Excel – spreadsheet software – used primarily for organizing and analyzing numeric data
Files are known as workbooks, and you have what looks like multiple “pages” within each workbook

Workbook – is the filename – new blank workbook (ie  ch1_excel_ltruman.xlsx)

Worksheet- like pages in the file – 3 by default – can name, delete, format (ie Sheet1)

Column- vertical – described alphabetically- (ie A, B, C)

Row – horizontal – described numerically (ie 1, 2, 3)

Cell – is the intersection of a column and a row (ie A1, A2, A3)

Active cell – is the cell you currently have selected – thick, black border – its name is in the name box

Text is left-aligned
Numeric data is right-aligned

Formulas

· Know your math operators ( ) * / + -

· Order of operations/precedence

· Exponentiation

· Items in parentheses

· */

· + -

· ALL FORMULAS BEGIN WITH  =

· Is a math equation that YOU  create

Function – is a predefined math equation within Excel

· SUM

· AVERAGE

· MEDIAN

· MIN

· MAX

· COUNTIF

· IF

· NOW

· = FUNCTION_NAME (arguments) – the function name is what the function does – the arguments are what is used by the function

Range of Cells – more than one cell – for example, B5:B9

Always use CELL NAMES in formulas and functions

· Relative cell referencing – when you copy a formula or function, the cell names will change relative to the NEW LOCATION

· Absolute cell referencing – uses the $ - when you copy a formula, and you do NOT want the cell name to change, use $ in the cell name (such $A$2)
Chart – need to select the labels (like column headings) and the data before you insert the chart

· Column – good for comparing values that are in categories

· Pie chart – good for comparing parts to a whole

Numbers have to be formatted. If you want $ % , date to use /, you have to set a number format.
