5/7/2014

Last updated: May 2014

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

CISY1225 by Zahoor Khan, PhD 1



5/7/2014

Excel 2010
== Grauer
- Mulbery | Poatsy

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

* Manage worksheets
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Original Spreadsheet Values and Results Modified Spreadsheet Values and Results
Electronics: Electronics:

Computer System 540000  50.00% $ 600.00 Computer System $400.00 50.00% $ 600,00

28" Monitor $19500  83.50% § 35783 28" Monitor $195.00 83.50% $ 35783

Color Laser Printer 545000  75.00% § 787.50 Color Laser Printer $500.00 65.50% § 827.50 6
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Planning Structure of Worksheets

1. State the purpose of the worksheet
2. Decide what input values are needed
— An input area is a range of cells containing values

3. Decide what outputs are needed

— An output area is a range of cells containing results

4. Assign the worksheet inputs and results

— Use rows and columns

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 9

Planning Structure of Worksheets

Enter the labels, values, and formulas
Format the numerical values
Format the descriptive titles and labels

Document the worksheet

° ° ST

Save the completed workbook
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( Centered fitle | l l \
OK Office Systems Pricing Information

1
Formatted output range = =
(calculated results) = =

Formatted column labels

Formatted input range

28" Monitor $195.00 83.50% $ 357.83
Color Laser Printer $457.70  75.50% S 803.26

Sep-12

(cost, markup rate, and

Furniture
percentage off)

] ]
Desk Chair $ 75.00 100.00% $ 150.00
Solid Oak Computer Desk  $700.00 185.70% $1,999.90 |

organized info rows j Computer System $475.50 50.00% S 713.25
A
18|
9]
10
1
12

15% $ 606.26|| $130.76  21.57%|
10% $ 322.04|| $127.04  39.45%|
20% $ 642.61|| $184.91  28.77%

bl
25% $§ 112.50]) § 37.50 33.33%

30% $1,399.93($699.93  50.00%
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1-Sep-12

OK Office Systems Pricing Information

15% S 606.26
10% $ 322.04
20% S 642.61

25% S 112.50
30% $1,399.93

4
5 |Electronics
6 | Computer System 547550 50.00% S$ 713.25
7 | 28" Monitor §195.00 83.50% S 357.83
8 | Color Laser Printer $457.70  75.50% S 803.26
9 |Furniture
10 Desk Chair $ 75.00 100.00% $ 150.00
11 Solid Oak Computer Desk  $700.00 185.70% $1,999.90
12
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$130.76
$127.04
$184.91

$ 37.50
$699.93

21.57%
39.45%
28.77%

33.33%
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Exploring the Excel Window

* Worksheet rows
. . A B C D E F G H
- he hOl‘lZOﬂtﬂ.ﬂy . OK Office Systems Pricing Information
2 1-Sep-12
— Numbered (1, 2, .....) -
> Markup  Retal | Percent Proft  Profit
4 Product Cost Rate Price off Sale Price | Amount  Margin
—_ 1 to 1’048’576 5 |Electronics
6 Computer System 5475.50 50.00% S 713.25 15% S 606.26 | $130.76 21.57%
o Worksheet COIUMNS ¢ ot s maon s | 206 s s |ssson 27
lgU Fur;z:kre(hair $ 75.00 100.00% $ 150.00 25% $ 112505 37.50 33.33%
— he Vertlcally 11| Solid Oak Computer Desk  $700.00 185.70% $1,999.90 30% $1,399.93 [ $699.93  50.00%
12
— Lettered (A, B, .....)
e A cell is the intersection of a row and column
* A cell address or cell reference names a cell
Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 13
L] L]
Navigating Worksheets
™ Move up one cell in the same column.
N 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.
Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 14
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Text Date Value Value Formula Results

Com \LEU ter 9!1!2:11,12 400 (;l.ls 6\(!!/0

|m|~.||m|u| AW N e

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 15
Reb e A 0 Reb e
3 atego Rate pe Amo
4 [Gasoline
5 |Restaurants
6 [Travel
7 |Everything Else
8 Totals
Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 16
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Rebate Amount Rebate
Category Rate Spent Amount

Everything Else

Totals
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Entering Formulas

* Cell D4 contains formula =B4*C4
e Cell C8 contains formula =C4+C5+C6+C7

A | B | C | D
1 Potential Rebate
2
3 atego Rate pe A °
4 |Gasoline 3% S 1,575.80 | S 47.27
5 |Restaurants 3% $ 1,054.75 | $ 31.64
6 |Travel 2% S 450.95 | S 9.02
7 |Everything Else 1% S 2,584.32 | S 25.84
8 Totals S 5,665.82 | S 113.78
Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 19

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.

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 20
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Mathematical Symbols

Common Symbol Symbol in Excel

Addition + +

Subtraction

Multiplication X o
Division &
Exponentiation Q
Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 21

Cell References in Formulas

* [t is best to use cell addresses in formulas versus
actual data

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

* If the data changes, Excel will recalculate the
result

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 22
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- on an u action
* BEDMAS
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Formula Explanation
20 =AL+A2*A3 5x2=10. The product 10 is then added to 10 stored in cell AL
30 =(A1+A2)*A3 10+ 5=15. The sum of 15 is then multiplied by 2 stored in cell A3.
24 =AL+A*A+A4 5x2=10.10+10+4=24.
90 =(AL+A2)*(A3+A4) 10+5=15;2+4=6.15x6=90.
10 =A1/A2+A3*A4  10/5=2;2x4=8;2+8=10.
5.71429  =A1/(A2+A3)*A4  5+2=7.10/7=1.428571429. 1.42857149 * 4 =5.714285714

1
2
3
4
5
6

7

8

9

10

1

n

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 24
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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

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 25

Displaying Cell Formulas

* The result of a formula appears in a cell

— The formula itself appears in the Formula bar

* Click on “Formulas Menu-> Show Formulas”

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 26
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Hom age Laye Formulas | Date View A
X Autosum + @ Logical [} Lookup & Reference L Define Name = it Trace precedents (B Show Formulas Q
"y B Recenty sea - (A Ton - b Math & Trg ~ €7 sevseinramun | 4fmiace Depenaents  Emor checing * |
Fimton @ Financial + @y Date &Time ~ 8 More Functions ~ ‘ Manager BE? Create from Selection | 7, Remove Arrows = (@ Evaluate Formula | window

Function Libre Detined Names Formula Auditing |
7 =0

OK Office Systems.

Cateulation
oo W

A

| 5 Electronics
6 | Computer System $47550  50.00% $ 713.25 15% $ 606.26 | $130.76  21.57%
| 7 28" Monitor $195.00 83.50% $ 357.83 10% $ 322.04|$127.04  39.45%
Color Laser Printer $457.70  7550% $ 803.26 20% $ 642.61($184.91  28.77%

Furniture
Desk Chair $ 75.00 100.00% $ 150.00 25% $ 112,50 [ $ 37.50  33.33%

Solid Oak Computer Desk ~ $700.00 185.70% $1,999.90 30% $1,399.93 | $699.93  50.00%
¥ | September. %3 ;

K Office Systems Formulas
A

Electronics
Computer System 4755 05 ~B6*(1+C6) “D6-DG*E6 | =F6-B6 =(F6-B6)/F6 =
28" Monitor 195 0.835 =87*(1+C7) |0, =07-07°€7  |=F7-87 =(F7-B7)/F7
Color Laser Printer 4577 0755 =B8*(1+C8)  |0. =D8-DB*F8  |-F8-B8 =(F8-B8)/F8

Furniture
Desk Chair 75 1 =B10%(1+€10) |0.25
Solid Oak Computer Desk 700 1.857 =B11*(14C11) |0.3

» o September J M«

=(F10-10)/F10
=(F11-B11)/F11

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 27
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Row Height...

AutoFit Row Height
Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide
Organize Sheets
Rename Sheet
Move ar Copy Sheet...
Tab Color
Protection
(&g Protect Sheet..
Lock Cell

B Format Cells...
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Eg | Width: 11.86 (88 pixels)

A A B | C

1 OK Office Systems Pricing Information

2 | 1-Sep-12

3

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

5 |Computer 0.5 713.25 0.15 606.2625 0.215686

6 Color Lase 457.7 0.755 B03.2635 0.2 B642.6108 0.287749

7 |Filing Cab 88.75 0.905 130.9688 0.05 124.4203 0.447437
8 | Desk Chai 75 1 ]50' 0.7_")! 112.5 0.333333
9 |Solid Oak F00 1.857 1999.9 0.3 1399.93 0.499975
£28' Monit 195 0.835 357.825 0.1 3220425 0.35445
11|
12

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

315

— Select Row Height from the Format menu
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OK Office Systems Pricing I
1-5ep-12

Product

Computer System
Color Laser Printer
Filing Cabinet

Desk Chair

28" Monitor

4
1

2
3]
KN
|50
|61
A
| 81
10
1|
12

nformation

Markup RiRetail Pric Percent O Sale Price Profit Margin

05 713.25 0.15 606.263 0.21569
0.755 803.264 0.2 642.611 0.28775
0.905 130.969 0.05 124.42 0.44744

1 150 0.25 1125 0.33333
0.835 357.825 0.1 322.043 0.39449

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall.
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OK Office Systems Pricing

Product
Computer System

Color Laser Printer

Filing Cabinet

Desk Chair

Solid Oak Computer Desk
28" Monitor

e e
2] ] [

Information

1-Sep-12

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

475.5

0.5

713.25

0.15

606.263

0.21569

a457.7 0.755 803.264 0.2 642.611 0.28775
68.75 0.905 130.969 0.05 12442 0.44744
75 1 150 0.25 112.5 0.33333
700 1.857  1999.9 0.3 1399.93 0.49997
195 0.835 357.825 0.1 322.043 0.39449
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36

CISY1225 by Zahoor Khan, PhD

5/7/2014

18



Moving/Copying a Range

* Moving/copying a range preserves text and
values, but cell addresses in formulas 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 can by copying it and pasting to the
upper left corner of the destination

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

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

Paste Special

[

Paste
o
Formulas
Values
Formats
Comments
Validation
Operation
@ None
Add
Subtract

Skip blanks

Paste Link

All using Source theme

All except borders

Column widths

Formulas and number farmats

Values and number formats

Multiply
Divide

Transpose

OK | | Cancel

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall.
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N OK Office Systems Pricing Information

1-Sep-12

6 Computer System
7 28" Monitor
8 Color Laser Printer
9 Furniture
10 Desk Chair

11 Solid Oak Computer Desk

513076 21.57%
$127.04 39.45%
$18491 28.77%

547550
$185.00 83.50%
$457.70  75.50%

$ 3750 3333%
$69992 SO.00%

$ 75.00 100.00%
$700.00 185.70% $1.999.90

—

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

Number

Currency

Accounting

Date

Time

A number as it was originally entered.
A number with or without the 1,000 separator

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

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

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

The time in different ways, such as 10:50 PM or
22:50 (24-hour time).

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

Fraction

Scientific

Text

Special

Custom

Numeric Formats (continued)

A value as it would be multiplied by 100 with the
percent sign.

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

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

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

A number with editing characters, such as hyphens.

Predefined customized number formats or special
symbols to create your own format.

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall.
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A
General
Number
Currency
Accounting $
Comma
Percent
Short Date

0~ oW e

Numeric Formats (continued)

1234.56

1234.56
51,234.56
1,234.56
1,234.56

12.34%
3/1/2012

Long Date  Thursday, March 01, 2012

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall.
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Header/Footer/ create a custom Header with
info.
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MyITLab

* All computer exams will be on MyITLab
* Today: 5 exercises of Chapter 5

— Start it now and do as you can in class

— Continue all remaining work in next class

* Projects 5-1 and 5-2

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 47

Questions
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This work is protected by United States copyright laws and is provided solely
for the use of instructors in teaching &omm 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

classes.
restrictions and to honor the intended ped
other il whorely on th ial:

to e by these
and the needs of

students except by instructors using the accompanying text in their
ipients of this work are expected du’d the:
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