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Description of the Element: Excel is one of the fundamental elements for education.
Microsoft Office Excel is a spreadsheet application written and distributed by Microsoft for
Microsoft Windows and Mac OS X. It features calculation, graphing tools and more.

Known Uses: Organizing data, visualizing trends, making predictions, accounting,
budgeting, charting/graphing, financial analysis, scientific applications. Spreadsheet help you
manage data in various formats and can increase your productivity when dealing with various
types of data. Computerized spreadsheets offer students and teachers a way to view data in
various formats (pie charts, line graphs, bar graphs, and the like). When students and teachers are
able to view data in visual formats, they are able to quickly see trends and make predictions.

Isotopes: Students are expected to make and interpret graphs as part of their content
standards. Why not combine a technology standard and have the student construct and interpret
charts that are real to them?

Symbol:

L\

Nevada Technology Standards:

v' Students demonstrate creative thinking, construct knowledge, and develop innovative
products and process using technology.

v" Students use digital media and environments to communicate and work collaboratively
including at a distance, to support individual learning and contribute to the learning of
others.

v’ Students apply digital tools to gather, evaluate, and use information.

v" Students use critical thinking skills to plan and conduct research, manage projects, solve
problems, and make informed decisions using appropriate digital toss and resources.
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Spreadsheet Terminology
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My First Chart

Open the Excel worksheet Water Drip Calculator or copy the Drops Per SHeTs 2
data table shown on the right into an Excel worksheet. Minute Day
1 360
Highlight the two columns including the headings. 2 720
3 1080
Click the Insert Ribbon tab and Column icon. 4 1440
5 1800
Ifl_@ = = DR waterdrip 6 2160
= ge Layout 7 2520
iz E ‘ @ = ( 8 2880
PivotTable Ta Picture Clip Shapes SmartA 9 3240
o Hustions . 10 3600

Select the first Column choice then click OK.

Insert Chart E W
£3 Templates Column o,
b flm Eﬁ ﬂﬁ W[ﬁ |E@ |E@ Hﬂﬂ
G Pie
i = Mﬁﬁ |L@B ﬂﬂ ﬁiﬁi |lfﬁ.-fﬁ |L%Ar Mﬂ
o vveams || b s8] MM b
@ surface I3
a2 | 7 o e
iy Radar Pie

d B ol o) @b on) lea] &
[ penage Templates... | [ SetasDefault chart | Lox | [ cance |

You should have a chart similar to this chart.

4000
3000

M Drops Per
2000 Minute

| Mililiters Per Day

1000 i i i
O II II T T T

123456782910

With a little work, this will be one handsome chart!

Click on the chart to activate the Chart Tools Ribbon.
Chart Tools

Design Layout Format
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Select the Layout tab, Chart Title, and Above Chart.

terdrip calculator [Compatibility Mode] - Mi... Chart Tools
ilas Data Review View Developer Design Layout Format
- " 25 L&l Chart Wall
|JLl Uan | o] (| |33 | i) || | B ChartFios
Chart | Axis legend Data Data | Axes Gridlines | Plot - )
Title v | Titles~  ~  Llabels ~ Table~ - - Area~ on
—1| None Axes Background
1/ i | Do not display a chart Title
—| Centered Overlay Title G H J

Ul | Owverlay centered Title on
chart without resizing chart

—| Above Chart
W Display Title at top of chart E

area and resize chart

More Title Options...

The placeholder for the Title is now on the chart. Change the title to read “Amount of Water Lost
from a Leaky Faucet”. Your chart will be wider, but it should look similar to this.

Chart Title Amount of Water Lost

4000 = Drops per from a Leaky Faucet
2000 Minute 4000
o t=l | I I H Mililiters Per lDr.ops per
S I N N N NN E o | Day 2000 i Minute

1 3 5 7 9

| Mililiters Per
Day

1234567 8910

Select the Layout tab, Axis Titles, Primary Horizontal Axis Title, and Title Below Axis.

sterdrip calculator [Compatibility Mode] - Mi.. | Chart Tools A new place holder appears for the X-axis
ulas Data Review View Developer Design Layout Format title i .
= = ] [Ty 8] Chart Wall p; ' Axis Title
NoEREIEE
%?IZFE Ti’:I};issv Legvend La[::aetliv _I_Eglt‘,-av A.xves Gridvlines £?Ieoatv . ; Trenvdline Enter “Drops per Minute”.
ﬂ Primary Horizontal Axis Title Mone
ﬂ Primary Vertical Axis Title N _‘t.| Do not display an Axis Title Drops per Minute
C D | E | F | Title Below Axis
) Display Title below Horizontal Axis and
resize chart

More Primary Horizontal Axis Title Options...

Select the Layout tab, Axis Titles, Primary Vertical Axis Title, and Rotated Title.
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Enter “Milliliters Lost per Day”

calculator [Compatibility Mode] - Mi... Chart Tools
Data Review Developer Design Layout Format
Chart Wall
| ] J J ] ] | ] O .
|| Chart Floor =
Axis |legend Data Data Axes  Gridlines Plot _ . Trendli
Titles*| '~ Labels~ Table~ - - Area~ [/ 3-D Rotation
[#]  Primary Harizantal Axis Title b L e Barkapund
ﬁl Primary Vertical Axis Title 13 None
I . y
3] E = X Do not display an Axis Title
Rotated Title
i Display Rotated Axis Title and resize
chart
Vertical Title
it Display Axis Title with vertical text and
Amourﬂ resize chart
Horizontal Title
7 In| Display Axis Title horizontally and resize
R — chart
4000 Mare Pri Vertical Axis Title Opti
2500 Maore Primary Vertical Axis Title Options..,

Axis Title

Milliliters Lost per Dav

Great! Now let’s get rid of the legend. Click on the chart, Select the Legend tab then select None.

or [Compatibility Mode] - Mi... Chart Tools

Review View Developer Design Layout

= aie Ct
ol ) (2] (] ) | ] 2 Amount of Water Lost from a
legend| Data Data Axes  Gridlines Plot
Labels ~ Table hd - Area~ 3- Lea ky Faucet
= Mone B Backgreo
|I,_|iJ Turn off Legend
4000
Show Legend at Right H >
-iﬂ Show Legend and align i © 3500
right o
== Show Legend atTop GhJ 3000
sh L dandt
e S & 2500
Show Legend at Left
] Iel Show Legend and align Nater LOSt fr 3 ZOOO
left [
In Show Legend at Bottom Fa UCEt a 1500
il - -
e é:gtv:rﬁegend and align E 1000 i
Overlay Legend at Right = _
I show Legend at right of N | E 500
—  the chart without resizing 0 -
‘_J‘ Overlay Legend at Left
il [ Show L d at left of
— theoxas‘tg:\r?thguteres?zing 1 2 3 4 5 6 7 8 9 10
More Legend Options... Drops per Minute

Your chart should look similar to the one shown above.

Let’s add an image background for effect.

Click anywhere in the grid area of the chart.
area is selected when you see handles. Now,

click to see the Format Plot Area Menu.

Amountof Water Lost from a Leaky

Faucet
The 4000 O o
ri ht 3500 Delete
g F 3000 £ | Reset to Match Style
i 2500 ﬁh Change Chart Type...
] [Ff Select Data...
8 2000 —
£
£ 1500 Format Flot Area...
£ 1000 |
500 -
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“Format Plot Area wal-4) From the new window, select Picture or texture fill.
Next, select File and navigate to the image you want
as a background.

L T
Border Color O o
Border Styles | | (O Solid il
Shadow i

Close this window and you are done.

3D Format O Automatic

Textyre: Congratulations, you are done!
Insert from:

.. | [ cipbeard | [ clipAct.. |
[ Tile picture as texture

Stretch options

Offsets:

Top: Bottom: [nee (=]
Amount of Water Lost from a Leaky
Iran::::e:?::-* shape Fa u cet

4000

3500

w
o
o
o

2500

2000

1500

Milliliters Lost per Day

1000

That’s a handsome chart!
500

Drops per Minute

More Chart Practice

Open the Excel document Constructing Eight Types of Graphs. Construct the eight types of
graphs indicated by the tab sheet label.

Your graphs should look similar to those shown below. These charts may be distorted to fit in the
space provided.

After completing the eight charts, copy the chart to a Word document and upload it the Excel
Chart Forum. See page 9.
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Relative Size of Our
Planets Compared to
Earth

Jupit
A Saturn
F

UT Neptune

M W‘ars _Pluto

Elevation

3000

Profile of Sawtooth

2500

Mountain
2000 -

1500 -
1000 -

500 - o

0 -
14 71013161922252831343740

Recording Station

Bubble Chart

Area Chart

Your Assignment

Open a Word document.

orwdPE

Put your name in the upper right-hand corner.

Below your name, type today’s date.

Below today’s date type the name of this assignment, Eight Types of Charts using Excel.
Below the title, type the name of each type of chart you created for this assignment and

paste your chart. Including water drop calculator, you should have nine charts.

o

Save this document using the proper format, Your Name — Eight types of charts, and
upload it to the Excel Chart Forum.
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Getting Started with Excel

Excel has many built-in functions that can be used to perform calculations on spreadsheet data.
While most people use only those functions specific to their needs, there are many functions such
as SUM, COUNT, COUNTIF, AVERAGE, MAX, MIN, ROUND and the IF function that just
about everyone uses. Below are instructions for inserting these functions into a spreadsheet.

SO Tt o] o R 11
PN = Ry N ] i U Tod (o] SR 12
Minimum Maximum AND MODE FUNCLIONS ......ccueviiiiiiiiiie ettt sres s svvee s svve e snaes 13
(61 @ 10 Nl I ¥ 0 To3 ¥ o] o RRRTTR 14
L V2703 (o o SRR 14
(O1@ 10 N I Il V0T o o TR 15
OO N B Vo1 4o o 16
(70T 0] o1 01T a0 T U010 (0] 0T 17
VLo = VT To3 (0] 17
(O] (o [STR @) il ©] 1T =110 1 TR 23
Cell Reference And Absoluter Cell REFEIENCE .......eeeviiceviiiiicieie et 27
(O = LT[0 AN €] =10 (=] oo Yo 30
INSErting ROWS ANG COIUMNS ...ttt ettt e e s e e e e s s sbaa e e s s sarbaee s 31
(O LT Lo AN T (o 1 | 33
Averaging Grades In Your GradebookK ..........ccoiuviiiiiiiiiie ettt 34
Headers, FOOers, AN PriNt PrEVIBW........cocuuiiiiiie ittt sve et e s nee s 37
Conditional FOIMATING ......ccvvieeiiiieie ettt e e e e s s st e e e e s sb b e e e s s eabbeeessbbeeeessbeeneesans 40
AV [0 (T T I o] L= 42
NV A= Lot L LT =Y 0 43
FOIMALLING DALA .....cvveiiiiiie ittt ettt et e e e b e e s eb e e s s bt e s sabee s sabe s e sabeessabeeesabeeesbbesesbeeas 46
Renaming And Adding SPreadSNEELS ......ocveeiiiiciiie ettt e e 47

10
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Common Functions

The SUM Function

1. Open a new spreadsheet. In cell Al enter “Test Scores”.

these numbers: 45, 89, 78, 25, 62, 31, 54, 88.

a—_—
[ A10 -0 % &)
| a | &8 c a?® D E F G H I
1 TestScores — eSS Lu
5 as [ e runcion N e
3 89 Search for a function:
4 78 Type & brief description of what you want to do and then dick
5 25 Go
6 62 Or select a category: | Most Recently Used IZ|
7 31 Select a function:
& MIN
9 38
10 |=
ol
11
12
13 SUM(numberl,number2,..)
14 Adds all the numbers in a range of cells.
15
16
17
18 Help on this function
19
20
-
Function Arguments
Numberl RG]
Mumber2
4. Click OK.

In cells A2 through A9 enter

2. While in cell A10 click
on the function button, fx.

Excel has dozens of built in
functions. All you need to do is
tell Excel which data to use.

3. Select the SUM. A new
window opens.

Excel is assuming you want to
add all the number in the
unbroken list and defaults to
A2:A9.

Function Are

= {45,89;78;25,62;31;54;86}

5| = number

= 472
Adds al the numbers in a range of cells,

Number1: numbert,number2, .. are 1 o 255 numbers b sum. Logical vakues and text
are ignored in cells, included if kyped as arguments,

Formula resul = 472

Help on this function

11
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The results are shown in A10, 472.

AlD

- fe | =SUM(A2:A9)

A
1 TestScores
2 45
3 89
4 78
5 25
] 62
7 31
8 54
9 88

472

10

B C D E

Table of Contents

Look at the formula shown here. All
Excel functions must begin with an
equal sign, =. If you forget to start with
an equal sign, Excel assumes you are
entering text.

The function is very simple, SUM
means add, but you can also do other
operations using the SUM function.
The argument is A2:A9. Start with the
number in cell A2 and add all the
numbers to cell A9. So the colon, :,
means through.

12
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The AVERAGE Function

The AVERAGE function will quickly find the average of a set of numbers.

1. Using the same set of numbers, click in cell A10 and hit the backspace key.

2. Click on the function button and select AVERAGE.

3. Click OK

4. As above, the new window shows the cells to average, A2:A9. Click OK.

s
Al0 (2 X v [ | =

L..a | 8 | ¢ | p | e | r | & | H |
3 B89 : Search for a function;
4 78 | Type a brief description of what you want to do and then dick Go
5 25 Go
6 62 Or select a category: |Most Recently Used |Z|
7 31 Select a function:
= >4 SUM -
9 88 MIM

AVERAGE . . |
1 i
11 HYPERLIME
COuUMT
12 MAX -
13 AVERAGE(numberl,number?,...)
14 Returns the average (arithmetic mean) of its arguments, which can be numbers ar
15 names, arrays, or references that contain numbers.,
16
17
18 Help on this function [ QK ] [ Cancel
19
Al0 2 Jfx | =AVERAGE(A2:A9 . .
| - | (A2A9 __ The average, 59, is displayed.
A B C D E

1 Test Scores . . . _—
5 15 Notice the AVERAGE function is similar to
: 89 the SUM function. Am | seeing a pattern?
4 78
5 25
b 62
7 31
8 54
9 88
10 39

Table of Contents

13
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MINIMUM, MAXIMUM and MODE Functions

The statistical functions minimum, maximum, range, mean, and mode are frequently used by
students. Students usually use paper and pencil, but could use a computer to learn to use

spreadsheets.

1. Begin by adding two numbers to your list. In cell A10

enter 45 and cell A11 Enter 82. Whatever is inside a cell

will be replaced when you enter something new.
In cell A13, enter Minimum Number is.

In cell A14 enter Maximum Number is.

In cell A15 enter Range is

In cell A16 enter Mode is

In cell A17 enter Mean is

ocoakrwn

For this example | highlighted cells A13 through A17 and used
right justification.

Notice , also, that column A is wider. Column widths can be
adjusted in a number of ways, the easiest way is to move the

cursor between column A and column B. When a double arrow

appears, | I I ,click and drag column A to the desired width.

=t |
—/ Home

~

In Cell B 13 enter the function =MIN(A1:A10).
In Cell B 14 enter the function =MAX(A1:A10).
9. In Cell B 15 enter the function =A14-A13. (Range

2

1 Test
2
3
a
5
6
7
8
9

10

1
12

A
Scores

45
89
78
25
62
31
54
88
45
82

13 Minimum Number is
14 Maximum Number is

16
17

Range is
Mode is
Mean is

= X Cut

] ;

153 Copy

Paste

J Format Painter

Clipboard

Insert

Page Layout

Calibri

Formulas

[ -

|Bzu®

Data
|A° A7|||F
All|E

is the difference between the largest and smallest |

E3

-

£|

number in a set of numbers. Al4 is the maximum
number, A13 is the minimum number. This formula
tells Excel to subtract A13 from Al4.
10. In Cell B 16 enter the function =MODE(A1:A10).
11. In Cell B 14 enter the function
=AVERAGE(A1:A10).

All of these functions can be found by clicking on the
Function button, but they are easy enough to type.

As in Word, you can change font style, color and size.
Borders are added using the circled border button.

(Y- T " T SV O ‘N 7, T I SO TUR Y S ST

il ==
(TR =R =]

14

16
17

A
Test Scores

45
89
78
25
62
31
54
88
45
82

B

Minimum Number is

25

Maximum Number is

89

Range is

64

Mode is

45

Mean is

59.9

C

14
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e wa

~N o i w2

Test Scores
45
89
78
25
62
31
54
38
45
32

A B

To view the formulas in a spreadsheet,
like those shown here, press Ctrl + tilde,

=~ key. Don’t press the shift key.

Minimum Number is|=MIN(A2:A11)

Maximum Number is|=MAX({A2:A11)

Range is |=B14-B13

Mode is|=MODE(A2:A11)

Mean is [=AVERAGE(A2:A11)

Table of Contents
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The COUNT Function

The COUNT function is useful when you need to count the number of items that meet a certain
criteria. This example shows the number of cells that contain data.

1. Enter a numbers in cells Al through A10, B2 M x| ~COUNT(AL:A10)
but skip a few cells. L _ ] 8

2. Incell A1l type “Number of cells with
data”

3. In cell B11 enter the formula
=COUNT(AL:A10).

&

34

The results are displayed in cell B11. o

LY== I (= R R O R R )
(=)
Fa

10 45
I B11 - f | =COUNT(A1:A10) 11 |Number of cells with data |-COUNT(ALAL0) 1
A B C

1 45

2 89

3

4 25

5 62

6

7 54

8 88

9

10 45

11 \Mumber of cells with data I ?_I

Table of Contents
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The IF Function

The IF function checks to see if a certain condition is true or false. If the condition is true, the
function will do one thing, if the condition is false, the function will do something else.

The IF function we are using in this tutorial asks if the value in column A is greater than the
value in column B. If it is, the IF function will place the statement "A is larger" in column C. If it
is not, the IF function will place the statement "B is larger™ in column C.

The first statement after the argument, A is larger, will be displayed if the statement is true. The
second part, B is larger, will be displayed if the statement is false. Both parts must be included in
the function.

A B C
1 (3 3 =|F{A1>B1,"A is larger","B is larger")
2 |5 2 =|F(A2>B2,"A is larger","B is larger")

Our IF function will be entered into cell C1 and it looks like this:

A B C
The results are shown here. 1 3 8 B is larger
2 5 2 Ais larger |

You could use any of these comparisons:
Equals (=)

Less than (<)

Less than or equal to (<=)

Greater than (>)

Greater than or equal to (>=)

Not equal to (<>)

Table of Contents
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The COUNTIF Function

The COUNTIF function is used to determine how many cells meet a certain condition. For
example, the formula =COUNTIF(A1:A10,”A”) determines how many cells contain the letter
“A”. The COUNTIF function can include relational operators. For example,
=COUNTIF(D1:D10780”).

Enter the set of letters and labels shown here.

iy B
1. In cell BI12 enter =COUNTIF(A1:A10,”A”) 1A
2. 1In cell B13 enter =COUNTIF(A1:A10,”T”) 2 [T
3. In cell B14 enter =COUNTIF(A1:A10,°G”) j i
4. In cell B15 enter =COUNTIF(A1:A10,”C”) 5 A
6 T
7T
5. Enter labels for the results in cells A12 through 5 -
Al5. 9 ¢
10 A
11
12 Mumber of A's =COUNTIF{AL:A10,"A")
13 MumberofT's =COUNTIF{A1:A10,"T")
14 Mumber of G's =COUNTIF{A1:A10,"G")
15 [ Number of C's =COUNTIF{A1:A10,"C")
A B
1 A
2 |T
3G
4 A
5 A
6 T
7T Your results should look similar to those shown here.
g8 C
9 C
10 |A
11
12 [Number of A's 4
13 [Numberof T's 3
14 [Number of G's 1
15 [Number of C's 2_

Table of Contents
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The ROUND Function

The ROUND function changes the value by rounding it to a specific number of decimal places.
The format for the ROUND function is =ROUND (argument,number of decimal places). Where
the first argument is the cell the value is contained may be found, and the second argument is the
number of decimal places to which the results are to be rounded. For example, =JROUND(B9,1)
rounds the value stored in B9 to 1 decimal place.

Enter the information seen below in the appropriate cells. The average is 78.63636364.

Notice: to round to the nearest tenths, hundredths etc. you must use a negative number, -1,
-2, etc.

A B C D

176 1 Rounded to the nearest whole number =ROUND(SAS12,0)
2 86 Rounded to the nearest tenth =ROUND(SAS12,1)
3 97 Rounded to the nearest hundredth =ROUND(5A512,2)
4 54 Rounded to the nearest thousandth =ROUND($AS12,3)
5 |29 Rounded to the nearest ten thousandth =ROUND(SAS12,4)
g 4f Rounded to the nearest hundred thousandth  =ROUND(5A512,5)
7 |96 Rounded to the nearest tens place =ROUND(SAS12,-1)
g8 145 Rounded to the nearest hundreds =ROUND(5A512,-2)
9 91 Rounded to the nearest thousands =ROUND(SAS12,-3)
10 |62

11 83

12 =A*JERAGE|{.-’-".1:.&.11}!

Another NOTE: Notice $A$12 in the equations above. The dollar sign prevents the cells
from changing when applying down fill (something we learn later).

19
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Your results should look similar to those shown here.

A E C D

1 76 Rounded to the nearest whole number 79
2 86 Rounded tothe nearest tenth 78.6
3 97 Rounded to the nearest hundredth 78.64
4 54 Rounded to the nearest thousandth 78.636
5 29 FRounded to the nearest ten thousandth 78.6364
3] 46 Rounded to the nearest hundred thousandth  78.63636
7 96 Rounded to the nearest tens place 80
8 145 Rounded to the nearest hundreds 100
9 91 Rounded tothe nearest thousands 0
10 62

11 a3

12| 78.63636364 | |

Table of Contents
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Combining Functions

The activities above required two steps, firs find the average, second, round the average to the
number of decimal places. It is possible to combine the AVERAGE and ROUND functions into
one function. The format is =ROUND(AVERAGE (argument),number of decimal places).

In cell D10, enter the following formula: =ROUND(AVERAGE(B2:B8),2). This formula will
find the average and round it to the second decimal place all in one step.

| E9 - fx | =AVERAGE(E2:ES)
' A B
1 Mount Charleston High Temperatures
2 |Monday 39
3 |Tuesday 30
4 |Wednesday 32
5 |Thursday 36
6 |Friday 39
7 |Saturday 42
g |Sunday 42
9 Average 37.14285714
10 Round 37.14
11| Round and Average 37.14
A B
1 Mount Charleston High Temperatures
2 |Monday 39
3 |Tuesday 30
4 ‘Wednesday 32
5 Thursday 36
6 |Friday 39
7 |Saturday 42
g |Sunday 42
9 Average =AVERAGE(B2:B8)
10 Round =ROUND(B9,2)
11 Round and Average =ROUND(AVERAGE(B2:B8),2) [
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More Functions

Clicking on the Function Button or the Insert Menu and dragging to Function allows you to
select from a variety of functions. These functions are arranged by category, financial, statistics,
date and time, and more. Using function is often easier than trying to enter your own formula.

)
J Home Insert Page Layout Formulas Data
B & Cut calibri B SN E
P‘ N S Copy Ty
aste - - ~[[||E
- - Format Painter (e Il I||1£
Clipboard F} [}
C D

Insert Eunction

= B

Search for a funckion:

Or select a category: | Most Recently Used [v]

Select a function:

so4 ... [~
AYERAGE

IF

HYPER.LIME

COUNT

M

SIN ]
sUM{number1,number?,...)
Adds all the numbers in a range of cells,

Help on this funckion a4 ] [ Zancel
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Order of Operations - Rank has its privileges or first things first

As you know, the order in which mathematical operations are performed can give varied results
depending on which operation gets done first or second.

Formula Resulting Value
=(3+5)*(8+7) 120
=3+5*8+7 50
=6+2"2 10
=(6+2)"2 64

When using formulas in spreadsheets, the computer will perform operations in order of
parentheses, exponents, multiplication and addition unless the human interface is able to control
the order. Hopefully, a quick review of the order of operations is all you need to be control the
compulter.

In the equation 3 + 4 X 5 you would get 23. However, if you added parentheses to the equation,
(3 +4) X 5 you would get 35; a pretty big difference.

The lowest order of operations is addition or subtraction, whichever operation is first in order
from left to right.

For example:

2+3-4="7

First, add 2 + 3, which is 5. Next, subtract, 5 -4 =1. 2+3-4=1
Why did you add first? It came first going from left to right.

The next higher order of operation is multiplication or division, whichever operation comes first
in order from left to right.

For example:

12x3+6="

First, multiple 12 X 3, which is 36. Next, divide, 36 + 6 = 6. 12X3+6=6
Why did you multiple first? It came first in order from left to right.

The second highest order of operations is exponents or square roots, whichever comes first in
order from left to right.

For example: 6 squared, 672 or 6% - V25 =?
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First, square 6, which is 36. Next, find the square root of 25, which is 5. Then subtract 25
from 36, which is 9.

Why did you find the square 6 first? It came first in order from left to right.
NOTE: In Excel, the symbol for multiplying is the asterisk, *, shift 8.

NOTE: In Excel, exponents such as 62, is written as 672, which means six to the power or
two or six times six. 6”3 means six to the power of three or six times six times six. Press
shift 6 for the caret. Also known as the hat!

Did you notice there were actually three operations in this problem, the square of 6, the square
root of 25, and subtraction? Why did you subtract last? Subtraction has the lowest rank in the
order of operations.

The highest rank for the order of operations is the parentheses or brackets, (),[], {}.

For example:
[G+7)+6] X2=?

First, add 5 and 7, which is 12. Next, divide 12 by 6, which is 2. Then, multiple 2 X 2,
whichis4. [6+7)+6] X2=4

Why did you add first, when addition has the lowest rank? Because, parentheses has the
highest rank and 5 + 7 was inside the parentheses.

To remember the order of operations, memorize this simple phrase:
The initials correspond to the order in which a mathematical expression is
evaluated.

Please
Excuse
My Dear
Aunt Sally

Parenthesis
Exponents
Multiply Divide
Add Subtract
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Try these problems on paper.
1. 55-5X6
2. 6X2°
3.17+16 X3+2

4. 100/2*10-4

(6]

L 12X (3+4)

6. 20+2*30/6 +4

~

(20+2*30)/6 +4
8. 20+ 2*30/(6 +4)
9. (20+2*30)/(6 +4)

10.9+5(3+2*7)

a. 150

a. 67

a. 494

a. 84

a. 17.33

a. 17.33

a. 17.33

a. 17.33

a. 238

b.

b.

25

. 48

101

. 496

40

8

8

219

Answers: 1. b; 2. b; 3. a; 4.

b

:5.a;6.¢;7.a;8.d;9.b; 10. c;

Order of Operations with Excel

c. 300

c. 1728

c. 170

c. 300

c. 34 d. 26

c. 34 d. 26

c. 34 d. 26

c. 34 d. 26

Remember: When using formulas in spreadsheets, it is necessary to use the
equal sign (=) to start every equation. For example to add 4 + 9, you would
enter =4+9 (no spaces between numbers and operation signs).
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Solve each problem shown below in an Excel worksheet. Save the Excel document. (Remember
to include your name in the file name) Upload the file to Order of Operation Assignment folder.

1. (2° + 5 x 8) 2.2%x6%+63x1'+2)
3.4+1)x1 4.(6x3)x7

5. (6 —5%) + 3% 2 6.(1-6-23)
7.52+9+ (22 x 1* x 5) 8.(7+1-8)+7°+4
9.(9°-3)+9 10. (3*+9)x (1+9-2)
11.9+9 + (6°-6) x 4 12.5-(3-3)+6°+1
13.6+1%x(9-4)+6 14. (6 + 6) x (2°+8) + 1
15. (22 x 4 x 3) 16. (13- 6) + 5

17. (7 - 2% + 3) 18.4°x (6 +8) + 1

19. 4 x (92 + 6 x 5) 20. (5x82)+9
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Cell Reference and Absolute Cell Reference

1. Enter the labels and data shown below.
2. In cell D2 enter the formula =B2*C2 then press the Enter key.

The above formula multiplies ( * means multiply) the value of B2 times B3. B2 and B3 are
referred to as cell references when placed in an equation, (the place where data may be found in
a formula or function). The formula =B2*C2 contains two cell references, B2 and C2.

3. Now click back in cell D2. Notice the handle in the lower right corner of the cell.

A B C D
1 Item Price Quantity Total
2 1001 31.75 25
3 1023 35.69 7
4 1876 $3.50 19

As you pass the pointer over the handle, it changes to a black cross. -I—

4. When the pointer is a black cross, click the mouse and drag down two cells, D3 and DA4.
5. Release the mouse. You should see the products for cells B3*C3 and B4*CA4.

Click in cell D3. The formula in the formula bar should read =B3*C3. How did this happen?
By selecting the fill pointer, the black cross, you instructed Excel to fill the cells below the
selected cell, D2. Excel assumes the columns will remain the same and the row number will

increase. This process is referred to as down fill. The filling process will work going up, to the
right or to the left.

Table of Contents
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Absolute Cell Reference

Open an Excel worksheet and enter the labels and data as shown below.
To find the shipping charge, multiply the shipping charge, B2, times the weight, cell C5.

1

A
3
4
3
7]
7
3
q

A B C D
Acme Shipping Rates
Per Pound Charge $1.75

Customer Order Weight Shipping Costs
Boh Oranges 25
Sue Cherries 5
Ted Tomatoes 20
Allice Apples 10

1. In cell D5 enter the formula =B2*C5 then press enter.

ERR =< I N = T ¥, B Y O TE I - R

wanted.

A B C D
Acme Shipping Rates
Per Pound Charge $1.75

Customer Order Weight Shipping Costs
Bob Oranges 25| $43.7°0
Sue Cherries 5
Ted Tomatoes 20
Allice Apples 10

2. As above, use Auto Fill to enter the contents of cells D6 through D8. As you pass the
pointer over the auto fill handle, it changes to a black cross. 4~  When the pointer is a
black cross, click the mouse and drag down two cells, D3 and D4. Release the mouse.
You should see the products for cells B3*C3 and B4*C4.

D6 - fx | =B3*C6
A B C b}
OOPS! That’s not what I 1 |Acme Shipping Rates
2 Per Pound Charge 51.75
3
4 |Customer Order Weight Shipping Costs
5 Bob Oranges 25 543.75
6 |Sue Cherries 5 s0.00 |
7 Ted Tomatoes 20 #VALUE!
2 |Alice Apples 100 #VALUE!
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Since Auto Fill assumes the cell changes to the next cell in the column, we get B3*C6, B4*C7,
and B5*C8. Of course that’s not what we meant. We meant to multiply B2 times C6, and B2
times C7. We need to tell Excel not to change B2.

A B C D
1 Acme Shipping Rates
2 Per Pound Charge
3
4 |Customer Order Weight Shipping Costs
5 Boh Oranges |25 |=B2*C5
6 |Sue Cherries 5 =B3*C6
7 |Ted Tomatoes 20 =B4*C7
8 |Alice Apples 10 =B5*C3

To correctly reference our cell, we must use absolute cell reference. To do this, we put a dollar
sign, $, in front of the column and row references, $B$2. This operation allows you to do an

auto fill without chang

ing the cell reference.

3. Incell D5, enter =$3B$2*C5
4. Repeat the auto fill steps.

A B C D
1 Acme Shipping Rates
2 Per Pound Charge 51.75
3
4 |Customer Order Weight Shipping Costs
5 |Bob Oranges 25 543.75
6 Sue Cherries 5 $8.75
7 |Ted Tomatoes 20 $35.00
g |Allice Apples 10 $17.50
D5 - fe | =$B$2*C5

A B C D
1 Acme Shipping Rates
2 Per Pound Charge
3
4 Customer Order Weight Shipping Costs
5 |Bob Oranges |25 |=5B52*C5
6 Sue Cherries 5 =SBS2*C6
7 Ted Tomatoes 20 =SBS2*CT
& Alice Apples 10 =5BS2*C8

Now, that’s what I’m talking about!

Note: it is to make the row reference
absolute and not the column or vice
versa.

Note: An easier way to insert the $ signs in the formula is to place the cursor anywhere in
the cell reference and press F4.
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Creating a simple gradebook

1. Open Excel.
2. Click in cell Al and enter YOUR NAME’S Algebra Gradebook — First Quarter.
Don’t worry if the title goes over the cell size, we’ll take care of that later.
3. In cell A3 enter Student Name
4. In cells A4-A7 enter Carter, Jimmy; Lincoln, Abe; Earhart, Amelia; Thatcher,
Margaret
5. Incell B3 enter Pg 5. In cell C3 enter Pg 10.
6. Highlight cells B3 and C3 by clicking in cell B3 and dragging to cell C3.
7. Grab the handle and continue dragging to cell E3. Cell D3 should have automatically
filled with Pg 15 and cell E3 should contain the label Pg 20 (Auto fill to the right).
8. Enter Quiz 1 in cell F3
9. Enter the scores as shown below:
c10 - f |
A B C D E F G H
1 |Don Carlin's Algebra Gradebook for First Quarter (August 23 - October 22)
2
3 Student MPage5 Page 10 Pagel5 Page20 Quizl
4 |Carter, Jin 74 100 89 98 66
5 |Lincoln, A 75 71 74 75 74
6 Earhart, A 71 70 85 65 93
7 |Thatcher, 100 76 80 85 93
8

10. Save your gradebook using the name format “Your Name-Algebra gradebook™.
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Inserting Columns and Rows

Suppose you had a gradebook program such as your Algebra Gradebook. Everything was going
along smoothly for your algebra class of four students until Garth arrived and you realized you
forgot to include page 18 in the worksheet. Don’t worry, you don’t have to create a new
spreadsheet, you can insert columns and rows. Open your Algebra Gradebook.

Clipboard ™= Font (] Alignment F] Number IF]
| Al - I | Don Carlin's Algebra Gradebook for First Quarter (August 23 - C

A B C D E F G H |

1 | Don Carlin's Algebra Gradebook for First Quarter {August 23 - October 22)

2

3 |Student Name Page 5 Page 10 Page 15 Page 20 Quizl

4 | Carter, Jimmy 74 100 89 98 66

5 |Lincoln, Abraham 75 71 74 75 74

6 |Earhart, Amelia 71 70 a5 65 93

7 |Thatcher, Margartet 100 76 80 85 93

Q

First, let’s take care of Garth. He needs to go between Abraham and Amelia.

1. Click on row number 6, on the number 6; this will highlight the entire row and marks the
insertion point. When you insert a new row, it will go on top of row 6.

AL Bt 1 a2l klE

-

41

) N 2. While the row is highlighted, right-click
Home Insert Page Layout Formulas Data Revis tO Open the menul. SeleCt Insert.

)

)

j & Calibri 11 <A AT =
Ex

aste

H

3. In the new row, enter Brooks, Garth.

o
]
e

jlﬂfgvl

Clipboard ™= Font (] Alignment
= b
| " = £ Earhart, Amelia 4. Enter Garth’s scores. (Of course he
A 5 | ¢ 5 —— made up all his work.) 56, 85, 75, 82, 67.

1 Don Carlin's Algebra Gradebook for First Quarter (Aug

2

E [p— - - Jage 15 Page 20 Quiz 1

Calibri -~ /11 - - 5 3

4 S A A K ;" . I s 8 66

SBIEE'&'é'TﬁD%DQ 74 75 74

6 _|Earhart Amalia 71 70 a5 65 93

7 & Cut 80 85 93

g/ 53 Copy

9| [ | Paste

1 Paste Special...

=
iy

Insert

=
K

Delete
13

Clear Contents
14
18 f]“ Format Cells...
16 Row Height...
1] Hide

Unhide

e
V=
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Now it is time to insert a column between columns D and E for the missing page 18 assignment.

1. Click on the column label E; this highlights the entire column. Right-click to open the

drop-down menu. Select Insert.

You have room to enter page 18 and the scores. Of course everyone got a 100 on this assignment

that’s why you need to enter the scores.

A B =

D E F
1 Don Carlin's Algebra Gradebook-First Quarter
2
3 |Student Manm pPES pg 10 pg 15 pg 20 Quiz1
4 |Carter, Jimm 74 100 89 98 66
5 |Lincoln, Abe 75 71 74 75 74
6 Brooks, Gartl 56 85 73 82 67
7 |Earheart, Amr 71 70 85 65 93
8 |Thatcher, Mz 100 76 80 85 93
q
A B C b] E F G H 1
1 Don Carlin's Algebra Gradebook for First Quarter (August 23 - October 22)
2
3 | Student Name FPage 5 Page 10 Page 15 Page 18 Page 20 Quizl
4 |Carter, Jimmy 74 100 89 100 98 66
5 |Lincoln, Abraham 75 71 74 100 75 74
6 Brooks, Garth 56 85 75 100 82 67
7 Earhart, Amelia 71 70 85 100 85 93
8 Thatcher, Margaret 100 76 80 100 85 93

Your gradebook should look like the one above.
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Using Auto Fill

Once data has been entered into a cell, it is often necessary to repeat this data or to increase the
data by a fixed increment. To do this, you need to use the Auto Fill command (Control D to
down fill or Control R to right fill) or highlight the cell(s) and pull the pointer down or to the
right to fill adjacent cells.

Using Ctrl-D or Ctrl-R copies the information from the parent cell to all selected cells. This is
good if you want to copy the same information. Otherwise, learn to use the Auto Fill command.

Open the worksheet titled Using Auto Fill.

| =S - il
A B C D E F 5 H
Numbers Days Formlas Time

1
2
3
4
g

Enter 1 in cell A2 and 2 in Cell A3. Highlight the numbers 1 and 2 in column A. Place the
pointer over the handle located in the lower-right corner, Illustration 2.

A, B = A B I Fiy B I
1 | Humbhers ] 1 | Humbers ] Numhers ]
2 1 b 2 1| b 1 i
3 i 3 i 2
4 | 4 | 3
5 5 4
5 5 5
7 P 7 e 5 T
o g 7
9 9 g
10 10 g
11 11 10
17 17 —

What happens if you only highlight cell A2 and do the down fill?
What happens if you only highlight cell A3 and down fill?

Why is it necessary to highlight both cells?
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Highlight the cell containing the Label “Monday”. Drag the handle down until the cell contents
is Sunday. (The cells will not fill until you release the mouse button, but there is contents
indicator just to the right of the pointer indicating the changes being made as you drag
downwards.

A B C D A B € [ DT
Numbers Da — 1 | Numbers Days ]
1 @] 2 1 Monday
3 " 3 2 Tuesday
3 4 3 Wednesdsly
4 - 5 4 Thursday .
5 B 5 Friday
E 7 G Saturday
7 ] 7 Sunday
a 9 ]
q 10 9
10 - 11 10 -
W « » wiSheetl f5k|«| | »|[ | J4 4« » wiSheet1/st|4] | 3l

Notice the contents of cell A3 is a formula, =A2+1. All formulas must begin with the equal sign
(=). This formula is starting with the contents of cell A2, which is 1, and adding 1 to this value.
The value stored in cell A3 would be 2, 1 + 1.

A | 1 B
1 Formlas 1
2 f 2
3 A2 1 E
1 T 4

Dragging the handle down would increase the value of cell A4 to the value stored in cell A3, 2
by adding 1, thus the value of cell A4 would be 3, and so on. We’ll talk more about filling cells
later. Continue dragging the handle to cell A11.

_A | B A Study the example on the left to see how the
; F"rmlﬁ's Formlas formulas have changed during the down fill, the
5 5 ! reference cell increased by one.
= A2+
4 3 =A3+]
] 4 =Ad+]
b ] =AG+]
7 b =AF+
g 7 = AT +]
g & =AB+]
1 d =AD+]
11 10 =410+ Il

4 4 ¢ H[Sheetl
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Time works the same way as the first example above. Start with a time. The next time should be
the starting time, plus the interval with which you intend to increase each value. For example, |
started with 9:00 and want to increase each adjacent cell by 30 minutes. The value stored in cell
A3 s 9:30.

Highlight cells A2 and A3. Drag the handle down to cell A10. This gives me a value of 13:00 in
cell A10.

A B =l A B =l
1 | Time
2 900
3 9:30
4 | 10:00
5 | 10:3E0
5]
7
&
4

11:00
11:30
12:00
12:30
10 13:00

PP — hl
o4 v muhSH ] ]
Sum=18:30:00 Surn=99:00:00
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Averaging 6rades in your Algebra Gradebook

=

Open your Algebra gradebook.

Select cell H3. Enter “Average”. In cell H4, enter the formula to calculate the average for
Jimmy Carter. Hint: =ZAVERAGE(B4:G4).

Use down fill to calculate the grades for the rest of the class.

=T = R = L R R R

A B C D E F G H
Don Carlin's Algebra Gradebook-First Quarter
StudentN pg5 pgl0 Pagel8 pgl5 pg20 Quizl  Average
Carter, lin 74 100 100 89 98 66 87.833333
Lincoln, Al 75 71 100 74 75 74 78.166667
Brooks, G 56 85 100 75 82 67 77.5
Earheart,. 71 70 100 85 65 93 80.666667
Thatcher, 100 76 100 80 85 93 89

Does your gradebook look like this?
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Headers, Footers and Print Preview

1. Open your algebra gradebook.
2. Go to Page Layout and select Custom Margins.
3. Set the top at 1.5", left and right at .75" and the bottom at 1".

sert Page Layout Formulas Data Page Setup
" '_' = Page | Margins | Header/Fogter | sheet
] =i
= Top: Header:
Marglns Orlentat\on Size  Print Breaks B 15 b= 03 =
= Area = & &
Last Custom Setting
Tap: 0.75" Bottom: 0.757
Left: 0.25" Right: 0.25"
Header: 03" Faoater: 03" Left: Right:
0.75 & 0.7 (2]
Normal
Top: 075" Bottom: 0,757
Left: 0.1 Right:  0.7"
Header: 0.3" Footer: 0.3"
Bioktamn: Eoater:
Wide 075 5] LENE
Top: 1" Bottom: 17 Center on page
Left: 1 Right: 1 [ Horigontally
Header: 0.57 Faater: 05"
[ wertically
Marrow
Top: 0,75" Bottom: 0.75" Brint. .. I [Pnnt Preweul [ Options.., I
Left: 0.25" Right:  0.25"
Header: 0.3" Faoter: 034
Custom Margins..,

4. Select Print Titles and then select Header and Footer, Custom Header, and Centered,
type your school name, class name, your name, and today’s date.

Toa

J Home Insert Page Layout Formulas Data Review View Page Setup Z

n Colors = |:| P Ij LIE =l F= Page | Maygig r ‘ shest
L= - i =]

2] Brom E = & 5 ,

Themes Margins Orlentatlon Size Print Breaks Background | Print
@ Effects - v ~ Arear < Title

Themes Page Setup

Header:

{none)

[ Custom Header ... ] [ Custom Footer, .,

Header

To Farmat text: select the text, then choose the Format Text buttan,
Toinsert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button,

Toinsert pickure: press the Insert Picture button, To Format your picture, place L

Brint, ..

] [Prmt Preweﬂ] [ options. ..

|

cursor in the edit box and press the Format Picture button,
o %

Left section: Center section: Right section:
CTE 629
Don Carlin
February 9, 2010|
[ Ok ] [ Cancel ]

Your gradebook will have a custom header. Click in the Custom Footer to add a page number.
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It is a good idea to do a print preview before printing a spreadsheet. It saves time and paper.

=

Select Print Preview. —
Preview adjust the margins to make everything fit on one page.

CTE 629 Algebra
Don Carlin
September 22, 2011

Don Carlin's Algebra Gradebook-First Quarter

Student Name pgs pg 10 Pagel8 pgl5 pg20 Quizl Average
Carter, Jimmy 74 100 100 89 98 66  87.83333333
Llincoln, Abe 75 71 100 74 75 74 78.16666667
Brooks, Garth 56 85 100 75 82 67 775
Earheart, Amelia 71 70 100 85 65 93 80.66666667
Thatcher, Margaret 100 76 100 20 85 93

Your spreadsheet should look
similar to this example.

Table of Contents

Your document should look like the one below. While in Print
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Formatting Data

Let’s get rid of all those decimals in the average scores.

1 | g=Insert - -
General = % g =
) 3* Delete = E -
$ - o8, o ||%08 8 Conditional Format  Cell ere
" - ” ormatting = as Table = Styles = E’_‘]Fnrmat* A
I Mumber Styles Cells
mat Cells: Number
€] H Show the Mumber tab of the

I~ ®
Format Cells

Format Cells dialog box.

Mumber l|!aligr-|r'|-|a"|t| Font |Border | Fill

| Protection

Category:

General

Currency
Accounting
Date

Time
Percentage
Fraction
Sdentific
Text
Special
Custom

-

Mumber is used for general display of numbers. Currency and Accounting offer spedalized formatting
for monetary value.

Sample

=

Decimal places:

Negative numbers:

-
1234.0
(1234.0)
{1234.0)

-

Table of Contents

1. Open your
gradebook.

2. Click on the letter H
in the H column.

3. Select the expand
selection button in the

Number Ribbon.

4. Select the Number
Tab and the Number
Category.

5. Set the number of
decimal places to 1.

The average grade now
has one decimal place.

Average
87.8
78.2
77.5
80.7
89.0
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Conditional Formatting

By applying Conditional Formatting, you can look at your gradebook and instantly tell if one of

your students is in academic trouble.

] ] ] Ej ij‘:,—é' _—;dl' _jj'ﬂlnsert' x - 1%7 \_?1
1' TO b?g_ln' hlghllght the da‘ta y_ou Wa‘nt A Condi;onal Format  Cell i‘: :::::t" %: Sort & Finc
conditionally formatted. In this example, we will Fl“g 2s Table - syles~ || = LA
use average grades. ) towon et ||l Grester ..
2. From the Home Tab, select the Conditional Bl ropmotiom Rutes > | = ess Than
. . E=ye <] ™
Formatting Ribbon. ]
3. Select Highlight Cells Rule, Eloew | H s
4. Select Less Than... Color Scales | = et
_'a Icon Sets 3 _—LJ Text that Contains...
]| NewRule... = ate Occurming...
:) LClear Rules 3 _é ADate 0 o
_-lﬂ LManage Bules... % Duplicate Values...
Mare Rules...

Less Than

Format cells that are LESS THAN:

80 E with | Light Red Fill with Dark Red Text E
[ oK. l [ Cancel ]

5. None of our students are in danger, let’s set the rule to less than 80.

2 o

6. Leave the default color as Light Red Fill with Dark Red Text. This should get your

attention.

We can also conditionally format the letter grades, or words or other numbers, but we will
conditionally format grades lower than a C. Excel assigns a value to letters, B is higher than A

and C is higher than B, and so on.

e ¥ B :D'T 3: 57 # 7_. _Again, highlight the data you want
18 v ol ) Conatonal et S - - gt i conditionally formatted, averages.
dl L ClR=TR—— = E— 8. Select Conditional Formatting from
e = == the Home Ribbon.

;ﬂuo' Toprgottom Rutes > |||l Lessan. 9. Select Greater Than...

rrage Grade

e B oo N[= . 10. Enter Greater Than 88.9.

e 11. Select Green Fill

32 ; Color Scales 3 jﬂ‘ Equal To... 12 Press OK

gé i :§ Icon Sets » —_-‘gb‘ Text that Contains...

9% A

69 D+ | New Rule.. —‘% A Date Occurring...

98] A+ 55 Clear Rules p | EE

gg ,.t'-‘(\:+ j Manage Rules... % Duplicate Values...

Mare Rules...
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F 5
coer T,

Format cells that are GREATER THAN:

38.9 with  Green Fil with Dark Green Text [+ ]

| o ][::ancel]_
Q
A B C D E F G H

1 | Don Carlin's Algebra Gradebook-First Quarter

2z,
3 | Student Name pg5 pegl0 Pagel8 pgl5 pg20 Quizl Average

4 Carter, limmy 74 100 100 89 98 66 87.8

5 Lincoln, Abe 75 71 100 74 75 74 78.2

& Brooks, Garth 56 85 100 75 82 67 77.5

7 Earheart, Amelia 71 70 100 85 65 93 80.7

8 Thatcher, Margaret 100 76 100 80 85 93 89.0

How’s that? Now you know who to watch and who to praise.
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VLOOKUP Tables

A vertical lookup table is able to return an assigned value based on a set of criteria. In this case,

the lookup table will return a letter grade based on the student’s average.
VLOOKUP tables, like the table in A12:B24 are in ascending order.

1. Create the lookup table; Starting in Cell A12 enter the numbers
shown on the right.

2. Highlight the entire table; Cells A12 through B24.

3. Go to the Name box and name the table, lookup.

It is important that you have highlighted all the cells in what
will be the lookup table.

———

o D

1 |Don Carlin's Algebra Gradebook
2

3 |StudentN pg5 pgl0 Page
4 Carter, Jin 74 100 10(
5 Lincoln, Al 75 71 10¢
6 Brooks, Gi 56 85 10(
7 FEarheart,, 71 70 10(
8 Thatcher, 100 76 10(
9

10

1

12 0 F

13 60 D

14 63 D

15 68 D+

16 70 C

17 73 C

18 78 C+

19 20 B

20 83 B

21 23 B+

22 90 A

23 93 A

24 93 At

el
n

4. In cell I3 enter the label “Grade”.
5. In cell 14 enter the formula: =VLOOKUP(H4,lookup,?2).

6. If aletter grade of B is returned, down fill the remainder of the column.

11
12
13
14

16
17
13
19
20
21
22
23
24
25
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VLOOKUP tells the computer it will be using a vertical lookup table. H4 is cell where the value
can be found, in this example, 87.8%. "lookup™ is the name of the table to look for the value to
be returned. 2 is the column from where the value will be returned, B in this example.

Table of Contents

Other Helpful Excel Tricks

Vertical Alignment

Sometimes it is necessary to align labels vertically or column width becomes too wide to
manage. Labels may be aligned vertically to conserve space and to make the worksheet more

attractive.

1. Enter the following information in a worksheet.

2. Place the cursor in the

cell that contains the label, Tale

of Two Cities. From the Home

Tale of | Lightin Red
Two the The Badge of
Student Cities Forest Outsiders Courage | Twilight
Mohammad
Christine
Khateja
Bob
E;"Tl\ a9 D a2l ElE)+ Vertical Alignment |
29
—-/l Home Insert Page Layout Formulas Data Review
& - - - i == - =
Arial 10 [ A a7 = =8 |= ¢
aste (B £ O ~|| -3~ | = = =||EE =
. 7 Lt £ S| ESE
Clipboard ™= Font (] Alignment
| B3 - fe | Tale of Two Cities

A

"

n

Ribbon select the align icon. The
window shown below will open.
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rom:

Murnber

Texk alignment

Horizonkal:

Center

\ertical:

Baktam

Tewxk control
D Wrap text
[ shrink ta fit
[ Merge cells

Right-to-left

Text direction:

Conkext

Alignment

Font Border Fill Protection

Orientation

o

oa

* .

Texk

*

‘s Dearees

J [ Cancel

3. Click and drag the Red dot on the

Orientation indicator to the top, 90 degrees.

Bl

4

5~ | Tale of Two Cities

1
2
3

4 Khateja
Bab

g

Student

Tale of Two Cte% m

Light in the Forest

5

The Qutsiders

Red Badge of Courage

To adjust the column
width, move the cursor
between columns B and
C. You should get the
Twilight | double arrow pointer

Mohamrmad

cursor.

Christine

Bl

L]

I | Tale of Two Cities

1
2
3
4
5

Student

|»

LTaIe of Two Cities

Light in the Forest

D

The Outsiders

Red Badge of Courage

Twilight

Mohammad

Christine

Khateja

Bob

An easier way to adjust
column widths for the contents
of the widest cell is to double
click the cursor between the
two columns. Excel will
automatically adjust the
column for the widest item.
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o e 9 - o With cell B2 still selected, click the Format Painter. Click in cell C3 and
' a) drag to cell F3. All book titles should now have the same vertical alignment
Home as cell B3. Adjust the column widths to be just wide enough for the book
= titles.

=

A B|C|D|E|F

o
(=)
o
M HNE
= = o
Completely formatted Cl |5 ]E
HEIEIE
Fl=|E2]lc —
s[=[3]&]2
2lE|la|o|=
1| Student |E|S|E2]|E
2 Mohammad
3 Christine
4 Khateja
5 Bob

Table of Contents

45



Educational Applications for Spreadsheets in the Classroom
Don Carlin — Touro University — dhcarlin@interact.ccsd.net

Formatting Data - Merging Cells, Center, Underline, and Bold

Open the workbook Center, Underline and Bold. Copy the contents of this the worksheet

to Sheet2 of your Gradebook workbook.

Highlight cells A4 through G4. Click on the Center Button on the Formatting Toolbar. While
these cells are highlighted, click on the Bold Button on the same toolbar. Then click on the

Underline Button.

(D) = 9 -~ J Azl ilE )+ Center Underline and E
35
—-/ Home Insert Fage Layout Formulas Data Review
,;\% . - - — =
Arial 112 ~||A A = = =||¥| | 5
53 .
Paste Bz u( DS A- %%EEEE
- j - 5 —
Clipboard T Font Alignment ]

1. Merge cells Al to G1.

ocoakwn

Your table should look similar to the example below.

Bold the title. Draw a Thick Box Border around the title.
Bold, underline, and center all column headings.
Draw boarders around all entries.

Right-align the Total. Italicize the Total. Color the Total red.
Center align the totals for each column.

ISG District Attendance for School Year 2007-2008
Number of Students Yanbu Dhahran Jubail Rahema Asir

August 16 22 23 24 13
September 20 18 9 5 21
October 19 6 12 9 9

November 14 23 21 7 11
December 18 8 12 14 18
January 23 7 13 22 18
February 14 10 17 25 16
March 18 16 16 22 10
April 14 11 6 5 13
May 23 11 20 24 12

Total 180 131 149 156 140
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Renaming Worksheets
Open the document “Renaming Worksheets”.

Notice that Sheetl is named Sheetl, not Sheet 1 (space between Sheet and 1). If a space is left in
the name, it cannot be used to hyperlink data. It is always a good idea to name a worksheet
without spaces in the name.

Double click on the spreadsheet name, Sheetl. While the name is highlighted, change the name -
by typing the new name over the old name. Or you can right-click on Sheetl and select Rename.

M4 b M Sheet? - Sheet3 . Sheetd .~ ¥
Ready ﬂ

Rename Sheetl to MinusGarth
Rename Sheet2 to WithGarth
Rename Sheet3 to WithPagel8
Rename Sheet4 to Gradebook

Using the same process, you can change the worksheet tab colors.

Insert...
Insert... -

Delete
Delete R

Bename

Theme Colors
Eename Movwve or Copy.. B EEEEEE
Move or Copy... G View Code
_ &ty Protect Sheet..,
Q—'J View Code
Tab Color * n IIIIII
i)y Protect Sheet... Hide

= Standard Colors
Tab Color L H N EEEER
Hide Select All Sheets Mo Colar [
n _Sheaty — sreece— sreecs

5 <) | More Colors... I
=
Select All Sheets
_Sheewy - orieee oo

Change the color of MinusGarth to Red; WithGarth to Blue; WithPagel18 to Green; and
Gradebook to Yellow.
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Adding Worksheets

M4 b Sheet2 . Sheet3 . Sheetd e -
Ready .ﬂ

Click the new worksheet icon to add a worksheet to your workbook. Rename the new worksheet
and change the color. Move the new worksheet to the front of the list (click and drag).

—— Right-click on the new worksheet. Select Delete to delete it.

Delete
Bename
Move or Copy...
= | view Code
iz | Protect Sheet..,
Tab Color [ 2

Hide

Select All Sheets

B = T

Prior to turning in your gradebook, add a fourth worksheet. Name your worksheets, Quarterl,
Quarter2, Quarter3, and Quarter4. Make each worksheet a different color

M 4 » M EEelicrziee Quarter2 ~Quarter3~ Quarterd4 ¥
FReady .ﬂ

Copy the names from Quarterl and paste them in the other three quarters.
What your gradebook should contain:

1. Five students, six assignments, an average grade rounded to one decimal place, a letter
grade calculated from a lookup table, conditional formatting for students under 80% and
students over 88.9% .

2. Four worksheets named Quarterl, Quarter2, Quarter3, Quarter4. Each given a different

color.

A fifth worksheet named Vertical Alignment, color it too.

4. Upload your Gradebook to the Gradebook Assignment folder.

w
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