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Introduction to Excel

The Excel Environment

Title Bar
The title bar is the blue bar at the very top of the window. The title bar indicates which Microsoft
program is being used and title of the current document. In the example below you can see that the

GAGES 27F ( KaBpleB@eoddn¥eBy 0 yARA GKS LINPINI Y basb Ay I dza

Sample Spreadsheet.xlsx - Microsoft Excel

Open Office Button
The open Office Button is located in the upper left corner of your screen. The button holds
many of the same commands found under the file menu in previous versions of Excel. Click on

it to see commands for New, Open, Print, Save, etc.

Quick Access Toolbar
The Quick Access Toolbar is a place reserved for the commands you use most often.

Save, undo and redo are included by default but additional commands can be added

simply by right clicking the appropriate icononaribbon YR a4 Sf SOGAy3 4! RR (2

Ribbons

Ribbons hold all the commands used to format and manipulate text, numbers and formulas in Excel
2007. There are eight main ribbons that can be accessed by clicking the appropriate label. Additonal
ribbons will appear when an object requiring their use is clicked on. For example when you click on a
piece of clip art, the picture ribbon will appear. Excel 2007 does not allow the user to modify the
ribbons but frequently used commands can be added to the Quick Access Toolbar.

Home
! Cut ST lI=

J & Calibri 11 v A A = =|[¥-| | = wWrap Text General -

53 Copy
Paste B I U~~~ A= = =||iE £E|| 5 Merge & Center = ||| $ =~ % » [|%8 %8
- # Format Painter = = — == =ll==1s 1z o 200 4.0
Clipboard (] Font IF] Alignment IFi Mumber IF]

Groups

Groups are collections of commands that are available on the Ribbon tab you have selected. Groups
change depending upon which tab you have selected on the ribbon. For example the Clipboard group
above contains the paste, cut, copy and format painter commands.
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Name Box

The name box is found between the spreadsheet and th
ribbon. It is a small box that displays the cell reference of Iil °
the cell currently selected. T

£ |

Name Box

Formula Bar
The formula bar displays all the formulas or pieces of text contained in a cell. Click on a cell and the
contents will be displayed in the formula bar.

f;‘ |

Horizontal and Vertical Scroll Bar
The horizontal scroll bar is located near the bottom of your page; the vertical scrollbar is on the right.
The scrollbars allow you to quickly move up and down and left and right within your document.

Spreadsheet (worksheet)

The spreadsheet portion of the page is comprised of columns, rows and headings. Columns are vertical
and labeled with letters; rows are horizontal and labeled with numbers. A cell is the point at which a
column and row intersect. Cells are referred to by the cell reference, the letter and number that
represent where the cell is on the spreadsheet. For example, the cell in the upper left corner of the

spreadsheet is cell A1. Cells can hold data or formulas; formulas will perform calculations on the data
stored in cells.

Workbooks

A workbook is a series of related excel worksheets. Any time you open an excel file you are actually

opening a workbook. By default, when a new workbook is created it has three sheets. However, you

can add or delete sheets so that the information presented is well organized. For example, an annual
budget workbook could be created to include thirteen worksheets, twelve for each month of the year
and a totals worksheet.

View Buttons

The view buttons are located in the bottom right portion of the screen and allow a user to see a
document in different ways. It is important to remember that even though your document may appear
different, nothing has changed. A document in print layout view will print exactly the same way as it will
in normal view. See the table below for a description of each view.

Normal View. view the spreadsheet in normal view

Page Layoutview document as it will appear on the printed page, includin
headers, footers, etc.

Page Break Previewiew a preview of where pagesll break when
document is printed

= EEL
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Zoom Level

This allows the user to zoom into the spreadsheet. Click the plus sign ® to zoom in, or the minus sign

E) to zoom out. The slider can also be used to zoom in and out of the document.

Get Help Using Word

Excel 2007 has a built in help feature that is able to provide
answers and step-by-step instructions to questions or
problems you may be experiencing. The help feature can

be accessed by pushing the help icon in the upper right

|E|

corner of the screen.

Help Window

The help window lists a variety of topics that users
commonly need help with. Click on the appropriate heading
to get a list of subtopics related to the main heading. Click
the desired topic to receive information and instructions on
completing the task described.

If none of the topics provided seem to fit your need, a
search field is provided at the top of the window. Simply
type in a topic with which you need help and a list of
possible solutions will be provided.

Working with Spreadsheets

Entering Data
Text and numbers can be entered into cells in two ways.

Method #1

L2}

0% @ & AMe |

+ J Search -

What's new

Installing

File conversion and compatibility
Waorksheet and Excel table basics

Function reference

Summarizing, consolidating, and
outlining data

Importing data
What-f analysis
Charts

Macros

Automation and programmability

Getting help
Accessibility
Workbook management

Formula and name basics

Filtering, sorting, and conditionally

formatting data
validating data

PFivotTable reports and PivotChart
reparts

Working with XML
Security and privacy
Excel and the Web

Activating Excel

Customizing Working in a different language
Add-ins \imekima it Arankice j
E— | offine s

1. Double click in the cell in which you would like the data to appear, the blinking insertion point

will appear in the cell.
2. Type desired data into cell
3. Press Enter on your keyboard

Page 3



Method #2
Click the cell you would like the data to appear in.

1.

2.
3.
4

Click in the formula bar near the top of your screen. (see picture of the formula bar above)

Type desired data

Press Enter on your keyboard

Editing Data

If data is entered incorrectly, it can easily be modified.

Method #1
Double click the cell that needs editing.

1.
2.
3. Use your keyboard to delete old data and retype new data

Use your keyboard arrows to move to the exact location in the data.

Method #2
Click the cell that holds the data to be modified.
The data will appear in the formula bar.

1.

2.
3.
4

Insert the mouse pointer in the formula bar.

Use your keyboard to delete old data and retype new data

Fill cells with a series of data

Using the Fill Handle

The AutoFill feature (also known as sequencing) is a great way to enter data into several cells at once.

AutoFill will fill in days of the week, months of the year, or any pattern of numbers with just a couple of

mouse clicks.

N =

Enter the first piece ahformation into a cell.
Select the cell.
Not e:
cells will need to be selected.

Locate the small black square in the lower right corner of the cell.

Wh e n

using

aut o

f

t

(0]

add

number s

Click and drag the hanglito a new location in the worksheet. You will see the additional

information appear in fly out boxes as you drag.
Release the mouse button to fill in cells with data.

L s o e

A

B

Ir'\.ﬂondag _I

Fill Handle

E
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A [Click handle here j E E [release handle here j
1
2
3 |I‘flonday AN
4
5
A B C L Completed Autofill J G H I
1
2
3 Monday Tuesday WednesdiThursday Friday Saturday Sunday
4
5

Using the Fill button
Some individuals may find the fill handle to be small and difficult to move. _
Excel has made sure that this helpful feature can be accessed through the Fill

ribbon. @] Down
I=| Right
Copying text 3
The fill button allows the user to copy text from one cell and paste into @] Lett
many other cells very quickly.
1. Enter Text into the first cell. series.,
2. Hit Enter on the keyboard Justify
3. Select the Cell that contains the text that was just entered.
4. Click and drag to select the cells that you wish to fill with the copied data. See example below.
2 luwo |

5. Activate the Home Ribbon

6. Click the Fill button in the Editing group

7. Select Down, Right, Up or Left depending on where the highlighted cells are in relation to the
cell containing the text. Inthe above example, click Right

8. The text will immediately be duplicated to the selected cells

P |UWG UwWao UwWao UwWao UwWao UwWao UwWao UwWao UwWo |
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Fill a Series

Just like the fill handle could be used to complete the months of the ed b
year, days of the week or any other numerical pattern, the fill button eries in Type ake unit
can also be used. & Rows " Linear @ Day
" Columns " Growth " Weekday
1. Enter a piece of text into a cell {r Date " Monith
2. Hit Enter on the keyboard e Lty
3. Select the Cell that contains the text that was just entered. ™ Trend
4. Activate the Home Ribbon Step value: Stopvalue: |
5. Click the Fill Button in the Editing group ITI Cancel |
6. Click Series. The dialog box pictured at right will appear.
7. Enter information as needed

a. Seriesin:
i. Rows: will keep all data in one row, populating each column with a different
piece of information.
ii. Columns: will keep all data in one column, populating each row with a different
piece of information.

i. Linear: This will add step values to the original value until the stop value is
reached. Example: 2,4,6,8,102 MH XD O
Note: subsequent cells can be selected in place of supplying a stop value, text
will then be added to cells based on the number of cells that were selected.

ii. Growth: This will multiply the step value by the previous cell value, starting with
your original number and ending with the stop value. Example: 2,2 y 2 MCZ OH
Note: subsequent cells can be selected in place of supplying a stop value, text
will then be added to cells based on the number of cells that were selected.

iii. Date: When a date is used as the original value, dates can be added by selecting
cells and a date Unit, or by using step and stop values.

iv. AutoFill: To enter information such as Days of the week or Months of the year,
select cells and choose AutoFill to complete the series.

Navigating in Your Worksheet

Use the Mouse To:

Vertical Scroll Arrow® Move the worksheet display up or down one row at a

time
Horizontal Sroll Arrow W B E/I”?\e/e the worksheet display left or right one column &
Hold down the mouse button on the horizdmar Continuously move the worksheet display horizontally
vertical scroll arrow or vertically
Click the horizontal or vertical scroll bar Move the worksheet display one screen at a time

Move rapidly vertically ohorizontally through the

Click and drag the scroll handle
worksheet area

Click in the Name box, type the cell reference, hit ent

Move to a specific cell in the worksheet
on your keyboard.
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Use the Keyboard To Move the Active Cell:

Arrow Keys One cell at a time to the left, right, u, down
Home Key Column A of the current row

Page Up or Page Down Up or Down by one display screen

Tab To the Right one cell at a time

Shift + Tab To the Left one cell at a time

Ctrl+Home To Cell Al in the active worksheet

Alt + Page Up oAlt + PageDown

One screen to the left or right

L]
Insert and Delete Cells, Rows and Columns j'I'
The Insert and Delete commands allow you to quickly modify the layout of your | Insert |
spreadsheet. It is often easier to add or delete columns and rows than it is to - E
move all the data. g Insert Cells..
:,' = | Insert Sheet Bows
Insert Rows or Columns: =

1. Activate the home ribbon.

2. Select a cell below the row to be inserted or to the right of the column

to be inserted.

Insert Sheet Columns

H =

Insert Sheet

3. Click the Insert button, which is located under the Cells group.

4. Click the appropriate option

5. The row or column will be inserted immediately Insert

nsert B

™ shift cells right

T e & ol o
1. Activate the home ribbon  Entire row
2. Click on a cell to the right of, or below where the new cell will be " Entire column

inserted

Click the appropriate option
Click OK

o vk w

Click the Insert button, select Insert Cells
The insert dialog box, pictured at right, will appear.

K I Zancel

Note: Multiple columns, rows or cells can be inserted simultaneously. Simply select the number of cells

equal to the number to be inserted. For example, if you want to insert 5 new rows, select 5 existing

rows.

Delete Rows or Columns
1. Activate the home ribbon.

Click the appropriate option.

ik wN

Select a cell in the row or column to be deleted.
Click the Delete button, which is located under the Cells group

The row or column will be deleted immediately.

[Delete|

Delete Cells...
Delete Sheet Rows

Delete Sheet Columns

;_ X Lk. LLk y

Delete Sheet

Page 7



Delete Cells

1.

oV ke wnN

Activate the home ribbon

Click on the cell(s) to be deleted.

Click the Delete button, select Delete Cells.

The Delete dialog box, pictured at right, will appear.
Click the appropriate option

Click OK

Celete

2 x|
%" Shift cells [eft:
™ shift cells up
" Entire column
Zancel

.

™ Ertire row

Note: Insert and Delete commands can also be found by right clicking on a cell, row or column.

Save a Document

Save As
The first time you ever save a document you should use the & { I @& Sominaad This allows you to
name your file and say exactly WHERE you want it saved.

Click the Office Button.

Click Save As
! ySg

GAYR260SATAE 2486/ T @S LAY

iKS

aAd

tS

PwwnNpRE

v

Select the location to save your document
a. Clicki KS RNRBLIR2gY

| SN B&boxy S E

G2

b. Locate the appropriate drive and folder in which to store the document

Type the name of the document in the File Name Box.

6. Click the Save Button

Save in

= My Docurnents

GKS &

de-@ XoE-

Save in Box: Choose
where to save the
document.

My
t‘ Comput...

| ‘:g Iy Metwork,
Places

My Daka SoUrces

@My Music

ﬂMy Pickures

| )Parallels virtual Machines
|7 5naglt Cakalog

l.i'lUWO Screen Saver
|Il_"i]Sample Spreadshest, xlsx

File Name Box: Choose
a title for the document.

File name: IType name of spreadsheet here. xlsx LI
Save as type! IExceI warkbook (*,xdsx) j
1 Tools |~ | Save I Cancel
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o]

NJ

0

a



Creating New Folders
New Folders can be created while the Save As Dialog Box is open.

1. Click the Create New folder Button on the Save As dialog box toolbar. |
2. Select the location to save your folder

3. Type a name for the new folder in the Name text box.

4. Click OK

Save an Existing Document
To save changes to an existing document (one that was previously saved):

1. Click the Save button on the Quick Access Toolbar =

OR click the Office button and click save.
OR press Ctrl+S keys

Selecting Data

A Single cell Click the cell.

Doubleclick the cell to place the insertion point inside the cell, and then dou
The contents of a cell | click again to select the contents of the cell OR Select theaoellthen select thg
contents of the Formula Bar.
Select the first cell in the contiguous range, navigate to the last cell in the ra
press and hold Shift, and then click the last cell to select the full range. OR
and drag from the first cell to the last cell.

Sdect the first cell in the range, navigate to the next cell in the range, press
hold Ctrl, and then click the cell. (You can combine the Sttiék and Ctriclick
methods.)

Click the gray square below the Name Box (where the A

column and row identifiers intersect). 1‘\

A contiguous range of
cells

A noncontiguous rangt
of cells

An entire worksheet

Move and Copy data between cells

Move Data

1. Highlight the data you want to move

2. Cut the data by (choose one of the following methods)
a. Clicking Cut from the clipboard group on the Home ribbon
b. Right Click the selected text and choose cut
c. Hit CTRL+X on your keyboard.

3.  Clickin the new cell where the data will appear.

4, Past the data by (choose one of the following methods)
a. /T AO1TAY3 datl aidSé ¥FNPNomdirikbdn Of A LJ6 21 NR I NP dzL) 2
b. Right Click the new celland select& LJ- & G S ¢
c. Hit CTRL+V on your keyboard.
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Copy Data

1. Highlight the data you want to copy

2. Copy the data by (choose one of the following methods)
a. Clicking Copy from the clipboard group on the Home ribbon
b. Right Click the selected text and choose copy
c. Hit CTRL+C on your keyboard.

3.  Click in the new cell where the data will appear.

4, Paste the data by (choose one of the following methods)
a. / fTAO1TAY3 datl aidsSé FNPNomdRibmn Of A L6 21 NR 3INRdzZL) 2
b. wAIKG /fAO] GKS ySg OStf IyR aStSOG aLJ aidsSe
c. Hit CTRL+V on your keyboard.

Drag and Drop Method
1. Click the cell with the original data
2. Run the mouse pointer over the thickened cell border until the insertion point turns into a four
pointed arrow.
3.  Click and drag the cell to its new location.
Note: to copy data, hold down CTRL while dragging.
4. Data will be positioned in its new location

Spell Check a Worksheet
1. Activate the Review Ribbon
2. Click the Spelling Button.

Note: The spell check will begin its search for misspelled words at the cell that is selected when
the button is clicked. It will then scan down through the rows of the worksheet. It is best to
activate cell Al before spellchecking, however if another cell is selected a dialog box will appear
that asks to user if spell check should continue from the beginning of the document, Click Yes.

3. If any misspelled words are found, the dialog 2l
. . . Mok in Dickionary:
box pictured at right will appear. = eoee |
4. The misspelled word will be in the top box S
gnore: |

fI'()?fS}RZ O(l32U 7\)“/ 5)\0[})\2){% l’\l\,‘ee o e
5. LYy U0UKS ft28SN)o02E 1 0S¢, O({dZEIEISéU)\Z)/éa—I—NdSJ-
several possible alternatives to the misspelled u Change |

word. Change Al |

6. Click one of the buttons on the Right side of the 2| AuoCorrect |
dialog bOX Dictionary language: IEninsh (U5 j

a. lIgnore Once: Will ignore the misspelling __ optons., | idoiee: | Corcel |

for the current entry
b. Ignore All : Will ignore the misspelling throughout the document. This is often used for
names.

Page
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c. Add to Dictionary: Adds the word as it is currently spelled to the dictionary. This will
prevent the word from being flagged on future documents.

d. Change: If the word is misspelled, click one of the provided suggestions and click
change. This will change the word for that one instance of the misspelling.

e. Change All: If the word is misspelled, click a suggestion listed and click Change All. This
will replace all instances of that particular misspelling with the chosen suggestion.

f. Autocorrect: Enables the user to add an AutoCorrect entry for the misspelled word.
When that misspelling occurs again, the word will automatically be changed to the
correct spelling.

7. Once a word is corrected / ignored, spellchecker will move through the document identifying
additional misspelled words. Continue to use the buttons as needed.

Find and Select Find | Replacs |

Find what: || LI
Find Data
As spreadsheets grow, it becomes increasingly Options |
difficult to easily locate individual pieces of
information. The Find command makes locating Faal | [ Endnext | cose |

specific pieces of data easy.

1. Activate Cell Al
2. Activate the Home Ribbon
3. Cli0l] GKS GCAYR IyR {StSOG¢ odzit2ys dzy RSNJ 6KS 9R
4. Click ¢Find€
5. The dialog box at right will appear.
6. Type the piece of text or number you are looking for into the space provided.
7. Click one of the buttons provided.
a. Find All: This will move you to the first cell that contains the desired information. It will
also open up an additional piece of the dialog box that lists other cells where that
information appears. Click an entry from the list to move to that cell.
b. Find Next: This will move you to the first cell that contains the desired information.
| 2yGAydzS (2 KAG GCAYR bSEGE (2 FAYR adzmaSlo
Find Options

Additional options for finding pieces of information are available. They may help you find pieces of data
or allows the user to look in different areas.

= % A I8 % ~ Within: £ S.Ljeet +] I match case
1./ tA 01. uKsS ahLJuA 2 )/ ace 0 dzu ™ Match entire cell contents
2. The dialog box will expand to provide more earchi [EvRons =
' & P P Laok in: IFnrmuIas vl Options << |

options for searching. See picture at right.

Page
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3. Use the dropdowns and checkboxes to select how and where to search for the desired data.
a. Within: Choose weather to search in just the current worksheet or the entire workbook.
b. Search: Choose weather to search by rows (top to bottom) or columns (left to right)
c. Look in: Choose to look at values (the actual text seen in the cell) or in formulas (the
numbers that give the value)
d. Match Case: This is used when searching for text and will locate data only if it has the

arysS OrasS ra KS asSI NDK G§SNyo 9EI YLJ SY

ar

checkeR Al 6Aff 2yfe FTAYR AyadlyoOS$a 2F ahaklz2a

ignored.
e. Match entire cell contents: When checked, only cells that contain data exactly as

SYiSNBR gAff 0SS F2dzyROD 9EI YLX S ahBK] 2aKE
GKFG O2yGlr Ay a!2 haKlz2akKeé gAaftf 0SS A3aAy2N
4. | £t A01 GKS aGhLWiAz2yaé odzidzy G2 O2fftlLAS GKA

Replace

Replacing one piece of data with another can also be very helpful.
1. Activate Cell A1 2] x|
2. Activate the Home ribbon Find  Replace |
3. Click the Find and Select Button Fodwhat: | =]
4. Click Replace Replace with: | =]
5. The dialog box pictured at right will ——— |

appear.

6. Enter Information as necessary Replce &l | Replce Fd ol | [_Endriext | cose |

a. Find what: type the piece
data or piece of text that should be found.

b. Replace with: Type the piece of information that should replace the found data.

7. Click one of the buttons provided.

a. Replace All: This will replace all occurrences of the found text.

b. Replace: This will replace a single occurrence2 ¥ (G KS F2dzyR GSEG @
must be used first to locate the text.

c. Find All: This will move you to the first cell that contains the desired information. It will
also open up an additional piece of the dialog box that lists other cells where that
information appears. Click an entry from the list to move to that cell.

c. Find Next: Clickthisbuti 2y G2 f20F4GS | LASOS 2F GSEGO®
AyasSNIl GKS ySgs LASOS 2F GSEGO® /2y i(AydzsS

the document.

Page

12

A

R®

LJZ2

¢ KS

¢

02



GoTo

In most instances, you can quickly move around in a worksheet by

clicking on the cell you need to modify. However, when worksheets o
become very large, it is often easier to navigate to a specific cell using 51 =
the 6Go Toé command. $0$5
1. Activate the Home Ribbon
2. Clicki KS GQCAYR YR {StS0OG¢ odziGz2y o
3. /]t A0l GaD2 ¢2¢
4. The dialog pictured at right will appear. Reference: =
5. Enter the desired cell name (coordinates) into the box
E |K (é S fd ; ; 2 Gd;s?&t;é Selélri‘gfe@chtom the list in p— | I—IOK Cancal |
Click OK

7. Your cursor will immediately move to the cell specified.

b2GSY ¢KS 0dzi (2 Yy openlthe SofTdSprcialid{albdBdR. Asée befow férAdtafls.

Go To Special 2]
Excel gives many more options than simply going to a particular Fel=et
Il | d | lls that h . o " Row differences
cell; users can also go to and/or select cells that have certain P  Colupn dfferences
properties. Although this might not be as beneficial with smaller " Formulas " Precedents
spreadsheets, it will be an important tool when spreadsheets are LG nlesre L
¥ Text = Direct only
large and/or com plex. ¥ Logicals Al levels
¥ Errors " Last cell
1. Activate the Home Ribbon. " Blanks " isible: cells only
= I A A ) I " Current region ¢~ Conditjonal formats
2. 1 £AO 1‘ abDz ¢ 2 { LISOA T € = Current array " Data walidation
3. The dialog box pictured at right will appear. " Objects ol
4. Select the property you would like to locate in the cells of €7 same
the worksheet. o | cancel
5. Click OK

6. The cells containing the property chosen will be selected.

Creating Formulas

Formulas are a key component to Excel. They help to automate many aspects of a spreadsheet and
allow users to save time by doing complex computations very easily. Formulas are made up of three
basic parts, the equals sign, a function or operator, and arguments.

When a formula is being written, it is important to always start with an equals (=) symbol. This tells
excel that the cell should display the solution to the formula, not the actual text that makes up the
formula.

Page
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There are two main ways to write excel formulas, with an operator or with a function. Both operators
and functions serve the same purpose; they tell excel what to do with the numbers provided in the
worksheet.

Lastly are the arguments. Arguments are the numbers or cell references that will be used to figure a
formula.

Formulas with Operators
Operators are symbols that represent mathematical operations.

e The plus sign (+) for addition.

e The minus sign (-) for subtraction.
e The asterisk (*) for multiplication.
e The forward slash (/) for division.

e The caret symbol (*) for exponents.

e The open and close parentheses () to group computation instructions
To write a formula using an operator

1. Select the cell where you want the formula to appear.
In the formula bar, type an equal sign (=) to start the formula. Continue to add any necessary
operations and arguments. (Examples: = 2+6 OR =A1-A2)

3. Press Enter on your keyboard

4. The solution to the formula (6) will appear in the selected cell.

When writing more complex formulas using operators, be cognizant of the way arguments and
operators are entered. The order in which they are entered may alter the solution that is displayed.
The order of operationss the sequence of computations that a formula follows to arrive at a desired
result. The order of operations follows this sequence:

e Computations enclosed in Parentheses, no matter where they appear in the formula.

e Computations involving exponents.

e Computations involving multiplication and division. Because they are equal with regard to the
order in which Excel performs them, Excel performs them in the order in which it encounters
them (from left to right).

e Computations involving addition and subtraction also performed in order in which Excel
encounters them (from left to right).

Order of Operations 7

| Formula Solution |

=6+7%*2 20

=9+6*(8(5) 27

= (141 5)/(9i 6) 3

=3*(6+12/(4712)) 36
Page
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Formulas with Functions

Functions serve the same purpose as operators; only in many situations functions can be much more
powerful. They allow a user to analyze data at a higher level then operators do, for example finding the
largest number in a set of results. In addition to some of the higher level functions, there are functions
that replace each of the operators. (SUM is the same as +)

Formulas using functions have a different format than formulas using operators. Function formulas still
start with an equals sign, but instead of a mixture of arguments and operators, the function is entered
right after the equals with the arguments following in parentheses.

= Function (Argumentl, Argument2, Argument 3)

To write a formula using a function

1. Select the cell where you want the formula to appear.
2

SUM Adds all numbersin a range of cells

In the formula bar, type an equal sign (=) to start the
AVERAGE Returnsthe Average (arithmetic

formula. e
mean) of its arguments

1. Type the desired function. Several commonly used COUNT Counts the numberof cells in a
functions are listed in the table at right range that contain numbers

2. Enter arguments (numbers or cell references) in COUNTA  Countsthe numberofcells in a
parentheses. Arguments should be separated by range that are not empty. (often
commas. usedto counttext)

3. Press Enter on your keyboard MAX Returnsthe largesvalue in a setof
The solution to the formula will appear in the selected MIN ;j:jiﬂhe <mallest number ina set
cell. of values

Calculating a range of cells

Excel is a very useful tool when calculating a large amount of numbers. However, entering each and
every cell reference into a formula can be tedious and time consuming. To save time and effort, Excel
provides a simple way to calculate all the cells in a given range at once.

¢tKS O2f2y &aeyvyoz2tf oY0L A& dzAaASR (2 aArAayArAFe alGKNRAAKE
adjacent cells at the same time. All other aspects of the formula remain unchanged; the formula will
still start with an equal symbol, followed by a function, followed by arguments. Only instead of listing

arguments individually, the first argument is added, followed by a colon (:) and then the last argument in
the range is added.

= Function (Argumentl: Argument 3)
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AutoSum

The AutoSum button makes writing simple formulas even easier by doing most of the formula building
automatically. It is most often used to calculate a range of adjacent cells. Simply, select the first blank
cell after the range and click the AutoSum button (located on the Editing group of the home ribbon). A
formula will automatically appear that sums the cells above.

= r"-.ut-:|5umq
AutoSum is not only essential when totaling numbers, but it also has several 5 | cum
other built in functions including, AVERAGE, COUNT, MAX and MIN. To apply -
Average

one of the other functions, select the first blank cell after a range of adjacent
cells. Click the AutoSum dropdown and select the desired function. The
Iax

formula will appear in the selected cell. =
Min
Caution: Although AutoSumisaveryusefdzf (22t X Ad &a3dzS5&@as - S FJhCﬁDm“[j KS T2 NJ
you want to create. You must be careful to make sure the formula is accurate

Count Mumbers

before the total can be accepted. To change the automatic selection simply click and drag the correct
range of cells.
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