Excel Module 1b
Formatting Text and Data
Simple Calculations




‘The status bar provides
information about the

Clipboard 7
The Name box displays .
the cell reference of the ——H12 Y fe
active cell. In this case,
the active cel is cell H12. 4 A
1 Game Card
{ A group of cells in a rectangular
2 |Income Statement block is called a cell range (or
{ range). If the blocks are not
3 January 1, 2017 to December 31, 2017 | connected, as shown here, itis
4 g
) ‘Incomc
6 |Gross Sales § 417,600
7 |Less returns and allowances 34,100
8 |Net Sales 383,500
9 {
10 Cost of Goods
11 ]Inventory, January 1 123,200
12 | Purchases 78,000
13 | Delivery Charges 14,400
14 |Total Merchandise Handled 215,600
15
16 |Less Inventory, December 31 114,600
17
101,000

18 JCost of Goods Sold

» | Dot

e Ready

ts sheet tab is underlined, and the
sheet name is green and bold.

Expenses | Balance Sheet

Average: 180914

‘The Tell me what you want
to do box provides quick
access to commands and
online help.

The Ribbon Display ‘The Minimize button hides

Options button is used 2 window so that only its

to display all, part, or P button s visible
of the ribbor on the taskbar.

Finances - Excel

seneral
" [}meauﬂable’

Oy €0 | G

Pr% 0 %55 B Calstyles

Number W Styles

. @Cond'rtionalFormmng' E"Inseﬂ - [~ AY

Z"Delele \ @' B

fill the screen.

e Sort & Find &
[ Format™ | & Fitere Select~
Cells Editing A
v
G H | !

The column headings are letters
along the top of the workbook
window that identify the different
columns of the worksheet,

by a sheet name, which appears
in a sheet tab.

—

Each intersection of a row
and column is a cell. Each

ance Sheet . @ i (4]

sge 1809142657 Count 14 Sum 1266400 B [ [ - 1 +120%




Function List

e Adds the values in arange.
=SUM(B6:B9)




Student Learning Outcomes

e Use for Demonstration: Excell/Module/Finances.xlsx

e Rename, inserting and move worksheets
e Viewing Formulas and Functions (CTRL ~)

e Entering Cell Data
— Text, Numbers
-~ Formulas and Functions

e Editing Cell Data
— Formula Bar, in the cell, Edit Mode (F2)



Student Learning Outcomes

e Entering FORMULAS and FUNCTIONS to
Calculate Sales Data

e Components of a FORMULA
e ORDER OF OPERATIONS
e Components of a FUNCTION



Student Learning Outcomes

e PRINTING Options

— Portrait or Landscape (File Tab or Page Layout
Tab)

- Scale to Fit (File Tab or Page Layout Tab)



Components of a FORMULA

1. Always starts with a =
2. OPERANDS (Cells, Numbers, “Text")
3. OPERATORS (™ * /[ + -)

EXAMPLES:
=C6/ C23 =B12
=C6 - (C7 + C8) =C9+Cl1l2+C17 +
C20 + C22

= Cob-D6



ORDER OF OPERATIONS
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Components of a FUNCTION

1. Always starts with a =

2. Function Name

3. Arguments (Cell, Range, Number, “Text")

EXAMPLE:

= SUM(C27:N46)

= SUM(G9, G13, G18)

= SUM(A9, B13:B18, G10)

*If cells are adjacent, write the
argument as a range.

*If cells are not adjacent, separate
them by commas.

*Arguments can contain cells, ranges,
or numbers, separated by commas.



Do NOT Combine a Formula & Function

FORMULA FUNCTION

= GO + G13 + G18 = SUM(G9, G13, G18)

*If cells are not adjacent, separate
them by commas.

WRONG: = + G18)



