Excel for Beginners III

Some Review

Naming cells for functions OR charts

B1:B12  cell b1 through cell  b12

B1:B12, B15 cell b1 through cell  b12 plus cell b15

B1:C2 indicates cells within this range, this would be four cells total

- You can select a range of cells by using click and shift-click

- You can select a range of cells that are not adjacent by using click and CTRL-click
A few more things
SUM vs COUNT 
sum adds numbers in cells




count how many cells in a given range have numbers in them




counta how many cells in a given range have numbers OR words 



in them




[note: a zero in a cell is not the same as an empty cell]

- conditional formatting - Excel can format cells based on what is in them

- split vs. freeze
keep some data still while you work with other data

Charts & Graphs - the quick and easy way

1. Select data to be charted/graphed

2. Go to the Insert Menu and select Chart OR click this button [image: image1.png]i |



 OR press F11

3. choose the type of chart that best fits your data. Excel WILL let you make a bad chart, so be careful.

4. You can format using the wizard OR select parts of the chart and use CTRL-1

Printing

- You have only a few printing options. 

- Options: print selection, print entire workbook, print active sheets

- Print Preview is your friend.

- Remember to pick Portrait or Landscape in the File menu under Page Setup

