Microsoft Office Basics

« The first Chapter 1 in the Excel textbook by Grauer.
« Material is largely common to Excel, Word, Powerpoint, Access.
« Key knowledge and skills:

— Files and folders

— Backstage view

— Home tab tasks

— Insert tab tasks
— Page Layout tab tasks

* You probably know this material already. Review the first
Chapter 1 in Grauer to be sure.
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COMP1000 / Spreadsheets

Basics of Spreadsheets

— Why use a Spreadsheet?
— Whatcan Excel do?
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Why Use a Spreadsheet?

Many things that can be done with a pencil, a pad of paper, and a calculator
can be done much faster, far more accurately and conveniently using a
spreadsheet

The biggest advantage of using spreadsheet is that every time a user makes
changes, the spreadsheet automatically recalculates all the other related
values

Nowadays, spreadsheets also allow easy creation of charts and offer useful
statistical and mathematical functions

The best known commercial spreadsheet application is Microsoft's Excel®, but
there are also free, open-source applications with similar functionality and even
compatibility, notably OpenOffice.org™'’s Calc, and Gnumeric from the long-
running GNU project.

In this course we use Excel because of its popularity, its widespread
availability, and its broad range of features.
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What can Excel do?

« Excel allows you to easily solve many data analysis problems.

« Excel provides features that allow you to:
— Import, export, store, process and sort data

— Display data graphically
— Analyse data statistically
— Solve optimisation problems

— Find relationships between data sets (fit algebraic equations
through data sets)
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Material from Grauer Excel Chapter 1
Objectives

 Plan for effective workbook and worksheet design
» Explore the Excel Window

 Enter and edit cell data

« Use AutoFill

« Display cell formulae

« Manage worksheets
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Objectives (continued)

« Manage columns and rows
 Select, move, copy and paste

« Apply alignment and font options
« Apply number formats

 Select page setup options
 Print a workbook
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Planning Structure of Worksheets

« Atrticulate the purpose of the worksheet
» Decide what input values are needed
— An input area Is a range of cells containing values
» Decide what outputs are needed
— An output area is a range of cells containing results

 Figure out which rows and columns to put the inputs and
outputs In

A B C D
1 | Product Unicost Quantity Cost
2 | Pencil 52 3 56
3 | Eraser 55 3 515
4 Chair 520 2 540
]
6 Total 561
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Planning Structure of Worksheets

 Enter the labels, values, and formulae

« Format the numerical values ($, % etc.)
» Format the descriptive titles and labels
* Document the worksheet

« Save the completed workbook
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Worksheets and Workbooks

« A worksheet is a spreadsheet that contains formulae,
values, text, and visual aids

— Choose good names for your worksheets
— Can copy or move worksheets

« A workbook is a file containing one or more related
worksheets
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Spreadsheet Structure

—ITEy i — $ - % || BEr
e 2 || B Wi - A-||E = =||EE H- <0 ) ce
Current Clipboard ™= Font IF] Alignment IF] Number &
o7 pp— o> ¢zl
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Student Testl Test Final Average | Tofal Grade
2
3| John | 75 a7 92 8466667 8710
ROWS —cceeem 4 fMary 85 g5 77 8566667 84.00
5 |Susie 100 50— &l BT - BEO0 e Cell - D5
& fPaul 84 g2 76 77.33333 7540
7 JKirsten 64 98 83 8166667 8370
B8
9 J Class Average
1
1ff | Weightings | 02] 03] 03]
2
13

A spreadsheetis divided into rows and columns*

In Excel, rows are labeled as integers starting from 1;
column labels are from Ato Z, AAto AZ, BAto BZ, etc..

The intersection of a row and column forms a cell. Each cell has a
unique cell reference. For example, the cell at the intersection of
column C and row 5 is called C5

* 1 million+ rows and 16000+ columns in Excel 2007/2010
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Navigating Worksheets

1 Move up one cell in the same column.

! Move down one cell in the same column.

— Move left one cell in the same row.

—> Move right one cell in the same row.

Tab Move right one cell in the same row.

Home Move the active cell to column A of the current row.
Ctrl+Home Make cell Al the active cell.

Ctrl+End Make the rightmost, lowermost active cell of the

worksheet the active cell.
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Entering and Editing Cell Data

 Excel supports text, values, dates, and formula results

k
.
£
=
m
-

Text Date Value Value Formula Results

[ A
CDmEuter 9/1/2012 400 0.5 600
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Editing Cell Content

1. Click in the Formula 1. Make edits directly in 1. Press F2.

Bar. the cell.

2. Make changes in the 2. Press Enter. 2. Make changes in the
Formula Bar. cell.

3. Click Enter on the left 3. Press Enter.

side of the Formula Bar.
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Entering formulae

« Formulae are combinations of cell addresses, math
operators, values and/or functions

« A formula begins with the equal sign =

— Examples:
=Al+A2
=C2*5
» Type in the cell or in the formula bar
ST v(» X o Je| =A1+A2
A B L
2|=A1+AR
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Using Semi-Selection to Create a Formula

« Semi-selection uses the mouse pointer to build a formula
containing cell references or ranges

 This technique is also called pointing
* To build a formula to add the numbers in cells Al and AZ2:
— Click cell where you will build the formula
— Type an =sign
— Click cell Al
— Type a + sign
— Click cell A2
— Press Enter
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COMP1000

Mathematical Symbols

Addition
Subtraction
Multiplication
Division

Exponentiation

© Pearson Education 2011 or UNSW, CRICOS Provider No: 00098G
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Order of Precedence

» QOrder of precedence (operations) controls the sequence In
which math operators are computed

— Parentheses

— EXxponentiation

— Multiplication and Division
— Addition and Subtraction
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Order of Precedence

A B C D
1 10
2 5
3 2
4 4
5
6  Result Formula Explanation
7 20 =Al+A2*A3 5x 2 =10. The product 10 is then added to 10 stored in cell Al.
8 30 =(A1+A2)*A3 10+ 5=15. The sum of 15 is then multiplied by 2 stored in cell A3.
g 24 =Al+A2*A3+A4 5x2=10.10+10+4=24,
10 90  =(A1+A2)*(A3+Ad) 10+5=15; 2+4=6.15x6=90.

11 10 =A1/A2+A3*A4  10/5=2;2x4=8;2+8=10.
12 571429  =A1/(A2+A3)*A4 5+2=7.10/7=1.428571429. 1.42857149 * 4 =5.714285714
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Cell References in Formulae

e |tis best to use cell addresses in formulae versus actual
data

— If cell Al contains value 5 and you need to add B1 to
this value, use =A1+B1 versus =5+B1

» |f the data changes, Excel will recalculate the result

« Apply this rule intelligently: you only use =A1+B1 rather
than =5+B1 if you want the result to update if A1l changes!
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Using Auto Fill

« Auto Fill enables you to copy the contents of a cell or cell
range or to continue a series using the fill handle

— Example: Month names Jan, Feb, Mar form a series

« The fill handle is the small black square in the bottom
right corner of a cell

Bl - fr | =A1+A2 Fe | =A2+A3

A B A B B
5| | 1 2 5
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Displaying Cell Formulae

» The result of a formula appears in a cell and the formula
Itself appears in the Formula bar

* Press the Ctrl+ key combination to display formulae in
the worksheet

« This key combination acts as a toggle so can be used again
to turn off the effect

QWERTY KEYBOARD

A B _ -
1 5 ﬁ 5 s ? s |9 |o Delete
) 7 W ‘E ‘H ‘T “r’ ‘u BCHCEENE {
3 i hiskey ||| | |emer
A 5 snit |2 XS VBN MT T s

1 2 =Al1+A2 Ciri Alt Alt Ctrl
2 3 =A2+A3 hittp . computerhope. com
3 4
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COMP1000

Displaying Cell Formulae

Insert Page Layout

#® Logical -

ﬁ__ﬁ Recently Used = @ Text -
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Formulas

Data

& Lookup & Reference -
B math & Trig -

Review

§ 42 Define Name -

View

Add-Ins
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=% Trace Dependents ¥§ Error Checking ~
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Function Library Defined Mames Formula Auditing Calculation
17 - [ £ | v
OK Office Systems
A B C D B F G H | 1 K
Markup Percent Profit Profit
4 Product Cost Rate  Retail Price Off Sale Price | Amount Margin
5 | Electronics
53 Computer System $475.50 50.00% $ 713.25 15% $ 606.26 | $130.76 21.57%
7 28" Monitor $195.00 83.50% S 357.83 10% S 322.04 | $127.04 39.45%
8 Color Laser Printer $457.70 75.50% S 803.26 20% $§ 642.61| $184.91 28.77%
9 |Furniture
10 = Desk Chair S 75.00 100.00% $ 150.00 25% 5 112.50| $ 37.50 33.33%
11 Solid Oak Computer Desk S$700.00 185.70% $1,999.90 30% $1,399.92 | $699.92 50.00%
H 4 » ¥ | September ¥
[EH] OK Office Systems Formulas = = =R
A B C D E [ G H e
Markup Percent Profit
4 Product Cost Rate Retail Price Off Sale Price Amount Profit Margin
5 | Electronics
5} Computer System 475.5 0.5 =B6*(1+C6) 0.15 =D6-D6*EB =Fb-Bb =(F6-B6)/F6 5
il 28" Monitor 195 0.835 =B7*(1+C7) 0.1 =D7-D7*E7 =F7-B7 =(F7-B7)/F7
8 Color Laser Printer 457.7 0.755 =B8*(1+C8) 0.2 =D8-D8*ES =F8-B8 =(F8-B8)/F8
9 | Furniture
10 Desk Chair 75 1 =B10*{1+C10) |0.25 =D10-D10*E10 [=F10-B10 =(F10-B10)/F10
11 Solid Oak Computer Desk 700 1.857 =B11*(1+C11) |0.3 =D11-D11*E11 [=F11-B1l1 =(F11-B11)/F11
< 4 r vi| September 1 nEN! i
Ready | [E@m s O
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Managing Worksheets

 Creating a multiple-worksheet workbook requires planning
and maintenance

LA 0|
=1 +
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Organizing Worksheets

« The Format Menu (in the Cells group of the Home tab)
presents sheet commands (among others):

Cell Size
I[ Row Height...
AutoFit Row Height

=3 Column Width...

AutoFit Column Width
Default Width...
Visibility
Hide & Unhide
Organize Sheets
Rename Sheet
Move or Copy Sheet...
Tab Color
Protection
£y Protect Sheet...
(24| Lock Cell

& Format Cells...
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Moving or Copying Worksheets

* Moving a worksheet changes its order among sheet tabs

« Copying a worksheet makes a duplicate sheet at the new
location
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Inserting Rows and Columns

« The Insert command offers several technigues to insert
rows, columns, and cells

COMP1000

Insert

™™

Insert

(") shift cells right

(") Entire row

(") Entire column

4 ] | Cancel
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Deleting Rows and Columns

» The Delete command offers several technigues to remove

rows, columns, and cells

COMP1000

() Entire row

() Entire column

OK ] | Cancel

oy
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Adjusting Column Width

« Double click column border, or
« Drag column border, or
« Use Home tab — Cells group — Format button

ER | Width: 11.86 (88 pixels) | £& | 0.25

A -+ B C D | E | F G H

1 |OK Office Systems Pricing Information

2 | 1-5ep-12

3

4 Product Cost Markup R: Retail Pric Percent O Sale Price Profit Margin

S |[Computer 475.5 0.5 713.25 0.15 606.2625 0.215686

6 Color Lase 457.7 0.755 B803.2635 0.2 642.6108 0.287749
7 |Filing Cab 68.75 0.905 130.9688 0.05 124.4203 0.447437
8 Desk Chai 75 1 15[I-| D.ES-I 112.5 0.333333

9 Solid Oak J00 1.857 1999.9 0.3 1399.93 0.499975

10 |28" Monit 195 0.835 357.825 0.1 322.0425 0.39449

11

12
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Adjusting Row Height

— Drag the row boundary

— Select Row Height from Home tab / Cells group /
Format button

— Using ALT+Enter to create multiple lines may require a
row height adjustment

— The row height Is automatically adjusted when you
change the content
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Hiding Columns and Rows

« Hiding a column or row prevents it from displaying and
printing
— Select column(s) or row(s) and use Home/Cells/Format
« Unhiding a column or row returns it to view

— Select columns/rows either side; use Home/Cells/Format

K16 v k& v
A C D E F G H ] K D
1 OK Office Systems Pricing Information
2 1-Sep-12
3
4 Product Markup R: Retail Pric Percent O Sale Price Profit Margin
5 Computer System 0.5 713.25 0.15 o606.263 0.21569
6 | Color Laser Printer 0.755 803.264 0.2 o642.611 0.28775
7 Filing Cabinet 0.905 130.969 0.05 12442 0.44744
& Desk Chair 1 150 0.25 112.5 0.33333
10 28" Monitor 0.835 357.825 0.1 322.043 0.39449
11
12
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Copy and Paste Commands

The copy command duplicates the contents of a cell, or range of cells

The paste command copies the contents to the destination cell, or range
of cells. However, a formulais not copied exactly, butis adjusted as it is
copied, depending on the destination cell.

For example, if the formula in cell C9 is copied to D9, it is adjusted so that
the cells referenced in the new formula are updated automatically — it
computes the average of the Test2 values

Same principle
applies to

* inserting rows, cols
* deleting rows, cols
« filling down or right

Copied Formula
AVERAGE(D3:D7)

Clipboard '« Font Alignment I Mumber =
D3 - _fr| =AVERAGE(D3:D7)
A, B C D E F = H
1 |Student Testl TestZ Final Average  Total Grade
2
3 |John 75 87 92| 84.66667 87.10
4 |Mary 85 95 77| 8566667 64.00
5 |Susie 100 85 81| 88.66667 86.00
6 |Paul 84 62 76| 7733333 7540
7 |Kirsten a4 98 83| 8166667 83.70
B
Original Formula —o_o__._____ @l 85 Al Yo
AVERAGE(C3:C7) =
1 |Weightings 0.2 0.3 0.5
12
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Selecting a Cell Range

« A range is a rectangular group of cells

« A nonadjacent range contains a group of ranges that are
not next to each other

COMP1000

N14 v Fx v
A B C D E F G K |=]
1 |OK Office Systems Pricing Information B
2 1-5ep-12
3
4 Product Cost Markup Ri Retail Pric Percent O Sale Price Profit Margin
5 Computer System 475.5 0.5 713.25 0.15 ©06.263 0.21509
6 Color Laser Printer 457.7 0.755 803.264 0.2 642.611 0.28775
7 Filing Cabinet 68.75 0.905 130.969 0.05 124.42 0.44744
8 Desk Chair 13 1 150 0.25 112.5 0.33333
9 Solid Oak Computer Desk 700 1.857 1999.9 0.3 1399.93 (0.49997
10 28" Monitor 195 0.835 357.825 0.1 322.043 0.39449
11 =
12
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Moving/Copying a Range

« Moving/copying a range preserves text and values, but
cell addresses in formulae will be altered in the pasted
location

— Move a range by cutting it and pasting to the upper left
corner of the destination

— Copy a range by copying it and pasting to the upper left
corner of the destination
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Using Paste Special

» The Paste Special command is used to paste data from the
clipboard using a different format

r—I:"astvs_' Speaal I. ? |£h]1
Paste
@ ﬁll 1 All using Source theme
") Eormulas 1 All except borders
1 Values ") Column widths
") Formats " Formulas and number formats
| Comments 1 Values and number formats
) Validation All merging conditional formats
Operation
@ Mone 1 Multiply
1 Add " Divide
"1 Subtract
[ skip blanks [ Transpose
o) (o=
\, — = 4
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Formatting

« Formatting accentuates and draws attention to meaningful

portions of a worksheet

i & - - - G ¥ . 3 Inaer® - E -

o Calitiri 11 A A -l @ ' General —a ?" F* oelete ~ | 30~
Paade o | B F U- H- S-A- EEW s BEH- 5-% - | WM " afTimie - suyiet- B Forman - | -

ar ] Alignmerd - P -
Bl6 - 2
A B C D 3 F G H 1 ) =
. OK Office Systems Pricing Information
2 1-Sep-12
3
Markup Percent Profit Profit

4 Product Cost Rate Retail Price OFf Sale Price Amount Margin
5 Electronics
G Computer System S 475.50 S0.00% % 71325 15% S 60626 | S130.76 21.57%
rJ 28" Monitor 5195.00 83.50% 5 3I57.83 10% S 322.04 | S127.04 39.45%
a8 Color Laser Printer S457.70 FE.50% S BO3.26 20% S 64261 | 518491 28.77%
9  Furniture
10 Desk Chair S T5.00 100.00% S 150.00 25% S5 11250 | % 37.50 33.33%
11 Solid Oak Computer Desk STO0LDOD  185.70% S 1,999.90 I0% 51,399.93 SE99.93 S0.00%
12
13
14
15
16 —
i7
18
19
20
21
N September = = - r
Feady 28|00 Bl 1155 (— +
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Formatting Cells

The appearance of a cell can be changed by altering fonts,
borders, color patterns and number formatting, including indents

Note that changing the format of a number affects the way the
number is displayed but does not change its value

Some of the number formats available in Excel are:

General format
a number is displayed the way it was originally entered
for example, 247 or 247.58 or 2257.42E+10 (i.e. 2257.42x1019)

Number format

125.345 or 10,200.45 or 10200.45 or 135.50 or 1.355e+2 etc
(default alignment is right-justified, can use right-indent too)

Date format
May 2, 2011 or 2/5/2011 or 2-May-11 , etc
Percentage format
23% or 23.56% or 175%
Text format
Even a numeric value is displayed as a text string, left-justified
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Numeric Formats

General A number as it was originally entered.

Number A number with or without the 1,000 separator

Currency A number with the 1,000 separator and with an
optional dollar sign to the immediate left.

Accounting A number with the 1,000 separator and with an
optional dollar sign at the left cell border.

Date The date in different ways, such as March 14, 2012
or 3/14/12.

Time The time in different ways, such as 10:50 PM or

22:50 (24-hour time).
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Numeric Formats (continued)

Percentage A value as it would be multiplied by 100 with the
percent sign. Number of decimal places can be adjusted

Fraction A number as a fraction; appropriate when there is no
exact decimal equivalent.

Scientific A number as a decimal fraction followed by a whole
number exponent of 10.

Text The data left-aligned; is useful for numerical values that
have leading zeros and should be treated as text.

Special A number with editing characters, such as hyphens.

Custom Predefined customized number formats or special

symbols to create your own format.
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Numeric Formats (continued)

A B C
1 General 1234.56
2 Number 1234.56
3 Currency 51,234.56
4 Accounting S 1,234.56
5 [Comma 1,234.56
6 Percent 12.34%
7 Short Date 3/1/2012
8 LongDate Thursday, March 01, 2012

Note that changing the format of a number affects the way the
number 1s displayed but does not change its value . In our

example, two decimal places are shown, but many more may be
actually recorded.
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Sample Completed Worksheet

A B C D E F G H

. OK Office Systems Pricing Information
2 1-5ep-12
3

Markup  Retail | Percent Profit Profit
4 Product Cost Rate Price Off  SalePrice | Amount Margin
5 Electronics
b Computer System $475.50 50.00% S 713.25 15% S 606.26 | $130.76  21.57%
7 28" Monitor $195.00 83.50% S 357.83 10% S 322.04($127.04  39.45%
8 Color Laser Printer $457.70  75.50% S 803.26 20% S 642.61)5184.91 28.77%
9 Furniture
10 Desk Chair S 75.00 100.00% S 150.00 25% S 112.50|S 37.50 33.33%
11 Solid Oak Computer Desk  $700.00 185.70% $1,999.90 30% $1,399.93 | 5699.93  50.00%
12
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Using Page Setup

» The Page Setup Dialog Box Launcher contains many
common print-related options

A'd RN ookl - Vicroroft trcg W W — e
n Home [ngent Page Layout Formuday Data Revew v Add-Ing & 0 Sl EX

‘ olons * A\ ™ ") | ™ _j Widtre  Automatic = Graines  Headings 4‘ Being Forwme * L— Align
Aa] = ) b o - _1] c i}

|A]Ponts ¥ ) A - cad {U Meight Automatic = (¥ View ¥ View 3 Send Backward * (s}
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Headers and Footers

* A header is content
appearing at the top of
each printed page

« A footer is content
appearing at the bottom
of each printed page

« Go Page Layout tab -
Page Setup group - click
arrow bottom right —
Header/Footer tab to set
them up.
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Page | Margins  Header/Footer | Sheet I

Header:
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" pifferent first page
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Summary

* In this lecture, you have learned to enter cell data and
create simple formulae with mathematical operators.

« You can now manage a worksheet by manipulating rows,
columns, and cells.

* You have learned basic formatting techniques to add visual
appeal to text and numbers. Don’t overdo this!
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Copyright

This work is protected by United States copyright laws and is provided solely
for the use of instructors in teaching their courses and assessing student
learning. Dissemination or sale of any part of this work (including on the
World Wide Web) will destroy the integrity of the work and is not permit-
ted. The work and materials from it should never be made available to
@ students except by instructors using the accompanying text in their
classes. All recipients of this work are expected to abide by these
restrictions and to honor the intended pedagogical purposes and the needs of
other instructors who rely on these materials.

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall.
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