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Excel

Review of basic functionalities
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Computer Configurations

e Students are encouraged to bring their own laptop
computers for the Excel Exercises. In that case, for the
correct usage of the Excel formulas, the computers must
have MS Office 365 installed with the following

configuration:
— Excel must be installed in English:

— Menu “File / Options / Language™:

.................................

A' b set the Office L anguage Preferences

Cancel
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Computer Configurations (cont)

e “International Settings” computer configuration:

M Home

Find a setting

Time & Language

Date & time

e & Region

A&F  Language

L Speech

Region
Region
Country or region

Portugal e

Windows and apps might use your country or region to give you
local content.

Regional format
Current format: Portuguese (Portugal)
Portuguese (Portugal) o

Windows formats dates and times based on your language and
regional preferences.
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Concepts

Spreadsheet

e Electronic equivalent to the spreadsheets used in accounting

maps for analysis
o Allows the organization of data in tables (rows and columns)
e Each cell on the table contains either a data element or a formula

e The formulas perform calculations and/or use functions based on

data from other cells
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Spreadsheet

Example problem: We want to analyse a table showing the monthly
cost of groceries, with a total per month and per item.

1
2
3
4
3
]
7
Lv]

A B C D E F G
CUSTOS Janeiro Fevereiro Margo Dezembro Total
Agacar 4,00 15,00 8,00 26,00 14,00 71,00
Arroz 12,00 20,00 15,00 24,00 21,00 92,00
Farinha 14,00 5,00 12,00 #5700 26700 > 65,00
17,00 24,00 10000 12,00 35,00 98,00
Ovos 27,00 25,00 131p0 23,00 21,00 109,00
Total Mensal 74,00 93,00 58,00 93,00 117,00
Totals
Totals per per row
column

The power of spreadsheets is that, by changing any cell, the
content of its dependents are immediately changed.
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Workbook

To organize in a single file the various costs (Ex: Grocery,
Communications, Energy), Excel allows storing in a single file, a set
of worksheets: Workbook - Set of Worksheets (spreadsheets)

A B C D

1 CUSTOS Janeiro Fevereiro Margo

2 Aglicar 4,00 19,00 8,00 26,00
3 Arroz 12,00 20,00 15,00 24,00
4 |Farinha 14,00 5,00 12,00 8,00
< . 17,00 24,00 10,00 12,00
& |Ovos 27,00 25,00 13,00 23,00
7 Total Mensal 74,00 93,00 58,00 93,00
B

Mk M| Mercearias

Comunicacies Energia o

Readv

« Switching between the sheets is done in the tabs at the bottom of the book.

« The worksheets can be renamed by right clicking on the tab.

 To change the order of a worksheet, simply drag it with the mouse to the new position.
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Absolute and relative cell references

Excel cells can contain formulas. The formulas use data from other
cells, so they refer to address (row / column) of data :

These formulas
A B C D E .
1  Artigo |Pre¢o Base|% Desconto| Taxa IVA |Prego Ti}tEl|| / use relatlve
2 |Artigo A 581 10% 21% 632,71 =B2*(1-C2)*(1+D2) references
3 |Artigo B 272 5% 21% 312,66 =B3*(1-C3)*(1+D3)
4 ArtigoC 768 10% 21% 836,35 =B4*(1-C4)*(1+D4)
5 Artigo D 945 15% 21% 971,93 =B5*%(1-C5)*(1+D5)
6 ArtigoE 150 5% 21% 172,43 =B6*(1-C6)*(1+D6)

To add a new article ("Artigo F"), you can copy the formula from
one of the existing lines. Excel automaticaly modifies the
corresponding addresses:

A B C D E

1 Artigo |Pre;& Basel% Descnnto|Taxa IVA Preg}n}tal|

2 Artigo A 581 10% 21% 632,71 =B2*(1-C2)*(1+D2)
3 Artigo B 272 5% 21% 312,66 =B3*(1-C3)*(1+D3)
4 Artigo C 768 10% 21% 836,35 =B4*(1-C4)*(1+D4)
5 |Artigo D 945 15% 21% 971,93 =B5%(1-C5)*(1+D5)
6 Artigo E 150 5% 21% 172,43 =B6*(1-C6)*(1+D6)
7 |Artigo F 345 25% 21% 313,09 =B7*(1-C7)*(1+D7)
2l
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Absolute and relative cell references

If we want to isolate the rate of VAT (IVA) to be the same for all
products, we would have:

By preceding the cell
address with the dollar sign

A B C D

1 Taxa de IVA:|21% | ("$"), the reference
2 becomes absolute
3

4 Artigo |Prego Base | % Descuntﬂ| Preco Total |

5 Artigo A 581 10% 632,71 =B5*(1-C5)*(1

6 Artigo B 272 5% 312,66 =B6%(1-C6)*(1+SC51)

7 Artigo C 768 10% 836,35 =B7*(1-C7)*(1+5C51)

8 Artigo D 945 15% 971,93 =B8*(1-C8)*(1+5C51)

9 ArtigoE 150 5% 172,43 =B9*(1-C9)*{1+5C51)

10 Artigo F 345 25% 313,09 =B10*(1-C10)*(1+3C51)

« In absolute references, Excel keeps the address unchanged when copying a
formula from one cell to another, i.e. fixes the address of the cell.

* You can fix
* Only the row: C$1
* Only the column: $C1
« The row and the column: $C$1
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Formatting cells

Suppose we want to view data in Excel for better presentation and
understanding. For example, to format values like "EURO":

Formatting
zone

Izﬁﬂ\ IH ) - _l =

=

Home Insert Page Layout Formulas Data Review View
== ¥ Cut T=lll=
J do Cu Calibri 11 - | A AT ==||®¥| | SWrapText General -
_lgcnpy ....... — — — [ S — [
o f Format Painter ‘B I U~ A~ |E = E||EE DAMergeaceer - | |E8- 5 9 (|53 5% I-E
Clipboard F] Font F Alignment Mumber 7,'3
B2 \ £ | =B1
A B C D E F G H I
1 Sem formatagdo 62,143
2 Formato Euro (2 casas decimais) 62,143

2

Clicking the arrow, opens the
formatting menu
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Formatting options

B 7 U~-E~d A= = === E Merge & Center - || |E8 - oy 4 |[%8 ;00| Conditional Format
(B 7 u-|E-[&- A B [ [l | Commtions rarmet ™
Font IFi Alignment L Mumber P Styles
Q fe| =81 Format Cells i
B c Number |Aligr1ment | Font | Border | Fill | Protection
62,143
; decimai I 62 143' Category:
s decimais) —n General - | Sample
Murnber 63 14¢€
Curren '
Accounting ; \ -
Date Decimal places: |2 =
Time Symbol:
Percentage B EI
Fraction MNegative numbers:
Scientific 1.234 10 € n
Text 1.234,10 €
Spedal -1.234,10 €
Custom -1.234,10 €

Currency formats are used for general monetary values, Use Accounting formats to align dedmal
points in a column.

[ Ok ][ Canicel ]

A E
& Attention! 1 Number not formated 62,14286
formatting # rounding !!! 2 |Same number with Euro format = 62,14 €

>
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Formatting Tables

We want to format a table with data. Excel has a pre-set of table
formats that can be used immediately.

E.g.: Data table unformatted:

A B C D E F G H

1 CUSTOS laneiro Fevereiro Margo ... Dezembro Total Anual

2 Acgucar 4,00 15,00 3,00 26,00 14,00 71,00

3 Arroz 12,00 20,00 15,00 24,00 21,00 92,00

4 Farinha 14,00 5,00 12,00 8,00 26,00 65,00

S 17,00 24,00 10,00 12,00 35,00 98,00

B Owos 27,00 25,00 13,00 23,00 21,00 109,00

7 Total Mensal 74,00 93,00 58,00 93,00 117,00

8
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Formatting Tables

choose a format

Access the menu option and

= AutoSum T

A

i@_:ﬂx

@] Fill -
P I i-ﬂ ﬂﬂ| Conditional Cell Insert Delete Format Sort & Find &
Formatting = as Table = Styles - - - - <2 Clear = Filter = Select ~
mber £ Light
K gy gppr—— | p— p—— —— | — p——
- ——— " —————}§— — — — —| - — ———— —— — —|

m

[ »
P Py _ _ _
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Formatting Tables - Result

Arroz 15,00 24,00

17,00 10,00 12,00
Total Mensal 74,00 93,00 58,00 93,00 117,00

ca '*-J|ﬂ'||l.ﬂ|-l‘-‘i|i.-'-1

3
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Conditional Formatting

We want to highlight cells that have a cost over € 20.00

A B C E F G

1 CUSTOS Janeiro Fevereiro Marco Dezembro Total Anual
2 Agucar 4 778 42,54 6,45 41,08 5,60 103,45
3 Arroz 31,01 10,44 3r73 49,37 31,68 160,23
4 Farinha 34,99 32,87 23,78 40,84 16,76 149,24
3 |... 39,04 6,50 22,34 41,61 19,85 129,34
& Ovos \ 39,41 10,01 40,02 5,70 7,00 102,14
7 Total Mensal 4\ 152,23 102,36 130,32 178,60 80,89

Q

Select the cells to
format
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MNumber =

G &0 .00

|"‘]_l§ ~ % % |0 .o
Mumber P
H |

|F & & W T

Conditional Formatting - Result

]
: 2R
Conditional | Format

2

Cell

Formatting =/ as Table = Styles =

—=|
=

H

B

ed <

i L

b

Data Bars

Color Scales

Icon Sets

Mew Rule...

Clear Rules

Manage Rules...

Top/Bottom Rules

Highlight Cells Rules »

Cem Fx [FY | T Autosum-
- @] Fill -
Insert Delete Format

= - - 2 Clear >

I 4" Editing

T—= _
5 Greater Than...

i i

<] Less Than...

jj Between...

=i I Equal To...

___IQ’J Text that Contains...

—

—_% A Date Occurring...

Choose
option

In the next window,
enter the reference
value and the format

=1
=4| Duplicate Values... to stress
More Rules...
Greater Than

Format cells that are GREATER THAN:

20 .5

[ 2 el

with  Light Red Fill with Dark Red Text |+ |

[ Ok, ][ Cancel ]
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Conditional Formatting - Result

A B C D E F G H

1 CUSTOS Janeiro Fevereiro Margo Dezembro Total Anual

2 Agucar 7,78 42,54 6,45 41,08 5,60 103,45

3 Arroz 31,01 10,44 37,73 49,37 31,68 160,23

4 |Farinha 34,99 32,87 23,78 40,84 16,76 149,24

5 ... 39,04 6,50 22,34 41,61 19,85 129,34

6 Ovos 39,41 10,01 40,02 5,70 7,00 102,14

7 Total Mensal 152,23 102,36 130,32 178,60 80,89

8
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We want to

Formatting Print

print the grade report in the following format:

7~ N\

Pauta da Cadeira de XPTO 23072010
Nome. Nota Trabalho | Nota Exame | Nota Final| Nota a B\gar
[Adrian Woodson 119 12,70 1238 12
[Anna Mccall 100 53 REP REP
Besatrice Fitzzerald 173 72, REP REF
ill Giiver 171 33 REP REP
Charles Bynum 176 47 REP REP
Cheryl T. Anderson 163 177 17,14 17
Cinderella Godwin 104 55 REP REP
Dale Bennatt JEX: i3 1403 id
Dale Lemay 13,0 15,4 1504 15
Dorothy Peterman 167 133 1aE 15
Ebony Aznew 11,1 11,7, 1146 11
Edith Ross 121 75 ReP REP
Elizabeth Sullivan 175 68 REP REP
Elviz Duncan 186 3,1 REP REP
Emily Hernandez 121 138 1332 14
Evelyn Jargensen 87 28 936 REP
Fred Rica 85 40 REP REP
Georze Williams. 177 88 1236 12
Georgie Talomantez 198 140, 1352 14
Harry Cox 182 11,1, 1334 14
Herman Howell 188 78 REP REP
Hilda Christensen 88 20 REP REP
irma Wernar Y3 136 116 12
1ames Sanders 81 83, 858 REF
Jamie Miller 133 13 REP REP
12y F. Bowman 134 43 REP REP
[i2rry Sthilzire 172 135 1438 15
1chn Galloway 18,1 30 1254 13
John Smith 146 59 REP REP
loseph Davis 176 16,1 167 17
I = rits Barnes 55 16,4 138 14
Kenneth Haley 152 41 REP REF
Kimbery Tumer 87 93 936 REP
Kristi Smith 163 153 157 16
Kristina Walter 85 35 918 REF
Lilia Fick 1.2 62 REP REP
Lisa Doan 18,2] 1416 13
Maria Brown 18,8 1652 17
Maria Doe 85 1032 11
Marianz |. Pinkerton 14,8 1364 14
Mary Seibert 18,9 1526 15
Matthew Pierce 10,2 12 12
Michzel Bacon 15,0 1544 15
Michael Johnson 15,0: 1276 13
Michsel Lares REP REP
Nancy Gay 1284 13
Patriciz Avery 1374 13
Fiafael Fleener . 1632 17
Raymond Saldivar y 4 538 N0 1072 1
Docente: Pag 1de2
—

ISEG Information Technology Team

— 29.07-2010

Docente:

Pég.1de2
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Formatting Print

Use the "Page Setup" on "Header / Footer" buttons "Custom Header" and

"Custom Footer" to create headers and footers.

The remaining options allow several configurations for printing

Page Setup

Page | Margins || Header/Footer | | Sheet

oIl

Pauta da Cadeira de XPTO

Header:
Pauta da Cadeira de ¥FTO; 29-07-2010

Custom Header ... | | Custom Footer...
Footer:
Docente: ; Pag. 1de ?
‘ Oocente:

29-07-2010

[=]

=]

Pag. lde2
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