Using Formulas in Excel 2013 -

R Basm Formulas

In 'F:hIS exercuse you wnll build formulas using text, numeric data, and cell references.
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Open the practice file 2017 _ourprr and save your document as
project 4-1 Tormulas,

1n cell F3, type =SURAC

Select cells #173:13% and type ).

Drag F3%s AusoFill handle down to reuse its formula in F4:F13.

Select 35 and use the AutoSum > Sum command over the range B3:B13.
Drag B15%s AutoFill handle to C15.

Select cell ©217% and press Orrl+LD 10 copy.

Select 1717 and ptess Cir

Select 1% and click Ao,

3 and add the formula =

BITA(ATALY,

11, Click 24,

12, Type =. Click cell #1%. Type /. Click cell #7273, Press e,

13. Save and close your document,

Project

i 4-2: Range Names

in this exercise you'll create named ranges for ease of use.
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Open the project file 4-2-source and save it as project_4-2_range_names,
Press Cisl+A and change the fill color to Me Fill.
Select 33:33.

Click Voemelas > Define Mame and name the range AsiridS:ies. Note that Astrid-
g

Sales appears in the Name Box.

“Select 2:3:813 and name the range JanjunSales.

Do the same for C3:C13 (JulDecSales) a_nd D3:D13 (ﬁuiuawﬂe&)

Open the Name Manager. Double click the Astrid entry and add a comment ( “fabel

aot Included™),
Close the Name Manager.

Save and close your document.

Y, then edit D17 formula to =574 {13 0013,




Worldng with Charts

Rl

Tempozaniy rerpove mdnqduaj elements from a chart’s data series with the
‘0ol -

/ 'ﬂle _command'to switch a chart from Bubble Chart to Clastered Bar is__

o

A sparkline displays positive values above a dividing line and negative values
below it.

9. Create a spatldine w1thout opening the Ribbon by selecting a data range and clicking
€ R button

Chart,

10. A smgle_ graph Wir,h both line and column plots is caﬂed a

% Creaimg a Sampﬂe Chaﬂ:

In this exercise you, WI” create @ sampie chart in a new worksheet.

f. Open Excel and create a new blank worlsheet.
2. Save your document as m‘ﬁject ’"-1 @impiﬁm&?%‘na,:‘fs:.
o InAl, type Darz, In Bl type ¢
4, Popﬁlate_A_Z:_AQ with the da_tes D

ey 1.8,

5. Populate B2:B9 with the data seties &, 4, 4, 9, 4,2, 6.,

6. Apply the Heading 2 cell style to A1:B1.

7. Select A1:B9. Click the Quick Asnalysis button, then select Chares = Line,
8

Save and close your document.

Project 5-2: Chart Eiements

In this exercise you'll begin to customize the content and presentation of your chart,

1. Open the document 5-2-source and save it as project_5-2_elements.
2. Click on the chart’s Chare Blements button,
3. Deselect Gricllines, Select Awis Tiiles » Primary Yervical (not Horizontal).
4. Select the chart’s title (Calls), the double click it to edit the text. Type Diails v Sales
Calls,
5. Similatly edit the vertical axis title to Only compleied calls are counted,
6. Click the Chay Styles burton and select’ Seyle 2.
7 ___Under Cha}ﬁ .Sayées > Cnim, select iﬂ@im (omnue)
3. Press Cirl+W to close the document. When promptcd save your work.




Lesson 6

Cnmple’se ;he i’o!lowmg sentencss by wntmg the corract word oF worcis in the blanks orovided,

1An Ascendmg Sort of the series (3, 5, 1,8, 2 2; 0, 4) pzoduces the series

- Tc enable th' chie/ Show Detad commands you must
: ' m for some. subset of €h€ data .

S,

_data in your

__view.

Magem ﬁ 1 Flltermg Lasts

In thls exercnse you'il f:lter and surt data :n a list.

I, _Open the pracnce ﬁie stage mnlungs and save a copy called project 6-1_filvers.
2. Select ceﬂ Aland chck Dmam > hite;

3. H1d,e column B, '
4

Select the filier dropdown arrow for column C, and choose Mumber filters > Top 10,
In the Top 10 Autoﬁlter dialog box, click O,

Click the colurun A flter dropdown and select Sori 7. 1o A,

L¥13

Save and close your document.

n ag pmj ecft__G_—Z__._so:_f'_t;infg..



Working with Data

+, Click

8. Add aievel SorL by &

Thls scut usgs state gopulatlon asa tlebleaker When two states have the same number
“of repiesentanves '

9. '_Savg yotir W_Q_rl_{ and close all open files.

”m;l@*? B3 Extractmg Recards
I th:s axercuse ym.l'll extrac’t A handful of records mee*tlng speclflc numenc ariteria.

1. Open the exeruse ﬁle 6-3-source and save your document as
pEoject (3 3 eﬂmrimg -

2. Clear the {ilter/sort se{tmgs for the worksheet.
3. Add the heamng Residents). Hep to column E and AutoFir the column’s width.
4, InE2 add a fotmula that dwldes the state’s population by its representative count.
5. Format E2 asa Number, comma style, with no decimal spaces. Use AutoFill to apply
the B2 formula/ formattmg to the whole column.
Note that District of Columbia shows a “divide by zero” error in this field.
6. Copy AS:D5 1o [7:M7.
7. Type »5000000 in K8 and <G0OG00 in MS,
8. Click anywhere in the main dataset and select {Jata > Save & Filver - Advaacad.
9. Select Copy +o Anviher Location, use 17:148 for the Criteria range, and Copy to:
112, Click O,
Excel automatically uses the main dataset, A1:E52, as the List Range,

10. Save and close your document.

Hrojent b-4: Subtotals ard Groups

In this exercise you will sort, filter, and add subtotals to a datzbase,

1. Open the exercise file 6-4-souvrce and save your document as project G-4 _subiotals,
2. Sort the dataset by Popudarion, smallest £ largest,

3. Click the &rate dropdown, and filter the list so only District of Columbia is displayed.
Delete its row.

4. Clear the filter/sort info, then sort the dataset by Rank.
Add column K heachng Quintile,

. Qulnn_i_c sunply_me_a_n_s “fifth”: the bottom or 5th quintile is the 1/5 of the dataset
with the lowest population.

Fill 2:F11 with the number 5, F12:F21 with 4, F22:F31 with 3, and so forth.
Click in the main dataset, and select Data > Subtotal.
At each change in Quintile, use function Average, add subtotal to Residents/Rep,
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AutoFit column F's width.

10. Save and close your document.




