EXCEL I Workshop (EXCEL 2007)
Workbooks:  

Also book, an entire Excel file.  Default is filename Book1. 
Worksheets: 

Also sheet, think of it as index cards inside the Excel file.  A workbook comes with three default sheets, sheet1, sheet2, sheet3.  
Change Name of Sheet: 
Double-click on the sheet tab, start typing.
Change Order: 

Click & hold and drag the tab to the place you want the sheet to go.

Change Color of Sheet: 
Right click on tab, select TAB COLOR.

Add a New Sheet: 
Click on the icon with the yellow star next to the sheet names.



Select all the cells/columns/rows:

Click on the gray box with the white triangle at the top left hand corner of the cells.

Columns:  
Top to bottom, Column A, B, C, etc.  
Navigate ACROSS columns, hit the TAB key.  

Select entire column (for formatting purposes), click on the A, B, C, etc. To select multiple columns, click on A and drag across columns B, C, etc.  To select multiple columns that are not consecutive, hold down the CTRL key on the keyboard and click on the columns that you want to select.
Resize, move your mouse to the gray line between columns until your mouse turns into two horizontal arrows.
Resize more than one column in the same size, click and drag across the column designations, and choose any of the gray lines in between to resize all the columns at once.

Change the order of the columns, select the column you want to move, right click, select CUT.  Select the column that will be the on the right of your moved column.  Right click and select INSERT CUT CELLS.
Add new column, select the column in which the new column will be on the right of it.  Right click and select INSERT.  If you want more than one new column, select 2 columns, 3 columns, etc. You can also find INSERT on the top, under HOME.
Rows:  
Left to right, Row 1, 2, 3, 4.  
Navigate DOWN rows, hit the ENTER key.  

Other functions: see instructions for columns, it works the same way, only select relevant rows.
Cells:  
The block where one column and one row meet.  Think ‘Battleship’: C1, C3, A42 are referring to a particular cell.  There are three types of things that can go in a cell:




Numbers:  Data 



Text:  Labels



Formulas: Equations and functions, always starts with the = sign.
Name Box:  

Near the left hand corner, tells you where your active cell is.  You can also type in a cell reference to go directly to a particular cell.
Formula Bar:

Next to the Name Box, right after the fx.  The place where you type in your items after you have selected the cell. 
Bold/Italic/Color/Size:  
If you only want to bold a few places inside a cell, you will select that part inside the formula bar.  (Otherwise, just select the cells and click the bold on the top menu).
Type more than 1 line in a cell:

Hold down the ALT key, and hit return while you are in the formula bar.

Header Row:

The first row of a sheet, where you would put labels to show what goes in the column, i.e. Date, Name, Amount.

Freeze Header Row or Label Column:  
Go to VIEW > FREEZE TOP ROW or FREEZE FIRST COLUMN.
Freeze X Row & X Column: 
Select your first data cell, then go to VIEW > FREEZE PANES.

Print with Freeze Panes:  Go to PAGE LAYOUT > PRINT TITLES.  Click on the empty space for ‘Rows to repeat at the top’, go back to the sheet and click on the rows to repeat. Do the same for ‘Columns to repeat’. Click OK when you are done.
Sort & Filter:  

Sort:  


Sort all the data in the sheet based on one column: 

Select one cell in the column you want to sort by.  Go to DATA > Click on icon that has AZ and the down arrow.  To reverse sort, click on the AZ and up arrow.
If you ONLY want to sort one particular section:  

(you have a total amount at the bottom, you don’t want that to be sorted), select this section, and click on the appropriate icon.  It will ask you if you want to Expand the selection or Continue.  Select Continue.  It will sort by the left column of the area you selected.

.

Filter:  DATA > Select the funnel

Choose which items you want filtered.
Autofill:

For quick copying or sequential numbers/months/dates/formats.  Click the last cell with the data, move your mouse to the bottom right corner of the cell, where you see a black square.  Your mouse will turn into a black cross.  Click and drag down.  Click on the little blue box that appears and select ‘Fill Series’ for sequential numbers.  Click on ‘Copy Cells’ for copying. Click on ‘Fill Format Only’ to make the other cells look like the original cell (bold, underlined, big font, etc.)
Formatting: 
Default setting: Data is always right aligned.  Labels are always left aligned.  


Cosmetic Formatting:

Select the cells you want to format, and click on the bold, or italic, or lines or border button.


Data Formatting:
Select the columns/rows/cells you want to format into a certain way, and right click, FORMAT CELLS.  (if you have a number that starts with ‘0’, just format the cell as ‘text’ to display the ‘0’)


Merge Cells:

See Data Formatting, go to ALIGNMENT tab, under ‘Text Control’, check ‘Merge Cells’.



(Un)Protect Cells:

See Data Formatting above, go to PROTECTION tab, make sure ‘locked’ is un/checked if you want the option to protect/unprotect this cell.  This does NOT protect the cell yet.

To actually prevent anyone from changing the cell/column/row: Go to REVIEW > CHANGES > PROTECT SHEET.  You can add a password. If you don’t, someone can unprotect the sheet in the same way.  Hit OK.

Functions:
Always starts with = at the Formula Bar.  Be VERY careful when you hit =.  Everything you do afterwards will be considered part of the function, until you hit ENTER.


Arithmetic: * + - /

Cell Reference: =A1 means this cell will show whatever A1 shows.

Formulas: SUM(), AVERAGE(), PROPER(), 

Today() = Always today’s date. (“=today()+4” will display in the cell as 4 days from today)
Now() = Always today’s date and time.

The () usually means that the data that needs to be computed goes in here:

=Sum(B1,B2) means to add the numbers in B1 and B2.

=Sum(B1:B40) means to add the numbers FROM B1 to B40.



To find all formulas: Click on ‘fx’ right next to the Formula Bar.

AutoFill Functions:  Functions can be autofilled too.  Just drag across or down.  If you have a constant reference (tax percentage, average number), preface the row and/or column with the $ sign:  =$A$1+B1.  Dragging this down would mean the next cell =$A$1+B2
Excel I Exercises


You should be able to do all of the following exercises, go to the library workshop webpage to download a sample exercise sheet.
Exercise 1: Worksheets
Rename Sheet 1 -> Sales

Change Sheet 1’s color to Red.

Exercise 2: Formatting
Resize the first three columns so we can see all the data. 

Go to D79-> bold ONLY the last word.

Exercise 3: Columns & Autofill & Header Row
Add a new column at the very left.

Label the column ‘Sales ID’.
Use the Auto-Fill method to assign a sequential (1, 2, 3…) Sales ID to all the records.  

Freeze panes so I can still see the Sales ID and the Header Row whether I scroll up or across.

Exercise 4: Formatting
Bold and Center all the Header Row labels, make a thick black line right under the Header Row.

Make the Cost numbers have TWO decimal points and a dollar sign.

Add a new row on top of the Header Row.  Merge the first 5 cells in the new row and enter ‘[YOUR NAME] Sales’.  Center the text.

Protect everything except the ‘[YOUR NAME] Sales’ cell.  You should be able to change ‘[YOUR NAME] Sales’, but not anything else.  Now unprotect it.
Exercise 5: Filter
Change all ‘Binder’ unit costs to 8.99.

Show only Totals that are greater than 500.
Clear all filters.

Exercise 6: Functions
Get the sum of ALL the totals.

Get the average units per sale.

Exercise 7: Columns & Autofill
Add a new column next to TOTAL.  Label it TOTAL WITH TAX.  Go to D100 and put “TAX”, then E100 and put “0.95”.  Multiply the first TOTAL data with E100 to get the data for TOTAL WITH TAX.  Use Autofill to do this for all the records. (Remember to use the “$” symbol to keep the TAX value constant as you do the Autofill). Change tax to 0.85, all your TOTAL WITH TAX should change accordingly.
Exercise 8: Sum & Average

Use the AVERAGE function to get the average of the TOTAL column.  Use the SUM function to get the sum of the TOTAL WITH TAX column.
