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Introduction to Excel Interface
Entering and Managing Data
Formatting Cells and Data

Basic Formulas and Functions
Managing Worksheets

Sorting, Ranking, and Organizing Data
Creating Charts and Visualizations

Practical Examples



List of Topics

Introduction to Excel layout, terminology, and interface

Practical Examples: a small business payroll and a mortgage payment schedule
* Entering and editing data (hnumbers, text, dates, etc.)

e Using AutoFill

e Short cuts: Undo (CTRL-Z), Redo (CTRL-Y), Copy (CTRL-C), Cut (CTRL-X), Paste (CTRL-V)
* Relative vs. absolute reference (e.g., D7 <--> SDS7), (CTRL-T)

* Basic arithmetic: +, -, *, /

* Functions: SUM, LOOKUP, PMT, IPMT

* Inserting and formatting columns and rows, formatting data, ranking, sorting

* Freezing and unfreezing panes

* Creating charts/plots

e Page setup, set print area, printing (CTRL-P)



Reinventing the Wheel?
Search “Excel for Beginners” on YouTube

Excel for Beginners - The Complete Course
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Practical Examples

Small Business Payroll

Entering and editing data (hnumbers, text, dates, etc.)

Using AutoFill

Short cuts: Undo (CTRL-Z), Redo (CTRL-Y), Copy (CTRL-C), Cut (CTRL-X), Paste (CTRL-V)
Relative vs. absolute reference (e.g., D7 <--> SDS7), (CTRL-T)

Basic arithmetic: +, -, *, /

Functions: SUM, LOOKUP

Inserting and formatting columns and rows, formatting data, ranking, sorting

Page setup, set print area, printing (CTRL-P)

. Mortgage Payment Schedule

PMT(Rate,Nper,PV,FV,Type): Monthly mortgage payment Q
IPMT(Rate,per,Nper,PV,FV,Type): Interest payment for a given period 66'0
Freezing and unfreezing panes (0(\
Creating charts/plots ‘e‘
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Apple Users Classes
Friday, November 7 | 9:45-11:15 AM | Mac OS Numbers
Monday, November 10| 9:45- 11:15 AM | iPad iMovie

3rd Floor Lakes Conference Room

Mac OS Numbers Class

This hands-on class covers the basics of Apple Numbers,
including data entry, formatting, simple calculations and
creating charts. You don't need to be a math whiz to
attend! Please note, this class is only for Mac OS
desktop or laptop users.



