Excel Tutorial 

This tutorial covers a number of topics in Excel 2003.  The first sections are for beginners or for those who need some review.  Later sections introduce some of the more advanced features of the software.  If you currently use Excel, please skim through the sections until you see something new and begin working there.  

The Basics
Excel is a spreadsheet program that is designed to make working with data easier.  In general, spreadsheets work well for applications where repetitive calculations must be performed with a lot of numbers.  Go ahead and open Excel on your computer.  You should see something similar to that pictured below:
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The ‘book’, or work area, is divided into cells that are designed to hold one data entry each.  Each cell can be referred to by its column/row location.  For example, cell A1 is highlighted in the above picture.  You can tell what cell is highlighted by looking at the left-hand box of the formula toolbar (which is located directly above the column labels).  NOTE:  If a particular toolbar is not visible, go to the View > Toolbars pull down menu. Click on customize.  In the above picture, the Standard, Formatting, and Forms toolbars are chosen.  Click on various cells and notice how the left-hand box reflects the cell location chosen.

Part 1:  Entering Data
The cell you want to place data in is first selected with the mouse, and the data is typed in, followed by Enter.  To edit a cell, double click on it.  Typically, problems using spreadsheets will have many data points in a table.  You can move from the starting cell to other cells by using Tab (across a row) and Enter (down a column).  The four arrow keys on the keyboard can also be used.

A variety of Formats can be used for different cells.  The Cell Format can be changed by highlighting the cell (or column, or row) and then using the toolbar buttons.  Further formatting (such as specifying the number of decimal points in numbers, etc.) can be done using the Format > Cells pull down menu.  In the simple example on the next page, the discount was formatted as a percent and the numbers in the table were formatted as dollars.  The width of the columns can be adjusted by placing the cursor on the vertical dividing line between the column labels (i.e. between A and B), then clicking and dragging with the mouse. 

------------------------------------------------------------------------------------------------------------------------------------------------------------
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Sale discount= 10.00%

ITEM Retail price Sale price
hiking boots $99.95 $89.96
sleeping bag $74.95  $67.46
water bottle $9.99 $8.99
day pack $45.70  $41.13



-

Go ahead and recreate Columns A and B (NOT C 5-8) of this table.  (We will learn how to calculate the sale price in Column C in a moment): 

Building Formulas
The power of a spreadsheet is in doing calculations from which conclusions can be drawn.  Almost any function of the data can be found, from simple summing and averaging to more sophisticated exponentials, logarithms, etc.  Entering a function is straightforward.  Consider the sale prices in the above example.  The sale price is the (retail price – 10% of retail), so for the boots you need to subtract 0.10 times the number in B5 from itself and place the answer C5.  Select C5 and type:

=B5-0.10*B5

and then hit Enter.  NOTE:  A formula must always start with (=).  Addition and subtraction use the (+) and (-) keys, while multiplication and division use (*) and (/).  If the computer complains (beeps and/or error message) then something was typed incorrectly.

Another way to enter cell addresses in a formula is to click in the cell of interest rather than typing in the cell address.  To do the same calculation in C5 again, try:

=(click in B5)-0.10*(click in B5)

and then hit Enter.  Notice the color-coding when you clicked on cell B5.

 In the above example, we want to perform the same calculation in cells C6, C7 and C8 as we did in C5.  Rather than retyping the formula again, select cell C5 then pull down the bottom right corner of the cell to cover all of the cells you want the same formula in. This will “copy down” the column.  Be careful!  The formula will automatically adjust the addresses of the cells that it calculates with.  

You can sum the cells C5 through C8 – do this: highlight C5 down through C8 and also C9.  Go up to the tool bar and hit the sum key Σ. The cell C9 should fill in with 

with $207.53.  This is what we would spend on our supplies.

CLOSE THIS EXCEL FILE OUT AND OPEN A NEW WINDOW

Graphing Data
Open Excel and type in the data (or provide your own data!) as shown below.  Produce a graph of the data using the (XY) Scatter option by highlighting both columns of data and then clicking on the Chart Wizard icon([image: image3.png]


).  The wizard will direct you in producing the graph.  Follow the steps to customize your graph.  If you do not see the Chart Wizard on the toolbar, you can choose Insert > Chart from the top pull down menu.  After you have performed all of the steps, you should see a plot of your data, something like that shown on the next page: Have your teacher initial your work to this point:
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You are now ready to fit the data.  Use the mouse to right-click on one of the data points, and then choose Add Trendline from the menu.  You will be asked what kind of trend you want to fit:
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Since our data appears linear, we will use this type

Now: select linear and your graph should look like this:
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Now- go and create your data tables for your lab.  If you have any problems, ask!

Original tutorial done by

Shawn Sendlinger 

University of Illinois

2008
Perfect job!





Name___________________Date___________ Hr______





initials





Have teacher initial your work at this point. ________





Now—go in and click the chart wizard again and try to edit your graph putting in a title, labels etc.  Make them up and the directions are on the graph below.











