Excel (spreadsheets) for Practical Uses

ICL Fall 2024 Class 5
Read Gilgen
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Excel #§

* Questions
* Course website: gilgens.org/icl/excel/
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Today’s Topics

* Excel Templates

* Formatting Review and More
* Quick Charts

* Import/Export Data

* Mail Merge w/Word

* Functions
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Excel Templates

New

Address and phone List

Home Family tree generator
L :I e —— T T —
» T ] - = ;
2 et N s [, —
3 e S e
4 -
D 5 C—— e - —
6
New 7
Blank workbook Family tree generator Basic mileage and expens... Christmas card list Address and phone list
Eegar INVOICE
[ mbgie P

entory

Open TOTAL ESTHALTED VALUE OF ALL ITEUS ekl 0 ! usr January 20X X
& — — [—— = [ e e e e e
0 e J
B e
Bl e ‘
Home inventory Inventory list Home construction budget Simple invoice Any year custom calendar

>

Suggested searches: Business Personal Planners and Trackers Lists Budgets Charts Calendars

‘ Search for online templates
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Let’s Do This!

* Open XL5-Format to practice the following

* Feel free to experiment with various options
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More Formatting

* Select Cells/Columns/Rows to be formatted
* Many options are on the “Home” menu

File I Home| Insert Page Layout Formulas Data Review View Help
oy N . I
D A |Apm5Narmw v||11 v| A" A - = |E| 7RSI B EE; Wrap Text |Genera| v
N 1 —
Paste g | BT U-EY QYA EIEREEE B Merge & Center v § v % 9 % 3
Clipboard N Font N Alignment N Number B
E6 Vo Jx Nebraska
A A B C D E : G H | J
1 |DonoiFirst Last City State Zip Phone Email Donor Amt
2 10 Bald Munks Jackson Mississippi 39282 (601) 882-7610 bmunksS@netscape.com $1,000
3 15 Giraldo Vauls Washington  District of Colu 20551 (202) 869-9518 gvaulse@tinypic.com $1,000
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More Formatting

* Right-click/Format Cells for detailed dialog boxes
* We’ve already reviewed Number
* Alignment
* Protect
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More Formatting - Alignment

* Vertical alignment

* Text Orientation

* Wrap text

* Merge selected cells

Format Cells

Mumber Font Border Fill Protection

Text alignment Crientation

Horizontal: . .

General | Indent:

Vertical: v =

Text @

Bottom b

= ¥ M —

Justify distributed * .

Text control
[ ] wrap text o = | Degrees
[_] shrink to fit
|:| Merge cells
Right-to-left

Text direction:
Context b




More Formatting - Borders

e Default: no borders

* More borders:

* Fine tune where they
appear

* Find tune what
style/color

e Use buttons to
preview

Format Cells

Mumber Alignment Font ________ Ecrder Fill Protection
Line Presets
Style:
Mone - -
e Qutline Inside
_____________ EF\PHnP
= Text Text
Color
Automatic e ;
1 |k H[ N
The selected border style can be applied by clicking the presets, preview diagram or the buttons above.

CONTINUED LEARNING
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Protecting Cells

| ocked

* Protects against accidental changes to complicated formulas or static values

* Hidden

* Hides content completely (cell and formula bar)

Format Cells ? X

Mumber Alignment Font Border Fill | Protection |

Locked
[ ] Hidden

Locking cells or hiding formulas has no effect until you protect the worksheet (Review tab, Protect group,
Protect Sheet button).
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| Protect Sheet ? X

Protecting
Worksheet

e Review Menu

/ Password to unprotect sheet:

| Protect worksheet and contents of locked cells

Allow all users of this worksheet to:

Fle Home Insert Pagelayout Formulas Data Revjefi View Help
D Select locked cells
» Protectcontents | [ B/ | [0 select unlocked cells
of locked or e s o 1| || Eormat cels
hidden cells C] Format columns
. D Format rows
* Password protect entire (] Insert columns
worksheet C] Insert rows
[ 1 Insert hvoerlinks

* Note: if you lock and then want to make
changes, you’ll have to unlock the
sheetfirst.



More Formatting

* Resize multiple columns/rows
(easiest to select/drag)

* Equal width/height for all selected
columns/rows

Note text orientation

/.

C
Q

S*\/

Q
1 @ First Last Ci
1 i 10 Bald Munks Ja
3 15 Giraldo Vauls W
4 17 Currey Sisland H.
5 24 Dolley Gauler Le
6 6 Geoffrey Grasha 0]
7 19 Carmine Tuffin Te
8 23 Danielle Cleaveland At

1T
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o Jx Monthly Calendar

Resize Example .

1 |Monthly Calendar

1 2 3 4 5 6 7

* Formulas to populate dates
* Align top and left ; ; o " v g 3

A B C

15 16 17 18 19 20 21
1 IMonthly Calendar
4
22 23 24 25 26 27 28
5
2 1 =A2+1 =B2+1 =C ° |, %0 a
3 |=A2+7 =A3+1 =B3+1 =C3+1
17T
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Quick Charts

* Visually show data

* Chart based on/linked to
spreadsheet data

* Chart changes as data changes

* Chart can be copied/pasted

* With links (spreadsheet must be
available)

* Without links (as image)

40
30
20
10

The m Shop

—— C0St

Rating
Sold
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‘ harts File  Home | Insert |Page Layout Formulas Data Review View Help

ﬁt:;? E B Pictures ~ €9 3D Models ~ [h? di~ [H~ M~ @ ﬁ?]]
f . . v B
PivotTable Recommended Table l_é Shapes 7 SmartArt Checkbox | Recommended W d]]J i Maps PivotChart
v PivotTables ¥2 Icons {1} Screenshot v Charts a. [~ v -
Tables lllustrations Controls Charts [
* Select Data S
A B C D E F G f

* I[nclude data labels

1 The mt Sho
* Select Chart type 5 P
* Insert Menu = Cost Rating Sold  [Gross
4 |Apple 14 8 15 210
* Choose an appropriate 5 |Pumpkin 14 7 17 238
type to illustrate the 6 |Lemon 15 9 20 300
. . 7 |Peach 20 10 30 600
Interpretation of the 8 |Berry p . i o
data 9 TOTAL 92 $ 1,528

THE INS
CONTIN

m-
pusr |
o
5
m
S
o




Charts

* Modify Chart Elements

Controls

Gross

Help

Chart Design

[h?

Charts

210
238
300
600
180

$ 1,528

Format

h-E-AQ R rume s e Y=
Recommended Wv d]]:' M Ui I Maps Slicer Timeline Link Text Header “
Dy [~ Y h Box v & Footer ]
Charts N Sparklines Filters Links Comments Text
G H | J K L \
O O O
Th S h Chart Elements
e “ Op Axes
O Axis Titles
40 Chart Title
[l DataLabels
30 [] DataTable
] Error Bars
o] 20 Cost @] Gridlines
10 —F{ating Legend
T — [] Trendline
0 S0 d [] Up/Down Bars
& R O A\ (\
L ¥ o o &
‘,.Q \§Q\Q \/Q)& QQ- %)
]
O O O

File  Home Insert Page Layout Formulas Data Review View

[F=1 71 B Picures ~

Reconq_mgwded FO shapes 5

PivotTables S Icons g} Screenshot v

Tables Illustrations
Chart4 v i S~

A B C
1 Themt Shop
2
3 Cost Rating Sold
4 Apple 14 8 15
5 Pumpkin 14 7 17
6 Lemon 15 9 20
/ Peach 20 10 30
8 Berry 18 7 10
9 TOTAL 92
10
11

!
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CONTINUED LEARNING

uuuuuuuuuuuuuuuuuu



Charts

* Modify Chart Type/Data

File Home Insert Page Layout Formulas Data Review View Help Chart Design Format
o= Frd Pictures ¥ 2 di [HY M~ @ = = =
I] ? ) ’ LI L] | =S E
Recoln;Lded l_é Shapes~ 4= Reco@nended w ” [ﬂ]] ” ﬁi‘:' ” L h SIiE TimeEe
PivotTables ¥ Icons & Screenshot v Charts D~ [~
Tables lllustrations Controls Charts B Sparklines Filters Links

Chart4 v i S~

| A B C E F H I J K

o, O
1 Themt Shop T+
5 The mtShop 2. WVE
— _ |F'IotArea v|
3 Cost Rating Sold Gross 40 © o ﬁ Al Outine
4 Apple 14 8 15 210 | 30 - -
5 Pumpkin 14 7 17 238 | 0 o 9 resetto Match e
6 Lemon 15 9 20 300 -
10 | iy [l]] Change Chart Type... I
7 Peach 20 10 30 600 m
0 o o ] Save as Template...

8 Berry 18 7 10 180 ¢ & S o [Eemme |
9 TOTAL 92 $ 1,528 & & F 9 =
10 o o <'gf Format Plot Area...
11
12
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Let’s Do This!

* Open XL5-Chart to practice

* Create a quick chart
(see completed chart under the “Chart” Sheet Tab)

* Experiment with changing chart options

* Ask questions if you have them
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Import/Export Data

* Reuse data from elsewhere without retyping
* Provide data for other users/programs

* Examples:
* From Word tables
* From other programs (e.g., Open Office, Google Sheets)
* To Word tables
* To Email messages
* To other programs (e.g., Open Office, Google Sheets)

TTTTTTTTTTTTTTT
NNNNNNNNNNNNNNNNN



Import/Export Data Types

* File data formats generally indicated by filename extension
* Xlsx (Excel)
* Xls (older, less secure Excel format)
* .0ods (Open Office, Libre Office, etc.)
* .csV (text, comma separated values)
* .txt (text, tab delimited values)
.prn (text, formatted for printing only, not really usable as a data source)

* Those most useful as files for Excel users: .xlsx, .csv, and .ods

TTTTTTTTTTTTTTT
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Excel-5 4 -

L 4
Fllename < ) C ‘@ Startbackup > Desktop > ICLFall2024 > Excel
[ 4
Extensions... . - o - o .

J Downloads

e Some versions of IR Pictures

O

arge icons

O Large icons

Wi ndOWS dOn’t -j' Music Y Medium icons
automatically o 38 smalicons

. xecSecy ==
show filename o = ;tl |

. : e v avigation pane
exte NSIonNs. Excel-5 XL5-Format.xlsx - (LJ Navigation p

. Excel KLo-Grades.xdsx . XZ Compact view
* Open File Explorer . _— = Content

and enable file 14 5 1 item selected 11.1 KB | . tem check boxes

' Details pe
. . S, ) File name e@
name extensions! <Hdd :
€N




Let’s Do This!

* Open XL5-Format to practice the following

* Feel free to experiment with various options
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Xport

Export

% Create PDF/XPS Document

T—

Data + File/Export...

Change File Type

Workbook File Types

[_l‘;/g Change File Type

)ﬁ Workbook (*xIsx) Excel 97-2003 Workbook (*xls)
Uses the Excel Spreadsheet format Uses the Excel 97-2003 Spreadsheet

— format

i

k=

Uses the OpenDocument Spreadsheet Starting point for new spreadsheets

<® OpenDocument Spreadsheet (*.ods) Template (*xItx)
format

Binary Workbook (*.xIsb)
Optimized for fast loading and saving

*xlsm)
m’ Macro enabled spreadsheet

e Types

% Text (Tab delimited) (*.txt)
Text format separated by tabs

CSV (Comma delimited) (*.csv)
Text format separated by commas

B
B

@ Formatted Text (Space delimited) (*.prn) II 1 Save as Another File Type
Text format separated by spaces ﬁ

Z

1T
Gl B
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Xport

Export

% Create PDF/XPS Document

T—

Data

Change File Type

* File/Export...

Workbook File Types

[_l‘;/g Change File Type

3

Workbook (*xIsx)
Uses the Excel Spreadsheet format

B

&

OpenDocument Spreadsheet (*.ods)
Uses the OpenDocument Spreadsheet
format

Macro-Enabled Workbook (*.xIsm)

m’ Macro enabled spreadsheet

Other File Types

g

Text (Tab delimited) (*.txt)
Text format separated by tabs

Formatted Text (Space delimited) (*.prn)

Text format separated by spaces

®) [

Excel 97-2003 Workbook (*xls)
Uses the Excel 97-2003 Spreadsheet
format

Template (*xItx)
Starting point for new spreadsheets

Binary Workbook (*.xIsb)
Optimized for fast loading and saving

CSV (Comma delimited) (*.csv)

Text format separated by commas

—

Z

1T
Gl B
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Export Data

* You might get error messages when saving to another file format
* Some Excel features might be lost but proceed anyway
* Some formats only allow one sheet at a time

Microsoft Excel X

The selected file type does not support workbooks that contain multiple sheets.

= To save only the active sheet, click OK.
= To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.

oK Cancel

1T
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XL4-ExPrep.csv » Saved v £ Search

e Headers _

CSV File

v A Aav A Yy [A] ST o EE[E]W Ay 2l 0
A- 2- AR @ |

Mailings Review View Help

AaBbCcl AaBbCcl AaBbC AaBbCc /
TNormal 1T No Spac.. Heading1 Heading 2

===-HEHE &

1

T Paragraph Styles

T T T S T e T - S T T T T - SRR |

D4
D

* Each field separated

> bonor ID,First,last,City, State, Zip, Phone,Email, Donor Amt
=== 1,Dacl, Dog,Charlotte,North Carolina, 28278, (704) 822-
2370, ddoelf@hubpages . com, $25

by a Comma —

* Each record separate
by a Return

2,S8anders, Stigger, S etersburg, Florida, 33710, (727) 939-
9416, ssti oomberg.com, $50

, Benedite,Chicago,Illinois, 60641, (773) 280-

825, dbenedite2@nbcnews . com, $100
4,FKenon,Stillwell,Chicago,Illinois, 60686, (312) 380-—
2142, kstillwell3@noaz.gov, 525

5,Kissee, Eberdt, Houston, Texas, 77212, (713) 459-

4145, keberdtdfamazon.co.jp, $250

6, Geoffrey, Grasha, Omaha, Nebraska, 668117, (402) 957-

4787, ggrashasS@ebay.co.uk, $500

7,Powell, Kanter, Pittsburgh, Pennsylvania, 15240, (412) &67-
7309, pkanteréfwebs . com, 525

8, Christin, Hankey, Chicago, I1linois, 60619, (773) 442-

1T
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TXT File

Read-Only = Saved ~

Mailings Review View Help
| -5---.---1---|---2 3 4 | 5 | 6 A
[ ] H ea d e rS = Donor ID |E‘irst Last City State Zip Fhone Email Donor Amt
1 Dael Doe Charlotte North Carolina 28278 (704) B822-2370
ddoe0@hubpages . com 525
o 2 Sa Stigger Saint Petersburg Florida 33710 (727) 939-
[ ) E h f ld t d 2T sstiggerl@bloomberg.com $50
aC Ie Sepa ra e 3 Durand Benedite C Illinois 60641 (773) 280-1825
dbenedite2@nboney <100
by a Tab — 4 Kenon Sti Chicago Illinois 60686 (312) 380-2142
ksl ell3@noaa.gov 525
issee Eberdt Houston Texas 77212 (713) 459-4145
keberdtd4@amazon.co.jp $250
Geoffrey Grasha Cmaha Nebraska 8117 (402) 957-4787
* Each record separa s A s
Powell Kanter Pittsburgh Pennsylwvania 15240 (412) €667-
by a Retu rn pka:r.ltEJ.:G@webs.com$25 . . .
g8 Christin Hankey Chicago Illinois e0el9 (773) 442-€428
chankey7@howstuffworks.com S50
9 Weber Vigours Syracuse New York 13224 (315) 431-8535
wvigours8Rirs.gov$250
10 Bald Munks Jackson Mississippi 39282 (601) 882-7610
bmunks9@netscape.com "51, 000"
11 Silvana Bitchener Glendale California 91205 (223) €48-81¢9

1T
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Copy/Paste Export

* Copy to Word,
Email, etc.

* Choose paste
format that works —

|Aptos (Bady) |12 ~| AT A

8 Ay T

best (not links)

B I U 2~ AviZviTy syls ot
ast First reet
Cox Spencer 2543 Cox Ln
Simpson Homer 742Evergree Terre

Jackson Ro 3459 Football Dt
Paste Opti : .
Brad . orrem ) Patriot Ct
e R RO
Gage.”? = Z.= "™ “A31StarTr
| Keep Source Formatting (k) |
1T
IMFU.TEFOR
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Copy/Paste Export

* Copy to Word,
Email, etc.

>

Send

* Choose paste
format that&rksgiSt

best (table Or
image)

Cox
Simpson
Jackson
Brady
Gaga

From w GilgenArt

To anyone@anysite.com

Cc

Subject Address List

First
Spencer
Homer
Bo

Tom
Lady

Street

2543 Cox Ln
742Evergree Terrace
3459 Football Dt

12 Patriot Ct

231 Star Tr

City
Fairview
Springfield
Anywhere
Boston
Hollywood

State
uT
OR
GA
MA
CA

Zip

84629
97403
27588
15777
94665

(G (el ~

1T
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Import Data

>
° F| le/o pe N « Desktop > ICLFall 2024 > Excel g Excel-5 v G Search Excel-5 0
* Browse =- o e
Mame Date modified Type
o
GO to fO ld e r I @ Excel for the Rest of Us-5.docx 11/9/2024 1:57 PM Microsoft Word Document
® I n d |Cate o KL4—ExPr 11,/9/2024 2:11 PM Microsoft Excel Comma Separated Values
All FI leS (* *) LD DT 11/9/2024 2:40 PM Text Document
* Choose .csv name: | qf All Files (%) v
(.OdS, .tXt fl l.e) Tools - ‘ Open |v| Cancel
1™
Gl .
CONTINDED LEARNING
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Excel-5 4 -

I p rt < T C ‘@ Startbackup > Desktop > ICLFall2024 > Excel
Data ® New~ & O B ® W N Sort-

J Downloads Name

[
¢
i
>
'E
0
L]
H

ge 1cons

¢ Excel (0] pe NS P9 Pictures é Large icons
most all files D Musi S e
automatically H Vicees 33 Small icons
. ExecSecy ==
* Have file name N -
exte n S i O n S Excel-5 XL5-Format.xdsx SR v @O Navigation pane
. . KL5-Grades.xlsx «LE R
enabled N F|'.e el &= Content o= et
14 items 1 item selected 11.1 KB
Exp lO re r! B Details ps ltem check boxes
(D Preview p @ name e@

* You can usually copy and paste data from & Fiidden ftems
other sources directly into Excel,
depending on the other source’s formats. T



Integrating Data

* Excel can be an external data source to (some) other programs

* Example:
* Word can use data from Excel spreadsheet
* |Integrates with Mail Merge functions
* Can generate customized memos & letters
* Can create mailing lists, directories, name tags

TTTTTTTTTTTTTTT
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Excel to Word Steps

* Create Excel data in good database format and save file
* Open Word

TTTTTTTTTTTTTTT
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F—— e g - o e Coeo— o

Excel to word Steps Layout Referen::esl Mailings Feview Viev
(B2 &

- els | [Start Mail Select Edit Highlig
° Choose the Malllngs menu Merge ¥ | Qecipients ¥ Recipient List  Merge Fi
* Click Start Mail Merge —[NE Letters
= _
» Select the type of merge S E-mail Messages
document you want ™ Envelopes..
r[% Labels...
E Directory

@ MNormal Word Document

@ Step-by-5Step Mail Merge Wizard...




Excel to Word Steps

* Click Select Recipients
* Select Use an Existing List

* On the screen that opens,
ignore requests for SQL
databases.

e Instead...

out  References

[=

Start Mail

Merge ~ FECipiEﬂTS ¥ [IRecipient List =~ Merge Fields

Mailings

—— I
=08
Select

%

Edit

Review View Hel

Highlight  Inse

? Type a New List..

-3 Use an Existing List... ‘

R= Choose from Outlook Contacts...




Excel to Word Steps

I8 Select Data Source 4
e Browse to find ¢ v T« Breel > ExcelS v G | searchbxcels p
th e EXCel Organize ~ New folder =~ 1 0
spreadsheet e Name : Date modified Type
t h at conta | NS Excel XL5-Explmp.xlsx 11/11/2024 1:51 PM Microsor
your data. — =l XL5-ExTXTp.xt 11/9/2024 3:25 PM Text Do |
HKL5-Formatxlsx 11,/9/2024 3:30 PM Microso
B This PC
1 1 h is
e Click it, then § =
Clle Open _ Mew Source...
File name: |KL5—Exp , V| All Data Sources (*.odc*mdb;*. ~
Tools i"Qpen ‘ Cancel
17T
Gl .



Excel to Word Steps

e Click the table

(sheet) that Name
contains youN‘.“a“:‘S$

data (e.g.,
Master$)

* Click OK —

Select Table

O X

Description  Modified

B \iasters

Created

111172024 1:51:10 PM 11/171,/2024 1:51:10 PM TABLE
111172024 1:5110 PM 11/11,/2024 1:51:10 PM - TABLE

T~

Type

First row of data contains column headers

~0K

Cancel

.
THE INSTITUTE FOR
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Excel to Word Steps o x

9% the list of recipients that will be used in your merge. Use the options below to add to or
change your list. Use the checkboxes to add or remove recipients from the merge. When your list is
ready, click QK.

L] CliCk the Edit ReCipient Data Source v ] |Last « | First w | City ~ | State v |Zip «|Street
. plmp IF 0 D 46249 45
LI st b utton =1 XL5-Explmpuxl... |[¥] Simpson Homer  Springfield OR 97403  742Ev
_:ﬁ XL5-Explmpxl... w| Jackson Bo Anywhere GA 27588 34591
Edit XL5-Explmpxl... |[W| Brady Tom Boston MA 15777 12 Pat
Recipient List XL5-Explmpxl... v Gaga Lady Hollywood CA 94665 2315t
T — XL5-Explmp.xl... v
o~ .
® I N thiS d ia log bOX, yo Uucan Data Source Refine recipient list
. HL5-Explmp.xlsx gl Sort...
* Select/deselect entries ™ i,
L4 SO rt % Find duplicates...
. @ Find recipient...
° FI l'ter Edit Refresh ;
D Validate addresses...
°
Etc. oK
1™
Gl B
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Excel to Word Steps

«First» «Last»
«Str
Ity», «State» «Zip»

* Now create the text for
your document.

YouMave been selected to receive a new television,
sed on your Zip codg «Zip». If you send us a
prepaid gift card forhandling fees of $100, we will
ship it immedjetely to your address in «City», «State».

* Insert Merge Fields at
appropriate places.

tulations. We hope to hear from you soon.
Insert Merge

Field ~

Fake Prize Company
123 Scammer Ave

Anywhere, BogusCountry

i~

Insert Mayflerge Field

i THE INSTITUTE FO
le CONTINUED L




Excel to Word Steps

«First» «Last»
«Street»

* Now create the text for ity loErs T

our document.
Y ] Mhave been selected to receive a new television,
* Insert Merge Fields at based on your Zip cade &IPS, If you send us a

. prepaid gift card for handling fees of $100, we will
a pproprlate plaCGS' ship it immediately to your agaressh «City», «State».

* Click the Preview Results
button to verify the data is
being inserted correctly. Fake Prize Company

123 Scammer Ave

Congratulations. We hope to hear from you soon.

ﬂ E',:: ,,,,,,,,,,,,,,,,,,,,,,,,

Preview
Results

;
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Excel to Word Steps

Spencer Cox

* Now create the text for ;’ij;j‘,ﬁljg"lﬁ? 84629
your document. |

. | t M F ld t You have been selected to receive a new television,
nser erge Ields a based on your Zip code 84629. If you send us a

a ppropriate places. prepaid gift card for handling fees of $100, we will
ship it immediately to your address in Fairview, UT.

* Click the Preview Results
bUttOﬂ to verify the data iS Congratulations. We hope to hear from you soon.

being inserted correctly.

Fake Prize Company

: 123 Scammer Ave
* Make corrections as ABC Anywhere, BogusCountry

needed. o Y VneTe RAstRtaunt

Results

1T
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Excel to Word Steps —

e |<fl_<]|1”|[>[>| D
Preview @ Find Recipient Finish &
e Save the merge file Results | [ Check for Errors ;MEFDE v
. . . Preview Results L] Edit Individual Documents...
* Click Finish & Merge s T e
* Select Edit Individual 50 Send Email Messaacs.
DOCU ments Merge to New Document ? X F

* In the next dialog box, [Verge records
click OKto merge allthe | ©ua

records into a O current record

new/separate Word

document 0K Cancel

() From: Td:




Let’s Do This!

* Open XL5-Merge (in Word) to practice

* Thisisintended to be used with the XL5-EpxImp Spreadsheet which
provides the data to be merged into the document

 Both files need to be in the same folder

* Practice the last steps in Word
* Edit the Recipient List (if desired)

* Use the merge letter (if desire, add a field or custom text)
* Finish and Merge All

TTTTTTTTTTTTTTT
NNNNNNNNNNNNNNNNN



| Insert Function ? *

Functions

arch for a function:

e Excel “functions” can do
much more than add an

subtract
X N fx s

Or select a category: | Recommended e

Select a function:

_

SUMIFS
SUMPRODUCT
SUMSQ
SUMKZMYZ2

SUMX2PY2

* If you explore a bit, you may I'—‘summumuen,numuﬂz,...}
Adds all the numbers in a range of cells.

find “functions” you can use
In your formulas

° Microsoft provides Web ‘éHeln on this function ‘ oK S
pages to help with using
each function




Summary

* What have you learned that will be useful?
* What could we have done without?

* Please send me an email with suggestions/comments about this
course:

read@gilgenart.com

HAPPY THANKSGIVING
MERRY CHRISTMAS

TTTTT
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mailto:read@gilgenart.com

Next Time... That’s All!
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