that allows the user to create
many types of spreadsheets for
all occasions.

To open Excel

1. Click on Start. Menu will ap-
pear.

2. Click on All Programs.
3. Click on Microsoft Excel.

4. A blank worksheet appears.
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Excel 11 Setting up the Spreadsheet HCC + IT3

Setting up the spreadsheet
Setting up the spreadsheet is
A, B C D

important to do before adding

formulas to the spreadsheet.
1 Name Hours Rate Salary
2
1. In cell Altype Name in bold i
letters. |:> 5 TOTAL
2. In cell B1 type Hours in bold ? Average Pay <:|
letters. |:> g [Min hours
3. In cell C1 type Rate in bold 19|:| Max Hours ::l
letters. |:> 11 |Ceiling Rate
. . 12 Floor Rate < |
4. In cell D1 type in Salary in N
bold letters.

5. In cell A5 type TOTAL in bold
letters.

6. In cell A6 type Average Pay in
bold letters.

7. In cell A8 type Min hours in
bold letters.

8. In cell A9 type Max hours in
bold letters.

9. In cell Alltype in Ceiling rate
in bold letters.

10.1In cell A12 type Floor rate in
bold letters.
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Inputting data

Input the data into the spread-
sheet that will be used for cre-
ating the formulas.

1. In cell A2 type Joe.

2. In cell A3 type Sally.

3. In cell A4 type Tom.

4. In cell B2 type 28.

5. In cell B3 type 35.

6. In cell B4 type 15.

7. In cell C2 type 10.58.

8. Incell C3 type 11.75.

9. In cell C4 type in 9.45.

A B C D
Name Hours Rate Salary

Jos 2% 1058
Sally <:| ¥ 1175
Tom 15 945
TOTAL

Average Pay

=
=

Min hours
Max Hours

o0~ M | L) R =

11 |Ceiling Rate
12 |[Floor Rate

A C D
Name Irs Rate Salary
Joe 25 .55

oally 35
Tom |:> 15 9.45
TOTAL

Average Pay

o

Min hours
Max Hours

W00~ m = Lk =

11 Ceiling Rate
12 Floor Rate

A B [ D

1 Name Hours ate Salary
2 |Joe |:§ 10.58

3 Sally 35 11.75 <

4 Tom [:::>> 9.45

5 TOTAL

b Average Pay

7

g Min hours

4 Max Hours

10

11 Ceiling Rate
12 'Floor Rate
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Using the AutoSum Icon

The AutoSum icon is used for
totaling a range of cells.
AutoSum also allows the user
to use other functions that are
associated with this feature.

1. Click on cell B5.

2. Click on the AutoSum button on
the toolbar. This brings up the
sum function. Depending on
where numbers are, Excel tries
to create a range of cells that it
thinks will be used.

3. Using the mouse, select the
range of cells that are going to
be added up (B2-B5).

4. Once selected, click on the
Enter key on the keyboard.

{\

= v | & - b3
FLOCR, - xl_lf:; =SLIM(BZ:B4)
A C D E FL|
1 'Name HouM  Rate Salary
2 Joe TE ioss
3 | Sally { 35 11.75
4 | Tom L 154 a
5 TOTAL =
6 |Average Pay [sUM{number1, [nimberz], ...} ]
7
8 |Min hours
9 |Max Hours
10
11 | Ceiling Rate
12 |[Floor Rate
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Average Formula

In this example we will find the
average of the rate of pay for
the employees.

1. Click on cell C6.

2. Click on the down triangle to

the right of the AutoSum but-
ton. This displays a dialog box.

Select Average.
The formula is entered into the
cell, showing the range of cells

that will be used.

Select cells (C2-C4) for the
rates of pay for all employees.

Select Enter on the keyboard.

The average for the range of
cells is in C6.

A B =
1 Name Hours Rate
2 Joe 28 10.55
3 Sally 35 11.75
4 Taom 15 9.45
5 TOTAL Bi=:
E Average Pay |_>

>

Lverage

_ounk
Max

Min

More Functions, ..

FLOOR, * X A& =AVERAGE(CZ:C4)
A, B C D E
1 Name Hours Salary
2 Joe
3 Sally <:|
4 Tom
5 |TOTAL
b Average Pay =AVERAGE(CZ C4)
7 YERASEMmumberl, [number2], ...0
g8 Min hours
4 Max Hours
10
11 |Ceiling Rate
12 Floor Rate
A B C
1 Name Hours Rate
2 Joe 20 10.58
3 oally 35 11.75
4 |Tam 15 9. 45
5 |TOTAL Ja
5 Average Pay | > 10.59333
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Multiplication Formula

In this example we will figure
out the Salary amount for each
employee.

1. Click on cell D2.

2. On the keyboard click on the =
equals sign. This tells Excel
that a formula is being formed.

3. After the equals sign, type an
open parenteses.

4. Type in the first cell referece
that will be needed B2.

5. Select the astrick symbol *
(which stands for multiplica-
tion).

6. Type in the second cell refer-
ence that will be used C2 and
close the parenteses.

7. On the keyboard, click Enter.
8. The salary has been calculated.

9. Using the fill handle to the right
of the box, drag it down to the
last employees cell and that will
calculate the salary for each
person based on the formula
put it.

1 |Name Hours Rate Sala
2 Joe 23 ‘IIII.EB|:|
A B C D
1 MName Hours Rate Salary
2 Joe 23 10.55]=
A B C D
1T |Name Hours Rate Salary
2 Joe 23 10.68|=(B2"C2
A, B C O
1 Name Hours Rate Salary
2 Joe 23 10,55 25k
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Minimum Formula

This formula returns the mini-
mum number in a range of se-
lected cells.

Using the spreadsheet that was
created for Employee Hours and
Rate of Pay. Find the Minimum
hours worked in this department.

1. With the spreadsheet created
open, In cell A8 type in Min
Hours.

2. Click on cell B8 to highlight it.

3. Click on the down triange next
to the AutoSum button and
select Min. A formula will app-
ear in cell B8.

4. With the mouse, select the
range of cells to be used in the
formula (B2-B4).

5. On the Keyboard, click Enter.
6. The Minimum Hours worked out

of the range of employees se-
lected will appear.

PN SHY ih@-Td o & T -4 il
A =j0 ~ B F 0 H & = S
B - = frearaga
& E I [ E F Gk
I Mameg Hours Rtz Salary oo
z e L = W
3 | Saly £} 11.75 41125 Ll
T T
;. 'I'u-I]-.I"I'AL 1: B4 Eue e Rt
IE'- Encpannn Fay 10 G
;3 Win hours
A
1 MName H_I_J_I_JE____ R
2 Joe A
3 =ally j 355
4 | Tom o 15¢
5 [TOTAL =
b Awverage Pay 1
7
8 Min hours |:M|N§E:2:E:4'H

!
|_B Min hours 15
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Maximum Formula

This formula returns the maxi-
mum number in a range of se-
lected cells.

Using the spreadsheet that was
created for Employee Hours and
Rate of Pay. Find the Maximum
hours worked in this department.

1. With the spreadsheet created
open, In cell A9 type in Max
Hours.

2. Click on cell B9 to highlight it.

3. Click on the down triange next
to the AutoSum button and
select Max. A formula will app-
ear in cell B9.

4. With the mouse, select the
range of cells to be used in the
formula (B2-B4).

5. On the Keyboard, click Enter.

6. The Maximum Hours worked

out of the range of employees
selected will appear.

10

Do &40 % L # -2 B E B A M
Axiad -1 - B F W E W T
=] = & A

3 E C D E F -
1 Mame Hours Faiw Salary Vi
F AT | 1058 X604 =
3 | Sally ] M 41125 M
4 T 15 945 141.75

Fioee Frciions

L | TOTAL TH
B Avetage Pay 1055333
T
2 Mii hoiirs 15
9 May Hewes

§7

A B
1 Name Hours Rat
2 Joe T"’"ié’;‘
3 | Sally E 354
4 Tam | |
2 TOTAL =
b Average Pay 10.5
7
3 Min hours 15
9 |Max Hours [=MAXIEZ: B4
59 Max Hours 35
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Types of Charts and their Uses

1. Area -
2. Bar -
3. Bubble -

4. Column -

5. Cone -

6. Cylinder -

7. Doughnut -

8. Line -

9. Pie -

10. Pyramid -

11. Radar -

12. Stock -

13. Surface -

14. XY (Scatter)

An Area chart emphasizes the magnitude of change, rather than
time and the rate of change. It also shows the relationship of part
to a whole by displaying the sum of the plotted values.

A Bar chart shows individuals figures at a specific time or
shows variations between components but not in relationship to
the whole.

A Bubble chart compares sets of three values in a manner similar
to a scatter chart with the third value displayed as the size of the
bubble marker.

A Column chart compares seperate (noncontinuous) items as they
vary over time.

A Cone chart displays columns with a conical shape.
A Cylinder chart displays columns with a cylindrical shape.
A Dougnut chart shows the relationship of parts to the whole.

A Line chart shows trends and change over time at even
interverals. It emphasizes the rate of change over time rather
than the magnitude of change.

A Pie chart shows proportions and relationships of parts to the
whole.

A Pyramid chart displays columns with a pyramid shape.

A Radar chart emphasizes differences and amounts of change over
time and variations and trends. Each category has its own value
axis radiating from the center point. Lines connect all values in
the same series.

A Stock chart shows four values for a stock - open, high, low, and
close.

A Surface chart shows trends in values across two dimensions in a
continuous curve.

- A Scatter chart shows either the relationships among numeric
values in several data series or plots the interception points be-
tween x and y values. It shows uneven intervals of data and is
commonly used in scientifc data.

11
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Creating a chart

1. Incell Al type in Name.

2. In cell B1 type in Score 1.
3. In cell C1 type in Score 2.
4. In cell D1 type in Average.

5. In cells A2-A6 type in the
names Sarah, Joe, Barbara,
Celeste, and Randy.

6. In cells B2-B6 type in the
scores as follows: 98, 75, 64,
80, and 88.

7. In cells C2-C6 type in the
scores as follows: 89, 88, 95,
75, and 77.

8. Create a formula in cell D2
that will get the average of
cells B2 and C2.

9. Use the fill handle to drag
the formula down to all the
names in the list.

Now that we have created the

spreadsheet to go with the chart
we are ready to create the chart.

12

-

A
1 Mame score T Scare 2 Average
2 Sarah 83 g4 H3.5
3 |Joe /5 83 81.5
4 Barbara b4 55 /9.5
5 Celeste gl fis /7.5
b | Randy g 7 825

i

f

E =AvVERAGE(B2:C2)

i
S core 2

g9
8o
S5
fis
i

]
Averane
93 .51
81,
79
s
g2.5




Excel Il Creating a Chart HCC + IT3
Creating a Chart A = C b
1 |Mame ocore 1T Score 2 Average
1. Using the mouse select and |:> 2 |=arah 9a 89 93.5
highlight all cells with informa- 3 |oe 75 88 81.5
tion in it for the chart. 4 |Barbara B4 k5 55LE
5 |Celeste sl = 75
2. Click on Insert on the Menu b |Randy 85 77 g2.51
bar. <
3. Click on Chart.
| Alnsert | Format  Tools D
or
iZells...
4. Click on the Chart Wizard R oS
button on the Standard -
Toolbar. Calumns
Workshest
5. The Chart Wizard appears. e
6. Under Standard Types, select curhil
the type of chart to be used. —
7. In this example, select column. : [ﬂ
8. Select the first chart in the
second row.
9. Click Next. Tan el s R R A P e __Jﬂ

Standard Tyvpes \ Cuskom Types

Chart type:

0y §

™

B bar
|ﬁ Line

Q@ Pie

o AY (Sratber)
by #rea

@ Doughnut
by Radar

i surface

8 EBubble

[ﬁ;ﬁ_ Stack.

Chart sﬁ- e

=

Press and Hold to Yiew Sample |

Chustered Calumn, Compares values across
categories.

L

7

o

Cancel

N
_|>| Mext = | Finish |

13
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:>£nﬂr! 1 B S o S RO T T T P B Jg

10.The Chart Wizard shows what =T 2T <:|

the chart will look like. -
11.The Data range is the selected - S—

data from the spreadsheet. To pd ri

change the information click on -

the box to the right of the high b

g A Basoay b =3y

lighted area.

12.To change the way the rows and
columns appear, click on the
appropriate circle, and it will
change to that view.

13.Click on the Series Tab.

14.The Series box shows the col-
umn headings that were se-
lected from the spreadsheet.

15.Across from that is the Name
box and the Values box for
the highlighted Series. The
boxes show where on the
spreadsheet this information
came from.

16.The Category (X) axis labels
are the names of the employ-
ees. Click on the box to the
right to see on the spreadsheet
where they came from.

17.Click on Next.
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Chart title allows the user to put
a title at the top of the chart. o W zarg Step g d el g prians, .:.Ig'
Tme | Aars | Griches | Legend | Deimisbel | Cabs Tabls
Category (X) axis allows the Chast g
. I-"* [—— L T
user to put a title underneath L
the X axis or along the bottom N -
of the chart for that informa- i n
tion. | E
ks (B0 3
e .
Value (Z) axis allows the user to S
put a title to the left side of the
hart representing those values.
cha eprese 9 ﬂ Cancal coack | Mexs | ek

Click on the Legends tab.

Here is where the placement of
the legend can be adjusted.

Il

Tikss [

F Shora mgmrad
Fiscarmsnt,

1 Baifons
™ Tep
# Right

I Laft

o S L P o R A

fptlorTs 7[>}
ifines [Lagand || s Labets | [usts Table |
Ea
-
s
n
[T
Jumers 00 ~TT
‘_' i Towrn
5: cheardng
|
|
Carenl o ke Pimct = [mnish
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6. Click on Data labels. | ‘
AT e g PR R IN @l
7. This allows the user to add mes | s | Gl | Lgand S o et |
labels on the chart depending o et )
on what information is needed. |:> I Jeienrarse T usies
I Calmgory nama =
. I s i | T — .
8. Click on Next. r E HEHHITH
' o[ Ll |
9. The last step is to put the chart gy — ~HEHN Bl HE E
in a specific location. L ramn —reman s
r gl pres
10.If the chart should go into a
new sheet, click on the circle. 3 Carecai « ek Lrah
11.1f the chart should go into a

worksheet as an object then
click on this circle.

12.Click on Finish.

13.Final chart as an object in the
spreadsheet.

16
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1 Name Scome ! Scoel  Awamge
2 Sarah b =] 56
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S (Ciesie =1 75 7758
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