Excel 2
Table of Contents

I =3 I e = G0 ] NI =1 N TP T TSR 1
WHAT’S NEW IN EXCEL 20167....ccciiiiiiiiiiiii ettt ettt ettt e s sbbbra e e e e s sbbbaane s 3
LESSON 1 — FORMULAS AND FUNCTIONS ... .uutiiiiiiiiiiiiiiiiiee e e sitbtrie e s e e s s esibares s e s s ssssasbsessesssssiannes 4
1.1 RELATIVE REFERENGCES ......cvtiiiitiiieietiie e s ettt e e ettt e s s eatee s s satee s s sabae s s sbaeesssbbaesssnraessssneneean 5
1.2 ABSOLUTE REFERENCES ......vvtiiiitiiiiiitteee s ettie e s ettt e s s ebte e s s ssbee s s ssbaesssbeeesssbbassssnrasssssneneeas 6
1.3 MIXED REFERENGCES ....uvviiiittiieiiteieesittee e s ssteeesetee s s sbaessssstasssssbassssbaesssssbasssssresesssreneeas 7
1.4 COPYING FORMULAS......cociitiieeettie sttt e e sttt e s ettt e st e s s st e e s sabae s s sbaeeessbbaesssaraeessrbeeeean 9
1.5 MIN, MAX, COUNT AND AVERAGE FUNCTIONS ......ccuttiiiiiie et 10
1.6 THE INSERT FUNCTION BUTTON L..utiiiiiiiiiiiiiiiiii ettt ssibbree e s e s e sibbbea s e e s s sannes 12
LESSON 2 — MODIFYING WORKBOOKS.......uttiiiiiiiiiiiiriiieieesssiiittiesseessssissbsessessssssssssessesssssssnnns 16
2.1  ADDING AND DELETING WORKSHEETS ..ccieeiiiiittiiiieeesesitttiie e e s s e siibraie e e e s s ssssbvsneeeaes s 17
2.2 COPYING WORKSHEETS ....ccuttiiiieeiiiiitiiiteeessesisbtaseseesssssasbbatessssssssbsassssesssssbrsseeesssins 19
2.3 RENAMING WORKSHEETS ...utttiiiieeiiiiittiiiie e st esistteteseessssasbsstssssssssssssssssssssssssssssssssssins 20
2.4 REPOSITIONING WORKSHEETS ...ieeiiiitttiiiieeeseiitttiteeeessssasttstsessssssssbsassesesssssssssesssssins 22
2.5  GROUPING WORKSHEETS .. .utttiiiieeiiiiitiieieeessisiistsesessssssiasbrssessssssissssssessessssssssssssssssnns 23
2.6  CHANGING WORKSHEET TAB COLORS.....ccciitiitiiiiiieeeiiiiiriiiee e e ssiibrniessessssssrssesesesnns 24
2.7 USING 3-D FORMULAS & REFERENCES .....uuiiiiiiiiiitiiiieee e iiiitniees e e s sssissnesseessssssssseses 26
LESSON 3 —WORKING WITH TABLES .....oiiitttiiiii ettt siittbe s sibbbas s e s e s s sabbresseessssnanns 28
3.1 CREATING A TABLE toitiiiiiiiiitiiit ettt sttt e e e s s st b e e e s e s s s bbb e a e e e e e s s bbb aaeeeeeanan 29
3.2 ENTER DATA INTO A TABLE ...ttt ettt ettt e s s sbbbae s s e s s eabbaaee s 31
3.3 DELETING ROWS AND COLUMNS ....tttviiiieeiiiiititiiie e e s s sitbtri e e e e s s ssbbraaeeeessssssraneseessias 33
3.4 FORMATTING A TABLE .....iiccuttiiiie ettt e e bttt e e e s s st et e e s e s s s bbb et e e e e s s ssbbbaaeeeeeeias 34
3.5  TOTALING DATA IN ATABLE ..ooiiiiiiiciiiii e esit bttt e e e sttt e e e s st baa e s e e s s s sabbbaaeeeeeeaan 37
3.6 SORTING DATA IN A TABLE....tttiiiiiiiiitiiii e e e e est bttt e e e e s s sttt at e e e s s s s sbbbaa e e e e s s ssabbbareeeeeeias 38
3.7  SORTING MULTIPLE COLUMNS ....cotiittttiiiiee e eiittiet e e e e s s sitbtat e e e e s s s ibbaaa e s e e s s s sabbraaeeeeesaas 40
3.8  FILTERING DATA USING AUTOFILTER ...tiiiiiiiiiitiiiiie ettt sitbrree e sbbrane e e 43
3.9 CREATING CUSTOM FILTERS . ..ciiiiiiiiiitiii e e eiitbtri e e s e sttt e s s s s sbbbaa e e e e s s sabbbaaeeeeeaaan 45
LESSON 4 — WORKING WITH CHARTS.....ciiitttiiiei ettt sseitttee s e s s esibbbas e s e s s s siabbresseessssnnens 51
o R O = N N[ 08 - = LSS 52
4.2 IMIOVING A CHART .ttt ettt ettt e e e s s e e e e e e s s e bbb b e e e e e s s esabraaeee s 54
I 1] VA | 3 N O 2 1 = & RO 55
4.4  CHANGING THE LAYOUT AND STYLE ...uuttiiiieee ittt e ettt e e e e eivtaee e s e s s s esaannsene s 57
45  LABELING CHART ELEMENTS ..uvtiiiieiiiiiitiiiiieee s e sittiteeeeeesssibteeeeeesssssssneessessssnsssesessas 60
46  FORMATTING CHART TEXT ciiiitiiiiieeiieiitiiiiieeeeesitttte s e e e s s s sibbeteeeesssssbbaasasesssssssreaeseas 65
4.7 FORMATTING CHART ELEMENTS oiiiiiiiititiiie ettt ettt e e e e s s eeataae e s e e s s esanraaee s 69
4.8  CHANGING THE CHART TYPE .uuttiiiiei ittt ie e e e ettt et e e e s s ettt e e e e s s s ssabbaae e s e s s s ssaaaaaeeeas 75
49  SHOWING OR HIDING GRIDLINES ....ccotiiittiiiieee e e sttt e e e e e s s eirtetre e e s s s ssabaaeeasessssssasaaeneas 79
410 CUSTOMIZING AXES .ovvtiiieiiiiiiiiiiiiee e et seiiittee e e e s s s sibbaets e e e e s ssbbaatessesssssbbbaasseessssissees 81
411 CREATING A PIE CHART oottt ettt sttt e e s s s ssabbbb e e e e e e s e eanees 86
412 CHANGING A CHART’S SOURCE DATA ...ttt eiains 89
413 MOVING A CHART TO A DIFFERENT WORKSHEET ....cccuvviiiiiei it siibinie e 91
414 SAVING A CHART TEMPLATE ...utttiiiieeiiiiittiit e e e e s esitbteie e e e e s ssibbatessesssssababasssesssssnsnes 93
415 FILTERING CHART DATA L. ittt ababae s 96
416 USING SPARKLINES . ...cieeiieiitttttieeeesiseiseteeseesssssstressesssssssbaetsesssssssssrsssessssssssrsrseess 98
4.17 CUSTOMIZING SPARKLINES . ... .ttieiieeeiiiiitttrieeeesssisseeteseesssssssssessssssssssssessessssssines 100
LESSON 5 — FINANCIAL & LOGICAL FUNCTIONS .....vvtiiiiieieseiiitiie e e eeittret e e e e s e sssvaeaneee s 102
5.1 USING THE IF FUNCTION ..ottt ettt ettt e e ee e e eeeeeeeenaees 103
5.2 USING NESTED FUNCTIONS ....ciiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeseeeeessesssesseeeseesseesseseseeerene 104
5.3 USING THE PMT FUNCTION L.uttiiiiiiiiiiiiiiiii ettt e e sbbbaae s s e saaaaaea s 106
5.4 USING THE FV FUNCTION ...uuttiiiiiii ittt ettt e e st e s s sbbbaae s e e e s saaaaaeae s 110
5.5 USING AUTOCALCULATE ..uttttiite e ettt e e s e sttt s e e e s s sabb et e s s s s s s sbbbaae s e e e s s saabaaeee s 113

Excel 2016 — Level 2 1


smithc1
Typewritten Text
Excel 2


LESSON 6 — DATE AND TIME FUNCTIONS ....uttiiiiiiiii ittt ettt sibbbna e e 115

6.1 UNDERSTANDING DATE/TIME FUNCTIONS....cciiiitiieeiittii e et e sttee s srves e s ssaaaessvaee s 116
6.2  ADDING ADATE AND A DATE INTERVAL ...vviieiitiie ettt e e s evee e sveee e 119
6.3 SUBTRACTING DATES ...uteiiiittiie ettt e ettt e et e ettt e e s ertee e s e e s saaeeesenaenessnbeneean 121
6.4  CALCULATING TIME INTERVALS .....coiiiitiiieiireiee s etie e e ettt e e sestee e s sbee e s ssaeeesssnveeessnraeee s 123
Y] 0] =5 125

© 2015, State College of Florida, Manatee-Sarasota

All rights reserved. No part of this publication may be
reproduced, stored in a retrieval system, or transmitted in any
form or by any means, electronic, mechanical, photocopying,
recording or otherwise without the prior written consent of

State College of Florida
Updated: May 2017

State College of Florida 2





