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Excel 1 Workshop

Excel 1 Workshop

Excel 1 Workshop
Microsoft Excel is a great tool that can be used for calculations and data analysis and to create and manage large data lists.  The data compiled into lists can than be expressed in graphs and tables embedded in your Excel worksheet or copied into other documents.
Workshop Objectives
Upon completion of this workshop, you will be able to

· Understand Excel fundamentals

· Create formulas and functions

· Arrange and filter large sets of data

· Create spreadsheets containing charts and graphics

Download Class Files

Sample files for this workshop are available on the Student Technology Center website. To download workshop files:

1. go to www.wwu.edu/techcenter
2. click the “Workshop Files” link

3. click the “Excel 1” link

4. Choose Run to download the class files.

The files will be downloaded to a folder on your desktop named Training Temp.
The Excel Interface
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1 Monthly Budget for the year 2006
2 Fall ter | Spring | Summer  Total
3 |Tuition (16 cedits)  $1371.00 $137100 §1371.00 § - § 411300
4 |Books § 27500 § 20000 § 25000 § - § 72500
5 |Housing/Meal $247900 §$2,153.00 §$189200 § - § 652400
6 |Extra Food § 6000 § 3200 § 10000 § 25000 § 44200
7 § 19200 § 10600 § 16600 § 32200 § 786.00
8 § 12000 § 9000 § S000 § 5000 § 35000
9 § 33400 § - § 2200 § - $ 35600
-Pelsnnzl Expense  § 447.00 § 1000 § 22500 § O9600(§ 77800}
"
12 |Total $527800 §$3962.00 $4,116.00 § 75800 §14,114.00
13
14 |Income
15
16 |Financial Aid $4,000.00 $4,000.00 $4,000.00 §$12,000.00
17 [Wark $2,000.00 $2,000.00 $2000.00 $4,00000 §10,000.00
18 |Family Gifts § 50000 § 750.00 § 30000 § 10000 § 1,650.00
19
20 |Total $6,500.00 §6,750.00 $5,300.00 $4,100.00 §$23,650.00
21
22 |Balance $122200 $2788.00 $2,184.00 $334200 § 9536.00
23
24
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Altering Column/Row Size

Excel allows you to resize rows and columns to best fit your needs. To do this

1. Move your mouse pointer between two column headings until the shape changes to a double-ended arrow with a line in the middle [image: image1.bmp].
2. Click and drag to make the column wider or narrower.
Moving Cells

Excel allows you to move the contents of cells to better organize your spreadsheet.  To do this:
1. Move your mouse over a cell until the mouse changes to a 4-sided arrow [image: image2.png]


.

2. Click and drag to move the contents of the cell.

Try moving cell A13 to A14.
Inputting Data

There are 3 types of information you can input into Excel: text, numbers, and formulas. When your mouse is an “I” shape, you can input data. [image: image3.png]



1. Select cell H1, notice the cell name in the Name Box at the left end of the formula bar.

2. Click inside the formula bar.

3. Type: completed by (your name) and press Enter or click the green checkbox on the formula bar.
If you double-click on the cell you can input data directly into the cell.

Working with Formulas and Functions

Excel has the power to compute mathematical equations and automatically update the worksheet as data is changed. Formulas always begin with “=”
· Click in cell C13 and then click in the formula bar. 

· Type “=sum” and then click cell C5 and drag to cell C12 and press Enter.  Notice the sum of the three cells appears in cell C13 and the formula is shown in the formula bar.

· Now click on cell C6 and change it to 200 and press Enter… look at cell C13 again!

· Click on cell D13 and type “=sum(” in the formula bar.

· Then select the cell range D5:D12 and press Enter.

· Click on cell B13 and use “autosum”

Autofill

· Excel can copy over formula patterns from one cell to another.

· Click on cell F5 and move your pointer to the bottom right corner of the cell until it changes to a small + sign.

· Click and pull down seven cells and watch…  Magically, the other sums are calculated for you!

· Autofill can also repeat patterns and lists such as days of the week and dates!

Sorting Data
Excel can sort data numerically or alphabetically in ascending or descending order.
1. Click the Sheet2 tab, then click in a cell in Column B

2. Click the “sort ascending” [image: image4.bmp] button on the toolbar to organize your data alphabetically.

Filtering Data
Excel can “filter” data to include only those records which meet specific criteria.
1. Choose Data > Filter > Autofilter

2. In Column D, click the filter arrow [image: image5.png]


, then select “yes.”  Notice that only the classes that are GUR’s are shown.

3. Click the Column H filter arrow [image: image6.png]


 and select (Custom…) from the drop down menu.

4. Apply a custom filter to filter all the GPA’s from 2.50 to 4.00. 
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Formatting

Merging Cells

You can center text over a range of cells by using the merge and center feature. [image: image8.png]arial -1 -/B 7 U %s % 0 W%
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1. Select the cell range A1:F1.

2. Click the “Merge and Center” button on your toolbar.
Text/Graphics

· Click the “Drawing” button [image: image9.png]


 on the toolbar. This places the Drawing toolbar at the bottom of the Excel window.

· Click the “WordArt” button [image: image10.bmp] and explore the WordArt options.

· Notice other text and drawing options available on the Drawing toolbar.
· Remember that you have almost all the same text options in Microsoft Excel as you do in Microsoft Word.

· You can alter the text and background color for a cell by using the Fill Color and Font Color buttons [image: image11.png]


on either the Formatting toolbar or the Drawing toolbar to make your spreadsheets more visually appealing or to add clarity. 
Number Styles
Excel provides several automatic formatting styles to enable you to easily display your numbers most clearly and appropriately.
· To change numerals to currency style ($5.00) click on the Currency style button [image: image12.bmp] .  This adds a dollar sign and 2 zeros.

· Numbers can be changed into percent values by highlighting the cell(s) you wish to change and clicking the Percent Style button [image: image13.bmp]. This adds a percent % sign and divides the number by 100.
· Add or remove decimal places by clicking the Increase Decimal or Decrease Decimal buttons [image: image14.png]


.

· The “Comma Style” button [image: image15.bmp] inserts commas every three places within a number.

Charting Data
Excel provides tools to let you display your data visually using charts. An easy way to chart data is to select it, then use the chart shortcut key F11.

1. On Sheet3, select A1:F10
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2. Press F11.
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The shortcut key does not always give you the results that you need. The Chart Wizard [image: image18.bmp] provides more options as you create your chart.

1. On Sheet3, again select A1:F10.

2. Click on the “Chart Wizard” button [image: image19.bmp] to open the Excel Chart Wizard.

3. Explore the options for chart types
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4. Choose Bar from the list of choices to the left and choose “Next.”
5. Select Row instead of column and observe the change in your chart [image: image21.png] Rows
 Columns




Select Column again to restore your chart to its original orientation.

If your chart does not display your data as you wish, you can click on the “series” tab and reselect the data.
6. Click Next to go the Step 3 of the wizard

7. Enter a title for your chart
[image: image22.png]Chart Wizard - Step 3 of 4 - Chart Options

Thes | ses | crdines | Logon | DaaLabels | et Tobe |
Chart e

ronthly Budget]

Monthly Budget

21x

42,000.00 [arar
Walue (¥) axis: 150000 " ;""‘”
[— ]
‘Second category () axis: +
Second value (V) axis:
= et e





8. On the “Legend” tab, choose “Top”, then click Next.
9. Click “Finish” to insert the completed chart into your spreadsheet as an “object.” 
You can copy and paste an Excel chart object into other programs.  Inserting it as a new sheet will embed the chart into a full-size worksheet.

Excel Views

Excel has two views to help you edit your worksheet.  [image: image23.png]Normal



 and [image: image24.png]Page Break Preview




To switch between the two views, use the View menu.
· Normal View- displays the worksheet with default page breaks inserted.  Data can be entered and manipulated while being able to see where each printed page would end.

· Page Break View- displays the worksheet with no page breaks inserted.  The user has the ability to manually insert the page breaks where they are best suited.  This also inserts dotted lines indicating the edge of a page in the normal worksheet view.

Printing
Excel has many options to help you print all or part of your spreadsheet. Explore the print options on the File > Print and File > Page Setup dialog boxes
File > Print
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The File > Page Setup
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Need Help?
Contact the Student Technology Center if you need any help with software. Information about the STC can be reviewed at our website. 

Resources 
Tech Center:
http://www.wwu.edu/techcenter
Class Files:  
http://www.acadweb.wwu.ed/stc/website/workshop_files.asp
Other Links: 
Other WWW resources


Other online sources (such as the Microsoft or Adobe help websites)



Cool websites that show how the software can be used.
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