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Getting Started with Excel 2008

A University of Michigan Library Instructional Technology Workshop

ELEMENTS OF AN EXCEL DOCUMENT

When you open Excel, a blank workbook is automatically opened. A workbook is a file with one
or more sheets; each worksheet (sometimes called “spreadsheet) is a “page” in the workbook
where you enter and work with your data. Each workbook starts with one sheet, but you can add
more by clicking on the Insert Worksheet icon to the right of your last sheet’s tab (circled below).
To change the name, double-click on the sheet’s tab and then type the new name.

An Excel worksheet is made up of a series of columns (named with letters e.g. A, B, C...) and
rows (named with numbers e.g. 1, 2, 3...) that define the cells — for example, “F27”, as below. To
enter data (text or numbers), click in the appropriate cell and start typing. When you type, the data
goes into the currently selected cell, called the active cell. All the data you enter in the active cell
appears in the Formula bar. If you need to change the data, you can double-click on the cell to
activate the cursor in the cell, or click in the Formula bar and make the change there.

Active Cell 4 F27 Yy fx | Getting Started with Excel
—ﬂ'ﬁ'ﬁ_ excelexample.xls =
Pllad= &6 OO0 ¢ @-cr 2+ & & Dl””’“""i“'
New Open Sawve Print Import Copy Paste Format Undo (oo AutoSum Sort A-Z Sort Z-A  Gallery Toolbex Zoom  Help
Asial -w - BT UEEZmw $% 1 G 8 &5 H-G-A-
| Sheets Charts SrmartArt Graphics | WordArt |
< A B C D E G H 1 J [ =]
22 1:00:00 PM  5:00:00 PM Tuesday 22 Drop in and Learn How lo Create PDFs for the  Knowledge Navigaton Center 40 28 No Open
23 2:30:00 PM . 4:30:00 PM Tuesday 23 UM SiteMaker. Custom Websites Made Simple  Media Union Windows Training Roon 20 16 No Open
24 2:00:00 PM 5:00:00 PM Tuesday 24 |Intermediate Excel: Functions and Macros Media Union Windows Training Roon 20 20 Yes Intermed
25 1:00:00 PM 4:00:00 PM Tuesday 25 Introduction to FileMaker 2074 Campus Salely Services Bldg 20 17 Mo Beginner
26 9:30:00 AM | 11:00:00 AM Wednesday 26 0Kl at UMICH Media Union Teleconference Room 20 10 Mo Open
| 27 | 3:00:00 PM 5:00:00 PM Tuesday 27 Getling Started wilh Excel Faculty Exploratory 1w 17 Yes Beginner
28 /B J00:00PM 5:00:00 PM Tuesday 28 Course Design for Aclive Learning SEB Multimedia Classroom |1 25 18 No Open
29 /B 1:00:00 PM 3:00:00 PM Tuesday 29 CourseloolsNG Test Drive Faculty Exploratory 7 16 No Intermed| &
30 S/7/03 9:00:00 AM 11:00:00 AM Wednesday 30 Scanning Images for the Web Instructional Technology Lab 6 6 Yes Beginner|
[—1E T Data Entry Basics | Sums and Average | Weighted Average | Panes and Formatting @ e SV
8 Mormal View Ready © SCRL | & CAPS | © NUM 4
The Formula bar is not “docked” (connected) to the other toolbars, so you can move it around
independently. To navigate more quickly in your worksheet, use the arrow keys on the keyboard
to move left, right, up and down. In addition, you can use the following other keystrokes:
e Return accepts your entry and moves the active cell down one; hold down the Shif? key as
well and you will move back up.
e Tab accepts your entry and moves the active cell to the right. Again, hold down the Shf?
key as well as the Tub key and you will move to the left.
The Esc key or red X in the Formula bar will abort your change.
Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
exploratoty@umich.edu | http://www.lib.umich.edu/guides | knc-info@umich.edu
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RESIZING AND HIDING COLUMNS AND ROWS

You can change a column’s width by putting your cursor between the letter for that column and
the next (between A and B at right). When you get the two-headed arrow, drag to the right or left
as desired.

C

Double-clicking on that same spot will “autofit” the — <= | A :
January February March

column, making the column as wide as the largest

1
. . 2 |Mortgage
piece of text/data in that column. 3 e

Car Payment
The same technique works for rows; put your cursor

between the two numbers until you see the two-headed ;rrow, and then drag or double-click.

To hide a column or row, put your cursor on any cell in the column or row, go to the Format
menu, then Column (or Row) and choose Hide. To unhide a column or row, select the columns
or rows before and after the missing column or row, go to the Format menu, then Column (or
Row) and choose Unhide.

For exact height or width control, go to the Format menu, then Column (or Row) and choose
Width... (or Height...).

USING PANES TO CREATE SPREADSHEET HEADERS

If your data set is large and it is difficult to see which values correspond to

what heading, you can make the top rows and leftmost columns into headers
that will stay put at the top and left as you scroll around the page. N @
1. At the top of the vertical scroll bar, there is a thick bar. Move your ;;i;tl_ c
cursor over this bar and it changes to two parallel lines with an arrow. 1}.‘.;_., Authoring and Ent|
2. Click and drag to divide the window vertically into panes. Adjust the  Infarmatan Manageme
split so that the first row (or two) is the only row in the top pane. Course Devaloprment | ¥

3. To set a horizontal pane, use the similar thick bar at the lower right e

corner of the scroll bar and drag it to the left.

4. To freeze the panes in place, go to the Window menu and choose
Freeze Panes.

Note, you don’t have to set them both; you can use just the vertical or just the horizontal. Once
you freeze the panes, however, you need to unfreeze them to either adjust them or add another
pane.

To remove the pane(s), go to the Window menu and choose Unfreeze Pane.

Once you have the column and row headings in place, you can scroll left to right and top to
bottom and they will remain in place. This can be very useful to manipulate your data — see the
Sorting Data section on page 13 for more information.

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
exploratoty@umich.edu | http://www.lib.umich.edu/guides | knc-info@umich.edu
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USING THE AUTOFILL COMMAND

Excel has the feature that helps you automatically enter data. If you are entering a predictable
series (e.g. 1, 2, 3...; days of the week; hours of the day) you can use the AutoFill command to
automatically extend the sequence. You can also use this for formulas — set up the formula once,
then use the AutoFill to propagate it to the other cells.

USING AUTOFILL FOR SEQUENCES

For Excel to know how to fill in the series, you usually need to provide two or three examples. In
the case of months, weekdays, and hours, you only need to provide one example.

1.

Type in either the first element (e.g. January or any month) or the first two elements (e.g.
1, 2) of a series.

Select the cell(s) you just typed in.
Move the cursor over the little block in the lower right corner of the active cell, and the
cursor changes to a hairline plus sign (+), as opposed to the usual block plus sign.

Click and hold on the fill handle and drag to the right (or down) to fill in the series. Note
that Excel can only extend series by adding to the sequence (that is, the next month,
adding the same number, etc.), not other kinds of math such as square, multiplication, etc.

A | B | ¢ | o | E | F

Excel's guess to what

Januar February |l
' J//the next cell should be.
March

EEENE

USING AUTOFILL FOR FORMULAS

To use AutoFill with formulas, insert the formula and make sure it works (more about working
with formulas later in this document!).

1.

Select the cell(s) with the formula and move the cursor over the little block in the lower
right corner of the active cell, and the cursor changes to a hairline plus sign (+), as
opposed to the usual block plus sign. .

Click and hold on the fill handle and dragto Lo ) Jr, SSOMERHD

the right (or down) to fill in the other cells.

- = B { R - T o ‘i‘ Z
Excel automatically adjusts the formula for L= 6l 0D & (o e we a

the row it is now on (so, in the example at qo - B iU =@= 8 % : 5.

&=

=

‘e Print Import Copy Paste Format Undo AutoSum Sort A-Z Sort Z-A  Galle

=

right, Captain Crunch’s total formula would

Sheets

| Chart

Total

Ave

3]

read =SUM(D4:M4) and so on. B C [DIETFIGIHTT[JTKILM
Homewaork
. . . . Sirst ID-last 5 1 2 3 4 5 ] 7 8 9 10
A Note about using AutoFill with functions: If ~ ser 13657 : 10 3 6 & 6 & 3 8 6
Zaptain 14-5349 7 9 ] 7 ] 7 7 a2 ] 8
you want a constant reference (for example, each ope 191103 7 9 7 8 9 & 9 10 & 7
. . s t‘agllla 20-1835 9 9 9 9 10 9 9 10 8 9
column should be divided by a certain cell’s data), Wster 209383 (8 6 8 7 9 8 7 9 7 8

add a dollar sign (§) in front that cell’s reference in the Formula bar. For example, if =D8*$P$8
is in the Formula bar and you AutoFill from this cell, the next cell would read =D9*$P$8,
changing the first cell, but keeping the second cell reference constant — otherwise, it would read
=D9*P9. Another way to accomplish this would be to define the constant and then reference the
constant, as seen in the Creating Weighted Averages section on page /.

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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USING FORMULAS AND FUNCTIONS

Formulas in Excel are useful to perform various mathematical, statistical, and logical operations.
You can type in a formula (though you have to be sure it’s exactly right) or you can use Excel’s
preset formulas called functions. Excel can perform simple tasks like a calculator; for example, if
you typed in =5%6 then pushed Enter/ Return on the keyboard, what would appear in the cell
would be 30. If you selected the cell again, though, you would see the formula =5%6. If you type
in the formula, you must start with an equal sign, so Excel knows that the data in the cell is a
formula. After the =, what comes next depends on what you’re trying to do. If you were
multiplying numbers (like in the above example), you would just type in the appropriate numbers
and mathematical symbol (* for multiply).

The power of Excel, however, is to do more complicated calculations, including calculations for
the cell itself, no matter what the content (meaning, if the content of the cell changes from a 5 to
a §, for example), and more complex formulas (such as

averages, sums, etc., beyond basic math). Just like a basic < A - B
formula, you need to start with the equal sign. After that, 1 Hours Worked
you would put the function name, then the range of cells 2 5
inside parentheses, separated with a colon. For example: 3 10
=SUM(B2:B5). 4 14
Luckily, Excel has many preset functions, so you don’t have 5 20}

to remember exactly what to type in — just remember the B Month Total: | =SUM(B2:B5)
name of the function. ¥

USING THE AuTOSUM COMMAND

Since adding is used so frequently in Excel, there is an icon on the toolbar that will attempt to do
it automatically. When you use the AutoSum command, Excel guesses what data you want to sum
together (usually a block of cells next to the cell where the formula is).

To use the AutoSum, go to the cell where you want the summation result to appear, click PR
on the AutoSum icon in the Standard toolbar, and verify that Excel’s guess is correct. If it is
not correct, select the cells you wish to add to the formula by clicking on the first cell and
dragging to the last one. Then press Rezurn on the keyboard. The sum of the data of the selected
range of cells will appear in the cell with the formula. If any of the values in this range of cells are
changed, the cell with the summation formula will automatically update to reflect the new sum.

AutoSum

An example of a sum is displayed in the picture above this section.

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
exploratoty@umich.edu | http://www.lib.umich.edu/guides | knc-info@umich.edu
rev: 3/9/10
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INSERTING A FUNCTION

Before anything, you need to make sure your cursor is in the cell in which you want the result.
You can insert functions by either going to the Insert menu and choosing Function... or by
clicking on arrow next to the AutoSum icon and selecting More Functions. ...

The Formula Builder part of the Formatting Palette become active, and a list of operations that
Excel can perform are displayed.

When you choose a function from the list — . : .
i O Formula Builder [

(scroll to it or find it in the Search box), the - L = e | ol Ll .
bottom portion of the Formula Builder ]1 o b Ul | % é

changes so you can select the cells you would

- | (Qxsearch for a function ) t

A
like to involve in the formula. To select, use Hours Worked, | [ Nost Recently Used ol |
the mouse to click on the first cell and drag 10 : '
through the cells you would like to add. Note 20l | | COUNTIF
: : . Menth Total: \GE(BZ:B5) | SUMPRODUCT

that for each function, this bottom portion fuonth Total: [CEE2ES) H UM
will look different. - MAX
If you’re not sure how to use a particular | el 3
function, you can click the More help on this
function below the function description and Sescription

. . , | Returns the average {arithmetic mean) of its
that Wlll brmg up Excel’s Help | arguments, which can be numbers or names,

. L. | arrays, or references that contain numbers.
Once the function is in the cell, you can copy | SYNTAX: AVERAGE(numberl,number2,...)
and then paste it into another cell to do the e
. . | Arguments

same function for that different range of cells. N
You can also use the AutoFill command (click | ombert [6:10:14:201)
cell with the function, then drag to the right or j rurnber [ oo

down). The formula adjusts automatically for
the new values.

As mentioned before, if you want a constant reference (for example, each column should be
divided by a certain cell’s data), add a dollar sign ($) in front that cell’s reference in the Formula
bar. For example, if =D8*$P$8 is in the Formula bar and you AutoFill from this cell, the next
cell would read =D9*$P$8, changing the first cell, but keeping the second cell reference constant
— otherwise, it would read =D9*P9. Another way to accomplish this would be to define the
constant and then reference the constant, as seen below in the Creating Weiohted Averages section.

There are so many different functions in Excel that it would be difficult to cover them all, but we
will include a few below in addition to the AutoSum that was explained above on page 5.

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
exploratoty@umich.edu | http://www.lib.umich.edu/guides | knc-info@umich.edu
rev: 3/9/10
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CREATING WEIGHTED AVERAGES EXERCISE

Suppose the final exam is 50% of the grade, and the

homework and midterm are 25% each. To make a weighted Quick Reference:

average, cach score is multiplied by the decimal equivalent 1. Enter weights .

of its weight, and the weighted scores are added up. The 2. SIElEE: BB e MERTS T
> ) . . 3. Insert the sumproduct function

only restriction on a weighted average is that the weights

o a. Array 1 = first student’s scores
must sum to 1 (or 100%). You could type this in by hand, b. Array 2 = Weights

for example: =0.25%¢3+0.25%r3+0.5%s3 but the problem 4. Click OK and AutoFill
with that is you would have to get into each cell to make
the change if you need to alter the weights for a different semester or class.

Excel has a function called sumproduct, which adds the products within a range of cells, so by
using that function, we can avoid having to type in all that in the example above. In addition,
because functions can refer to cell contents — and thereby change as the cell content changes — we
use the cell references for our weights, and so if they change, our formula results will
automatically changes. For example, if the weights change (so the final exam is now worth 40%,
and the midterm and homework are now 30%

I —
each), as long as the Ceﬂs thCmSCIVCS are SUMPRODUCT | = ) [fz| =SUMPRODUCT(D3:F3,D1:F1)

. . SUMPRODUCT{arrayl, [array2], [array3], [arrayd], ..) [ om0
referenced (rather than the specific numeric | = B ) & rrreep——— B iooxh
Value), the formula Wlll automatically update. ® Print Import (oo Paste Format odo fedo AutoSum Sort A-Z Sort Z-A  Gallery Toolbox  Zoom

10 RS :CAOJ B ‘ ] [a] Formula Builder Q
E| B e B |l | % | S
If we add the weights above each column B it (s —re—F - A (QSearch for a function )
. . . First ID-last 5 _HW Midterm  Final _Weighted §
heading, insert the sumproduct function, Under  13-8957 § 78 77 88 TiDIF1) | | Most Recently Used 0
Captain 14-5349 71 61 48
choose the student’s scores (ArrayT) and then Gmpe  1s1103 80 85 86 s
agilla -
1 1 E 20-9383 77 9 7
the weights (Amay2), the formula will be Easter 200363 | 77 | %4 | 74 counTr .
i -, a4 v
correct for the first student. If we try to use e B
. Wond 13-1977 89 85 80
the AutoFill command, hOWCVCt, as we Bl 218427 77 70 66 Description
. . . . Joe 13-8435 83 82 88 Multipli di i r
discussed in the Using AutoFill for Formulas on Lucky 131313 91 75 93 e
- Charlie 19-2467 72 BO 85 of those products.
page 4, both cell references will moved down
— so the second student’s formula would be More helo on this function
. . Arguments
incorrect (as shown at lower right). SUMPRODICT
array1 [RERGE] {78,77,68}
armay2 10.25,0.250@
We can either use the § (dollar sign) to “lock Rty
in” the cell references for the weights, or we o N (C —SUMPROBUCT(DITA DIF3
defi d f . h 1 ith th SUMPRODUCT (20 Q= = (D4:F4,D2:F2)
can define a named area referencing the cells wi e
. . . . o] " - . . . -ﬁ} z
weight information, and then use that name in the 1= B & Z- % &
i opy Paste Indo Red - 1
formula to reference thOSC CCHS. e Print Import - Copy Paste Format @ Undo RI dT AutoSum Sort A-Z Sort
0 - B I U AB %o G0
| Sheets
Before we define a name, create a2 new column for the € TDT E T F MW W i
. . Neights ! ! ]
weighted averages for all of the students. This way we ] Dast 5 W Vidtern | FRal [Weighted Score _|Grade
. . nder - 75
can compare the weighted averages with the non- Coptain | 14-5349 [ 7T T 6145 ]rap2+2)
) rape -
Welghted averages. Magilla 20-1835 91 9z a0

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
exploratoty@umich.edu | http://www.lib.umich.edu/guides | knc-info@umich.edu
rev: 3/9/10
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DEFINING A NAMED AREA

1. Enter a set of weights for each score at the top or bottom of each grade column (e.g. .25,
.25, .50). Make sure the weighting adds up to 1.

2. Select the cells containing the weights.
3. In the Insert menu, Name, and then Define....
In the Define Name dialog box, typea = IS Define Name

. s 025 025 05 |
name in the Nﬂmﬁ: ﬁeld — ﬂote, EXCCI ts  HW Midterm  Final Weif

. . 4 MNames in workbook: 0K
may guess at a name if an adjacent cell 3370 [T 08 T o ¢ )
eights
seems to be the label. 103 80 86 86 ' " [ Close )
335 91 a2 80 Scale - J
5. If you’ve already selected the cells (as 83 77 94 74  add )
youv Y ( 167 78 78 77 [ Add

we suggested in step 2), the Refers To: 232 a3 95 68

112 80 72 T2 Delete |

tield will already have the correct cell 377 a9 85 &0

. : 427 77 70 66
information. e R a0
- 313 91 75 93
6. Click OK to accept the name for these ;7 72 & a5 Refers to:
. o
cells — in our example here, “Weights”. “Weighted Average'lSDS1-5F51

USING THE NAMED AREA IN A FORMULA

In the Weighted Score column you created, click in the empty cell for the first student’s score. To
insert the sumproduct function,

1. Go to the Formulas Builder and type in sumproduct in the Search box.
2. Select the cells with the first student’s scores for Arrayl.

3. Type in the name Wezghts (or |2 (Jx =SUMPRODUCT(D3:F3,Weights)
Wh.atever }.7011 called lt) mn AW@2 S ] ﬁ Q‘J LM T f 10 O 0 - Formula Builder ¢
This field is not case-sensitive - you'll | paste Format 00 - AutoSur EYTI=ENIENE
i 1 -, | =
know you have it correct with the I U A T e

contents of the cells displays next to

1 : b C D E F “—1 Most Recently Used

the 1ﬁeld, agdhthefresult 'VTH displayin € B £ | F_ | " savronuct 0
st5  HW Midterm  Final _Weighted Sco

the lower right of the dialog box. s P ] | AV

. . . 1349 71 3] 48 U

Click OK to exit the dialog box. 105 [ B0 | 86 | 6 '] sum t

835 91 92 a0 | b4
5. Use the fill handle to extend the s | 77 | a4 |74 |

formula to all students. 234 83 95 68 | e
412 80 72 72 | array2: arrayl,array2,... are 2 to 255 arrays for
977 39 85 80 | which you want to multiply and then add
1427 77 70 66 | coemponents. All arrays must have the same
1435 83 az a8 | dimensions.
313 91 75 93 |
487 e &0 85 | 'More help on this function

1 Arguments
I SUMPRODUCT

ELcvall 03:F3 {78,77,68}

array2 0.25,0.25,08

Resuttivies

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
exploratoty@umich.edu | http://www.lib.umich.edu/guides | knc-info@umich.edu
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SUBSTITUTING LETTER GRADES EXERCISE

Rather than entering letter grades by hand, Excel can

do it for you. This also allows you to try different Quick Reference:

grading curves with a minimum of effort. We will 1. Create columns for scale and grades
create a table that has the numeric value of the student & tsheelr(;Ct the scale and letters and name
scores and the corresponding letter grade, and then use 3. Insert the viookup function

the vlookup function (vertical lookup) to compare each a. Look_up value = first students score
student’s score to the table and return the proper letter b. Table_array = Scale

grade. c. Col_index_num =2

4. Click OK and AutoFill formula

1. Create a column for the students called Grade
(or whatever you want).

2. Off to the side, add two other column headings for Scale and Letter Grade. This area is
what we will compare to the student’s score.

a. Under Scale, enter a straight B BNOR 0 000 U900 B c WO O )
. YWeights: 03 025 05

scale by typing 0, 60, 70, 80, 90, Weighted Letter

: st ID-last 5 HW Midterm Final Score Grade Scale  Grade
down thg column. For automatic  [= (700> B0 MEEm TO ST =
grade asslgnment, you must start |y 305234 71 77 85 795 B0 D
. . atlie 19-2467 80 a9 a6 85.25 0 C
Wlth the 10W score aﬂd mcrease Leter 209383 91 92 a5 a8.25 a0 B
as you go dOWﬂ hnta 305167 77 94 a5 86.75 90 A

b. Under Letter Grade, enter ‘E’, ‘D’, ‘C’, ‘B’, ‘A’. Your scale can be as detailed as
you’d like (meaning, you can use A, A-, B+, B, etc.), but you need to set that up
before you name the area (as in steps 3-6 below). If you change your mind later, you
will need to redefine the area.

To use the same scale for all of the students, we will name that area, and then use the name in the
formula (as we did with the weighted averages). Otherwise, if we copy the formula down (or use
AutoFill), the references to the cells that contain the scores and grades would change, and the
result would be incorrect.

3. Select the cells containing the scale and the letter grades, but not the headings themselves
(as shown in the picture above).

In the Insert menu, Name, and then Define....
5. In the Define Name dialog box, type a name in the Nazze: field — for example, “scale.”

If you’ve already selected the cells, the Refers To: tield will already have the correct cell
information. Click OK to accept the name.

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
explotatoty@umich.edu | http://www.lib.umich.edu/guides | knc-info@umich.edu
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Now we’re ready to use that newly named area to assign grades. The vlookup function looks up a
value in the first column of a table (where the values in the first column are increasing) and
returns the value in any other column of the table. In our case, then, we will compare the student’s
weighted score to the first column of the table (our scale) and return the value in the second
column (the letter grade). Because we have defined this area with a name, if we change the scale to
grade on a curve (so, to get a B you only need 75 instead of 80, for example), the letter grades will
automatically adjust.

7. Put your cursor in the Grade column for the first student then go to the Formula Builder

and type vlookup in the Search box. Double-click on it when you see it.

8. In the Formula Builder,
a. Click in the Lookup_value field, and then click on the first student’s weighted score.

In the Table_array tield, type in what you called the scale and letter grades area —
remember, youll know you’re correct if the scale and letter grades appear to the right

of the field .

c. In the Co/_index_num field, put in the column number that has the result you would
like to appear — in our case, it’s column 2 that has the letter grades we want to appear
next to each student’s weighted score. The correct letter grade should appear to the
right and below the fields in the dialog box.

d. Note the range_lookup argument is not bold. That means it’s optional.
e. Click OK, and the grade that corresponds with the student’s score should appear.

9. Use the fill handle to fill the formula in to the rest of the students. Note that we don’t
have to worry about the reference to our scale because we used a name.

You can change the curve to something else (e.g. 55, 65, 75, 85) and see how that influences the

grades. . -
Le - -

ne _: (jx =VLOOKUP(G3,scale, 2}

S — — . |\-'LOOKUPtlookup_\raIue. table_array, col_index_num, [range_lockup]} =

[ @ 0 rormula Builder R o e ) &wm% - U
i | ﬁ: | . | mﬁ | % | é o Feco AutoSum Sort A-Z Sort Z-A  Callery Toolbox Zoom H

byl TE OSES

2 (Q- vlookup A B % 633# €E 2E E'&'A'
1 M Pl v Used | | Sheets | Charts | SmartArt Graphic
| ost Recently Used F c H B K T M N
_ COUNTIF [ os
;Ij Lookup and Reference | Fisnaal '-'.'gir%t_cd Score Grladgn Scale . IF_eT.ter Grade
) | *— 5 cale, |
] it < | a8 57 60 D
4 MATCH =l 133 4.5 70 C
3 | BO 8575 80 B
3 | 74 7975 90 A
2 Description | 77 77.5
3 . X _ G8 78.5
3 col_index_num is the column number in | 72 74

. table_array from which the matching value I
A : 80 83.3
 should be returned. The first column of values | 66 69.75
J': in the table is column 1. a8 85.25
4 EE )
3 |More help on this function | 85 80.5

| Arguments
i VLOOKUP

lookup_value fo _ Te.
table_array [l {0,
i e N

]

range_lookup _ logical

15 True

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
exploratoty@umich.edu | http://www.lib.umich.edu/guides | knc-info@umich.edu
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COUNTIF EXERCISE

COUNTTF is a useful function that will only count the data if the data meets certain criteria. As
with any function, place your cursor in the cell where you would like the result to display.

1.
2.

5.

Go to the Formulas Builder and type in countif in the Search box.

Once you see COUNTIF as an option in the Formula Builder, double-click it to activate

the lower portion of the Formula Builder.

-

. . "‘ ‘CoNTF |2 (fx =COUNTIF(‘Panes and Formatting'!L:L,Sheet11A2)
Click in the Range field and then select the %Oﬂ;’ P rW““T‘f”=““-f”‘“"f’
data you wish to count — in our example, P bl LIRNLg " T
the Panes and Formatting sheet, column L. L LN Sn]:m e et 5 'ﬁ =
Notice that items in the column will display = ¢ «.. 1 s =<

Sponsor Sessions Taught |
[2 ] Sheet11A2) | IF

ITES
Database

to the right of the Range field. tee
6 MEDLRC |
7 MC | Description

Click in the Criteria field and then click on e
the cell that contains the data you wish to i} ws m———

count — in our example, cell A2. Again, the r | e

contents of that cell should display to the i -
right of the Criteria field, and the result 2 ! ez

should display below.

Press Return on the keyboard to accept the formula.

Since we’ve referenced cells in both fields of the dialog box, you can use the AutoFill feature as
we’ve discussed before.

TRIM EXERCISE

Sometimes your data has extra spaces at the beginning of the cell, so it won’t sort or filter
properly. You can use the TRIM function to get rid of them.

1.
2.

Create a new column heading (for example, “Fixed”).

Go to the Formula Builder, and type #in in the Search box. Double-
click on TRIM to activate the lower portion of the Formula Builder.
In the Text field, click on the cell that you would like to change, f
then press Rezum on the keyboard to accept.

Use the AutoFill feature to fill in this formula for the rest of the
column.

Select and copy the cells in the Fixed column, then in the first cell
in the original column, right-click and choose Paste Special from
the shortcut menu.

:

_9_70 F;)rmu!a_Builder
(BB e Bl N [ S

'Qr Search for a function

| Most Recently Used

TRIM
SUM
AVERAGE
COUNT
MAX

MIN

0

Description

| text is the text from which you want spaces
remaoved.

| |More help on this function
| Arguments

|

Make sure the Values radio button is selected, and press OK. Delete
the fixed column.

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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FORMATTING

CELLS, COLUMNS AND Rows

You can format the font, number, alignment, border, pattern, and
protection of your cells, rows, and columns by going to the Format
menu and selecting Cells... or by using the Formatting Palette.

Format Cells

[ Mumber | Alignment Font Border Patterns Praotection |

Category: Sample

Ceneral RERECHY

Number

Decimal places: 2 'E‘

Accounting

Date Currency symbaol

Time (s =
Percentage

Fraction Negative numbers

Scientifi

Toahe $1,234.10

Special §1,234.10

P (§1,234.10)

Custs
ustam (51,234.10)

Font Tab/Section: change the font, size and color text.

Number Tab/Section: specify the format of the cell (such as currency,
time, etc.)

Alignment Tab/Section: set the alignment and orientation of the text.
You can also choose to wrap text in a cell or merge cells.

Border Tab/Section: change the color (fill color) and border of the cell.

SETTING UP THE PAGE

Go to the File menu and choose Page Setup... or go to the Page Setup
section of the Formatting Palette to change the margins, page

orientation, show/print gridlines, and to adjust the print size.
Page Setup

[ Page Margins Header/Footer | Sheet ]

Print titles

i

Rows to repeat at top: £1:51

i

Columns to repeat at left: Ao 2
Options...

Print

it

Print area
E Cridlines "] Row and column headings

[ Black and white  Comments: | (Nene) ?

[T Draft quality

Page order

@ Down, then over

O Over, then down

Cancel ) (T OK )

[ &) ™ Formatting Palette (%]
ARIYARE = IR
¥ Font

Mame: |Arial -

Size: (10 f=

B|I|U =< Al

A A

¥ Number

Format: | General -

Cecimal: C‘F':: %‘.‘ﬂ:

w Alignment and Spacing

Horizontal:

Vertical:

Orientation: |abe

abe

%] b
[ wrap text [ | Shrink text to fit
Indentation and Merge

Indent: O

w Borders and Shading

Borders

Colar: + Draw by hand: =i
Shading
Color: /% "

Pattern:

w Page Setup

Orientation
2 Portrait | 4 | Landscape

Print Scaling

1 +| Page(s) wide
':' Fit to:

1 +| Page(s) tall
Adjustto 100% |7 normal size

Sheet

Gridlines: E‘ Wiew ':' Print
Headings: E‘ Wiew ':' Print

Print Titles... ]:[ Margins...

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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SORTING DATA

. . . . . £ Z
For a quick sort, click the Sort icons in the Standard toolbar (see right). For a more o A

complex sort, go to the Data menu and choose Sort....

If your columns have a header row (meaning, the label for

what’s in the column is in the top row), then you can

choose the column in the pulldown menus. Otherwise, the

menus say Column A, Column B, etc.

You can sort by up to three factors; if you only need one
just leave the other two blank. Note that for the first sort
order, you can click the Option button to bring up special
options.

Click OK when you are done.

FILTERING DATA

bl

L

Sort A-£ Sort Z-A
e Ooen MLE
Sort Begnners  LANGF
Open CRLT
b Open KNC
AL | Ooen MU

=

ty list has

Intermediate  ITES
Beginners ITES

Open MU
Begnners FE
Open CRLT

hen by | Intermediate MU

Begnners MU
Open MU
Intermediate MU
Beginness MU

Sort O

First key sort order
¥ Normal
Sun, Mon, Tue, Wed, Thu, Fri, Sat
Sunday, Monday, Tuesday, Wednesday, Tl
Jan, Feb, Mar, Apr, May, Jun, Jul, Aug, Sep
January. February, March, April, May, June
7™ sort top to bottom
() sort left to right

*) Header row

Options.

In addition to sorting, you may find that adding a filter allows you to better

analyze your data. When data is filtered, only rows that meet the filter criteria will

Jweekiay EScssionNum!ut_':

. K]

display, and other rows will be hidden. With data filtered, you can then copy, sort Ascending | g
R . . . sort Descending 13

format, print, etc., your data, without having to sort or move it first. To use a : | 87
-« [Show All)y 28

filter, go to the Data menu, then Filter, then AutoFilter....

(Show Top 10...) | 29
[Custom Filter...)

The column headings all now have a double arrow next to the heading name. : : ]
Click on the arrow next to the heading by which you want to filter, and you will :fn"d'*’av | a1
. . . 53
see a list of all the unique values in that column — choose the one you want. | Thursday ez
- | s
Now the double arrow for the filtered column is blue; click on the arrow next to [ Wednesday . ‘;?
another heading to further filter the data. You’ll also notice that the rows that Wadneeday a3
. . . . . Waednesds 46
don’t meet the criteria are hidden, as indicated by the Wednssday T
2 |Weekday [¥]|Leve P Title resday a0
blue numbers for the rows. 3 Tuesday % B
5 | Tuesday Sort Ascending _JL 58
In the example at right, first the data was filtered by ¢ Tuesgay | Sort Descending |
. B Tuesd b
the day Tuesday, and now will be filtered by the level — 1-j',;sd:: ' (Show Al) i
Intermediate, so the only ones that will display are ££ Tuesday | (show Tep 10..) |
. £ | Tuesday (Custom Filter...) |
Intermediate ones that occur on Tuesday. 3U | Tuesday | ;
:: Ht‘;::i | Beginners ;
To clear the filter, choose (Show A/l) from the double =~ 50 Tuesday | Open !
. . . 550 Tuesd = . o
arrow in the column you want display again, or g0 t0 s Tasdey  Ouon JE——
the Data menu, then Filter and Show All. BU Tussday  \Bepinners | Introduction t
b3 | Tuesday Beginnors Managing Cil
b | Tuesday Intermediate  Orientalion

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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ADVANCED FILTER

To employ an advanced filter, go to the Data menu, Filter,
and then Advanced; the Advanced Filter dialog box will
display. This dialog box allows you to set a particular criteria,
copy results to another location (the other location must be in
the same sheet), and capture unique values. In the example at
right, unique values for the Sponsor column are now displayed
to be copied to a new location.

Q S
address ) Sponsor Sl
Commons |Center for Research on Learning and Teaching |
Graduate Library | University Library :F(
it 5 immons - USE Lab \Li
;. Advanced Filter sl Support Services |
| lublic Policy |
L) Action )l Support Services e
¥ Vi !
{ @ Filter the list, in-place arch on Learning and Teaching |
i
E O Copy to another location :’:; Center :K
immons \Fi
2 Irce Center |
List range sessions-1.tsv'155:59| ks ichnology Collaborative

»n
n

i
ol

Criteria range:

Copy to:

hnology Education Services
= hnology Education Services
= |Health
= 1l Support Services
==/ )l Support Services

|
|
i
|
i
|
|
i
:
v |
1
|
I
i
I
i
|
|
i
|

( M Unique records only [mmaons
bl) hnology Education Services
! — 4
.::: ._—Cancel ‘ ?Cemer u
ADDING A CHART
To add a chart, select the data you wish to appear in the chart. If the data is noncontiguous, select
one set, then hold down the Command/ Apple key on the keyboard to select the second set.
Click on the Charts tab in the Elements
. | Sheets Charts ‘ SmartArt Graphics WordArt |
Gallery and click on the type of chart you AL Avea [ Bar [ Bubbie QST Doughnar (e Pie | Radar  »
Clustered Column
want. A ”
ke || ([N A -
C 1

A B

[+
. . 1
By default, the chart will just appear on the M Fist
. 4 |Crunch Captain
spreadsheet, and now you can move or modify = s Gron
it as described below. 7_[Bunny Easter
9 |Gird Big
L0 |Fudd Elmer
L1 |Woman Wonder
L2 |Williams Bill
L3 |Joh Ji
To change the chatt type (from Column to {4 [Loprechaun  Lucky
! L5 |Brown Charlie
Area, for example), click once on the chart e

Weights
ID-last 5
13-8957

=8 | AE

0.25 0.25

D

H

0.5
W Midterm _ Final WeightedBeore
78 77 B8 7275

( 100
%0
B0
70
60
50
a0
| 30

then click on a different icon in the Charts tab =
of the Elements Gallery.

MOVING THE CHART

= R

LA

123 4 5 6 7 B 91011 1213

=

Grade Scale Let||
C ar

600 |

i 70.c |

80 B |

20 A ||

o HW
= Migterm
Final

Weighted Score

Mowe Chart

You can move the chart around on the spreadsheet by
clicking on it and then dragging it with a mouse. To move
it to its own worksheet (so you can see it more cleatly,
print it easily, etc.), use the menu that appears only when
the chart is selected — the Chart menu — and select Move
Chart....

Choose where you want the chart to be placed:

.l @ New sheet: Chartl

O Object in: [ Weighted Average a

_Cancel ) (0K

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
knc-info@umich.edu
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MODIFYING A CHART

Whether the chart is an object on the worksheet with the data or on it’s own sheet, there are many
ways to modify the way it looks and it’s location. A few ways are described below, but explore to
find more! In all cases, you have to select the chart first.

& ) O  Formatting Palette

[Ee 56 | fr |@|lﬁ|‘%\_
» Number

¥ Chart Options

Titles

Add a title, move the legend and so on
in the Chart Options section.

Edit the data by just changing it directly  excelexample (version 1).xls [Reco
in the datasheet, or by clicking on the 3 : : :
Edit... button in the Chart Data section.
Clicking this button will jump you to the

Chart Title [
_Em:l of Term Results
Axes

Show [{B Jdl| o0 |l |

data in the chart. ' | ot atemabina Gridiines
B | C .8 ] E | E | G | HY . (i
S T — ][
. st ID-last 5 W Midterm  Final Weighted Score
Change the style of the chart in the der  |13-8957 I"78 | 77 | 68 | 7275 minor | {25 | .
. prain 14-5349 71 ] 48 57 h :
Chart Style or Quick Styles and Effects e  19-1103 | 60 | 8 8 845 Sihe apinns -
ions of the Formatting Palette. [ Gt M S '
sections ot the Lo g ette End of Term Results Legend: Right  |=|
Lg _ ¥ Chart Data
Change the color, etc. of the data & Edit... Sort by: | ES] | T
series, by selecting it and changing it in b “uy | DataTahle |Naone =]
the Colors, Weights, and Fills section of o “ Midterr| w Chart Style
. Final
the Formatting Palette or by double- 3 I
. . 20 W '\Neightel |
click on it to open the Format Data 10 I i “ i I i ‘
Series dialog box (shown below). S e = B ih b

t\- YT | I..

e ormay DaaSeies — 1 v

[Selid | Cradient  Picture  Texture | E | P
+° Fil

“\ Line Color: I i 2 Qun:k. Sty]es and Effects

|| shadow I P

) 3-D Format Transparency: o 7" 100 0% Q I-’”-.-.! D == {'_i .lb(!
¥ Error Bars _ 1 oo —

L aes htlas itle  cEmnosver N

\? Labels

=

04} Order
|£| Options

Abc Abc Abc Abc

T

.. More Options...

¥ Colors, Weights, and Fills
Fill

Color: ﬁ x
M Transparency: 5] 0% 1

Line

Category 1 Category 2 Category 3 Category 4

Color: i v Style: = 07

Dashed: T= * Weight: :

Transparency. 0%

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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WORKING WITH PIVOT TABLES

A pivot table is a way to summarize and view large amounts of raw data in an easy to read format.
The pivot table doesn’t change your raw data, but rather creates a new view of it. While there are

many more things you can do with pivot tables than the below, let’s look at an example.
PivotTable Wizard - Step 1 of 3

Where is the data that you want to analyze?
SELECTING THE DATA @ Microsof Excel st or database
() External data source
1. Put yOut cursor aﬁywhere () Multiple consolidation ranges

Another PivotTable

in your data set (you > E_I_F - e
Title Date Acquired Category Condition  Location  Appraised Value |

d0n7t haVe to SeleCt lt all) Mountain 3/19/05 Painting  Excellent East Pavilion & 18,000 |
bl 5/16/05 Painting Excellent  East Pavilion s 10,000 :

wers 3/20/04 Sculpture  Excellent  East Pavilion 3 2,400 |

then go to the Data PivotTable Wizard - Step 2 of 3 0 |
. 0 |

menu and choose Pivot _ o
T bl R t Where is the data that you want to use? w0 !
able neport.... Range: |MainlSAS1:5H$116 ES Sel o

. @ Cancel < Back Next > Finish mes 2 - Seeck.: :g E

2' If you ChOOSC MZC‘VOJ‘Oﬁ i; E':‘l' . ;‘L @ Cancel < Back ) [ Mext> ) Finish :ZE
. . . . inotti an on’ —— !

Exccel list or database in the PivotTable Wizard 13 aserty | supens 5
14 McGraw  Plenty | 2/19/05 Sculpture  Excellent | West Pavilion | $ 500 |

and click Nexz, Excel will guess at which data

should be included; if it’s wrong, select the correct data in the Range: PveTuble Wirard - Siep 3 of 3
tield of the PivotTable Wizard — Step 2 of 3 dialog box. p

3. In Step 3, choose where you want the pivot table to appear - it’s most
common to put the pivot table in a new sheet, but you could change
the radio button to Existing sheet if you want. You could edit the layout

‘Where do you want to put the PivaeTable?
) New sheet

[} Existing sheet

Layout... ) " options...

3

Click Finish o create your FivetTable.

at this point, but we’ll do that in the next step. Click Finish. e e
|
Category
CREATING THE REPORT
When you click Finish, you will be brought to a new
sheet, and the PivotTable toolbar will display. The
PivotTable toolbar lists your column headings, while L
the sheet itself prompts you create your pivot table PivotTable™ . g ! (=)
by dragglng ﬁelds 1ﬂtO place. ArtlD Artist Title Date Acqu... Category
1. To create the pivot table, drag the fields Condition  Location  Appralsed...
from the PivotTable toolbar into the Drop -
. . . . . . Catego Data Total
Row Fields Here area — items in that column will display in the istalian —[Court o Catsgory 5
S A ised Vall 187500
Sheet area. Painting Cgummoof ngIngiry e 57
Sum of Appraised Value 679639
2. Depending on what you are trying to do, drag other fields into the Seupure ST
Textile Count of Category ]
DI'OP Data Items Here area. Sum of Appraised Value 53000
3. In the PivotTable toolbar, click on the PivotTable pulldown menu ® [pvormaner [ =2 %z 1 9y[F
and choose Field Settings to change the value (for example, from (& wizard... Jate Ace

count to Sum) . ? Refresh Data

If you change your data on the source spreadsheet, be sure to click on the S N
Refresh icon in the PivotTable toolbar, or from the PivotTable pulldown Formulas b

menu.

Table Options...

Show Report Filter Pages..

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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