Excel for Beginners IV
SOME REVIEW

Charts

- remember to select the headings and data but not the totals when you make a chart. If you just get series1, series2, series3 in your legend you may have forgotten to select the headings.

- you can use the chart button or just go to the Insert menu and select Chart

- a chart can go on its own page or on the same page as your worksheet

- You can right click on a chart and format Chart Type, Source Data, Chart Options and Location. Make sure you know what is behind them.

Worksheets

- remember how to select adjacent cells: click & drag or click & shift-click. 

- shift and CTRL-click for selecting non-adjacent cells

- remember conditional formatting? remember how to print?

FUNCTIONS

Sort of a meta-function, Autofilter. Click in your heading row and go to Data>Filter>AutoFilter
Three ways to get to functions 

1) the function wizard button [image: image1.png]E3



 

2) the Insert menu & select Function

3) SHIFT + F3

FOR MORE INFORMATION

http://www.meadinkent.co.uk/excel.htm


good simple list of Excel functions and descriptions

http://www.contextures.com/functions.html


big downloadable list of Excel functions and features

http://office.microsoft.com/en-us/templates/


this is where you get some templates [search Google for "excel templates" for more]

http://lacher.com/toc.htm


some advanced Excel examples [search Google for "excel tutorial" for more]

http://www.ozgrid.com/Excel/AutoFilters.htm

more on autofilters
don't forget drop-in time Tuesdays 2:30-5 [except Oct 25 & 27]


