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Learning objectives:
· Formatting text, numbers and dates
· Changing background 
· Entering formulas 
· Applying conditional formatting
· Hiding rows and columns 
· Using headers and footers

Changing font type, colors and size in the font section of the ribbon 
[image: ]
Change the background of your spreadsheet 
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Formatting data 
Calculating totals
[image: ]
Entering formulas
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Or 
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Changing number formats 
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Formatting cells 
Alignment
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Adding borders
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Format dialogue box
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Format painter
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Or
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Applying styles
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Conditional formatting
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Adding data bars 
Highlighting cells
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Hiding and unhiding data
Formatting for printing
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Print titles
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Headers and footers 
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Learning objectives:
· Copying formulas 
· Building formulas with relative, absolute and mixed references
· Reviewing function syntax 
· Inserting a function with the insert function dialog box 
· Search for a function 
· Type a function directly into a cell
· Using AutoFill in a formula and complete a series
· Entering IF logical functions 
· Insert the date with the TODAY function 
· Calculate payments with the PMT financial function
Entering a value in a cell taken from another cell
G3 is the reference
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Copying a formula 
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The formula changes by shifting down one row. The column stays the same.
Relative References
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Because the cell with the formula moves to the right, the reference cell will move to the right This is called a relative reference (position of one cell to the other is relative).
Absolute References
If we want the reference cell to stay the same, we need to lock the reference cell in the formla. 
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The dollar sign before the column locks the column (does not move to the right) and the dollar sign before the row locks the row (does not move down). 
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The reference cell now stays the same wherever we copy the formula to. This is called an absolute reference.
Mixed Reference 
Sometimes we want to lock only the column or only the row. Then we use a mixed reference. 
Locking the row
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Locking the column
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[image: ]
Instead of typing the $ sign you can use the F4 button. 
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=AVERAGE(number1, number2, number n,…)
=COUNT(value1, value2, value n,…)
=MAX(number1, number2, number n,…)
=MIN(number1, number2, number n,…)
=SUM((number1, number2, number n,…)
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Insert a function
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Quiz: 
1. What is the absolute cell reference for cell B21? What are the two mixed references?
2. Cell B10 contains the formula =B1+B2. What is the formula if this is copied and pasted into the cell C20?
3. Cell B10 contains the formula =$B1+$B2. What is the formula if this is copied and pasted into the cell C20?
4. Cell B10 contains the formula =AVERAGE($A1:$A5). What is the formula if this is copied and pasted into cell C20?
5. What formula should you enter to add (+) all numbers in the range B1:B10?
6. A range is the highest number minus (-) the lowest number. What formula do you use to calculate the range of values in B1:B10?
[bookmark: _Toc423413931]Autofill
You can let Excel copy and paste formulas in a range of cells by dragging the fill handle
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Filling a series
You can use the fill handle to let Excel fill in a series of things (numbers, dates, months, years, text)
You enter a few numbers (3) to establish a pattern
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And let Excel fill in the rest
[image: ]
[image: ]
[bookmark: _Toc423413932]Working with logical functions
Logical functions uses values which are true or false. For example: the value in cell B5 equals 7. This can be true or false. Or: The number in cell h55 is higher than 80. This can also be true or false. You can let excel do one thing if the statement is true and something else if the statement is false. 
IF functions 
=IF(logical test, value if true, value if false) 
Example: 
=IF(A1=5, “yes”, “no”)
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Operators 
=
>
<
>=
<=
<>
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You can also let Excel give a value from another cell of true and false. 
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You can also have logical tests with text
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Insert an IF function
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[bookmark: _Toc423413933]Date Functions 
Very often you want to use dates to calculate something. For example, you have to pay your bill 30 days after you receive it. If you enter the date you receive the bill, excel can calculate when you have to pay it. 
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Sometimes you want to know what day of the week a date is without looking on the calendar. 
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If you have to make complicated calculations with financial products (like a loan), you can use the financial functions.
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Quiz:
1. If the value in cell A3 is larger than the value of A4, you want to display the word “OK”; if it is not, “RETRY”. What formula do you enter?
2. What formula do you use to enter the current date?
3. If you enter the values 3, 6 and 9 and you use the fill handle, what are the next 3 values?
4. If you enter Mon in one cell and use the fill handle, what will display in the next 5 cells?
[bookmark: _Toc423413935]

[bookmark: _GoBack]Applied Exercise:
Open the list of grades (sample workbook). Use Excel to calculate the final score and letter grade (A, B, C, D, F). Also, let excel indicate which students pass or failed the course. 





1

image2.png
by > g
= 5 a = &
- - aear - Tities | £

Page Setup.

—





image3.png
@~
. Sota Finas
2 Clear - v Select~





image4.png




image5.png
Cipboard 5| Font

sum

A B c





image6.png
Number i

T % o | %8 Co
For

Number




image7.png
Data  Review  View

= »  Swere

i Merge & Center +

Alignment





image8.png
TESERAEER o TRTEEs o EEE
calibri MILEMP- W

B I U- - A





image9.png
Data  Review  View

S wrap Text

=l N Tk

$ - % s | %% Condtional Fomat Cell | Inse
"7 77 Formatting ~ as Table * Styles ~ M

Stytes

Number 5

[ 2ustfy distrbuted
Text contral

[ wrap text

[ shrin to fit

[werge cells
Right-toreft

Text drecton
Context





image10.png
%t
Ga copy -
paste

€ Fomat painter
dipboars





image11.png
<Q
Y
%,

O Column widths

O Formuas and number formats.

O Vales and number formats.
Allmerging conditiona formats

PNl oo el w sl e ea





image12.png
/R

: Fomat  Cell | |

‘ a5 Table - Styles.
styles




image13.png
- Format only top or bottom ranked valves.
» Format only values that are above or below average
> Format only uriue or duplicate values

> Use a formula to determine which cels to format.

Edit the Rule Descripton:

Format only cells with:

(cell Vaue: v [oreater than

No Format set





image14.png
6/23/2015




image15.png
Insert | Pagelajout | Fomulas Data  Review Vi

Page Setup.

MissKWANJIRA HANCHANA





image16.png
Header
rading sheet Thomas Vulsma

NO. STUDENT COC NAME

T e

p e e





image17.png




image18.png




image19.png
=c3thg] |

i





image20.png
y





image21.png




image22.png
Home | Insert

%t
Ga copy -

paste
€ Fomat painter

Clipboard. 5





image23.png




image24.png
Home | Inser

%t
Ga copy -

paste
€ Fomat painter

Clipboard 5





image25.png




image26.png
.




image27.png




image28.png




image29.png
10
10f

g =




image30.png
~

SUE

10[=21]




image31.png




image32.png
30

2

10

10}

10

10




image33.png
10l





image34.png
10

10

10]
10

-





image35.png
10[=sas1]

10]
10
10
10




image36.png
28





image37.png
10

28 8
48 R
9K 8

o e

10
10




image38.png
28

R4a8 8K





image39.png




image40.png
20
ES)

20

10

20

2




image41.png
e L

v (© X v fe =average(1,2.46,7)
B c D E F

3 [zaverage(1,2,4,6,7)]

a




image42.png
sum ~ (" XV f| =average(A1,B1,CLDLEL)

-:averzge(_ALnLchm)\

2




image43.png
- . S

sum ~(* X  fe| AVERAGE(ALEL)

1
2
3 [-AVERAGE(ALEL)

4




image44.png
- (C X v f| =sum(avE1)

5 T c [ o ¢
I





image45.png
S - S

SUM «(© X v f| =sum(ALEL/5

2
.sum[Al:El)/S‘

a




image46.png
sum ~ (* X v fe| =SUM(ALEL)/COUNT(ALEL)

S R - B N 3

1 FI R S S

2
1)/COUNT(AL:E1)
B





image47.png
]

D





image48.png
|z T

t Sorta Find &

QClear~Fifter~ Select~
Edting





image49.png
L
BB o e i | romuss

fxiﬁﬁiﬁﬂi

Insert | AutoSum Recently Financial Logical Text Date & Lool

Function v Used~ - S Time- Refes
Function Library
A3 -~ £
A B c D E

al




image50.png
Or select a ategory: Most Recenty Used
Selecta functon:

AVERAGE(number1,number2,..)
Returns the average (arithmetic mean) of s arguments, which can be numbers or
names, arrays, or references that contain numbers.

Help on tis function





image51.png
-4
Returns the average (rithmetic mean) of s arguments, which can be numbers or names, arrays, or references that
contain numbers.

Mumber1: nunber ,number2,... re 1 to 255 numeric arguments for which you want the
average.

Formuaresult = 4

Help on tis function





image52.png




image53.png




image54.png
| ] en] <




image55.png
1
2
3
2
s
6
7
s
s
x
1
12
13
1
15
16
17
18
19
2
21




image56.png
1 [Mon
2 [tue

3 |wed
4 [t
5 |Fri

6 [sat
7 [sun

8 [Mon
9 [rue
10 |wed

11 [Thu
12 |Fri

13 [sat
14|sun

15 |Mon

16 [Tue

17 |wed

18





image57.png
AL

1 [Mon
2 [tue

3 |wed
4 [t
5 |Fri

6 [Mon
7 [rue

8 |wed
9 [Mon
10[Tue

11 |wed
12[Thu

13 fri

14 |Mon
15 [Tue

16 |wed
17 |mon
18 [Tue

19 |wed
20 [thu

.





image58.png
1 5]
2

3 [2IF(a1=s, Yes","No")|

2




image59.png




image60.png




image61.png
1 7] 1]
2

3 [SIF(ATFe1,"equal”,"not equal")

2

Fllogicaltest, value_i_true], [value_i_fose])




image62.png
R

2

.:lF[AloB_L'nol equal”,"equal")|

.




image63.png
1 7]
2

3 [-IR(AL= 1,c1,01)

a

100]

10]




image64.png
12 100 10

5 [=IF(A3="yes" "Finished", "Try again"]




image65.png
10

100

o«

5 |Finished




image66.png
12 100

Try again

3
a
5
-

10




image67.png
BT o e reoelmow | romuis
oz @E@n 8

AS v ( £
I ———
A
S s
g





image68.png
EREEGELEREREBEW®N0SWN

3

1£()

10

Function Arguments
¥
Logical_test ] = togical
Vave,if_true
Value.if false

Checks whether a condition i met, and returms one value i TRUE, and another value if FALSE.
Logical_test i any value or expression that can be evalusted to TRUE or FALSE.

Formula result =

Help on tis function oK Cancel





image69.png
“Okay”
F%| = MNotOkay”

- Oy
Checks whether aconditon s met, nd reurns ne vae F TRUE, and another vae FFALSE.

Value_if_false is the value that s retumed f Logcal_test s FALSE. If omitted, FALSE.
i retumed.

Formua result = Okay

Help on tis function





image70.png
Fundtion Library

£ | =IF(A3="yes","Okay","Not Okay")

B c D E F G

12 100 10





image71.png




image72.png




image73.png
-

TODAY()

B c D





image74.png
WEEKDAY +(* X « f| WEEKDAY(DATE(2015,6,26),1)

A B c D E F e

=WEEKDAY(DATE(2015,6,26),1)





image75.png




image76.png




image77.png
1y
2 Rate 5%
3 Nper

2
4 pmT ($7,247.09)





image78.png
1 v 100000
2 Rate 5%
3 Nper s





image79.png




image80.png
A A [Te

1ev $129,884.30
2 |Rate 5%
3 Nper B

4 pmr ($30,000.00)




image1.png
Insert  Pagelayout  Formulas  Dat

Comurc 11 - A A
e B Z U S-A

5 Font 5





