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Microsoft Excel 2007 E

MicrosoftExcel2 0 0 7sfn electronic spreadsheeftware packagthat allows pu to organizelatain
a tabular formatperform mathematical calculatigrendanalyze datarhis software includefinctions,
formulas, and chartét is commonlyusedin business, engineering, mathematics, and statistis.
tutorial coves the basic functionalitgf the software.

Starting MS Excel
To start MS Excetlick on theStart Menu on the bottom left corner of your desktop and sétadiy All
ProgramsY Microsoft Office Y Microsoft Office Word 2007

| Windows Calendar
Windows Contacts
¥ Windows Defender
(g Windows Mail T
[ Windows Media Player SHAREEF, NAEEM
Windows Meeting Space
n Windows Movie Maker
{3 Windows Photo Gallery
& Windows Update
L 1-Zip
| Accessories
. ActivePerl 5.8.8 Build 822
. Administrative Tools

Documents

Pictures

Recent Items

L Altiris | Computer
. Employee Tools |
. Extras and Upgrades
. Games
. Ghostgum
Ghostscript
. Maintenance
. MATLAB
| McAfee
. Microsoft Developer Network
. Microsoft Office
[Z Microsoft Office Access 2007
(x| Microsoft Office Excel 2007
@ Microsof
@ Microsof]

Perform calculations, analyze information, and visualize data in
spreadsheets by using Microsoft Office Excel.
ﬁ Microsoft Office UneNote 2007

[ Microsoft Office Outlook 2007
(@ Micrasoft Office PowerPoint 2007
E Microsoft Office Publisher 2007
v Micrasoft Office Word 2007

. Microsoft Office Tools

< @ 528PM
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The MSExcel Window

The MS Excel 2007 interface brings out all the functionality of the software using tabs rathdnoghan
down menusThe main work area is calledspreadsheetwvhere you catgommunicate youdata using
functions, formulas, and charf&he highlighted cell is called thactive celland isthe current place wher
you can enter a value or a formWide will describe the parts of theterface in the following sections.

ft-n?-s\‘w = ) N Bookl - Microsoft Eacel - = X

ol =
—) Home Insert Page Layout Formulas Data Review Wiewy W - =7 X

il = ) | Gansert-  E -
B S b -lu - A KB =28 [S | seneral - ij‘ ﬁd l_:ﬁ amanse C?a
53 =] 3 o Delete = E'
Paste B I U~ A= iEEE| |- || % - % o |[%52 ;%0|/| Conditional Format  Cell o Sort & Find &
- =4 = = =S = = Lt Formatting = as Table = Styles - L.;ijmat' 27 Filter~ Select~
Clipboard T Fant (Fi Alighment (Fi Mumber (Fi Styles Cells Editing

I 21 - fe |
c D E F G H ] K L M N 0

I-
o™

|

Wm0 e W R
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[ = P = I - T S P N e
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ra |k
|
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el
M 4 b M| Sheetl ~Shestz  Sheets . ¥d [ I
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Title Bar

The ftle bar containsléft to right) theOffice ButtonQuick Access Toolbathe filename of your
document (middle), anehinimize restae down andclosebuttons (ight).

."/E?a.\“, 2] ) 5 Bookl - Microsoft Bxcel - = x
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Office Button
. TheOffice hutton(locakd at the top lefof the MS ExceWindow) is a G’% H9-0
Ei.g) drop-down menwf commandgsee figure on the righthat you can use | “#

on MS Excelfil es. Itincludescreating a new fileppeningan existing j New
file, saving,and printing A menuchoice witharight pointingarrow
expands to another menuafmmancchoices. . Qpen
Saving Your Work H Save
For the first time .,—l Save b b
To save your document for the first time, selectShee AY Excel Workbook
commandFill in the entries for th&aveAs pop-up windowand click theSave H:}] print b

button when you are done: .
. ﬂ, Prepare  #
Savein

Choose the location to place your file. to your desktom folder on the hard disk, jﬁ Send b

flash drive, etc.

. S Publish »
File name =

Choose a name for your file. Note, do not includideaextension. “
l Close

Save as type
Make sur e ¢ Ebappeats hevéoOtHerwisepdelect it in the drop down

menu.

While you work

After saving for the first time, you will only need to select 8&e menu choicdor subsequent savean
even faster way to do this istiee the hot button provided on the Quiskcess ToolbarRemember to
save your documeifitequently.

Backing up your work
You can also save yowork a second tima a different place. Thisisal | ed Abacki ng

Follow the directions unde3aving Your Work: For the first t ime to create a second copy of your file.

Although not necessaryt is suggsted just in case you lose your first cdpgve to this backup copy
every so often as a version to fall back to.

MSExcel 1997 -2003 File Format C ompatibility

MS Excel 2007 isbackwards compatiblbecause you are able to edit and save iEXcel19972003
documentfiles. When an M3Excel1997%2003file is opened for editing usirthe MS Excel2007
softwvare t he wi n dnilindicatethisby displayihgiCompatibility Modejnext to the file
name(see figure below)Thedocumenwill be savedisingthe MSExcel 19972003 file formatwhen
you use thé&avecommand.

’gg_n‘ H Le 50 w rrytiforkbooksxls [Compatibility Mode] - bMicrghft Excel
Eﬂ//

— Home Insert Page Layout Formulas Data (7]

1

3
1]
B =

= S T ST= = Elj B, o | g=Insert - - A? \}a
Calib 11 - [ = =] - =1 I | - ] p
J . alibri A A =||®-| = ERER =3 J.J_a’:r —_éd T Delete - jv 7l
Paste B I U-||i#E-~M- A-l||===||EE| E- | |$ - % %8 ;2| Conditional Format  Cell ez . Sort & Find &
- 7 = = =S = & | = = Lot Farmatting - as Table = Styles = || (o] Famat ™ | 027 Fijter - select -

wl

Clipboard ™= Fant Alighment (F] Murmber (Fi Shyles Cells Editing
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You can saven MS Excell997%2003 document to theewMS Excel2007 file format using th8ave

AsY Excel Workbookcommandsee figure onheleft). Note, you can savenéS Excel2007 document
to theolder MS Excel 19972003 file format using thBave A¥ Excel 972003Workbookcommand (see
figure ontheright).

Save a copy of the document

= s rryivarkho F%_ =9 ” myWorkber
~

j Mew Save a copy of the document Mew
E‘ Excel Workbook [I:‘ Excel Workbook ) .
~ 1l | Save theworkbook in the default file il | Sawe the workbook in the default file
/ Qpen farmat, 7 OCpen farmat,
_ [ix. 1y Excel Macro-Enabled Workbook = (.7 Ewedd M‘““"E““b'e‘_j Workbook
B conyert 31 save the workbook in the ¥ML-based and l'ﬁ Conyert 31| save the workbook in the XML-based and
- — macro-enabled file format, macro-enabled file format,
[ Excel Binary Workbook | I — x j Esxcel Binary Wlebfj'Dk ) )
H Zave oogn| Save thewarkboaok in a binary file format [ - mug| Save the workbook in a binary file format
optimized for fast Ioading and saving. optimized for fast loading and saving,
—] =] Excel 97-2003 Workbook
H swe s |(0| el E:;Zlagz;?z:;?:::;::;ookthatisfully H R |l
compatible with Excel 97-2003,

compatible with Excel 97-2003,

i =
45'1‘,] Brint 4 PDF - Print 4 PDF
= = = Publish a copy of the warkbook as a PDF

Publish a copy of the workbook as a POF

file ) file.
7y 5 ' /: Frepare b
7 Prepare |.,—l Other Formats
[l

Tl Other Formats Open the Save As dizlog box to select f
E . pen the Save As dialog box to select from
L Dpen the Save &5 dialog box to select from all possible file types.

2 cend » all possible file types, ai‘i. Send L4

i >
/' Publish » o Publish
==

£ 3 I
4 Close . -0

o Excel Options | | 2 Exit Excel 2] Excel Options | | X Ext Excel

Printing

When you are ready to print your document on p&uated ahard copy choosehe commandPrint
from the Office ButtonFill in the entries to th@rint pop-up window and click th®©K button when you
are done:

Name
Choose the title of the printgou are sending your document to.

Page range
Lets you choose if you want to print your entire document or just a particular page or pages. For example,
to print pages 1 through 5 of your 13 page document, you cad{ypethePagesab.

Copies
TheNumber of copiestab allows you to select how many duplicates of your document you want to print.

You can view your document conveniently on the screen as it will appear on paper before you send it to
the printer usindrintY Print Preview. It is a gooddea to get in the habit of using this featbedore
you decideo createa hard copy.
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Quick Access Bar

The ommonly used comman@ave Undo, andRedocan be foundt the todeft of theMS Word
window ashot buttongsee belowirom left to righ)). You can customizéhts toolbar using the down
arrow drop down men(rightmos).

o 9-0 5

Status Bar
The Satus baris locatd at the bottom of the MBxcelwindow. You can quickly choose how wew

your data(seel) using the hot buttons for Norm &8 and PrintLayout Il views A slider allows you to
zoom in or out of your document (sBe

(EEE @SN

What are Spreadsheets?
A spreadsheds agroup of cels organized into columnand rows containingata.

Cell References: Rows and Columns

A row s a set otells in thehorizontaldirection. Each row is numbered where thetugst row is
numbered as.ou can changthe height of a rodsy moving yourmouse over the row line and
draggingit to your desired height.

A | B [ ¢ [ b [ E [ F | 6 | H |

A columnis a set otells inthe vertical directionEach column is labeled witbtters.After column Z,
the columns are labeled with AA, AB, AC, etc. You clrange the width of a coluntty moving your
mouse ovethe column line and drag it t@ur desired width.

A | B | ¢ | D

o M| = LD b —
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A cell is a single box that is the intersection of a column and Eagh cell is namedccording to its
column label and row numhecalled acell reference For exarple, the highlighted ceihownbelowis
namedcell B3. Thename boxs located athe top left caner of the workshedsee red arrow belovgnd
displays bhe cell reference of the active cell

—>| B3 -

&, B (&

1

[ I = TS Y S R

Working With Data
You can entetext numbers Booleans dates times andformulasinto a cell.

Text

Text is any combination of numbers, spaces, anenuoneric characters. For example, Excel treats the
following entries as textt0AA109, 127AXY, 12-976, 208 4675. All text is left-aligned in a cell by

default.

Number

A number can contain only the follovgrcharacters0 1234567 89 +- () /. All numbers are right
aligned in a cell by default. Excel ignores leading plus signs (+) and treats gpgingteas a decimal.
You can use the following characters to format the numi$e¥., e.g. 1,000, $13.25, and 57%. All other
combinations of numbers and nonmeric characters are treated as text.

Boolean

The valuesSTRUE andFALSE are special values called Boolean values. A Boolean expression in a
formula will evaluate to one of these two values. Note that surrounding either TRUE or FALSE with
guot es, e. gNOTindidate &Boolean valeesrather a text value.

Date and Time

The way that a date or tinie displayed on a @rksheet depends on tharihat applied to the celill

dates and times are righligned in a cell by default. A date may bshert date e.qg.11/27/2008or a

long date e.g.Thursday, November 27, 2008Excel only recognizes dates staring from January 1, 1900.

Also, Excel treats dates as numbers where 1/1/1900 is the same as 1, 1/2/1900 is the same as 2, and so on.
A time is formatted as hours, minutes, seconds, and AM/PM1:42.04 PM. Times are alsnumbers,

where each time is a number between 0 and 1. For example, midnight is 0 and noon is 0.5, and 11:59:59
PM is0.99998842592592@ Excel cannot recognize a date or time that you enter, then it is treated as

text.

Formula

A formula is amathemati@al expressiorthatevaluatedo a single valuelt can beused to perform a
usefulcalculationin a cell You can construct a formula using any mixtw following components:
constantsmathematical operatorgell referencesndranges andfunctions
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Constants
A constant is a number or text value that does not change.

Mathematical Operator s
A mathematical operator specifies a calculation. Common operators(ad),- (subtract) *
(multiplication), and (division).

Cell References and Cell Ranges

A cell reference in a formula evaluates to the value containedhaitbell. A range of cells can be
specified using theolon: symbol. A range can contaarow; a column or ablock of cells As shown
below, thesyntaxAl1:C1, A1:A5, andB2:C5 specifyranges along a rova,column, andablock of cells,
respectively.

1 |
2
5

=, R S TE I
[ S, T N T I

Functions

A function is a predefined formulan Excel that you can insert into your formula. Each function is
specified by itshame and input arguments aaghluates to a singlealue

Creating Formulas
To create a basic formula, use the followprgcedure
1) Select with your mouse the cell in which you would like to insert your formulafg.im the
figuresbelow.
2) All formulas must start with an = sign.
3) After you type the = sig type your syntactically correct formula.
4) Click Enter when you are done.

If you type your formula directlinto theactive cell then it will be simultaneously displayed in liimsert
Function box % | =2+2 _ Alternatively, you may type your formula into the Insert Function box. After
you pres€nter, the cell will display the evaluated value of your formula and the Insert Function box will
display the formula (see figure on the right).

| SLIM - * JJ‘:’:|=2+2 | &1 - ﬁr|=2+2
iy B Z (] E iy B [ (] E
1 =2+3 | 1 4_|
2 2
3 3

Calculating wi th Functions

One or more functions may be specified in a forntalaelp calculate desiredfinal valuein a cell The
most commonly used functions can be found undefAtiteSum button which looks like a summation
symbol in mathematics (see below) andrid on theHome tabunder theEditing sectior(or the
Formulas tabunder the~unction Library section
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Ay &
=

Zum
= A7 &) .
?“ | . Count Murmbers L
ﬂ' R . Max
. Sort & Find & e . E
L7 Filter~ Select~ Min
Editing hdare Functions..,

Consider the followingable of student namesd homework scores. The block of cdllsD5 contain
congant values (text and numbers).

| B7 - e |
A B (5 D E

1 MName HWH1 HwWH2 HWH3
2 Doe, Jane 100 87 84
3 | Smith, Robert 95 a0 79
4 Jones, Emily 94 92 g8
5 |Li, Dave K g9 33
)
7 |Total
g Average
3 |Win
10 Max
11 Median

To compute th&UM over the column of HW#1 scores in cBlf perform the following:

1) Click on the celB7 to make it the active cell.

2) Click theAutoSumb ut t o ndiown mérmu ana chooSum.

3) Highlight cellsB2 throughB5 with your mouse (Excel will outlinthe cells in the chosen range).
The formula shown in ceB7 will be =SUM(B2:B5), where the function calle8UM is given
therangeB2:B5 is its input argment.

4) The cellB7 will display evaluated value (final answer) for the formula.

| I v (0 X v f|=sum(ezes) B7 v fe | =5UM(B2:B5)
A E e (8] E A B 5 [u] E
1 Name HWHL HWi#2 HWH3 1 Name HWH1 HWH2 HWH3
2 |Doe, Jane 100 g7 84 2 |Doe, Jane 100 87 84
3 | Smith, Robert 95 a0 79 3 | Smith, Robert 95 a0 79
4 |Jones, Emily 94 92 a8 4 |Jones, Emily 94 a2 as
5 L, Dave 73 a9 93 5 L, Dave 78 23 93
& 3
7 [Total =25 7 Total 367
8 |Average SUM(rumberl, [nurmber2], ..} | 5 Average
9 Min 9 Min
10 Max 10 Max
11 Median 11 Median

The AutoSum button containether commonly used as listed below:
Sum: Adds all the numeric values contained in the cells specified in the input argument.

Average Averages all the numeric values contained in the cells specified in the input argument.
Min: Determires the smallest numeric value among all the cells specified in the input argument.
Max: Determines the largest numeric value among all the cells specified in the input argument.

Count: Counts how many cells contain numeric values in the input argument.
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Use these functions to write formulas that compute the indicated computation in the table above for
HWH#1 to produce the following results:

& B C ] E
1 Name HWi#L HW#2 HW#3
2 Doe, Jane 100 g7 g4
3 |5mith, Rohert 95 90 79
4 | lones, Emily 94 92 i)
5 |Li, Dave 78 89 a3
3
7 |Total 367
4 Average 91,73
3 Min 78
10 |MWax 100
11 Median 94.5

To find the function to compute the median of the HW#1 values, use the AutoSuithodvopmnenu to
choose thdlore Functionsé option.When thelinsert Function pop-up window appears, choose
Statisticalunder theOr select a categorydrop down menu. Find thHdEDIAN function in theSelect a
function box using the scroll baNote that you can also open the Insert Fundtipuolicking on the
Insert Functionicon .

Insert Function o == Tnsert Function 2|3
Search for a function: Seatch for a Function:
Type a brief description of what vou want ko do and then click Type a brief description of what vou wank to do and then click.
=) GO
Or select a category: | Statistical B Or select a categary: | Statistical |Z|

Most Recently Used "
|

Select a function: Select a function:

- MEDIAMN -

Statistical

m,
=
[
=)
m

AVERAGEIFS Lockup & Reference NEGEINOMDIST
BETADIST Database NORMDIST
BETAINY EBXF | - NORMINY -
ogical
AYEDEY{number1,r Infgormation MEDIAN(number1,numberz,...)
Returns the average {Engineering ~ b their mean. Returns the median, or the number in the middle of the set of given numbers.
Arguments can be numbers or names, arrays, or references that cantain
numbers,
Help on khis Function Cancel Help on this Function Cancel

The IF function

ThelF functionis a useful function in that it allows you to place one of two values in a cell based on a
decisionFor example, i f you would |Iike to place eithel
on the decision whether Jane Doe has the highest HW#1 score, then you can enter the=l6(B2la:

B10, "YES", "NO") (see the left figure The IF function has up to threemma separateatguments:

IF( <Boolean expression> A Boolean expression that evaluates to either
TRUE or FALSE. You can useelational operators
(<, >, =, <=, >=) andhe boolean function@&ND, OR,
andNOT to build your Boolean expression.
<Expression when TRUE> If the first argument evaluates TRUE, then this
expression is evaluated and the final value will display
in the cell. This expression can evaluatarng value.
<Expression whenFALSE>) If the first argument evaluates FALSE, then this
expression is evaluated instead. This expression can
also evaluate tanyvalue. This argument is optional.
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SUM - X v K | =IF{B2=B10, "YES", "NO") E2 I | =IF(B2=R10, "YES", "NO")
A B e C E F G H A e C E
Highest HW#1 Highest HWi#1
1 Name HWHIL HWHi2 HWH3 Score 1 Name HWiHL HwWii2 HWiH3 Score
2 Doe, Jane 100 57 84| :\F(52:510,| 2 \Doe, Jane a7 a4 YES
3 | Smith, Robert 95 90 79| "YES", "NO") 3 | Smith, Robert a0 79
4 |lones, Emily 94 92 a8 |IF(|Dgica|_test, [value_if_true], [walue_if false]) | 4 |lones, Emily 92 88
5 |Li, Dave 78 o] 93 5 Li, Dave g9 93
3 3
7 Total 367 7 \Total
g Average 91,73 g Average
9 Min 74 9 Min
10 hax 100 10 Wax
11 Median 94.5 11 Median

Copy (Cut), and Paste
You can copy (or cut) the contents of a egltl then paste the contgiio a different cell. To copy: select
the cell you want to copy contents from, click the copy button (found undelotine tabin the
Clipboard section, select the cell you want to paste to, and finally click the paste buttter. TND
perform this operation quicker use the hot key sequént-c to invoke thecopy(useCntrl-x to invoke
acut) and therCntrl-v to invokea paste

Copy/Past with AutoFill

To copy the contents of a cell to neighboring cells (along a row, column, or block of cells) use the
AutoFill feature, which igshe square located at the bottom right corner of the active leetlexample, to
copy the number 22 in cell1 (see left figurgto the cells iMA2:A4, first click on the cell to activate it.

Move your cursor over the AutdFsquare so that your mouse pointer turns into a thin cross. Click down
on the square with the left mouse button and drag your moudgk(see middle figure)

Rel ease

the left mouse button and you will see the result of the copy/paszAd (see right figure).

Relative Addressing
When you copy/paste formulas, Excel will preserve the structure of the formula but may change the cell
references in the formula according to the direction in which the copy/paste, aatiedRelative
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