
Excel Basic
Introduction

What does a spreadsheet do?

Presenting Tables

Calculating/Analyzing

Database

Graphics

Graphics/diagrams

What are the parts of Excel?
Workbooks

Worksheets
Cells
Columns
Rows

Ribbon/Menu

Controls

Quick Access Toolbar

Moving Around within a
spreadsheet

Keyboard
Arrows, Page Up/Down, Home/End
Shortcuts

Scrollbars

Worksheet Tabs

Worksheet Tab Scroll buttons

GO To (F5 key)

Basic Entry
What goes into cells

Text
Numbers

Dates/Time
Not before Jan 1, 1900
Days are increments of 1
Hours are increments of 1/24

Logic Values True/False

References to Other Cells

Functions/Formulas

For Text,
 Numbers,
and Dates

go to the cell and just start typing
Hit Enter after data and Excel will
automatically go down one cell

Calculating

Formulas

Start with "="

Point with mouse
to build formula

Key Math Operators

Add+

Subtract-

Multiply*

Divide/

Exponent^

Text Operator
Joins Two Text Strings

&

Comparison
Operators

Greater Than>

Greater than or equal to>=

Less Than<

Less than or Equal to<=

Not Equal to<>

Equal to=

Functions
Built in

Start with "="

Functions and formulas can be combined

Calculating from content
in cells or workbooks

Absolute

Relative
Across sheets and workbooks

Copying, Moving Content

Basics of Formatting

Fonts

Size

Type
Bold/Italic/Underline

Text color

Background colors

borders

Alignment

Text Wrap

Merge Cells

Centering

Indenting

Number Style

Basic File Operations
Saving

Printing

Three ways
to do most actions

Menu/Ribbon

Mouse (right click)

Keyboard shortcuts
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Excel Functions

Names
Works within or Across Sheets

Menu-formulas

Status Bar Statistics
Quick Statistics on Bottom Bar

Average, Sum, Min, Max, Count, CountNums

Building a Function
Start

Press =, fx

start typing if you know part of function

Use the function help if you don't know how it works

Search by what you want to do

Look under categories

Text Functions

Changing case

Upper

Lower

Proper

pulling out a subset of text

Mid

Right

Left

switching text

Substitute

Replace

Find

cleaning text
Trim

Date/Time

Year

Month

Day

Date

Weekday

Workday

YearFrac

Logical
If

And

Or

Lookup

Vlookup

Hlookup

Lookup

Match

Index

Math

Rounding Numbers

Round

RoundUp

RoundDown

Sum

Sum

SumIf

SumIfs

Rand

RandBetween

Subtotal

Statistical

Counting

CountA

Count

CountIf

CountIfs

Average

AverageIf

AverageIFS

Average

Max

Min

Median

Large

Small

Rank

Percentile

PercentRank

SumProduct

Errors

#Div/0!
Denominator is 0

#Name?
Can't find reference or function

#Null
Incorrect Range

#Ref!
typically cell reference deleted

#Value!
incorrect data type use

#N/A
required value not available

often in lookup functions

#Num!
didn't get a number

number too small or large

#######
Display problem, column needs to be wider
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Tables and 
Pivot

Tables
in Excel

Tables

Arrangement
Columns = Variables

Rows = Observations

Sorting

Filtering

Formulas

Automatic Resizing

Flexible Dynamic Crosstabs

Pages

Columns

Rows

Values

Types of Fields
Categorical

Numerical

Data Summary

Value Types

Counts

Average

Sum

Other

Display as

Values

Pcts

Others

Custom Formulas

Presentation

Sorting

Manual

Ordering

Custom

Expanding/Collapsing list

Filtering

Formatting

Slicers

Grouping
Dates

Categorical Fields

Source

Excel Tables

Tables from other Excel files

Databases not in Excel

Refreshing

PivotCharts

Dale Roenigk
roenigk@sog.unc.edu

919-843-8927

Excel Tables and Pivot Tables.mmap - 8/23/2017 - Mindjet


