Excel 2003 Level 2

Excel 2003 Level 2 Table of Contents

1 An Overview of Formulas and Functions............c.cceceueeeeiiieniiiiciec e, 6
1.1 Examples of Simple Functions and Formulas .............cccooiiiiiiiicee 6
1.2 Insert Function Dialogue BOX........ccccoiiiiiiiiiiiiiiiiiiese e e e e e e e e 7

2 Using Common Text and Numeric Functions ...........cccoeeveeviieiniiiniieeniieeee 9
2.1 USING AULOSUM ... e e e e e e e e e e e e e e e e e 9

211 /=Y { T T U RRRRTRPINE 9

212 MENOA 2 ...t 10
2.2 USING AULOAVEIAQE ... .ottt e e e e e e e e e s 12
2.3  Counting NUMErC ENrES .......cooiiiiiiiiie e 13
24 Counting TeXt ENrES. ....cooiiiiiiiiiee e 14
2.5 USING COUN ..o 16
2.6 UsSING SUDLOTAL ... 19
2.7 USING EXCEIHEIP oo e e e e e e e e e e e 21
2.8  Manipulating Text ENtries..........oii i 24

3 Referencing Cells, Sheets and Workbooks...........ccccuveeviierciiieiiieiieeieeeee, 29
3.1 Relative Cell AddreSSINg ........uuviiiiiiiiiiiiiie e e e erreee e e e e 29
3.2  ADSOlUte REFErENCES ... 29
3.3 Referencing Between Worksheets..........ooooviiiiiiii e, 34
3.4 Referencing Between WOorkboOoKS..........cooovvviiiiiiiiii e, 40

4 Working With Conditions.........c.ceeeiierciieeiiieeiieeeiee et 45
4.1 The [f Statement......c...oeieiieeeee e 45
A 1= (=Y I | SRRSO 48
4.3 Conditional FOrmatting ..........coooiiiiiiiiii e 52

5 Naming Cell Ranges and Miscellaneous Functions ...........cccocccveeeciveenieeennennne. 57
5.1  Defining and Using @ Range Name ...........ccoooiiiiiiie i 57
5.2  Creating Multiple Range Names Simultaneously ............cccccccoviiiiiee e, 61
5.3  FOrmula AUAItING ..eeeeiei e 63
5.4  The VIOOKUP FUNCLON .......uuiiiiiiiiiiiiiiiiii et 68
55  AUtOFIIter ReVISItEd .......ccooe i 72

Copyright © 2007 Shaw Computer Systems Page 4 of 128



Table of Contents

Table of Contents (Continued)

6 An Overview Of Charting ..........cccoevvieeiiiieniie ettt 75
6.1  Data Sources for an Excel Chart...........cccviiivie i 75
L B/ o 1oL o) O g T o £ 76
6.3 Recommended Procedure to Produce a Meaningful Chart ................ccvvvvenees 77
6.4  About Our First Chart............oueeiiiiiiiiiiiieeeeeee s 77
6.5 Creating @ 3-D Pie Chart ... 78
6.6 Modifying @ Pie Chart ... 84
6.7 EXPloding @ Pi€ SHCE .....c.eeiiiiiee e 89
6.8 Adding Values and Labels to a Pie Chart............cccovviivieiiiiiceee e, 90
6.9 Adding Additional Objects to A Chart...........cccooeeiiii e 93
6.10 Deleting a Chart from a Worksheet ...........oovveeiiiiiiiiii e, 94
6.11 Creating @ 3-D Column Chart ...........cooiiiiiiiiii e 94
6.12 Selecting Data for a Column Chart...........coueeiiiiiiii e 94
6.13 Modifying @ Column Chart .............uiiiiiiii e 101

6.13.1  Adjusting the Titles .....ccoeeiieee e 101
6.14 Changing the Scale of the Chart ..., 106
6.15 Creating an Excel Chart with One Keystroke ...........cccccvvveeiiiicciiiieeee e 108

7 Data Management FEAtUIESs .........cccocuiiieiiiiiiieiiie ettt eeivee e evaee e 111
7.1 Fre@zing Panes..... .ot 111
7.2 SPlitting @ WINAOW ... 112
7.3 Using @ WatCh WINAOW...........uuuiiiiiiiiiiiiiiiiiieeeeeeeeeeeee e 114

7.3.1 Creating a Watch WindOW ... 115
7.3.2 Docking @ Watch WINAOW .........cooiiiiiiiiie e 118

7.4  USING the Data FOIM..........uuiiiiiiiiiiiieieeeeeeeeeeeeee et e e e e 119
7.4.1 Adding New Data...........ooooiiiiiiii e 119
7.4.2 Finding Data in a Database..........ccccooioiiiiiiieeeee e 120
7.4.3 Deleting Data Using @ FOrM ........coooiiiiiiieee e 122

7.5 SortiNg Data......coooieieec e e e e 123
7.5.1 Sorting by a Single Column.........c.cooiiiiiii e 123
7.5.2  Sorting on Multiple COlUMNS ..........uuiiiiiiii e 124

8 AdAeNdUIM......ccevviiiieieeee e 126

Page 5 of 128



