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Symbols Used in Formulas

+ - / *

When working with formulas in Excel you will use basic keyboard
symbols to type in formulas.

Anvhen adding mathematical data in cells the plus sign will be use

Aor subtraction of totals in cells the formula would call for a minu
sign.

Ao divide numbers in cells the slash forward button below the
guestion mark is used.

Ato multiply use the asterisk above the number eight in the top ro\
of number keys.
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Insert Function Button
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The Insert Function Button can be used to insert formulas for calculating data. Above, we have prepa
worksheet to calculate yearly expenses. The first thing we do is to highlight the cells which we wish tc
Above it would be cells A2. Then, choose a cell where we will put in our formula. (&IThen, type
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Working with Multiple Sheets in a Workbook
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To save time and work, you may want to be able to fill in information on one worksheet
have it show up on all worksheets in an Excel workbook. To do this:

Hold down the control key, and click on each workbook that you want to have multiple
entries in. (Control key, click on workbook one, workbook two, and workbook three.)

Release the control key
Type into each cell on workbook one what you want to appear on subsequent workboc

Format as desired. Each will have the entry which you typed into the first workbook. (S
NEXT PAGE)
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Practice putting together everything that you have learned.

Working with Multiple Worksheets:

Hold down the control key, click on sheet 1, 2, and 3 while holding the key down.
Type in your heading. (See above, Yearly Grocery Expenses)

Format with colors, boldetc

Type in January in celt3

Use auto fill symbol to fill in months across columr3 tBrough E3

Type in numbers for each month.

Click on a cell you want the totals for all twelve months to appear in

Type in = sign.

Fill in the rest of the formula for the sum of all above cells using insert function key
Click on all three worksheets to make sure that everything was filled in.
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Inserting Charts
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Clicking orColumnchart, we have a large sample of styles to choose from. Point
to the preferred column style and left click.

o 9-™ = Bookl - Microsoft Excel Chart Tools
Home Insert Fage Layout Farmulas Data Review Wiew Dresign Layout Farmat
| == |
il ) i = ||| - 5§ | 8§ |6
Change Save As Switch Select —— ‘gjé— — — *——-—._._‘._.?____," — 7 —— 7 —
Chart Type Template Fow/Column Data T
Type Data Chart Layouts Chart Styles
Chart 11 -2 S |
A B C D E F G H | J K
1
2
3 Math English |Sciem:e
4 |Emma Rose 100 90 30
5 |Molly 90 100 90
6 |Lilly a0 100 913 ==
i >
i z00 7
9 //’
1o 250 17
11 /,/’
200 A
12 - W Lilly
1 -~ !
13 150 A o Molly H
14 L
-~ B Emma Rose
15 100 A
16 -
50 A
17 -
1z 0 ¥ T T T
13 Math English Science
20
21

Your chart appears with the your data displayed. You can move
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Click on your chart. You will notice another sub menu open up in your ribbon.
This would be the Chart Tools menu with Drawing, Layout, and Format tab.
(Above, circled.)

In Chart tools, Design tab you can change the chart layout, stylesaoraege data



