Excel for Beginners II
Some Review

CTRL-1 (format cells)

CTRL-A (select all)

CTRL-S (save)

CTRL-Z (undo)

F1 (help)

NUM LOCK (turn on keypad)

"Format Cells" lets us change: color, font size, alignment, border, and number type

You can move the cells to fit your data, or tell Excel to automatically make the cells the right width and height.

VTC in Randolph Center is a GREAT place to get books on technical/computer topics.

Working with Functions

Functions ALWAYS start with an equals sign. Excel knows basic math symbols.
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Four function parts

1. name - how do we find the function?

2. purpose - what is the function supposed to do?

3. requirements - what does the function need in order to work?

4. outcome - what is the result of the function?

Some basic functions

= AVERAGE

= SUM(B6:B8,B10:B11) [similar to =B6+B7+B8+B10+B11 but simpler]

= COUNT

= COUNTA

Functions in Action 

(checkbook example)

