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Excel Basics (Final Video)

Excel Basics 1 
· Excel is used to create and analyze data organized into rows and columns.  In this video we will look at the basics of Excel 2013. At the top of the screen is a list of the tasks that can be completed in Excel.  This is called the menu.  When you click an item on the menu, additional functions appear related to that menu item.  That list is called the ribbon.  (click through each menu item and point out the items on its ribbon)
· We will start with a blank worksheet which is the term used in Excel to describe the grid of rows and columns that you see here.
· Show sheet tabs, delete and rename tabs
· Explain rows and columns and how they are named
Excel Basics 2 
· In the next several videos we will be creating a grading worksheet.  I will begin by entering the title of the worksheet in cell A1.  Enter title (Title Text)and column headings in A2 (Last Name) and B2 (First Name)
· Change column width and row height 
· Change alignment – both vertical and horizontal
Excel Basics 3 
· Enter Exam1, Exam 2, Exam 3, Word Assignment, Excel Assignment, and PowerPoint Assignment
· Talk about column overflow, undo, and word-wrap

Entering Numbers (Final Video)

Entering Numbers 
· I have added two additional columns, one for Average and one for Weighted Average.  We will talk about the differences between these two items in a future video.  For now I am going to enter the actual data for each student. 
· Enter Marie Smith and all her grades 
· Enter 7 more Exam 1 scores
· Enter labels in A14-A16
· Talk about (but do not actually do it) computing highest, lowest, and average as well as the average and weighed average for all students (75% for exams and 25% for assignments)

Entering Functions (Final Video)

Entering Functions 
· Now we will look at how we will compute the lowest, highest, and average score for Exam1.
· First note left alignment for text and right alignment for numbers
· Compute the average, highest and lowest score for Exam 1 using appropriate functions from upper left
· Explain why functions are used instead of just typing in the actual numbers
· Point out the value is in the cell and the function shows at top of worksheet

Entering Formulas (Final Video)

Entering Formulas 1 
· Now we will look at how we will compute the average and the weighted average for the first student, Marie Smith
· Compute the average for Marie Smith using the average function as before
· Compute the weighted average: =(C4+D4+E4)/3 * 75% + (F4+G4+H4)/3 *25%
· Compare weighted average with average
· Explain the use of the parenthesis
Entering Formulas 2 
· Now we will show you how these averages are affected when we change some of the numbers for Marie Smith.
· Change the numbers for Marie Smith to see the effect on each
· Exam 3 from 100 to 0 and then change back
· Excel Assignment from 95 to 0

Copying Cells (Final Video)

Copying Cells 1 
· Before starting add in the rest of the grades
· I previously added names and grades for the rest of the students to the worksheet.  
· Review previous computations of average and weighted average and highest, lowest and average score
· We now need to compute these same numbers for the rest of the students.  However, we do not have to type in these formulas for each student. We can simply copy the formulas we already have for Marie Smith into the appropriate cells for the other students.  First we will copy the average and then the weighted average.
· Copy computations
· I4 to I5-I11 using fill handle
· Show effect and explain relative addressing
· J4 to J5-J11 using fill handle
· Show effect and explain relative addressing
Copying Cells 2 
· I am now going to copy the highest, lowest, and average score in column C into columns D, E, F, G, H, I, and J all at one time.
· Copy C14:C16 to D14:J16 all at once using fill handle
· Show effect and explain relative addressing
· We now have all the numbers computed and displayed in the worksheet.  When the average and weighted average were computed, the number of decimal places displayed varies depending on the computed value.  In order to create a standardized look to the worksheet, I am going to format all the numbers with one decimal place.
·  Highlight all numbers and increase decimal by 1, then by 1 again and then decrease by 1 leaving numbers formatted with one decimal place.

Formatting Text - Part I (Final Video)

Formatting Text 1-1 
· Before starting, set up Sheet 1 with the text “student grade report” both in cell C3 and cell C5
· Now that we have entered all the numbers in our worksheet, let’s make some changes to make it look nicer.
· Format cell A1
· Change title to “Student Grade Report”
· Change font to Century Gothic and size to 18
· Merge and Center in cells A1-J1
· Change fill color to green and boldface
Formatting Text 1-2 
· I would like to illustrate the difference between Merge and Center and Center.  Let’s click over to Sheet2 where I have already entered the title Student Grade Report twice, once in C3 and once in C5.
· Discuss Center vs. Merge and Center
· Go to Sheet 2 
· Center C3 and show what happens if you type something in either B3 or D3
· Merge and Center C5 across C5-F5
· So to summarize, Center centers within one cell and Merge and Center centers within several cells after they are merged together.

Formatting Text - Part 2 (Final Video)

Formatting Text 2-1 
· Before starting, set up Sheet 1 with the text “Changing Font Color” in cell C5, “Changing Fill Color” in cell C7, and “Changing Both” in cell C9.
· Now let’s add some additional formatting to the Student Grade Report worksheet.
· Boldface rows titles and column titles (highlight non-adjacent ranges to do so)
· Italicize A14-A16
· Center column titles
· Add border
· A1- thick box border
· Row 13 - top border
· Row 13 - thick bottom border
Formatting Text 2-2 
· I would now like to discuss the difference between changing the font color and the fill color in a cell.  Let’s click over to Sheet1 where I have already entered some data into three of the cells.
· Show the difference between font color and fill color
· Go to Sheet1
· Change font color in C5
· Change Fill color in C7
· Change both in C9; first both to red and then red font and white fill
· As you can see, you have a variety of options when changing the color of cells in a worksheet.  It is best, however, to avoid using too much color in a worksheet.  We use color to make something stand out, but if you use too much color, nothing is going to stand out.  Instead it is going to just look busy and confusing to the reader’s eye.

Formatting Numbers (Final Video)

Formatting Numbers 1
· We have already seen how to increase or decrease the number of decimal places displayed for a number.  Now let’s look at some other ways to format numbers. One common format used in Excel is Currency.  This is used when we are formatting numbers that represent dollars and cents.
· Insert a new sheet and enter 12.458, 56.9 and 200 in column A
· Highlight the numbers and click the $ on the tool bar 
· Talk about rounding (12.46)
· Increase column A and show what a fixed dollar sigh looks like
· Enter the same numbers in column D
· Highlight the numbers and format by choosing number on the tool bar and then currency with two decimal places
· Increase column D and show how a floating $ differs from a fixed $
Formatting Numbers 2
· Now let’s look at how to format a number as a percentage.
· Enter .0931 in F1
· Click percentage button, then increase decimal and decrease decimal

Saving and Printing (Final Video)

Saving and Printing 
· Now we will discuss how to save a worksheet and print a worksheet. I have already saved this worksheet under the default name Book1.xlsx.  xlsx is the extension that Excel automatically appends to a filename. Book1 is not a very descriptive name so it might be a good idea for me to save this file again under a better name. 
· Click File and explain Save vs. Save As.
· Save worksheet under the name Grade Report (use Save As since worksheet is already named Book1) and show effect in title bar
· If I want to print he worksheet, I click File and then choose Print.  Here you have several options. 
· Change default (portrait) to landscape
· Go to Page Setup and click the gridlines checkbox
· Click Print for a hard copy

Creating and Formatting a Column Chart (Final Video)

Creating a Column Chart 
· In Excel, it is very easy to create charts based on the data in a worksheet.  A chart represents data graphically and is often easier to understand than a table of numbers.  For example, we will create a column chart showing the weighted averages of each student.  The column chart format displays related data side by side for easy comparison.  The first thing that you need to do is to select the data to be charted.  In this case, I will select the student last names and their corresponding weighted averages.  Remember, to select non-adjacent ranges, select the first range, in this case A4-A11, hold down the control key, and select the second range, in this case, J4-J11.  Now select Insert and in the Charts group, mouse over the different icons until you see the one called Insert Column Chart. Click the small arrow to the right of the icon and select 3-D Clustered Column and the chart appears on the worksheet.
Formatting a Column Chart 1 
· Now that I have created the chart, I will format it. First I will select the chart and drag it to the right of the work sheet. Click inside the chart and drag to the right.  This way the chart does not obscure any of the data in the worksheet.
· Show Chart Tools on menu; then deselect and select again
· Go over Add Chart Element, Quick Layout, Change Colors, Style
· Select Design – click the drop down arrow and show the different designs in live preview
· Choose Style 5
Formatting a Column Chart 2 
· Change chart title to “Student Average Report”
· Add an x-axis label and change “Student Last Name”
· Add a y-axis label and change “Weighted Average”
· Change font color of chart title and x-axis title and undo
· Resize chart – make bigger and then smaller and explain grid line change from 10 to 20

Creating and Formatting a Pie Chart (Final Video)

Creating a Pie Chart 
· Before starting, set up Pie Chart Example sheet (Car Sales Data)
· Now we will create another chart, this time a pie chart.  A pie chart shows the relationship of each part to a whole.  Our grade report worksheet does not contain the type of data that is best represented on a pie chart.  So I have created data on another worksheet and named it Pie Chart Example.  I’ll switch to that worksheet by clicking the sheet tab in the lower part of the screen named Pie Chart Example and you can see the data. This worksheet shows car sales data for 3 months and is broken down into the types of cars that were sold, Honda, Toyota, Subaru, and Ford.  Now let’s create a pie chart showing the total sales of each car type compared to the total sales of all cars.  Again, I have to first choose the data to be charted.  In this case, I will select the car names in cells A3-A6 and while holding the control key down, I will select the total sales in cells E3-E6. Now select Insert and in the Charts group mouse over the different icons until you see the one called Insert Pie or Doughnut Chart. Click the small arrow to the right of the icon and select 2-D Pie and the chart appears on the worksheet.
Formatting a Pie Chart 
· Now that I have created the chart, I will format it. First I will select the chart and drag it to the right of the work sheet. Click inside the chart and drag to the right.  This way the chart does not obscure any of the data in the worksheet.
· Select Quick Layout – click the drop down arrow and show the different layouts in live preview
· Choose Layout 6
· Select Design – click the drop down arrow and show the different designs in live preview
· Choose Style 6
· Change chart title to “Car Sales
· Drag percentages to show leader lines one at a time
· Bold percentages all at once and bold legend
· Go over percentages and what they mean

Relative and Absolute Addressing (Final Video)

Relative and Absolute Addressing 
· Continue to use the Car Sales Data worksheet
· As you can see, this pie chart shows the percentage of sales for each car type as compared to the total sales of all car types. These percentages are shown on the chart but are not computed in the worksheet.  I would like to show you how to actually compute those percentages and at the same time illustrate an important concept called absolute addressing. First I’ll move the chart down a bit to give us some room to enter the percentages.
· F1 – enter “Percentage of Total Sales” and word-wrap
· F3 – enter =E3/E8 and copy to F4-F8
· Show it doesn’t work and explain why
· Discuss how we want the second number (E8) to remain constant during the copy.
· To do so, make E8 absolute ($E$8) 
· Copy again to F4-F8 and go over why this time it works
· Delete F7 and change column F to percentage format and compare to Chart percentages

Tips and Tricks (Final Video)

Tips and Tricks 1 
· Before starting, have the Tips and Tricks worksheet displayed.
· I would now like to show you some tips and tricks that you might find useful as you use Excel.  
· =SUM vs. just adding with a + sign
· Row 1: 5 7 9 32 and Row 2: 5 7 9 32
· E1: =SUM(A1:D1) and E2: A2+B2+C2+D2
· First way is better ; show by adding a column and then placing numbers in that column
· F1 includes the new number but F2 does not
Tips and Tricks 2 
· Clear Command
· Start with Maria Rynn in cell K3 (yellow background; red font color; size 14; font Lucida Handwriting)
· Clear Contents and then type and undo
· Clear Formats and undo
· Clear all and type in Maria Rynn
Tips and Tricks 3 
· Highlighting a range vs. a row
· Row 9: $12.35  $18.50  $208.00
· Highlight these 3 cells and change the background color to yellow  and then undo
· Click on row 9 and change the background color to yellow  and undo
· Emphasize that clicking on a number selects the entire row and clicking on a letter selects the entire column
· Generating a series
· A17: 1 you get all 1s
· A18: 1 and B18: 2 you get 1 2 3 4 5 6
· A19: January you get January February March
· A20: January and B20: January you get January January January January
· A21: 1 and B21: 3 you get 1 3 5 7 9
· A22:1st you get 2nd 3rd 4th 
[bookmark: _GoBack]Tips and Tricks 4 
· Using =SUM inappropriately
· H2 - =SUM(A2:E2) best way to sum numbers; use the SUM function with a range
· G2 - =A2+B2+C2+D2+E2 – using your own formula with the plus sign will work but will not produce the correct sum if a row or column is inserted
· F2 - =SUM(A2+B2+C2+D2+E2) – inappropriate to use =SUM if you are already using the plus sign in a formula.
· G4 - =E4-D4 – using a formula to subtract
· F4 - =SUM(E4-D4) – inappropriate to use =SUM since you are subtracting
· Bottom line – do not start a formula with =SUM.
