Lab 09
More on Spreadsheets
MS Excel




Objectives

0 The students should understand and have
hands on experience In
= Working with formulas and functions
= Charting excel data
= Printing excel worksheet




Working with Formulas and
Functions
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Working with Formulas and Functions

o In this section, we will learn how to
Build any formula from scratch

Quickly sum a series of cells with a single toolbar
command

Control the order of the formula operations
Copy a formula to multiple locations

Use Excel’s built in functions to perform a
variety of calculations



Working with Formulas

'ﬂ 1 il 0 -
1o for help I
: = E I Click the cell where you want fhe ke St
i resulfs of the formula fo appear. ) - 0 - | E -8 L]l
3L | B L U B 3 8 5l 8 %6 o 58 9= [H- 30 8 -
Aener }é M =EE'C3 T 5. To edit a formula affer . —
T A ] |_._...._..._] | }r.:-u’p.gpr.gss.g{f flhe Fwafey H l 5 1~
key, click fthe cell, fhen
Z Ié‘:g;nnze I,ﬁiz%ﬂm click fhe Formula bar.
Met income _ I'!-'T—CFE—E—j:J Type pour correcfion,
L e then press the Enfer key
fo complefe your enfry
| 2. Type = fthen
 click the first cell
fo be referenced & Fress the Enfer ey when
im fthe formula the formula is complefe.
----- Z. Type an arithmefic operator,
then click the next cell you want
fo reference in the formula,
W
r H % Shestl  Sheet2 / Sheets / | < |
Poirt L




Working with Formulas

] Another example EJ Microsoft Excel - Book1 DER
P A _J_x,l.?ﬂln\'i EEME= s AN BN IR > *lJlQ z

@_] File Edit ‘“iew Insett Format  Tools  Data Window  Help -8 X

0 Here the formula | TN Y .
[ ’ AYERAGE  + X of & =eb-db

—E5 = D5 A | B | ¢ | 0o | E | F [T 6 ] H

]
. . . 1 T
IS written In the |z .
5 Sales Analysis
II G 4 2002 2003 Sum Difference
ce 5 5 Jeddah [$1000.007§2,100.00] § 3,100.00 [=e5-0q |
B Riyadh | §1500.00 %27351.00 § 3,851.00
7 Dammar | $2000.00 $2658.00 § 4,658.00
8 Mecca | $2200.00 $4685.00 § 6,885.00
) Medina | $2,100.00 %1469.00 § 3569.00
10
11 i
12
13
14
15 w
4 4 » M} Sheetl / Sheet2 / Sheet3 / < | » |

Enter MWLM




Working with Formulas

O This figure shows

Microsoft Excel - Book1 : Elle

reSUIt Of the @_] File Edit YWew Insert Formak Tools Data  Window  Help - 8 X

RV IR N2 A e A R o YAy -

formula i Al -0 < |B 7 |E=E]S % o RSB -D-A

6 - &

A |8 | ¢ | o | E | F | G | k=
1 *
2 .
S Sales Analysis
4 2002 2003 Sum Difference
] Jeddah $100000 $210000 % 310000  F1.,100.00
B Riyadh $1.50000  §2351.00 F 3.851.00 1
7 Darmrmarm | $2,000.00 | §2658.00  § 4 655300
a hdecca $220000 %463500 % 653500
9 Medina $2,10000  §14R9.00 § 3569.00
10
11 =
12
13
14
15 w
M 4 » w]Sheetl ; Sheet2 / Sheet3 / | | |

Ready (]|




Working with Formulas

D T h i S fi g u re S h OWS E3 Microsoft Excel - Book1 |Z||E|le

(11 - 79 @_1 File Edit Wiew Insert  Format  Tools Data  window  Help -3 X
the “Difference : e | ,,
HRNEA" RERENFE REN AN WEEN - A RN T NN
- - : arial 10 | B Z | E=FEE]S$ % » w28 h A B
column in which =R =k
the formula has e e e e B e e
ula h 1 F
. g Sales Analysis
been Cop|ed tO a” 4 2002 2003 Sum | Difference
5 Jeddah | $1000.00 $2,10000 § 310000 %1,100.00
- B Riyadh  §150000 $27351.00 § 385100 § &51.00
the Ce”S IN the 7 Dgr?wmam $2000.00 $2558.00 % 4658.00 § 656.00
5 Mecca | 220000 $4F8500 § 658500 $2.485.00
g Medi $2,100.00 $1469.00 § 3569.00 § (531.00)
column. ; |
12 | 1
13
14
15 v
4 4 » »}Sheetl { Sheet? / Sheet3 / £ | |

Ready TR




Working with Functions

ﬂ.ﬂtmﬁaﬂ-&ml - hverage.xls

2. Chick here fo open fhe
Iserf Funcfion dinlog box,

Insert Function F. Aelect the
: e i funcfion cafegory.
£ Aial =10 5= | B Ll [Trpe 2 brief description of what you want to 6o and then |
AVERAGE  w M of & = | chick Go |
Al B & ] D | orselect acategory: | Statistical
1 I Click the cell ) :
where ypou wonf fo ST
place fhe funcfion. Current | | AVEDEY

25 Saies Uy aLalE 0 man Year |

= : | AVEFLAUEE S

3 Michigan 1203 i';Eml:rE.T

4 Wiscongin 357 BETAINY : s
T Hlinois 57 59 |E']H'D'|'"H:l'[5|' ‘f melect ';lfuﬂﬂ_'ﬁ':'ﬂ'
- . { CHIDIST

? r:&g;::ma J?E % A‘l‘EﬁﬂE{mmhtrt,rmnhl:rﬂ,-J
Fcm— : - Feturns the average {arthretic meand of ks arguments, whech cam be
% ?h“:'l I]:'i; % a2 nimibers oF names, arrays, or references thet contain numbers,

ot 1 ! 1
10 Ayarage = Rl "
1 2 I: 5. Click fhe OF buffon. | O | | cancet |

12 fﬂ-:-mﬁrme.:i oM next page)
A3

14 _ . =
M 4 » M Sheetl Sheet2  Sheetz / [« > |




Working with Functions (continued)

® Function Arguments

.

' start

®

L B3 ricresoft Excel - S

Bl bl i) | AVERAGE

T - Mumber1 | C3:Ca] |E| = {1508;3057;5717;1¢
A -} jae :

AVERAGE - 3 J Humber2 | [ =
Al B L - 2787 |
1 Returns the average {arithmetic mean] of s anguments, which can be numbers or names,
arrays, or references that contain numbers,
PI-E“iq . - -

2 |Sales by State Year & Click fhis I H:"'E..ﬁff':" mare 0 ek anguimesnts For vebibch wou veank
3 Michigan § mformafion abowf fhis funcfion.

4 ‘-.I‘."isn::nnsini

_5 Hlinais , Foomula  asul = 2787

6 Minnesaota | Hedp on this function [ o | [ comel |
i Indiana i

8 Ohio L ___ 1938 2130 2200

9 Total [ 16722 18276 34998

10 Ayarage tE:EEE | e
17 : _ & Click fhe OF buffon

1 4 delect cells I fo complefe fhe fimefHon
17 prompted fo do so.

147 e
M 4 » M Sheetl Sheet2 { cheat3 f E: > |
Ecit PLIF

30 P

L)



How to use the AutoSum button?

B3 Microsoft Excel - Sales by Repion. xis

3] Ble Edt  View Insert Fomat  Tools  [ata  Window el Type a question for help [ | B 3¢
TR T [ W P TR W [ = WP Y N . NN 005 W T 4
Tred : 'I. - B L U | B 3 W -8 c°. o Bl Jb) .| o O~ A - E
MEASE_ T X B ISIMDI O 2. Click the AutoSum b
[ ; Ich fhe folian buffon. —

I Clickthe cell afthe 0 1 E | F :
boffom of a column of

numbers or af the right Current  Projected %

end of a row of numbers. Year Increase

e =
T 10359334

= el Ll iﬁwz ol E 7. The Sum formula
._d Southeast FUEFT A Ei.'-"I 1.0231687 ?‘EfE?‘E?’!CEE a range ':-'f
5 | Midwest 22471 33?7"?E T.O3939AE nalls which, in this

B Gulf 15803} 168318] 1.05953% gase, is D3 DS fall
& Morthwest 37445 391743 1.0461745 E=lis e LS

& Southwest 529900 56711} seevenges HEFOUER DE )

9 Total 217018 :SUMI:
10 SUM{number L, [ramberz], ... |
A1)

E . If fthe Sum formula is

correct, press fhe Enfer kay s
i 4 » whsheetl [Sheet2 {Sh g, complete the calculafion. > |
Point LI
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Relative vs. Absolute Addressing

E3 Microsoft Excel - Sales LS CEX
Tock 2. Whewn fhe formula is copled fo cell 75, -8 X

i) e Ed e
: e AT ie c-r_zgunif the relafive references in fhe formula are
Sl L Lo formula =B4*CI -4 changed fo =B5*2 and no longer refer

e

E Aial works correctly U | fo the correct cells. Cell O2 is biank, so
5 ncell L4 T f-:-rmui.:: calculates fhe resulf as
= " B 1 E P e o e =n
I 1__ | Safes LONTHSIONS 0. 72 LirT R R T
| 2 | Basa
3 | Sales Person Fotal Sales Cogwrissiors  Pay = Tolal Pay
4 [ Aho, Jenniter | & 176,215 1 & 31146, § 500

3 ; :

F. When the formula is copied fo cell
Lonk, Famal. |5 150000 33 I' -!-E EE £ changes fo =BEG*C3 and again
Usiman, Army $ 110000 | #ALUEL -0ebi0 mo longer refers fo the correct cells

i Gyorog; Mike $ 163011 | A, § 500 | Cell OF confains a Iabel, so fhe resulf
8 | Horiuchi, Kotaro | § 196,231 % - %500 % T e TR T
| 9 | Lahiri, Nyanjot | $ 168923 " #/ALUE!l $ 500 7 ; :
| 10| Oliver, Dehs AR AT bt i § SN | bR
| 11| Schud: & Hhen fhe formula is copied fo cell 07, the
12| Trowd, F formula changes fo =B7*C0d This formula
A3 | Valentl does nof refer fo the correct cells and produces
14| @ reswlf that is foo large fo fif in fthe cell.
15 |
16 | &
M 4 » M\ Sheetl / Sheet2 / Sheet3 J Sheetd [ Sheets / She| < * |

Selech destingticon and press ENTER cr choose Pashe LA



Relative vs. Absolute Addressing -
Example

FEX

E3 Microsoft Fxcel - exercise

@_] File Edit ‘“iew Insert Format  Tools  Data  Window  Help Typeaquestionforhelp = - @ X
ARNEN - REWE TP REN A N NN R A RN RN AN ) [
| Ao CB 2 U S = =8 % 0 Gl EE| LS A -
AVERAGE = X & A& =D5/50%10

A | B [ ¢ | b | E | F [ &6 | H | | | JA
.-l —
. Sales Analysi
3 ales And ySI'S

Fercentage Fercentage

4 2002 2003 SUm Oifference | Sales 2002 oales 2002
5 Jeddah  [$ 100000 § 2,100.00 |=D5/50510
R Riyadh F 140000 (% 2351.00 17 9%
7 Darmmarn | § 200000 | § 2 B58.00 23%
5] hecca § 220000 (% 468500 5%, 5
g hedina P 210000 % 2468.00 24%,
10 Total r$ E,BDD.DDI$M,EES.DD 100%
1A
12
13 b
M 4 » ' Sheetl / Sheet? f Sheet3 / < I ]
Edit UM




Formula References

0O Formulas across different worksheets

EJ Microsoft Excel - exercise

@_] File Edit \iew Insert Format Tools Data  Window  Help Type aquestion for help = o & X
TENET- NENETE N2 A e A R R e YA ) .
H o | B L U= = S sl 8 s ) e By A
AYERAGE * X o & =Sheet2lE7 +Sheet1 D7 +5heet11D5+5heat11ES
A | e | ¢ | o | B | F | & | H [ 0 1 J 1 kK=
i +
2
3
4
: Sum of the sales of all the years
B | | | | |
7 Jeddah |=Sheet2IE7 +Sheet1ID7 +Sheet 1105 +Sheet 1 IES
8 Riyadh § 540200
g Dammam § 9.416.00
10 Mecca $20,370.00 =
11 fMedina § 7.038.00
12
13
14 3
M 4 » W] Sheetl /Sheet2 ' Sheet3 / < ! N
Edit MLIM




Formula References

O Formulas across different workbooks

EJ Microsoft Excel - exercise

@_] File Edit ‘ew Insert Format Tools Data  Window  Help Type a guestion For help = 2 & X
RN REWE TR RN A W RN R AN R R RN YW AMACL W ) [ N oY
H Jo0 B L U S S s S e s il RS O A
AVERAGE * X o & =E7+[major2-sec05_02 xls]Sheet! 1§A57
A | e | ¢ | o | E ['F | & | H [ 1 |1 J 1 k=
1 &
2
3
4
: Sum of the sales of all the years
5 | | | |
7 Jeddah § 7.,200.00 |=E7 +[major2-secl5 02 xls]Sheet!15457]
&) Riyadh § 540200
g Dammam § 9.416.00
10 Mecca F20,370.00 =
11 Medina b 703800
12
13
14 3
M 4 » W] Sheetl /Sheet2 ' Sheet3 / |< | s
Paint MM




Working with Functions

Insert Function

Search For a funckion:

Twpe a brief descripkion of what wou wank ko do and then | 50 |
click Go
o seleck a category: | Mosk Recently Used ol

Seleck a Function:

SVER.AGE

¥

MIM
(g et
SrA
COMNCATEMATE B
STODEY
IF

5

AYERAGE{number 1, numberz,...}

Feturns the awverage (arithmetic mean) of its arguments, which can be
numbers or names, arrawys, or references that contain numbers.

Help on khis Funckion | ] | | —ancel
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Sorting data In a worksheet

[ ) | IHEES
k- - oods [ata Window Help T¥I - . & M
I Select flhe rows and ! - | -
columns confaini ng the & 43 | )~ - | & E =21 k1AW 100 -
dafa youw want fo sorf. L UKW S % o - O -
s i J= 5595 _ Sort Ascending and Sorf
I A 2 Click Data, fhen Descending buffons. _ .
: cHelt Sorf fo apen ——
- fthe Sorf dialog box, == :
] Description e '-‘_':"EE':E"':'“E'
3 | Descriptin Product # Siz {_ Descending
4 lAncient Burden E~rmn~uis @73 45N Then by
| 5 |Crwarf Dragon Gan F. Select fhe 3 {1 Ascending
6 [Cwearf Dragon Gar columns fo sorf By, 3 b
| ._"| D"f-aﬂ- FIDI'-E‘I"IEEI"IE r—'-ﬂIH_Ll:lﬂ wr g 2 Thern I:.I
B JChwarf Gnawing Gargoyle 994 3 | (& Ascending
9 |Crwrarf Gothic Griff 741 3 ) Descending
I 10 |Zargoyle Candalabra 782 3 o ey
11 |Gothic Gargoyle Snow Globe 792 3 o T
12 |Guardian of the Flame Gargoyle 736 3 RS EMBORTOW. 52 N0 TREACEE Tos
13 |Guardians of the Gate G; .
14 |Keeper of the Castle Gan f Chi':;;h'g ?bezﬁ‘j” Aty Lok || comce |
15 lkeeper of the Castle Gan "= 257 it y y W
M 4 » b Gargoyle J Sheet TOWS and columns. ’s |« »
Ready Sum=411,343.60 MM



Charting Excel Data
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Charting Excel Data

0 In this section, we will learn

Charting terminology

Various chart types

To choose a right type of chart for the data
"0 build a useful and attractive chart
To format chart for dynamic visual effects
To print workbook and worksheets
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Charting Terminology

O Chart axes

Chart’s data is plotted along a vertical value axis and horizontal
category axis

o The legend
A legend explains the data represented

O Title
There can be a title for the chart and a title for each axis

O Gridlines

0 Plot area
Portion of the chart where the data is plotted

o Data points --- each number in the worksheet
0 Data series --- a logical collection of related data points
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Various Chart Types

O Line charts and column charts are good choices for
showing trends.

O Pie, bar, column, doughnut, and area charts are best
for showing comparisons.

0 Column charts can be used to show frequency.

O Scatter charts can be used to show a distribution of
data. In a scatter chart, each dot indicates a response
or an occurrence of an event.




Creating charts

=1 Microsoft Excel - Sales by Region. xls

t 1. RBelect the cells

Format  Todks D3 o ofick fhe Chart ik o ool
: containing data fo be gL & da s - Wizard buffon. Sl G 100~ gk
L e luded 1y fhe charf .

Blrju E=W-d s % 0+ WIS A-

uﬂ. = Hagmn [ 3. helect the Charl Wirard - Step 1 of 4 - Chart Type

] sy C Rarf frpe || eredard Frws | Custom Typs
and sub-fype, Chaet top: Chart mubrtyas

2 thew click the =P“ -ﬂ i EE
3 w WNext buffon. ok e JJ EEE H
.‘ :IH:EU': [\
5 = EEie. Ak A N
& _ | ﬁ :l . —
i | L . 4. Read the charf . w
e e = sz - fype description fo e e
Rows orF e confirm fhaf pou abeeried.
(el s S chose fthe correct ————
according fo (@ Cohmen charf fype. B
the lgyouf of | | carcel | (et | [ o |
the dafa,
fhen click =
the Nexf - —i= | 5 |
buffon. T T e T
fronfinued ) SO T




Creating charts

d Microsoft Excel - Sales by Region. xls = ||B |
(1] Ele Edt  ew Insert  Fommat m Shart  dindow 7 7se the other e help  GRECRRE
LY 5 b 3o 8 SF | 6 Enfer the € - fabs fo enhance the % - @
= = © charf fifle here. 7 charf as needed. =

| = = |i -ﬂ- !II = = .,Hm

FEws ] lres | Legand | DacwLEtefs | Dabs TElEe | b 3
Crart e CBgrs an
S . the charf
BT Cmegary (3] mor ?‘@ﬂﬁﬂ'f the
spahas () aocs ralues .
230000 currently
emfered in
el
150000 2
|_comcel || cmact J{ et
& Click here fo creafe
the charf on a new - =
worksheef fab, E Eaargeet | ia Click
o J— N fhe Rinish
e ) ey e [The X --El_uﬁ._:-r-; fo
the charf in fthe current 5 . , complefa
' worksheet fisomtef et Lo the chart
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Updating and Changing Charts

0 When the data Is changed, the chart Is updated
automatically provided the chart is in the
same worksheet or in a different worksheet of
the same workbook.

0o If you need to modify the range of the cells In
the chart choose Chart > Source Data

o If you want to add to the existing range
choose Chart > Add Data



Previewing and Printing a
Worksheet



Print Preview and Page setup

E3 Microsoft Excel - GARGOYLE. XLS i;"_l:""_I

EE
i
EE
i

e i
E:.‘.‘.;':
- § i
5
=
af
e
e




Print Preview and Page setup

I Click :
5 e | I L = 3
Lieﬁi?f_j—f g L L T |'L'_&t“:'“'| l[:h"lﬂ'ﬁ-l |PJ$&'“EMW| |_ ;luﬂt | [ #h |.
display
the Page
S-E:ﬁ.!p
diclog
box.

_ 2. Click the Landse e
s : Al O Porar Ej ® Landscape opfion on fhe Page fab
<. The fo prinf the worksheef
N Scalng — sideways on the p.:zpe*r
opfion O Adjust to: | 100 |2 % normeal size
means . e . : ST
the wor k- @ipteo: [ psgefshwide by || = | tall o [se fhis Fit to seffing
sheaf will e ———————— : fo print the worksheet
‘prinfin . - ownasingle page.
fhe nor- Paper sipe: | Lether w |
mal or ) - a
S Pr-ooaity: [ 300dpl be|
posifion. S
Fostpage nurber: AL 5 oyoi the DK
button fo close

the Page Sefup I ok [ cama |
dinlog box.




Headers and Footers

= Page Setup

=

2. Iow can select predefined
headers from fhe Header
Page | Margns | Header/Footer PRII-down HsT,

f] Ede  Edt Yew
TRW=N=IEY) WY
fa I Click Fiew, then ‘ Geoceries HLS 1 | Pt |

" click Header and : :
Foofer fo displar |__Prink Preview |

the Fage Sefup Hegpdew: | options |
T —~ .
3 diclog box.
3 ILtemh = i | Gustom Header... \ L 3 Click the Cusfom

S AN TN i Header buffon fo creafe
@ cusfom header.
4 Click the Leff, Cenfer, or Right header .- =
secfion and fype fhe header fexf Cancel

the
cursce in the edit b and peess the Format Pture button,
o, Click these buffons
l:l UEI @D = E]NEFTE fo add special fexf,
Left saction: Corter saction: Right section: stich as the dafe, fhe
| &iFile| fime, or a file name.

}J?




e —————————————————————
Printing a Worksheet

O Setting the print area

= MS Excel allows you to print only a portion of your
worksheet. It can be done by setting a print area.

= Tosetaprint area, select the portion of the worksheet you

want to print then choose
File - Print Area - Set Print Area

£1 Microsoft Excel - Book1

E‘_l] Fil= [ Edt View Insert Format Tools Data  Window  Help

) | saveas.. )-8 = -5l %
E Print Area b Set Print Area _ag
|4 Print Preview Clear Prink Area B
| it Chri+P F G H
1‘— 1 http:) fwebcourses kfupm,edu.safdavIC. .. jgraded&




————————————————————
Printing Workbook and Worksheets

O To print the entire
workbook choose
File = Print and
check the Entire
workbook radio
button.

O You can preview
by clicking the
Preview button.

|($'I,'I,CCSE-PSR'-.-"|,HF‘ICSFP.C_2 v| [ Properties... ]
Skakus: Printing; 1 document(s) waiting
Twp HP Laserlek 5100 Series PS
Where: 196.1.65,7:HPICSFAC_2 LPTZ2:
Carnrmen k:
[ Prink ko file
Prink rang Copies
G al Mumber of copies: |1 E
Oragetsy from: | 3| 100 [ 3]
Print wahak
- A g
O Select © Entire workbook
() Active sheetfs)
Preview [ Ok l [ Cancel




el
Printing Active Worksheets

Prinkter

Mame: |($11CCSE-PSR'\I"I,HF‘ICSFP.C_2 v| [ Propertigs. .. ]

Skakus: Printing; 1 document(s) waiting - -
. Find Printer...
Tvpe: HP Laserlek 5100 Series PS

Where: 196.1.65, 7 HPICSFAC_2,LPTZ:

Commenk:

[ Print ta File
Prink range Copies
G al Mumber of copies: |1 E
() Pageis)  From: | % | To! | = |

Prink whak
ik s Ijil Ijgl [+] ollate
() Selection () Entire workbook,

=
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