Excel Tips: Some tips on how to create a spreadsheet

OVERALL NOTES:

1) Excel has tutorials within the program you can use and you can find these when you open excel:
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Basics: doing math with Excel —— opm—
1 Addition (+)

You can Add, Subtract, Multiply, and Divide in Excel without using any built-in

2| |Subtraction (-)
functions. You just need to use some basic operators: +, -, * /. All formulas start

Multiplication (*)
with an equals (=) sign. Division (/)
Power (%)
o To Add, select cell F3, type =C3+C4, then press Enter
Change the numbers here, and You can ra
o To Subtract, select cell F4, type =C3-C4, then press Enter. watch the formula results power bby ;
automatically change. (%) symbol
Enter it wi
o To Multiply, select cell F5, type =C3*C4, then press Enter
a To Divide, select cell F6, type =C3/C4, then press Enter.
3 Start = Basics Intreduction to Functions AVERAGE = MIN & MAX Date & Time Jaining text and numbers IF statements | VLOOKUP | Conditional Functions ... (%)

2) There are lots of free tutorials online and videos on Youtube so if there is something you want to learn you can

google it@ For example: https://www.youtube.com/watch?v=XyvWSy8KkMs&list=PLFEeyzc1BStzieKwlLJijGQBFC-
ovfKrn

3) There are multiple ways of doing different things in Excel.
a. Below are some examples ways of doing different tasks.

b. You will likely find multiple different methods of doing things as you work in the software and access online
learning resources.
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How to find excel

If you have
Microsoft
Office you
probably have
Excel.

If you are
unsure, you
can search
your computer

Starting a document

When you
open Excel
you will get a
home screen
that shows
what kind of
documents
you can open
and options

X7 Bxcel
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spreadsheet

online free
O excel download
O excel to pdf

R excel drop-down list

A P excel




Open a blank workbook

Thisis what a
blank
workbook
looks like
before you
make any
changes

Save your workbook

File — save as —
insert file
name - save to
file
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See Video from Microsoft on the above steps: https://www.youtube.com/watch?v=ghzJeyO0ZMs
Video also talks about template options available

Add Text

Typein
information to
your
workbook...
you can
change the
type size and
format of text —
pick the
column and
row you want
to type into
and start

typing

AutoSave (@ off) B Qv =

File Home Insert Formulas
—
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Page Layout
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Clipboard K] Font [
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Child support| |

Add other headings to
outline your chart

Decide what
you want to
show in your
chart and how
it makes sense
to organizing it
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https://www.youtube.com/watch?v=qhzJeyO0ZMs

Resize Columns or
rows

You can select
your own size
for these or
have excel
resize —go to
top of column
and drag to
change size

A
1 |Child support
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B
Amount owing per month

2011
2012

C

Amount paid

2013 ]

Add data

Add the inputs
you want into
the rows and
columns —in
this example
we have
added $500
per month as
child support
owing for
2011, 2012
and 2013
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Make changes

Say you want
to make a
change to your
headings
because you
want to
organize the
information
differently —
click on the
cell you want
to change and
typeinthe
new heading

Clipboard 5

C1 M

A
1 |Child support

[ SRV (N

Font 5 Alignment ‘ Nun

X « fr | Amountowing peryearl

B C D

Amount owing per month peryear |

2011 $500
2012 $500
2013 $500

Input a complete the
calculation

Say you want
to calculate
the amount
owing per year
from the
information
you have
already
inputted... you
canadd a
formula

Clipboard 1

UM = x

A
1 |Child support

NG W e W e

Font Alignment Number

B = D E
Amount owing per month Amount owing per year

2011 $500|:(uz'12)|

2012 $500
2013 $500




Com plete the Aftel’ yOU have File m Insert Page Layout Formulas Data Review View Autor
CalCUlatIOI’\ Insel’ted the Ii_‘rj %’ Aptos Narrow 11 v AA General
formula you Paste po B I U- i &wA. el $% e
want hit the Clipboard 18 Fant = Al 5 Number
Tab key and 12 - 5
your formula
A B C D

will calculate

| Child support Amount owing per month Amount owing per year
| 2011 $500 $6,000
H 2012 $500
1 2013 $500
5
2
Change your formula For example if File Home  Insert Page Layout Formulas ~ Data  Review  View  Autor
ou realized \ _
y . D ‘x’ A A === oy
child support -~
for 2011 was ¢ B I U-|m-|&-aA ===c=x= B $ - % 9
Only payable Clipboard & Font Alignment Number
for 10 months | sum - X v fr =(B2*1Q)
(not 12) you
can change A B C
your formula 1 Child support Amount owing per month Amount owing per year
by typing in 2 2011 $500|=(B2*12)
the 3 2012 $500
. 4 2013 500
adjustment . s

Type in change to 10




File Home Insert Page Layout Formulas Data Review View Automa
D ’Xe A A == = & 2
T .
< B I U-|iH+ &+ A S=E===E $ % 9 %
Clipboard 5] Font Alignment Number
SUM - X v f || =(B2*10)
, A ‘ B C
1 |Child support Amount owing per month Amount owing per year
2011 $500|=(B2*10)
2012 $500
2013 $500

(=) AT, RS VO V)

Hit Tab key again and it will recalculate

File Home Insert Page Layout Formulas Data Review View Automate Help 4
fln:' EA Aptos Narrow 11 > AN == E'&V ?21 General v ﬁ
B~ -
Paste == = Conditio
B I U-« @ = = . O <0 .00
- - - = $ é 2 T 20 Formattir
Clipboard [ Font [ [ Number ]
D2 - Je
A B C D E

1 IChild support

1o v b win

Amount owing per month

2011
2012
2013

Amount owing per year

$5,000 1

$500
$500
$500




Add fo rmulaS to Other Re peat the File Home Insert Page Layout Formulas Data Review View Automate
cells same steps for &
other B - . ‘
ca lCUlatlonS Clipboard 5] Font Alignment Number
SUM o X v fr| =(B3*12)
A B C
1 |Child support Amount owing per month Amount owing per year
2 2011 $500 $5,000
3 2012| $500|=(B3*12)|
4 2013 $500
5
Once you have done Use the Sum File m Insert Page Layout Formulas Data Review View Automat:
that you can calculate functionin f)é
the total of all of the Excel... start . 2 E
child support owing by typing Clipboard & Font Alignment Number
=SUM into the | sum - X v fr | =suM(
cell you want
the total in . A 6 <
1 |Child support Amount owing per month Amount owing per year
2 2011 $500 $5,000
3 2012 $500 $6,000
1 2013 $500 $6,000
5 |Totalowing [=sum({
3 SUM(number1, [number2], ...
4
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Pick the totals you You can do X . — .
. .. A A = = = %
want this by writing 0 @~ - i
them in or < B I U |- - A = ===3=E B $ % 9
hlghllghtlng Clipboard 1] Font Alignment Number
the cells you c2 2 X « Jr | =suM(c2:C4
want totaled.
And then hit : & — —
1 | Child support Amount owing per month Amount owing per year
the tab key
2 2011 $500 $5,000
3 2012 $500 $6,000
4 2013 $500 $6,000
5 =sUM(c2:C4]
6 SUM(number1, [number?], ...)
7
YOU Wlll haVe the total File Home Insert Page Layout Formulas Data Review View Automate Help
of the sum of the three i é pposNarow <11 < A A E=EFe B [Genen -
years e g | BT U v EE==E=EE- 5% %8
Clipboard K] Font = Alignment = Number ]
D5 - S
A B C D
1 |Child support Amount owing per month Amount owing per year
2 2011 $500 $5,000
3 2012 $500 $6,000
4 2013 $500 $6,000
5 |Total owing $17,000 |
6
7
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Delete a row

Lets say you
don’t want to
include 2011
in your

calculations...

right click on
the row you
want deleted
and select
delete.. it will
delete your
row

A2 2 Je | 2011
AptosN 12~ A"A"$ v 9% 9E .
= . . . &0 .00 _
1 BT = &~ A 00 =0 3 per month
[
2
Search the menus
3
4 X cut
Z [® copy
7 E:"EI Paste Options:
8
s [O&E

Paste Spedial...
Insert

Delete

~

Clear Contents

QPR IOy (o) R ey

Check your numbers

If you have
inputted your
formula
correctly the
row will be
deleted and
your formula
will also be
updated to
reflect the
change

A
1 |Child support
2
3
4 Total owing

5
6
-

B C
Amount owing per month Amount owing per year
2012 $500 $6,000
2013 $500 $6,000
$12,000

NOTE: there are many different formulas you can use in your spreadsheet. For example:
https://www.simplilearn.com/tutorials/excel-tutorial/excel-formulas
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https://www.simplilearn.com/tutorials/excel-tutorial/excel-formulas

Add gridlines to your
chart

Select the
cells you want
to have a grid
and use the
boarder
function

File Home Insert

X

Aptos Narrow

Paste

B I U-~
Clipboard 1%

Al

A
Child support

Total owing

Sheet1 [0
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201

B outside Borders

[ 1hick Outside Borders

= Bottom Double Border

£ Thick Bottom Border

= Top and Bottom Border

B Top and Thick Bottom Border
Top and Double Bottom Border
Draw Borders

E#] Draw Border

B? Draw Border Grid

Pagelayout  Formulas  Data  Review  View  Automat
V2 AN E=Z B General
$-% 9 %
Number
i Battom Border
Top Border
[+ Left Border c
lount owing per year
| Right Border ]
No Border $6,000
$12,000
Al Borders
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Consider the format
you want to use for
your table

Go to format
dropdown
menu and
select the
format you
want ... the top
pictureisin
“general
format” and
the second
pictureisin
accounting
format.

&

Acrobat

-

=

5

| Form:

~  Tabl
Styles

AutoSave (@ off) D Jv = Book1 - Excel P Search
File Home Insert Page Layout Formulas Data Review View Automate Help
flj ?’ Aptos Narrow v YAA | == E v ) ‘ M
ests BIU-H-&-A-| =S===x B~ || () Genenal
e o specific format
123 N fic f
Clipboard 1§ Font [ Alignment [
1 2 Number
B7 < i
Currency
(e
A B dq -8
1 |Child support Amount owing per month Amount owing p = Accounting
2 2012 $500 ES)
3 2013 $500 "
4 [Totalowing E Short Date
5
6 E Long Date
7
8 .
9 @ ime
10
1" o Percentage
12 A)
13 Fracti
14 ']/2 raction
15
16 More Number Formats...
17
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Consider if the format Asyoucan see | file Home Insert Pagelayout  Formulas Data  Review View  Automate  Help
you have selected is from this ﬁ“] A | nptostarow  ~11 A A E=E®. @ | Acounting .
appropriate? example, Pt B . @ 0. A ===z, %9 B o
“ACCOU ntl ng” Clipboard ] Font (K] Alignment ] Number ]
might not be = = % | =e212)
the best
option for our A B c D
chart as it ; | ghlld support 501300 :moumowmgpermonlhsoo.oo :moum owmgpery(;faoroaoo
shows the 30§ 2,013.00 | $ 500.00 | $ 6,000.00
years ‘;l Total owing $ 12,000.00
represented in | -
$ values.

NOTE: you can look online to find out more about the different formats and which one you might want to use to display your
dates https://www.goskills.com/Excel/Resources/Excel-number-format

More Nurnber Farmats..

. ile jome nsert age Layoul ormulas ata eview iew utomate el crot
Use 2 formats in one Youcanuse2 | = === o memer d e e e o e
: O | st -1 <A A N &
chart formatsinone | @ TE — =N

- ¥ e 123 o specifc format
chart. For xtet s -
example, by 2 : £ | s0 12 Soo
selecting the . - d @B oo

Child support Amount owing per month Amount owingp — .
rows | want to T3 — [, Ao

2013 500
use . Total owing ﬁ 5':‘"‘““:
accounting for .
Long Date
| can apply | B e
that formatto | | O oo
only those : 0 Pocemess
3 .
rows. A "/2 F.::umn
5
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https://www.goskills.com/Excel/Resources/Excel-number-format

AutoSave (@ off Book1 - Excel £ Search

File Home Insert Page Layout Formulas Data Review View Automate H
E_T:l Lix" Aptos Narrow 11 CAA == E L ?53 Accounting e
By | | _ _ _ _ _
Pty (BIU-HY & A EEEEEE- $-% 9 BN
Clipboard ] Font K] Alignment ] Number ]
B7 - f
A B C D
1 Child support Amount owing per month Amount owing per year
2 2012| $ 500.00 | $ 6,000.00
3 2013 $ 500.00 | $ 6,000.00
4 |Total owing $ 12,000.00
5
6
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Autopopulate a pattern

| want to
calculate child
support from
2012 to0 2022...
Excel will pick
up the pattern
formme and |
don’t have to
type all of the
years out...

Pick the cells
with the start
of the pattern
(2012 and
2013 in this
case) and drag
the bottom
right corner to
the designed
end of your
pattern.

—

b4

Paste =
B I U L L & W A W —
=4 v~ H 2 =

Clipboard Y Font I~
A2 = ki 2012
A B
1 | Child support Amount owing per month
2 2012| %
3 2013| $
4 a
5
6
7
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Clipboard ] Font [ Alignm

12 - fr | 2012

A B
1 |Child support Amount owing per month

2 2012| % 500.00
3 2013| $ 500.00
4 2014
3 2015
5 2016
7 2017
3 2018
) 2019
0 2020
]
2

3

4

5

2021
2022
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Autopopulate the Same You Want to L..HpUUdFU TST FOTT TT HIIgHI’II&HL TT TNUTTTDET
data insert that e . fe | =sum(c2:c3)
$500 per
month of child A B c
support was 1 Child support Amount owing per month Amount owing per year
. 2 2012| $ 500.00 | $ 6,000.00
owing for all of
th 2012 3 2013| $ 500.00 | $ 6,000.00
eyears 4| 2014] 3 500.00 | $ 12,000.00
0 2022... 5 2015/ § 500.00
6 2016 $ 500.00
Youcandothe | 7 2017 s 500.00
same thing 8 2018| $ 500.00
(clickthecells | 2 2019/ s 500.00
you want to 10 2020 $ 500.00
copy and drag 11 2021| $ 500.00
12 2022| $ 500.00
down the cells = =

to the bottom
of the areayou
want them
copied)
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Clear formatting of a
cell

Now that you
are calculating
from 2012 to
2022 you don’t
want the
calculation to
stay in Cell
C4...You can
clear the
formula by
using the clear
all function for
the cell you
have
highlighted (in
this case the
calculation of
the sum of
support owing
for 2012 and
2013.

Data Review View Automate
=P 8 Accounting v
==== /-  $-%9 (%A

Alignment [F] Number [F]

= (o]
Amount owing per year
500.00 | § 6,000.00
500.00 | $ 6,000.00
500.00 | $ 12,000.00
500.00 |
500.00
500.00
500.00

Help Acrobat

= B
Conditional Formatas Cell
Formatting ~ Table ~  Styles ~

Styles
E F G

HEHinsert ~
& Delete ~
fi] Format ~

Cells

A

7Y

Sort & Find &
€~ | Fiter - Select ~

& Clear All
% Clear Formats

Clear Contents

Clear Hyperfinks

U Commen

B &

Add-ins | Ana
Dz
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Repeat a formula

To use the
same formula
and inputs for
all of the years
after 2013 you
can select the
formula you
want to copy
and drag it
down to the
cells you want
it copied in

cs s Jv | =(B8*12)

A B C
1 | Child support Amount owing per month Amount owing per year
2 2012\ $ 500.00 | $ 6,000.00
B} 2013| $ 500.00 [ $ 6,000.00
4 2014 $ 500.00 | $ 6,000.00
5 2015\ $ 500.00 | $ 6,000.00
6 2016\ $ 500.00 | $ 6,000.00
7 2017\ $ 500.00 [ $ 6,000.00
8 | 2018 $ 500.00 | $ 6,000.00
9 2019| $ 500.00 | $ 6,000.00
10 2020\ $ 500.00 | $ 6,000.00
11 2021\ $ 500.00 [ $ 6,000.00
12 2022\ $ 500.00 | $ 6,000.00
13 $ -
14
15
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Spell check your
document

Go to review
tab and pick
spell check
function

File Home Insert Page Layout Formulas Data Review View
abc D /(D () 1 T |
v EE 123 b dax
Spelling Thesaurus Workbook Check Smart Translate New
Statistics Accessibility v | Lookup Comment
Proofing Accessibility Insights Language Changes
c8 o I =(B8*12)
A B C
1 |Child support Amount owing per month Amount owing per year
2 2012 3 500.00 | $ 6,(
2 201121 ¢ cnannn | ¢ ar

Text Wrapping

Insert text and
format soitis
allin one cell

Before text wrapping:
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A B C

1 Child support Amount owing per month Amount owing per year

2 2012| $ 500.00 | $ 6,000.00
3 2013| $ 500.00 | $ 6,000.00
4 2014| $ 500.00 | $ 6,000.00
5 2015/ % 500.00 | $ 6,000.00
6 2016| $ 500.00 | $ 6,000.00
7 2017\ % 500.00 | $ 6,000.00
8 2018| $ 500.00 | $ 6,000.00
< 2019 $ 500.00 | $ 6,000.00
10 2020 $ 500.00 | $ 6,000.00
11 2021 % 500.00 | $ 6,000.00
12 2022\ $ 500.00 | $ 6,000.00
13 |Total support owing by Ms. A to Ms.BTorcmldx| $ -

14

1=

Click on the text wrapping box and it will make all of the text in Cell A13:
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File Home Insert

Page Layout Formulas

flj ‘x’ Aptos Narrow

@~

~

Clipboard Y

13 -

Paste
B I U+-HSVAY | =
6 = —

v11 v AT A

Data Review |
==~
= = = = 3= v
Alignment Y

Font =

Je | Total support owing by Ms. A to Ms. B for ¢

I =

A B C
Child support Amount owing per month Amount owing p
2012| $ 500.00 | $
2013| $ 500.00 | $
2014/ $ 500.00 | $
2015 $ 500.00 | $
2016| $ 500.00 | $
2017| $ 500.00 | $
2018| $ 500.00 | $
2019| $ 500.00 | $
2020| $ 500.00 | $
2021 $ 500.00 | $
2022\ $ 500.00 | $
Total support owing by Ms. A
to Ms. B for child X $

(e
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Recalculate the total
owing for the additional
years

Use the sum
function to
add up cells.
You can enter
=SUM(C2:C12
)

E[rj E\X’ Aptos Narrow 11 > A A = EE’P/‘V ?E} Accounting
paste BIU-.H-¢-A. | === B $-% 9
Clipboard [N Font [ Alignment [ Number
c13 - Jr || =suM(c2:c12)
A B C
1 Child support Amount owing per month |Amount owing peryear
2 2012 $ 500.00 | $ 6,000.00
3 2013| $ 500.00 | $ 6,000.00
4 2014 $ 500.00 | $ 6,000.00
5 2015| $ 500.00 | $ 6,000.00
6 2016/ $ 500.00 | $ 6,000.00
7 2017| $ 500.00 | $ 6,000.00
8 2018| $ 500.00 | $ 6,000.00
9 2019| $ 500.00 | $ 6,000.00
10 2020 $ 500.00 | $ 6,000.00
11 2021 $ 500.00 | $ 6,000.00
12 2022| $ 500.00 | $ 6,000.00
Total support owing by Ms. A
12 |to Ms. B for child X $ 66,000.00

4

<0

00 -

Make your table look
the way you want it
(adjust text, color and
size)

You just need
to select the
cells you want
to change and

Just like in word, you can bold text:
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apply the Ll:l Eé ) ‘ Aptos Narrow ~14 AT A == E‘ I~ 5 General
appropr.late Paf’[e B| I u. E . O ﬁ . = === . $ . % 9 (_08 _;
formatting to —
them Clipboard = Font N Alignment &Y Number
a1 - Jx | Child support
A B C D
1 |Child support Amount owing per month |Amount owing per year
2 2012| 3% 500.00 | $ 6,000.00
Change the font:
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e HOMme TMSETT Fage Layout FOTnmuarEas Uata REVIEW VIEW AUTOT
™ o g | = — E
I:l Lix’ Arial 14 ~ A A —_- = "30/‘V ?2: General
. =
= Amasis MT Pro Black EI; = vl $ %9
ipboard [ Amasis MT Pro Light @ Dant [ Number
_| Amasis MT Pro Medium P
Angsana New P
AngsanaUPC D@ C
Childsup  Aparajita <> Amount owing per year
Aptos $ 6,000.00
$ 6,000.00
Aptos Black ® s 6,000.00
Aptos Display $ 6,000.00
Aptos ExtraBold @ $ D:000 00
' $ 6,000.00
Aptos Light ) $ 5.000.00
Aptos Mono P $ 6,000.00
Aptos Narrow $ S00000
. - $ 6,000.00
Aptos SemiBold f $ 6,000.00
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Adding highlighting Pick the AutoSave @ o) [ D v Pv 5 Book1 - Excel

column and File Home Insert Page Layout Formulas Data
row you want
to add E_T:l t)\g Aptos Narrow Wi A A= EEI%’/'V
highlight to RO § B I U~ GRA. =S===3
and pick the

|. P Clipboard [ Font Theme Colors ht
cotor | m EEEEEEE

Al - L

” i II“lIlIl“
Child support | |

Standard Colors
HE EEEENR

No Fill

More Colors...

D N OY W AW N
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Review your chartand | Is it easy to » g [T ETIHTEYAY I SE=S===[3T © 7778 38 T Formatting +
make further Changes read? Does it Clipboard TS Font I Alignment = Number [ St
convey the D11 S £
information
you want to? A B c
Are the colors 1 Child support Amount owing per month Amount owing per year
and styles 2 2012| § 500.00 | $ 6,000.00
appropriate? 3 2013| % 500.00 | $ 6,000.00
For example if 4 2014| $ 500.00 | $ 6,000.00
5 2015| § 500.00 | $ 6,000.00
youare 6 2016 $ 500.00 | 6.000.00
printing this 7 2017/ $ 500.00 | $ 6.000.00
you might not 8 2018| 500.00 | $ 6,000.00
want any color | 9 2019/ $ 500.00 [ § 6,000.00
but if you are 1o| 282(1) : 500.00 : 6,000.00
. 11 500.00 6,000.00
saving as a 12 2022| $ 500.00 | $ 6,000.00
PDF and only Total support owing by
using Ms. A to Ms. B for child
13 X $ 66,000.00

electronically
color might be
find.

14

29




Printing your
document: Watch a
how to video before you
print!!

Sometimes
hitting Print
does not work
because your
document will
not be on one
page —for
example the
spreadsheetis
not that
helpfulif it
prints on two
pages..

This can be
very frustrating

% Copies: |1
Print
Printer
Microsoft Print to PDF (redir..
B ey
Printer Properties
Settings
E Print Active Sheets
Only print the active sheets
Pages: e
D] Collated
123 123 123
D Portrait Orientation -
m
21.59 cm x 27.94 cm
D] Mormal Margins
Top: 191 cm Bottom: 1.91 c.
[y Mescaling

Print shests at their actual size

Page Setup

4

of 2 B

NOTE: How to video to print spreadsheets onto one page:

https://www.youtube.com/watch?v=bz9Y5G5KfxI

Common forumla summary:
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https://www.youtube.com/watch?v=bz9Y5G5KfxI

Adding Add In result cell, Sum - fo | =AL+A2+A3+A4+AY
number | enter“=”, then A 3 B 3 '
S one by one, ; ;

click each cell 3 3]
to be added, ‘; :
followed by “+” 6 6

7 7

8 8
SYMBOL: + 9 9

10 10

11 :A1+A2+A_3+A4+AS

SUM function | Add In result cell, M . £ | =sum(AL:A10)
number | enter“=SUM (%, . ; 5 ]
s with then select all 1 1
less cellsto be 2 2
effort added, and end i i

with “)”. Hit 5 5
enter. & €
7 7
8 8
e.g. 9 9
“_ . 10 10
”_SUM(A1 :A10) 11 [ssum(AL:A10)
12
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Subtraction

Subtract

Inresult cell, SUM - x fe | =AL-A2-A3-A4-A5-A6
number | enter“=”, then
A B D E F
S select first 1 100
number, 2 1
followed by “-“, i i
number to be 5 | a
subtracted, and | 6! 5
“_CELL” for i :
each additional 9 8
number to be 1? 13
subtracted. 12 [ZAL-A2-A3-A2-A5-AG
13
SYMBOL: -
Multiplicatio | Multiply | SYMBOL: * =A1*A2*A3
n number
s
Division Divide SYMBOL.: / =A1/A2
number
s
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