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Chapter 16

Microsoft Excel Techniques
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Overview Map of Interface—Reference this map to navigate the Excel
interface.
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Best Practice Formatting - Scatterplot
Start with Choosing a Layout. The order of the techniques is not critical.

Choose a Layout
Chart Design ribbon >
Chart Layouts > Layout 1

Format Plot Area

Rename the . -
Add Major Gridlines
Chart and Chart Layout ribbon > Axes tab > Right click in the plot d
Axes Titles Gridlines > Primary Vertical Gridlines ignt click in the plot area an
Click on the > Maijor Gridlines select Format Plot Area. Then
current name choose a Solid 50% Gray Border.
and type new /
name. US Years of Education vs. Irfcnme by Gender |
$120,000 : /
$100,000
$80,000 N I =i Male
. SAMPLE
§ $60,000 / \
& / Female \
$40,000 / \
/ ) 7
s20000 /
s0 / \
8 10 12 14 16 18 /// 20 22 \
Source: Us Census Bureau 2005 Years of Education \ \\
/ Delete
/ \
| the Legend

Click on the

Cite Source and Preparer

/
/ |
/ |

|

legend to select
it and press the

Chart Layout ribbon > Insert tab >

Text Box.
Add a source citation and “Prepared

By:” in the bottom-left corner.

Add Data Labels

Select one bar by clicking once to select \
the entire sereies and then clicking the Delete key.
desired bar again. Right click the bar and

select Add Data Label.
Double click the data labels and remove Format Axes
Right click the Axis and

the text. Type in appropriate labels to 5
identify each series. select Format Axis.

Best Practice Formatting - Bar Graphs
Start with Choosing a Layout. The order of the techniques is not critical.

Choose a Layout
Chart Design ribbon > Chart Layout

tab > select Layout 8

Rename the Chart
and Axis Titles
Click on the current title
and delete or type over
current name.

Format Plot Area

Right click in the plot area and
select Format Plot Area. Then
choose a Solid 50% Gray Border.

US Income by Degree Earned and Gender

Level of Education

Source: US Census Bureau 2005

o . T i Fémale e ‘
degree ‘ .
I |
Master's degree /
Bachelor's degree +— /’
Associate degree | — ,“
Some college —‘ ’f‘
High SChoo! graduate !‘
Some High School 4 |
S0 $20,000 $40,000 $60,000 | $80,000 $100,000
Income ‘J‘

/

$120,000

Prepared By Joe Bobcat

Cite Source and Preparer
Chart Layout ribbon > Text Box.

Add a source citation and “Prepared
By:" in the bottom-left corner.

/

Add Data Labels

Select one bar by clicking once to select
the entire sereies and then clicking the
desired bar again. Right click the bar and

select Add Data Label.
Double click the data labels and remove

the text. Type in appropriate labels to
identify each series.

Delete the
Legend

Click on the
legend to select it
and press the
Delete key.
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Ed9-~-|= L1 Assignment - Microsoft Excel (Trial) o B =2
Home | Insert  Pagelayout  Formulas  Data  Review  View o @@ R
" : - E - A
iv M ML B $ . ;j,‘ j , @ Z lﬁ
SAREENENY AL PP AT
Clipboard 1 Font Alignment Number Styles Cells Editing
ROUND v (0 X ¥ fe| =Ba*(C10/C4) [~
A B c D | E F G - [ ) K=
1 Cost of First Class Stamps
2 United States Postal Service 9
Inflation
3 Year Price CPI justed Price =
4 1999 033] 166954+ (@L8/C4) a84*($cs 10/C4) |
5 2000 0.34 177 $0.42 =B5*($C$10/C5)
6 2002 037 1799 $0.45 =B6*($C$10/C6)
7 2006 039 2016 $0.42 =B7*($C$10/C7) -
8 2007 0.41  207.3 $0.43 =B8*($C$10/C8)
9 2008 0.42 2153 $0.43 =B9*($C$10/C9)
10 2009 0.44 $0.44 |-B10%($c$10/C10)
11
TN Fal 2010 MIS Grades . Sheet2 . Sheet3 | SheetS /¥J IKH i » E}v
Edit | | BB O B 130% >

Absolute Reference—Maintain your reference to a specific cell in a formula
that is copied to other cells. Without making an absolute reference, the
formula will use the content of the adjacent cell in its calculation.

Home Insert

Clipboard &

ROUND bhd

M 4 » ¥ Fall 2010 MIS

L1 Assignment - Microsoft Excel (Trial) o B R
Pagelayout  Formulas  Data  Review  View g @@ R
v AN == = '( ’ :'; ) ﬁ
A\ .| === R . - Find &
- = =) - Select ~
Font Alignment Number Styles Cells i 1119
X v f | =SUM(C3:C10) v
A B e D i
Points Points
2 Class Earned Possible
- 3 MIS 931 1000
4 Dance 387 500 |
5 Accounting 2005 2500
6 Art History 1100 1200
7 Bowling 300 300
8 Anatomy 1189 1500
9 French 799 850
|20
O 11 |Total I 6 7850!
c3:C10 12 (R :
Grades Sheet( SUMInumberl, [number2), ..) hts %7 KN » [l

‘ Point |

., |Enter]

AutoSum—Use this function to automatically find the total of the cells you
indicate. The total will automatically update if the values within the cells are

changed.
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[FR™ I R TR L1 Assignment - Microsoft Excel (Trial) o B &

@ ]E Bal BE

Formulas Data Review View o o g 2R

P Line ~ ) A P ine =] =0 ~  TU Equation ~
all =
artArt Iz Column = &~ £2 symbol
PivotTable Table = Picture Clip .. Columi g Bar Slicer | Hyperlink Text Header
= Art s+ Screenshot ~ = s~ [ Win/Loss Box & Footer 88
Tables Ilustrations 2 jes Filter Links Text Symbols
Al L - fe ] Measure ] v
D a G H 1 1 K L M ;
Male Female|
age 25+w/  age25+w/| N 3
v earnings earnings| Over/(Un
[Some High School 5 24192 S 15073 | S 9,
High School Graduation 32085 21117] 1 J
|Associates Degree 39150 25185 1
Bachelor's Degree 42382 29510 17 Cylinder d
er's 52265 36532 15 o ] 114 e e
4 q g q 45730 2 E I | Degree
ighlight data including Jesssl s ’% ‘% {;‘g 1 ™
o 1 Master's Degree
.| column headings.
— 3 Bachelor's Degree
1 E
12 Associates Degree
13 .
14 High School Graduation
L Some High School
16 +
17 S 520,000 40,000 $60,000 $80,000 $100,000
18 = ~
M 4 » »| Fall 2010 MIS Grades . Sheet2 | Sheet3 'Sheet5 . Sheet6 ~ #J M4l L} ] }El
Ready | Average: 42599.92857 Count:24 sum:s963%9 [EOM ss% o O ()

Bar Graph-Multi-Series—Visually display your data for easier and more
dramatic understanding. Bar graphs are used to compare categorical
information between different groups.

Xld9w-™ L1 Assignment - Microsoft Excel (Trial) o B R
Hq 2 Inse ut  Formulas  Data  Revi iew s @o@ =

[ Spes ~ P Line g A = 4~ T Equation ~
1% S8 g artArt & Column J =l &~ £ symbol
PivotTable Table Picture Clip ... — Slicer Hyperlink Text Header
v Art  (es+ Screenshot ¥ 1% win/Loss Box & Footer 88
Tables Tilustrations Sparklines | Filter Links Text Symbols
Al - (= fe v
J K L M | N o i
1 USA Intercity Travel ]
2 billions of passengers' miles per year
ighlight data a // -
w—Train
9 including column 250 -
- headings 200 /
11 g § / Bus
150
12 /
13 100 /
14 50
P ———— I
15 0 T r " . :
16 1900 1920 1940 1960 1980 2000
17 -
W4 » W[ Fall 2010 MIS Grades _~ Sheet? _ Sheet3 . Sheet5 | Sheet6 ./ ¥J ) M4l M ] 1
Ready | Average: 526875 Count:27  Sum: 12645 |E[ﬂg] 00% (- U (&) i

Time Series Graph--Visually display your data for easier and more

dramatic understanding. Time series graphs are used to compare data over
time.
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®id9- -

i 10896_144451 _unit_6I2_ - Microsoft Excel (Trial) o B R
Home | Inset  Pagelayout  Formulas  Data  Review  View c@o @ =
T*j] & Calibri Yn A = g[g o ; Percentage ~ fﬂ' Conditional Formatting ~  5*=Insert ~ x- ,9? Lﬁ
“— Ga- $ - % »  [GFormatasTable 5% Delete - [g]- #
Faste g B L - & A T o0 o () Cell Styles ~ [EiFormat + | 2~ SR e
2 .60 5.0 =4 : Filter ~ Select
- 0,
earlylncrease Enter ] £ | 100%
A B € D E F G H I
1 iPhone App Forecast of Revenues/Costs(L2)
2
3 Assumptions
4 UnitsYear1 700
EIVearly Increase
6 Price Per Unit 3
7 |Apple Commission 30¢
8 |Contribution Margin Per Unit $1.40
9 Fixed Costs

10
1
12
13
14

Developer Cost
Incorporation LLC
Developer Cost-Maintenace
Apple Developer License
Advertising

$3,500 year 1 only
$199 year 1 only
$1,000 yearly after year 1
$99 yearly
$2,400 yearly

15 |Loan Payment $132 monthly

16

17 =
4> ¥ Sheet1 ~Sheet2 ~Sheet3 /¥J KN | vl
Ready | | 0—(4)

Cell Name-Create—Give a specific cell a unique name. You can reference this
cell by its name in formulas in other areas of the spreadsheet. Named cells
function as absolute references when copied—they don’t change.

X d9-&-|= 1451 _unit_612_ - Microsoft Excel (Trial)
m Home Insert Page Layo Review
‘ﬁ X AutoSum ~ @ Logical - ame ~ iaTrace Precedents 3 j
B Recently Used - A Text ~ in Formula ~ 2 Trace Dependents @ ~ | ¢ -
FLI,?‘S;,%" fié Finandial - {9 Date & Time ~ (fffi More Functions ~ Teate from Selection 7 Remove Arrows ~ (&) Vt:::,c‘:‘w CS::;:‘:,:;O'" o
Function Library e 2 ed Name Formula Auditing Calculation
Al - b > e
1
| : (oo ) (e ) [on - —
1 [iPhone App Forecast of /C e (el it
2 MName Value To Scope »
3 Assumptions = : ¢ prayw e
4 :’niti V‘ear 1 ) applecommission  #REF! =#REFI$B$6 ‘Wworkbook
: pffc'eype"fl’fnai:e =) Appledeveloper... #REF! =#REFI§B$27 workbook
B Aoole Commission =) comptributionm...  #REF! =#REFI$B$7 ‘Workbook
7 cz:tributmn Margin Per Unit =) developercost #REF! =#REFI$B$24 ‘Workbook
9 |Fixed Costs =) pevelopercostm... #REF! =#REFI$B$26 ‘Workbook
10 Developer Cost ‘= IncorporationlLC  #REF! =#REFI$B$25 ‘Workbook
11 | Incorporation LLC :_,: Loianpaymn.ant #REF: T#REF:$B$29 Worﬁook
12 Gvioerosaensce || Dot e eenicts ook i
13 Apple Developer License < >
14 Advertising Refers to:
i.; Loan Payment X|[v [=#REF!$B$28
4 4 » v Sheetl Sheet2 ~Sheet3 | | ¥l
Ready | — {} +
Cell Name-Delete—Remove the name you gave a specific cell. Delete a cell
name if you are rearranging your spreadsheet or no longer are referencing that
cell.
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Xd9-™~-|s 10896_144451_unit_612_ - Microsoft Excel (Trial) o B R
Home Insert Page Layout Formulas Data Review View 2] o o e R
- - Conditional Formatti
ﬁ % Catibr MY WA peo g e LE‘ = W Lﬁ
Ea- $ - % » [GHFormatasTable ete -
Paste B 7 U- - A =E - _ Sort& Find &
ste o U-|H-|&-A-|= B e (5 Cel Styles - at - J' Filter~ Select ~
Clipboard Font - Alignment £ Number £ Sty N Editing
_%I Highlight Cells Rul
B30 - (= fe ]{:TABLE(Bs,Bs)) =) v

‘-'L’J Top/Bottom Rules

Greater Thal
E Data Bars L;L Less Than... ‘
FE I = P
E_é\ij Equal To.

Format cells that are GREATER THAN:

37

38 [ES5) | reen Fill with Dark Green Text ||

39 Light Red Fill with Dark Red Text
velow Fil with Dark Yellow Tex

40 Fillith Dark Green

L p— ight Red Fil

4« ¥¥T Sheett Red Text fl«] I ]
Red Bord = -

Ready | Scroll Lock | Red Border i Average:7,001 Count:20 Sum: 140,020 |[E@ @ 110% (=) 0

Conditional Formatting—Use this tool to display your information in a visual
way. Set formatting rules to emphasize your main point.

X d9-e-|= L1 Assignment - Microsoft Excel (Trial) o B =2
Home Insert Page Layout Formulas Data Review View a 0 o @ R

ﬁ * Calibri 1 kL = _ B » = General v f_‘ Conditional Formatting ~ “lnsert v - ? \ﬁ
- - A - 5
Ga-~ A $ - % » [GEFormatasTable - &% Delete ~
Paste B 7 U~ e | Oy - - Sort & Find &
ste & U-E- DA = 9 ;00 ) Cell styles ~ [ Format - .L' Filter + Select ~

Clipboard Font 5 RIELUEY Move or Copy '; |x| Editing
TS5 v (= _f,‘ ()

‘ Move selected sheets E
" = = = E To book: L M N 2
Student  Actual  Final |L1 Assignment xlsx VI B
ID Grade Grade Before sheet:
100  88.563 89 Fall 2010 MIS Grades
101 91.567” Sheet2
T T e ——

Insert...

@ Delete

Rename

Create a copy -

@ View Code
(8)y Protect Sheet...
Tab Color

OK Cancel

& / 5 .~ Sheet2 . Sheeﬂaall 2010 MIS Grades (2) < %3 -
I Bomwxo 0

Duplicate Sheet—Make a copy of your document. Duplicate a sheet if you
want identical data on a separate worksheet in the same Excel file.

291



Chapter 16 Microsoft Excel Techniques

X d9-e-|= L1 Assignment - Microsoft Excel (Trial) o @ %
Home Insi Page layou i Data  Review  View c@oc@ R
I cotors - _J LB = ‘ 3] ::‘_j'J = Width: 1 page Headings [l Bring Forward ~ |2 Align ~
[A]Fonts~ | ¢ I - 2w view By Send Backward ~ [#] Gro
Thern M Orientation S| t Breaks Back d Print ight: i
Eaes o Coue (Mo lOneptation i tze SN gereaksEactoraiand it ?,_L] Height: Automatic R e
Themes Page Setup Scale to Fit -
a1 ~ 6 % | Male Automatic <N
A ] © D E F 1 page L
Male Female Female 2 ages
age 25+w/| age25+w/ Male earnings as a % of pag
B earningsl earnings Over/(Under) Male earnings 3 pages
2($ 24,192 S 15,073 $ 9,119 60.499% 60%
3 32085 21117 10968 51.939% 52% 4 pages
4 39150 25185 13965 55.450% 55%
5 42382 29510 12872 43.619% 44% 5 pages 3
6 52265 36532 15733 43.066% 43%
7 67123 45730 21393 46.781% 47%
8 100000 66055 33945 51.389% 51%
9 78324 54666 23658 43.277% 43%
10
1
12 ||
13
14
15
4 4 » M| Fal 2010 MIS Grades _~ Sheet2 | Sheet3 .~ Fal 2010 MIS Grades (2) .~ ¥J M4l B — ) ] » ]
Ready | ‘ 100% (o) Y, ©) e

Fit to One Page—Use this feature to have Excel resize your spreadsheet to fit to
the width of a single page. In this example the height is left automatic to allow
multiple pages. Fitto one page avoids cutting off columns.

-@\ M990 Techniques - Mlcrosoft Excel (Trial) o B =R
Home Insert Page Layout Formulas Data Review Almans [~) e o @ R
Numbe

_ I R Ta AL = o = nditional Formatting ~  5=Insert ~

Ea- = A & [;] g = at as Table ~ 3 Delete ~ AT Lﬁ

g BILU-H- 2 A E B~ 'n? .>°8 ell Styles ~ [ Format - .l' P ot
Clipboard & Font % Alignment x| Numb r— | Celis Editing

D2 MG £ | =C2/B2 _‘Q 50.60 [ v
L B = Lo | B | m=== Short Date [ J K <
| 1/0/1900
Male Female Female Time

age25+w/  age2S+w/ Male earnings as a % of Male 23111, PM
1 earnings earnings Over/(Under) , earnings Percentage
2(s 22192 $ 15073 $ 60% 60.50%
3 32085 21117 Highlight cells. 52% .
a 39150 25185 ok g 55% F;dvon \ .
5 42382 29510 12872 4% )
6 52265 36532 15733 3%
7 67123 45730 21393 a7%
8 100000 66055 33945 51%
9 78324 54666 23658 3%
10
1 L
12
13
14
H 4 » W] Sheetl  Sheet2 | Sheet3 ~¥J Ml i ] » 1]
Ready | Average: 04950 Count:8  Sum:3.9602 [[EH|] M 100% (=) v () .4
Format Number—Use this to designate what type of numbers the spreadsheet
is maintaining. Format your numbers to options like currency, percentages,
date, time, and so forth.
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Xd9-~-|= L1 Assignment - Microsoft Excel (Trial) o B R [
Home | Inset  Pagelayout  Formulas  Data  Review  View c@o@ R
=5 * — AN = Percentage ~ |5 Conditional Formatting ~ S Insert ~ s, v A
‘j G- o 1 A o _J $ % » éFomatasTablev 5% Delete - | [g]~ 27 ﬂ
Faste B I U-|[H- |2 A EE g ) Cell Styles ~ HiFomat - | @~ Fitees cetects
Clipboard ¥ Font ") Alignment Number Styles Cells Editing
D2 v (- £ | =B2/C2 S
A B & D E F G H | -
Points Points
1 Student ID Earned Possible Exam Grade
B 100 89 120 724~ @ %
74% 3
3 101 96 120
o
) 102 109 120 80%
olF
5 103 117 120 91%
ol
6 104 82 120 98% U
7 105 94 120 8% 1)
8 106 103 120 Jien
9 86%|
CREN Fall 2010 MIS Grades . Sheet2 ,Sheet3 ¥J IKH i : : ] 30
Drag outside selection to extend series or fill; drag inside to clear | \ 115% ‘_i' I—W ‘»i‘f
Formula-Copy—Use the same formula for a series of adjacent cells in a
spreadsheet. This will save you time and ensure that the formulas are
consistent.
X d9-e-|= L1 Assignment - Microsoft Excel (Trial) o B3 =
Home Insert Page Layout Formulas Data Review View [A) 0 o @B R
% . - - A
B - A A 9 s B 7 }}
t B 7 U A Find &
u 25§ =2 =) 2~ Select ~
Clipboard = Font Alignment Number Styl ells Editing
[ ROUND (0 x v K| =82/ v
A B C ‘ D E F G HE
Points Points
1 StudentID Earned Possible Exam Grade
B 100 89
3 101
4 102 120 6
Q’m Enter
5 103 1 120 5
6 104 82 120
7 105 94 120
8 106 103 120 S
W 4 » | Fall 2010 MIS Grades . Sheet2 Sheet3 ~¥J Ml i ] » [
Edit | |EBOE 130%
Formula-Create—Use formulas to complete simple to complex mathematic
functions throughout your spreadsheet. Always begin a formula with the “="
sign. Link to an existing cell simply by clicking it while constructing a formula.
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X9 e-s

L1 Assignment - Microsoft Excel (Trial) o B R
Home Insert Page Layout Formulas Data Review View o 0 o @ R
* prr— . PO ) =. Percentage - [§Conditional Formatting ~ Se=lnsert~ X -
s - A » = Ay
E Ea~ A = $ - % » [GFormatasTable - 5 Delete ~ | (3]~ Z m
Faste B U- H- R A E - 8 3% [ Cell Styles ~ [E)Format ~ | 2~ é,?{:,sf ;’,‘ffv
Clipboard 1 Font ] Alignment Number Styles Cells Editing
D8 -~ (@ f< | =B8/C8 v
A 8 c o e F G H 3
1 Student ID Points Earned Points Possible  Exam Grade
O ctrl ) +(~)
2 100 89 120 =B2/C2
3 101 96 120 =B3/C3
4 102 109 120 =B4/C4
5 103 117 120 =B5/C5
5 104 82 120 =B6/C6 1
7 105 94 120 =B7/C7
& 106 [103 1120 |=ss/cs I
9
10
1
12
13 L
14
15
16 R
4« » | Fall 2010 MIS Grades . Sheet2 . Sheet3 ~#J 1K T} » ]
Resdy | Bo@aso 0 ®

Formula Mode—View your spreadsheet in this mode to see the formulas each
cell contains. This mode can help you see relationships between cells and can
help you find errors in your formulas.

X d9-e-|= u

Assignment - Microsoft Excel (Trial) o B X
m Home Insert Page Layout Formulas Data Review View a o o R
a= e || == [y shapes ~ Pl Line ~ ) Area ~ P Line j Q} A ah 4~ T Equation ~
M E Q e ESmanArt @ Pie v IiScaﬁer' EColumn l :| é j' £2 symbol
Pivotfable Table | Picture cAn: &) sreenshot - Col:lmn o 5sc - () Otner Chrars + | i winoss Slicer | Hyperlink Le;: ;;Z?::r -
Tables Hlustrations Charts Sparklines Filter Links Text Symbols
E1 M - F ¥l
A B c g D K B M N
Points Points
Student ID Earned  Possible
100 89 120
101 96 120 80% [ Paste Options:
102 109 120 91% = = =l
-]
103 117 120 98%
104 82 120 68% Paste Special...
105 94 120 78% Insert
106 103 120 86% Delete
4 4 » ¥| Fall 2010 MIS Grades  Sheet2 . Sheet3 ~#J M4 il ] » [

i Ready |

Average: 0821428571 Count:d sum:575 |[ED@ ss% o O )

Insert Column—Place an additional vertical column to your spreadsheet. The
column appears to the left of the selected column by default.
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[XH ™ B AR C R L1 Assignment - Microsoft Excel (Trial) o B =R
Home Insert Page Layout Formulas Data Review View 2] e o @ R
- v Ca - -
ﬁ * P s A = EE] o = General [§ conditional Formatting & Insert = 9? lﬁ
Ga- o $ - % » [BiFormatasTable 5% Delete - [g]- &
Faste B I U-[H- R A BEEEH g 55 Cell Styles - B Format - | 2+ Firers Sereets
Clipboard 1 Font £l Alignment £l Number £l Styles Cells Editing
A3 M - F | 100 [+l
1 = 1 = 1 - 1 = 1 'f‘
Exam (]
1 StudentID Points Earned Points Possible Grade
89 120 74%
96 120 80% |
109 120 91%
120 98%
| 120 68%
6 | @ Paste Options: 120 78%
| = B 120 86%
! 1 & |
8 Paste Special...
1 | Insert -
M 4 » W] Fall § Delet eet3 ¥J Ml il ] » ]
Ready | | 2elete Average: 8031177778 Count:6  Sum: 4818706667 \g 85% (=) v om
Insert Row—Place an additional horizontal column to your spreadsheet. The
column appears above the selected row by default.

X d9-™-|s Techniques - Microsoft Excel (Trial) o B R
File Home Insert Page Layout Formulas Data Review View a o o g R
— . : L. o= _ S General  ~ mattir T A

Y Calibri 1 - (A = »
=) roe @ A 8
Paste - 3 = . Sort& Find &
y B U = 2 ] (5 Cell Styles B Format ~ | 2~ Fijter - Select~
Clipboard & Font 5 Alignment Number Styles Cells Editing
c1 d - £
Mal ver/(Under) g
A ] D 6 E G H 1 J K L&
Male Female| Female
age25+w/  age2S+w/| earnings of
earnings earnings|Over/(Under) Male gs Alt + Enter

2|8 24192 § 15073 $ 9,119  60.499% 60%

3 32085 21117 10968 51.939% 52% s

4 39150 25185 13965 55.450% 55% 1

5 42382 29510 12872 43.619% 44%

6 52265 36532 15733 43.066% 43%

7 67123 45730 21393 46.781% 7%

8 100000 66055 33945 51.389% 51%

9 78324 54666 23658 43.277% 43%

10 I

1

12

13 5

4 4 » W[ Sheetl ~Sheet2 | Sheet3 /¥J Ikl [ » 1

Edit | |@g 100% ( ————

Line Break within a Cell—Force a line break in a cell to organize text. Follow
this key stroke to move to the next line, simply striking “Enter” will move you
to a separate cell.
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[™ B A R Techniques - Microsoft Excel (Trial) o @ X
W Insert  Page Layout View c@oc@ =
‘Aj & Calibri 11 v AT AT - Ec ional F ing~ g<Inset~ X -~ ﬁr m
- Ea- Format as Table ~ 3 Delete ~ -
Paste e Sort & Find &
es v {EFormat | 2~ Filter~ Select~
Clipboard r;| Font ] Alignment Styles | Cells Editing
D2 - £ | =C2/B2 v
4 A | B | c | 1 [ 1 | x [ L=
Male Female Female
age25+w/  age2S+w/ Male earnings as a % of
1 earnings earnings Over/(Under) Male earnin
$ 24192 $ 15073 $ 9,119 . m@
32085 21117 10968 52%
39150 25185 13965 55% =
42382 29510 4%
52265 36532 / 43%
67123 a7%
100000 Highlight cells. .3 51%
78324 566 1658 3 43%
10
1 J
12
13
14 L
44 % W[ Sheeti Sheet2 | Sheet3 /¥ JIKHl i ] 0
| Ready | Average: ount: 96.02 O 100% i

Move Decimal Point—Display more digits following the decimal point.
In business, rarely show more than two decimal points. Avoid decimal points
for numbers greater than 100.

(i .
e L2 Table

v

4 [ B ] c & eld -~ x
Drop Report Filter Fields Here |

2 Choose fields to add to report: el
3 Data | <

| 4 App ~ [Count of Average of Ratin

| 5 |24/TFantasyFootballGilpin 4 4.75

| 6 AdoptADog 7 4714285714

| 7 |Alamode 6 4833333333

| 8 |bboardmobile 8 4.5)

| 9 |Block 9 4.428571429]

| 10 Bobcat App 1 5

| 11 |Chord Tuner App 4 4

| 12 coachscornerhockey70 1 5

| 13 |DrunkDining 16 4.5)

| 14 EZFantasy News 2 5

| 15 Fitness Break 1 4

| 16 flick 4 475

| 17 |go. radio 10 45

| 18 Golf Tracker 1 5

| 19 |golftrackerbednar 8 4.625)

| 20 Green Calculator 1 5

| 21 |Greencalculatorperry App 4 4.75)

| 22 |HearPlayLeamn 5 5§

| 23 Hi Mom App 6 4.5

| 24 |https://sites.google. 4 5|

| 25 || SEE YOU 6 4.4

| 26 iAlpt 4 475

| 27 iBarTab 6 4.5)

| 28 iblueprint 3 4.666666667

| 29 |iBustedNovak 9 4.375) 4 RowLabels T Values

%mﬁrm App ~ CountofApp v

EiCanWlite Average ofR... ¥

| 33 |icanwriteclaffey

| 34 iCook

| 35 |iCourse 3

| 36 idateapplication 4 5| & o

174 ¥ W T 7 " Most Popular Female Pivot Table .~ MostPopuiall 4w 1)
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Pivot Table
Data
App ~ [Count of App Average of Rati
_5_|24/TFantasyFootballGilpin 4 475
6 |AdoptADog 7 4714285714
7 |Alamode 6 4833333333
"8 |bboardmobile 8 45
9 |Block 9 4428571429
10 |Bobcat App 1 5
11| Chord Tuner App 4 4|
112 | coachscomerhockey70 1 5
13 |DrunkDining 16 45
{14 |EZFantasy News 2 5
15 |Fitness Break 1 4|
16 fick 4 475
7 |go. radio 10 45
18| Golf Tracker 1 5
19 golftrackerbednar 8 4.625)
20 |Green Calculator 1 5
21|Greencalculatorperry App 4 475
22 |HearPlayLeam 5 5
23 |Hi Mom App 6 45
24 https://sites_google. 4 5
25 I SEE YOU 6 44
26 |iAlphabet 4 4.75)
27 |iBarTab 6 45
28 |iblueprint 3 4.666666667 |
29 |iBustedNovak 9 4.375
30 |iBuyOrsborn 4 425
31 lcantwait 7 5
32 |iCanWrite 1 4
33 |icanwriteclaffey 1 5
34 [iCook 10 47
35 |iCourse 3 4666666667
136 idateapplication 4 5
37 |iDesignerDeals 2 4
38 |iDine 1 4.363636364,
39 [iDont 5 46|
40 |idream 19 4611111111
41 |iDrive4FunNavigation 4 45
42 |iFFN 1 3]

Xid9-~-|5 Techniques - Microsoft Excel (Trial) o B R

1 Review View [~} 0 o @ R
ﬁ X AutoSum ~ . Logical kup & Reference é‘j 9 Define Name ~ E)‘ Trace Precedents ﬁ
‘- Recently Used ~ ﬂ Text ~ . £2 Use in Formula ~ =% Trace Dependents ’ - | -8
Insert Pemimes Math & Tri . 2 Watch | Calculation [
Function ‘ Finandial » ﬁ Date & Time r B Create from Selection <7» Remove Arrows ~ @ Window | Options ~
Function Library Defined Names Formula Auditing Calculation l
2 - fe | =ROUND(B2:811,0) v
A a [ [NCEN = T w T T T x T v wm [ N3
Student  Actual  Final RAND
1 ID  Grade Grade
RANDBETWEEN
100 88.569| 89|
101 91.56° 92] ROMAN
102 94.223] 94] L
103 76.875 ROUNI
104 92.454) 92] .
105 97.011 ROUNDI
06| 8533 = Number [62:511 4@ = 88.569
107| 87.678 88 Num_digits |0 =0
108 81.861) = Rounds a number to a specified number of digits.
10 87.259) 87 Num_digits s the number of digits to which you want to round. Negative rounds to the
12 left of the decimal point; 2ero to the nearest integer.
13 -
14 Formula resuk = 89
15 Help onthis function
16
M < » M| Sheetl /Sheet2 ~Sheet3 ~¥J

Round Number—Format your cells to automatically round your numbers to
your specific settings. You can round numbers up, down, and to your desired
number of digits.
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X 9o g 51_unit_612_ - Microsoft Excel (Trial) o B %
Mmz Insert Page Layout Formul Dat i View c@o@@ =
Ty From Access 3% L j (3] conne Y & C [2 pata validation ~ % Group ~  #=
:; ﬁ ) = S=s o=
{9 From Web (& Propertie » Reappl = ”
= From Other Existing Refresh z Filter ; Textto  Remove @ What-lf Analysls \d
IMFromText  Sources~  Connections | All~ &2 Edit Link # Advanced | Columns Duplicates .
Get External Data Connections Sort & Filter Data Tools Outlin

L BS = (S f.'-\ =c3 k
Set Inputs and a [c T o E F G H Scenario ManX&gg..
ﬁOutput formulas ¥ —— o

Weekly Pay  Worked Income
3 $1,000 40 (540,000 | Data Table...

Goal Seek...

Weekly Pay

4 1
3 %: C3y 600 800 51000 51200 sta00| MIETEWETI
6 25

| Row input cell:

14 Type desired
incremental
values.

ar Column input cell:

I

[ OK ][ Cancel ]

IZBGE#L‘I#

13
14
15
16 v

W 4 » »[ Sheetl | Sheet2 ~Sheet3 ¥2 4] [T ] » [

Point | Scroll Lock | ‘gng 100% ( ———————

Sensitivity Analysis—Use this feature to show the various output values
achieved by combining incremental values of two inputs. This analysis will
support decision-making and the development of future actions.

[F4I0™ I AR R L1 Assignment - Microsoft Excel (Trial) ¥

Home Insert Page Layout Formulas Data Review View
-
[ij ] Calibri i A= = s =§ General - [# conditional Formatting ~ 3= Inse E

0
La- $ - % » | [G5FormatasTable - % Dell 2 Fi
Past e -A- B Filter ok =
Sy 8 7 U — 2-A . S | ) Cell Styles ~ For(
Eal

Editing
. . . . Alignment % | Number Styles Cel

Hlfhhgh:‘da;? including A1 sontAtoz

olumn headings.
8 F [ ! _ E L MZl sotztoa
lass Grade Class Grad 8 custom Sort.
0,
93.1% Dance 77.4% V= Filter S
Dance 77.4% Anatomy 79.3% _
5 LY Llear

Accounting 80.2% Accounting 80.2% -

Art History 91.7% Art History 91.7% |

Bowling 100.0%) MIS 93.1%

Anatomy 79.3% French 94.0% [Pu1addLevel ][ X peleteevel ][ 2 coprtons... |

94.0% Bowling 100.0% Column SortOr | Order

10 T Sortby [Grade ~l| |Values Smallest to L
11
: e i
13
14
E . ) ) } v
W 4 » M| Fall 2010 MIS Grades . Sheet2 ~Sheet3 ~ Sheet5 . Sheet6 .~ %J IKH L[] » [
Ready | Average: 693.6741111 Count:32  Sum: 14567.15633 ||'_:|g 90% (- U — 3 o

Sort Data—Use this feature to organize your spreadsheet based on your
desired field. By sorting the data, you can strengthen the impact of your
message and help the reader understand more clearly.
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