In-class MS-Excel Exercises

Cell Formatting:


· Format types:

· General: any type of data (numers right just, text left just)

· Currency

· Date

· Percentage

· Fonts and colors

· Fill down, fill right, fill series (on Edit menu)

Fill down and fill right simply copy values form one cell to a range of cells

Fill series will increment values as they copy (useful for sequential numbers or dates)

Cell Ranges:
A1:C1 includes A1, B1, and C1



A1:C2 includes A1, A2, B1, B2, C1, and C2

· Named cell ranges: [Insert] ( [Name]

Operators:
Calculation operators in formulas

Operators specify the type of calculation that you want to perform on the elements of a formula. Microsoft Excel includes four different types of calculation operators: arithmetic, comparison, text, and reference. 

Arithmetic operators perform basic mathematical operations such as addition, subtraction, or multiplication; combine numbers; and produce numeric results.

Arithmetic operator:


+ (plus sign)
Addition
3+3

- (minus sign)
Subtraction

Negation
3–1

–1

* (asterisk)
Multiplication
3*3

/ (forward slash)
Division
3/3

% (percent sign)
Percent
20%

^ (caret)
Exponentiation
3^2 (the same as 3*3)

Comparison operators compare two values and then produce the logical value TRUE or FALSE. Comparison operator: 

= (equal sign)
Equal to
A1=B1

> (greater than sign)
Greater than
A1>B1

< (less than sign)
Less than
A1<B1

>= (greater than or equal to sign)
Greater than or equal to
A1>=B1

<= (less than or equal to sign)
Less than or equal to
A1<=B1

<> (not equal to sign)
Not equal to
A1<>B1

·

Concatenation: The text operator "&" combines one or more text values to produce a single piece of text.

& (ampersand)
Connects, or concatenates, two values to produce one continuous text value
"North" & "wind" produce "Northwind"

·
Reference operators combine ranges of cells for calculations.

Reference operator


: (colon)
Range operator, which produces one reference to all the cells between two references, including the two references
B5:B15

, (comma)
Union operator, which combines multiple references into one reference 
SUM(B5:B15,D5:D15)

(single space)
Intersection operator, which produces one reference to cells common to two references
SUM(B5:B15 A7:D7)
// in this example, cell B7 is common to both ranges.

Logical operators:
=AND(TRUE, FALSE) ( FALSE




=AND(B4>=1, B4<=100) ( range checking for values




=OR(B4>=1, B4<=100) ( what’s the dif?




If the value in B4=300 which AND/OR will be TRUE above? (ans: OR)




=NOT (AND(B4>=1, B4<=100))  ( what does this say in English?




The value in B4 is NOT between 1 and 100 inclusive.

Formulas:


· Operator precedence:

: (colon), (comma)  (single space)
Reference operators

–
Negation (as in –1)

%
Percent

^
Exponentiation

* and /
Multiplication and division

+ and – 
Addition and subtraction

&
Connects two strings of text (concatenation)

=  <  >  <=  >=  <>
Comparison

· Sum all cells in the range: A1 to C1

=A1+B1+C1

=SUM(A1:C1)

· Sum all cells in range: A1 to C2

=A1+B1+C1+A2+B2+C2

=Sum(A1:C2)

=Sum(A1:C1) + Sum(A2:B2)

· Take average in cell range: A1 to C1

=(A1+B1+C1)/3
(why isn’t the following correct: =A1 + B1 + C1 / 3

= Sum(A1:C1)/3

=Sum(A1:C1)/Count(A1:C1)

=Average(A1:C1)

Decision logic (IF):


=IF(B4>=2, TRUE, FALSE) ( if B4=2, TRUE


To put text like “GREG”, you must use a lookup cell.
Vertical lookup: Searches for a value in the leftmost column of a table, and then returns a value in the same row from a column you specify in the table. Use VLOOKUP instead of HLOOKUP when your comparison values are located in a column to the left of the data you want to find.

VLOOKUP(lookup_value,table_array,col_index_num,range_lookup)

Lookup_value   is the value to be found in the first column of the array. Lookup_value can be a value, a reference, or a text string.

Table_array   is the table of information in which data is looked up. Use a reference to a range or a range name, such as Database or List.

If range_lookup is TRUE, the values in the first column of table_array must be placed in ascending order: ..., -2, -1, 0, 1, 2, ..., A-Z, FALSE, TRUE; otherwise VLOOKUP may not give the correct value. If range_lookup is FALSE, table_array does not need to be sorted.

you can put the values in ascending order by choosing the Sort command from the Data menu and selecting Ascending..The values in the first column of table_array can be text, numbers, or logical values.

Uppercase and lowercase text are equivalent.

Col_index_num   is the column number in table_array from which the matching value must be returned. A col_index_num of 1 returns the value in the first column in table_array; a col_index_num of 2 returns the value in the second column in table_array, and so on. If col_index_num is less than 1, VLOOKUP returns the #VALUE! error value; if col_index_num is greater than the number of columns in table_array, VLOOKUP returns the #REF! error value.

Range_lookup   is a logical value that specifies whether you want VLOOKUP to find an exact match or an approximate match. If TRUE or omitted, an approximate match is returned. In other words, if an exact match is not found, the next largest value that is less than lookup_value is returned. If FALSE, VLOOKUP will find an exact match. If one is not found, the error value #N/A is returned.

Remarks

· If VLOOKUP can't find lookup_value, and range_lookup is TRUE, it uses the largest value that is less than or equal to lookup_value.

· If lookup_value is smaller than the smallest value in the first column of table_array, VLOOKUP returns the #N/A error value.

· If VLOOKUP can't find lookup_value, and range_lookup is FALSE, VLOOKUP returns the #N/A value.

Ex: Grade lookup

A
B
C
D
E

1
Student
Grade1
Grade2
Grade3
Letter Grade
2
Bob
60
70
60
D

3

4
------ Grade Lookup Table ------

5
0
F


6
60
D

7
70
C

8
80
B

9
90
A

=VLOOKUP(AVERAGE(A1:C1),A5:B9,2)





Lookup value	:AVERAGE(A1:C1)


Table array		:A5:B9


Column # to return: 2





Helpful Hints





Sort table array in ascending order


Keep value range to check on left


Keep value to return on right








