Introduction to Excel 97 -- Sample Exercises


Using the Sample Files

Each sample file is pre-loaded with data for this learning project.  Each sample file has different data, but cell references and actions described within this document will apply to either of the sample files that you choose to work with.

The sample files are:

· Student Grade Sample File

· Employee Salary Sample File

They are located in the folder called Sample Files on the 1.44 MB Floppy Disk that you received in class.  If you are reviewing this handout from the web, you can download these files by clicking on the file you wish to view.

Open the File

From the Excel toolbar, choose File -> Open and find the file you wish to open by using the folder up or down keys as necessary.  You can also type in the path directly:  a:\sample files\filename.xls.  The workbook will open.

Insert a Column to Record a Subtotal

Move the mouse pointer to the column heading "F". Right click, and select "Insert" from the pop up menu that appears. A column will automatically be inserted.

Move to cell F1, left click on the cell, and type in Subtotal.

Adjust the Width of the New Column

The text in cell F1 overflows the cell.  Widen the column by moving the mouse pointer to the column heading and placing the pointer over the right boundary line of the cell heading zone.  A black cross will appear.  Hold the left mouse button down and DRAG the boundary line to the right until all parts of the cell text will fit into the cell.

Create a Formula (Subtotal)

Use your cursor down key to highlight cell F2 as the active cell.  Type in the formula as follows:

1. Left click on the summation symbol in the tool bar.  The program will automatically highlight the cells to the left of the summation block.

2. In this case, the cells that are highlighted are correct, so press Enter.

3. If you wish to change the reference cells, type in the correct cell addresses (colrow:colrow), then press Enter.

4. The numerical value of the formula will appear in the worksheet; however, if you highlight the cell using your mouse pointer or the cursor keys, the formula bar at the top of the document will show the formula that gives the value for the cell.

Relative vs. Absolute Cell References

The default setting for cell references in Excel is relative.  When you copy a formula from one cell to another, the cells included in the formula change to reflect the position of the cell in which the new data will appear.  In most cases, this is how we want the spread sheet to operate.  Occasionally, however, the do not want the source cell to change with the target cell.  If you don't want references to change when you copy a formula to a different cell, use an absolute reference. For example, if your formula multiples cell A5 with cell C1 (=A5*C1) and you copy the formula to another cell, both references will change. You can create an absolute reference to cell C1 by placing a dollar sign ($) before the parts of the reference that do not change. To create an absolute reference to cell C1, for example, add dollar signs to the formula as follows:

 =A5*$C$1

When you copy the contents of the cell to a new location, the cell reference A5 will change, but the cell reference $C$1 will not.

Copy the Formula to Other Cells

In our example, we will use relative cell references.  Highlight cell F2 which contains the formula you wish to copy. Right click and select left click on "Copy" from the pop up menu.  The cell will have a flashing lines surrounding it.  Now move to the first cell that wish for the formula to be applied and press the left mouse button.  If you wish to transfer the formula to more than one cell, hold the left mouse button down while you DRAG the pointer across the cells to be included. Release the mouse button and press Enter.

Insert a New Column

We need a column to average the results from Column F.  Move to column heading G and left click to highlight the column, now right click and choose (left click) "Insert" from the pop up menu.  A new column will appear.  Move to cell G1 and type Average Weekly Hours or Average Test Grade, depending upon the file you are using.

Use a Function

We will use the function feature to average the results of column F.  

1. Highlight the first empty cell in the new column (G2).  

2. Click on fx in the toolbar.  A dialog box will appear. 

3. In the "Function category box on the left side of the dialog box, point to Statistical and left click.  A list of functions will appear on the right hand side of the box.  

4. Move to the right side and left click on AVERAGE.  

5. Click "OK".  A formula box will appear.  

6. In the "Number 1" box, the cell addresses for the cells to be included will appear.  

7. These are NOT the correct addresses, so left click on the adjustment box at the right end of the "Number 1" data entry box.  This will show the cells.  

8. Now, move your pointer to the first cell in the series to be included (cell B2) and depress the left mouse button.  Holding the mouse button down, move to the right until you have highlighted cells C2 through E2.

9. Press Enter.

10. Click "OK".

Copy the Formula to Other Cells

1. Highlight the cell with the formula you wish to copy (G2). 

2. Right click and left click on "Copy" selection from the pop up menu.  The cell will have a flashing lines surrounding it.  

3. Now move to the first cell that you wish for the formula to be applied (cell G3) and press the left mouse button.  

4. If you wish to transfer the formula to more than one cell, hold the left mouse button down while you DRAG the pointer across the cells to be included (through G6).

5. Release the mouse button and press Enter.

Create a New Data Column

1. Highlight cell I1.  

2. Type in Monthly Pay or Final Grade and adjust the column width as needed to display the text. 

3. Press Enter.

4. Now, into cell I2, type the new formula for calculating the Monthly Pay or Grade Subtotal.  In our not so realistic pay example, the worker is paid a certain amount for the average regular hours worked each month, and an additional amount for any Bonus Hours worked each month.  In the Grade Example, the Final Grade will come 70% from the Test Average, and 30% from the Final Exam.  The formulas are as follows:

Pay Example:


=(F2*8.35 + G2*12.60)

Grade Example:


=(F2*.70 + G2 * .30)

5. Now copy the data from cell I2 to cells I3 through I6. 

5.1. A different way is to highlight cell I2.

5.2. Then move the cursor over the small black square that appears in the lower right hand corner of the active cell until it changes to a "+" symbol.

5.3. Left click on the plus sign and drag the pointer down through cell I6.  

5.4. Release the mouse button and press Enter.

Statistical Calculations on Data

To perform statistical calculations on the data that you have, use the fx in the tool bar.  

1. Highlight the cell where you wish the results to display, cell B1 in our first example, and  click on fx .
2. Choose statistical from the left side of the dialog box.  

3. Select the appropriate function from the right side of the dialog box (AVERAGE for the first statistical calculation) and verify or change the cells to be included in the function.

Format the Spread Sheet

You can make your sheet easier to read and understand by applying formatting to the results.  

1. Highlight Row 1 of the spreadsheet (this is where the titles for the columns are).

2. Select Bold from the formatting toolbar.  

3. While the selection is still highlighted, right click and select Format Cells.  Choose the Border Tab.

4. The dialog box will display several preset borders, along with a box in which you can select the position of the border.  On the right of the dialog box is a small box where you can select the style of line that you prefer.  Left click on the style of line in the Style box, then left click on the Border position that you wish to apply.  

5. Click "OK".

Name the Spread Sheet

1. Double click on the Name appearing on the tab for the sheet at the bottom of the screen.  Type in the new name.  
2. Identify the sheet with Headers and Footers before printing it out.  Go to File=>Page Setup and browse through each tab.  Select the options that you wish your sheet to display.
Printing Your Results

1. Highlight the cells to be printed.  

2. Select File=>Print Area =>Set Print Area from the Menu Bar.  

3. To examine how your document will print out before printing, select File=>Print Preview.  To alter the format of your printed document, use the Format Command from the Menu Bar.
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