Introduction to Excel

A cell is at the intersection of a row and a column.

A worksheet consists of rows and columns.

A workbook consists of several worksheets (default = 16). Worksheets can be added or deleted and renamed if necessary.

A worksheet contains rows labeled with numbers  from 1 through 65536 and columns labeled with letters A through Z or pairs of letters AA through IV.

Each cell has a name formed by the column label and row label the cell is in (for example, B2 is the cell in the second column and second row and cell AB9 is the cell in column 28 and row 9).

A range of cells is a contiguous block of cells in any row or in any column or in the shape of a rectangle. For example, 

· K9:K38 is a range cells in column K

· C15:Z15 is a range of cells in row 15

· AA1:AC10 is a rectangular block of cells

Note: the order in which you list the cells on either side of the ":" doesn't matter. So K9:K38 is identical to the range K38:K9.

There are four kinds of information that can be placed inside a cell:

· Text (usually labels or headings)

· Number (52.7, 109, -4215, 0.0)

· Formula (=B2 + C7, note formulas always begin with an = sign)

· Function (=AVERAGE(K9:K38), note functions are built-in to Excel and have a name)

If a text file has been created using either delimiters (e.g., TAB) or fixed length format, then Excel can import it into a spreadsheet (remember the pay.txt file - Burger King manager example). Just OPEN it and Excel will use the Text Import Wizard to convert it to a spreadsheet.

Importing a text file into Excel
Johnso,Al

42

5

Bowser,Billy
40

5

Manston,Gail
35

6.50

Jones,Carmine
37

5

Miller,Tom

40

7.25

Samuels,Ken

45

6

Winter,Diedre
43

7

When you save an Excel file it is saved with an .xls extension.

When creating formulas you must be aware of the "Rules of Computation" that you learned in high school. For example, suppose cell B2 contains 10 and cell C7 contains 13. The formulas





=(B2 + C7) / 2
produces a different result than





=B2 + C7 / 2
Rules of Computation

1. Evaluate the innermost parenthesized expression working toward the outermost parenthesized expression. For example (2 + 3*(12 - 5)) = (2 + 3*(7)) = (2 + 21) = 23.

2. Evaluate functions next from left to right.

3. Compute powers and roots next from left to right. For example, 3^2^4 = 6561 not 43046721.

4. Compute multiplication and divisions next from left to right. For example, 40 / 4 * 2 = 20 not 5.

5. Compute additions and subtractions next from left to right.

The arithmetic operators are:

· + for addition

· - for subtraction

· * for multiplication

· / for division

· ^ for raising a number to a power

· % for percentage
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