Microsoft Excel Level 2

Learn about common functions, charts, and |IF statements.

Common Functions

Name Sample Formula What It Does Example
_ . Adds all the numbersina  Determine the total value of the
AutoSum  =SUM(A1:A5) range of cells. inventory | have in my store.
Minimum  =MIN(A1:A5) _Finds the smallest number Determine the Iow_est salgr_y pf any
in a range of cells. of the employees in my division.
: Determine the highest salary of
. _ . Finds the largest number :
Maximum =MAX(A1:A5) in a range of cells. gir:/)ilsti);r’:he employees in my
If =IF(A>50, “TRUE”, Returns different results List all students with passing
“FALSE”) based on the data. grades greater than 50.
=VLOOKUP Finds a specific value in
VLOOKUP  A1.F1:G4,2) specified columns of data.
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Creating a Formula

—

NOTE:

You can check a formula
when you are done by looking

™

Click the cell where
you want the total to
appear and press =.

. FORMULAS DATA
in the Formula Bar.
\ & Gene

Paste B I U

Clipboard = Font Alignment

SUM - > v =A1+B1+C1+D1+E1+F1
A B C D E F I

[ 1 a] 5| 6l =4 +E+C+DH+E1+F |

Click the cell with the
first value you want to

Click the cell with
the second value you
want to add.

Include as many cells as

add and type +.

needed, then click Enter.

Functions

Functions are pre-programmed formulas frequently used in calculations. AutoSum is a function

used to add values in a range of cells.

. Functions and Formulas - Excel ? EH -
I Click the cell UT  FORMULAS  DATA  REVIEW  VIEW CTCStaff -
Where you 3/ Wrap Text General = 3 AutoSum - IH]
t the total - 7 Insert Delete Format o Sort & Find &
wan . oETE - Styles & Clear~ Filter - Select~
to appear_ Align| C“Ck AUtosum' Styles Cells Editing
SUM(E2:EA7)
= u D E F G H I il K L M N o P Q R
43 |Ford 2011 SU ¢pedition | § 39,115 2/11/2015
44 Toyota 2012 SUV guoia 5 39552 3/11/2015
45 |Ford 2011 suvV pedition | § 41,525 2/9/2015
46 |Toyota 2012 SUV juoia $ 41,558 1/16/2015
47 |\Toyota 2011 SUV b, ‘hlander| § 45852 2/2015
s L
49 .
50 Total nventory  [SSumM(EBER)) Click and drag to select the
51 SUM(numberl, [number2], ...}
52 group of cells you want to add.

Click Enter.
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Math Functions

Name Sample Formula What It Does Example
Finds the average of all .
=AVERAGE . Determine the average salary of
Average (A1:C5) ’g:ae”:umbers in a range of employees my company.
Logical Functions
Name Sample Formula What It Does Example

Count =COUNT(B:B)

Checks every cell to see if
there is a number in it,
then returns the number of

Determine the number of events |
organized for my company where
at least one person showed up.

cells that do.
=SUMIF(A1:A35, Adds numbers from alist lwantto !<now the total number of
Sumilf “>65”, B1:B35) that meets a criteria set by students in my class over the age
S a formula. of 65.
Counts every cell that | want to know the number of
Countlf =COUNTIF(A:A, 16) meets a criteria you setin times | have all the seats filled in
the formula. my classroom.
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Graphs

A graph is a visual representation of your data.

H = Graphs and Pivot Tables - Excel ?T EH - »
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW CTCStaff -
@ 5 0l- s a [l E ]: ]E H = & | 4 T Equation -
L s I? 2-D Col 22 O e b T e Q symbol
Pivot e B My Apps - Recommended cumn Line Win/ Slicer Timeline Hyperlink = Ted

[T 0 Charts
Apps

- Sltart or][ tge , oo Click the type of graph that 5
nsert tab. ) o J best suits your data. e
1 i e 08
2
3
4 Denver store [Aurora store |Lakewood store hm[@
5 |January |5 25000(5 370003 55,000 il More Column Charts..
6 February |5 29,000 [ § 60.000 | § 68,000
7 |March b 37,0005 67.000 | § 42,000
g April $ 42,000 [ § 52,000 % 35,000
9 May $ 54,000 | % 19,000 | % 41,000
10 |June 5 G0000|5 33000|% 65,000
11 |July 3 000 9,400 | § 42,000
12 August |5 5 Select the preferred
13 |September | § 18.0 .
14 October |5 22.00 Click anywhere graph type.
15 November | § 35,000 | § .
16 \December | 5 48,000 [ $ In your data
17
18
NOTE:
As long as your graph is
selected, you have Chart
H ©- s Graphs and Pivot Tables - Excel CHART TOO) .
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW EW DESIGN FORMAT TOOlS tabs avallable
T :

Add Chart Quick  C ;;"I,i,“,',ul'?'f |
Element ~ Layout~ C

9
Chart Type

Column Data Chart

Chart Layouts C Data Type Location -~
Chart1 - £ v
A B C D E F G ) K L M N 0 p Q R[=
1
2
3
4 Denver store [Aurora store |Lakewood store Graph featu res that can be
5 January |5 25000(3 37,0003 55,000 <o0000 . .
6 [February |5 290005 60,0005 68,000 20,000 changed include addlng a
7 |March $ 370003 67.000]% 42,000 570,000 . .
s [aprl s s20m(s szooo]s 300 chart title, moving the
9 |May §  54000[%5 19.000|§% 41,000 550,000 . :
10 [June 5 600005  33.000 5 65.000 zggggg Iegend’ or addmg a title to
11 |July 5 670005 294008 42,000 520,000 the axes
12 |August $ 520005 25.000|% 37,000 510,000
13 |September |5 19.000 |5 20,600 |3 42,000 s N \
14 |October [§ 22,000 (5 46,000 % 54,000 & & &
15 |November |5 350005 520003 60,000 e F ) <
16 |December |5 43000 |$ 81000 % 67,000
17 mDenver store  mAurcrastore  mLakewood store
18
19
20
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IF Statement

An IF statement allows you to fill your cell with values when certain conditions are met.

H - = Functions and Formulas - Excel ? H -
FILE HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW CTCStaff -
e — m =3 -

B * o ol o == . = General J2==2) Lo B D (X AutoSum - Aoy H
By -

Paste B I - 04 9 . . ad 8

~ . v -

oo Click the cell where you . Click the Optlons arrow Ruverage ect
ipboard & umber Count Numbers
L want the value to appear. next to AutoSum. o

Min
A B 1 1 : R

1 |Todayis: 6/19/2015 More Elnctions...

2

3

4 Brand Year Type Model Price Date Received Age Advertise

5 [Ford 2012 Car Focus 5 16,585 4/30/2015 50 _| .

5 Forg , 70 Click More

[BEE Insert Function :

5 [Ford Functions....

9 |Toyd Search For a Function:

10 |Forg - — [ |

11 rord | T¥Pe a brief description of what you v dossdtbsn.didl

12 [Toyd =2 4

13 Toyd  Or select a category: | Mast Recently Use SeIeCt IF from the

14 |Toy I t f . .

15 |Ford| Select a Function: ISTOT  https://wpl.winrfipeg.ca/ \

16 | Toy H H

1 moy] GO library/pdfs ers/janfeb NOTE:

18 Ford | COUNTIFS s.ppf

19 Toyd  |pmT .

on frowd  |TExT The most commonly

= — H H
AERAGE v used functions will
IF{logical_test,value_if_true,value_if_False) be ||Sted .
Checks whether a condition is met, and returns one value if TRUE, and another
walue if FALSE, )
Click OK.
Help on this Function ok = i I
=
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW CTCStaff -
X - \\~, . - oy e AutoSum +
. 11 A A £ Wrap Text General = Fl” N a” the -
Paste B I U A M & Center T 9%, =0 o0 Conditional Format . Sort & Find &
" R $ : Formatting ~  Table flelds Clear~ Filter = Select

Clipboard Font Alignment MNumber Styles Editing

H5 - * «  Jx | =IF(G5»45,"Advertise","")

A & o H F G H I J K P Q R

L . Function Arguments m-‘

2 The logical test allows you

3 to ask a question that can Age  Advertise Logical test | G545 TRUE

5 15 50{ise","") ‘I Value_if_true | “Advertise” “Advertise”

6 be answered True or False. |} = Value t taie [

7 15 1

s |For 2015 a9 ST

o = Checks whether a conditio glue if FALSE.

9 |Toyota 2011 Car Corolla 5 18,955 5/7/2015 43 _

10 |Fard 2012 Car Focus 5 19,252 5/11/2015 39 e oI G e, (T8

11 |Ford 2012 Truck Ranger 5 19524 5/22/2015 28

12 |Toyota 2011 Truck Tacoma 5 19,585 6/9/2015 10

13 |Toyota 2011 Car Corolla § 19,585 a/30/2015 50 Formula result = Advertice

14 | Toyota 2011 Car Precis 5 19,585 5/29/2015 21 Help on this function

15 |Ford 2012 Truck Ranger 5 19,585 5/7/2015 43

16 |Toyota 2012 Car Corolla 5 20,056 5/5/2015 45 " T T " T T T T T

17 | Toyota 2012 Truck Tacoma 5 21554 5/30/2015 20

18 |Ford 2012 Truck Ranger 5 22158 6/13/2015 6

19 |Toyota 2011 Car Precis 5 22521 4/25/2015 55
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Printing
Make sure Excel will print your spreadsheet in the most effective layout.

Excel Basics Personal Budget - Excel ?2 - 0O %

Kristen Mueller - H

Copies: |1 z
i}
=
Print
Printer

L) CTC HP4350 workroom on.. ‘

“=2., Ready
Printer Properties Personal Budget
Jan Feb Mar Apr May Jun Jul Aug Sep oct Nov Dec

Settings
ﬁ Print Active Sheets .
Only print the active sheets
Wages 5220000 $2,000.00 $2,00000 $2,00000 $2,000.00 52,00000 52,000.00 52,0000 52,00000 $2,000.00 $2,00000 $2,000.00
Pages: l:l to I:l Interast 500  S000 $000  S000 S000  SDO0 SOCD 5000 s000  Som0 S000  S000
Misc. 520000 5000 5000 5000 5000  S000 5000 520000 5000 5000 5000  $000
Account Print One Sided - ‘ Income Totals $2,40000 $2,000.00 $2,00000 52,00000 $2,000.00 $2,00000 52,000.00 52,200.00 5$2,00000 $2,000.00 $2,000.00 $2,000.00
Only print on one side of th...
ot T
Options = -
= == 1,23 123 123 Home
Mortgage/Rent $80000 S80000 SB0000 $80000 $SS000C S20000 S80000 SB0000 S20C00  SB0000 SB0000  S800.00
Landscape Orientation - Utilities 512500 50,00 50,00 50,00 5000 5000 5000 5000 5000 50.00 5000 50.00
Phone 57500 57500 S7500 57500 STROD STSO0  S75.00 S7500 57500 57500 57500 S7SO00
Home Improvement,Repairs 000  som 5002 5000 5000 3000 5040 5000 5000  S000 000  S0m
|:| Letter - Home Totals $1,00000 $875.00 $87500 S$87500 $875.00 S$87500 S$875.00 S875.00 $87500 S$875.00 SB7500 S875.00
85" x11"
- Living
‘ Marrow Margins ‘ Groceries 5000  S0.00 500 5000 5000 5000 5000 5000 5000 5000 %000 5000
Left: 0.25" Right: 0.25" Child Care S0.00 S0.00 S000 5000 s0.00 s000 sS0.00 50.00 5000 S0.00 5000 S0.00
. N Esting Out 5000  S0.00 5000 5000 5000 5000 5000 5000 000 5000 S000  S000
s[ye FitSheetan OnePage ‘ Living Totals $000 5000 5000 SO0 SOC0 SOO0 5000 5000 5000 S0.00 S000 5000
+ Shrink the printout so that it...
Page Setup Transportation
Gas 5000 5000 5000 5000 5000 5000 5000 5000 5000 5000 5000 5000
Insurancs 5000 s0.00 5000 5000 s000 $000 5000 50.00 5000 $0.00 5000 s0.00
Farking 5000 5000 5000 5000 5000 5000 5000 5000 5000 5000 000 5000
Fublic Transportation 000  som 5000 5000 5000 5000 5040 5000 5000 5000 000  S0m0
Transpormtion Totals 5000  S0.00 5000 5000 5000 5000 5000 5000 5000 5000 s000 5000
Expenses Tomls 51,00000 587500 S87500 557500 587500 S87500 587500 S875.00 587500 S87S.00 587500 587500
Over/Short $1,40000 $1,125.00 $1,12500 $1,12500 $1,125.00 $1,12500 $1,125.00 $1,325.00 $1,12500 $1,125.00 $1,12500 $1,12500

At e v ]

WHERE TO GET MORE HELP:

Library staff can help you find books and additional resources on your topic.

Linkedin Learning: Go to Our Collections > Digital Library and click Databases to find
LinkedIn Learning. Use your library card to access videos to learn more about a topic.

Info Guides: Check out the library’s Info Guide at guides.wpl.winnipeg.ca.

Google: Go to google.com and conduct a search. Click on Videos in the options at the top if
you prefer video instruction.

Digitallearn.org: Continue learning about computers and software online.
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