Busn 214 Week 1
Download four workbooks:
http://flightline.highline.edu/mgirvin/AllClasses/214_2007/Content/Week01/Week01.htm
No test on Friday
Full list of videos:
http://www.youtube.com/view_play_list?p=D8EEA7196D943ED5

Videos to watch:
Highline Excel Class 01: Back To Basics (13 minutes)
http://www.youtube.com/watch?v=Wq7p4uoj4Vo

Highline Excel Class 02: Excel Formulas & Excel Functions (28 minutes)
http://www.youtube.com/watch?v=O3bcbpBxOaY&feature=channel

Highline Excel Class 03: Names, Cell References, Formula Inputs (34 minutes)
http://www.youtube.com/watch?v=BU3c5Y8pinw

Highline Excel Class 04: Style & Number Format & ROUND (16 minutes)
http://www.youtube.com/watch?v=I6YLnLTPaK4

Highline Excel Class 05: Charts, Page Setup, Data Analysis (27 minutes)
http://www.youtube.com/watch?v=vqJg7fi4LL0



Topics:
1) [bookmark: _GoBack]Go through syllabus, signup for YouTube

2) What are the two (or three) things that you use Excel for?
i. Data Analysis, like adding by sales rep with the SUMIF function or a PivotTable
ii. Calculations, like a formula to calculate payroll
iii. Storing raw data (databases are usually better for this, but in the working world, many people use Excel for this

3) What is Number Format?
i. It is a formatting that sits on top of a number and can look very different than the number.
ii. Example 1: the number 10 can be in a cell, but if you format it to “SHOW”” 2 decimals, you will “SEE” 2 zeroes showing on the surface of the spreadsheet but the 2 zeroes will not actually be in the cell
iii. Example 2: If you type 3/29/2010 into a cell, the DATE Number format shows us 3/29/2010, but the number 40266

4) Give an example of date calculation and a time calculation in Excel.
i. If you use a formula to subtract end date from begin date you will get the days between the two dates. 
ii. I If you use a formula to subtract end time from begin time you will get a decimal number that represents the proportion of one 24 hour day. For example

5) What is a formula?
i. Anything in a cell that has an equal sign as the first character. The equal sign tells Excel that you are making a formula. Formulas can have cell references, operators (like * and /), functions (like SUM or AVERAGE), and many other formula elements.

6) What is a function?
i. A function is a formula element that has built-in code to perform tasks for you. For Example, the SUM function adds, the PMT function can calculate a monthly loan payment, the SUMIF function can add with one condition, and the LEFT function can extract a given number of characters from the left of a text string (like a first name).

7) Name four types of cell references.
i. Relative
ii. Absolute
iii. Mixed with Column Absolute (locked)
iv. Mixed with Row Absolute (locked)

8) Name four Data Analysis features in Excel.
i. Sort
ii. Filter
iii. Text To Columns
iv. PivotTables
v. Advanced Filter
vi. SubTotals
vii. Formulas that do data analysis like SUMIF and LEFT

9) What is the difference between the COUNTIF and SUMIF functions?
i. COUNTIF counts given a condition or criterion (like count sales by Joe)
ii. SUMTIF add given a condition or criterion (like add all sales by Joe)



10) When entering dates in Excel, what does Excel really put in the cell under the Number formatting?
i. A serial number like 1 for Jan 1, 1900 or 40266 for 3/29/2010

11) When entering times in Excel, what does Excel really put in the cell under the Number formatting?
i. A decimal number between 0 and 1 9not including 0 or 1) that represents the proportion of one 24 hour day. For example, 8/24 = 1/3 = .333333. When 1/3 is formatted with Time Number format, 8:00 AM will show up.

12) When do you use the ROUND function?
i. You are required to round to a certain position like with money where you are required to round to the penny or hundredths position.
ii. You are multiplying or dividing numbers with decimals.
iii. You will use the formula result in a subsequent formula calculation.
iv. When all three of these things are true, you must sue the ROUND function or you may get the wrong answer.

13) Charts

14) Assumption Tables Formula Input Areas
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image1.emf
Formula  E lements   Here is a list of the different sorts of things that we can put into formulas:     1)   Equal  s ign (starts all formulas)   2)   Cell  R eferences (also:  N ames, sheet referen ces, workbook references)   3)   Math operators   (plus, subtract, multiply, etc.   4)   Numbers (If the number will not change, like 12 months,  24 hours )   5)   Built - in  Functions ( AVERAGE,  SUM,  COUNTIF, DOLLAR,  PMT, etc.)   6)   Comparative operators (>, <, etc.)   7)   Join Symbol,  Ampersa nd, “ & ”   (Shift + 7)   8)   Text that is in quotes (ex: “For The Month Ended”)   9)   Arrays (example:  {1,2,3})  


image2.emf
Math Operators

 ( ) represents Parentheses

 ^ represents Exponents (powers and roots)

 * represents Multiplication

 /  represents Division

 + represents Addition

 – represents Subtraction


image3.emf
Comparative Operators

 > Greater Than

 >= Greater Than Or Equal To

 < Less Than

 <= Less Than Or Equal To

 = Equal To

 <> Not Equal To


image4.emf
Relative Cell References   Example: A1      No dollar signs      Moves relatively throughout copy action      “Relatively” means that if the formula is looking at a cell reference that is three cells to the left,  when y ou copy the formula to any other cell, the cell reference will still be looking three cells to  the left.   Absolute Cell References   Example: $A$1      Dollar signs before both:      Column reference  = A      Row reference  = 1      “Absolute” means that if the formula is looking   at a particular cell reference, when you copy the  formula to any other cell, the cell reference will still be looking at that particular cell reference.      If the Absolute Cell reference is $A$1, the formula will always look at cell A1. It is as if the  formu la is locked on the cell A1 throughout copy action      Locks cell reference when copying it horizontally  (side - to - side or across the columns)  and  vertically   ( up - and - down   or across the rows)   “Mixed Cell Reference with Row Locked”   Example: A$1      Dollar sign before   row  reference  only      Remains absolute or locked when copying  vertically ( up - and - down  or across the rows)      Remains relative when copying  horizontally (side - to - side or across the columns)   “Mixed Cell Reference with Column Locked”   Example: $A1      Dollar sign befor e   column    reference  only      Remains absolute or locked when copying  horizontally (side - to - side or across the columns)      Remains relative when copying  vertically ( up - and - down  or across the rows)   Keyboard shortcut F4 key: Toggles between the four types of cell re ferences     When creating formulas with cell references   that you will copy to other cells , ask two questions of every  cell reference in  your   formula   in order to figure out which of the four cell references you need :   Q1: What do you want  the Cell Reference   to   do when you copy it  across the columns or  horizontally ?   Should the Cell Reference move relatively ?    OR        Should the Cell Reference be locked or absolute?   Q2: What do you want it  to  do when you copy it vertically ?   Should the Cell Reference move relati vely?    OR        Should the Cell Reference be locked or absolute?     If your formula will never be copied to another cell, then you do not need to worry about which of the  four cell references you need. Cell References without any dollar signs will work just   fine. It is only when  we copy the formula that it matters what type of Cell Reference it is.  


