Intermediate Excel 2002 /XP Page 1

TABLE OF CONTENTS
TABLE OF CONTENTS..ciitttttismannsssssssssssssssssassnnnnnnnsnsnsssssssnsnnnnnnns 1
CONVENTIONS USED IN THIS MANUAL ...ccvvteerrrrsmnmnnnsnssnssnnnnnnns 5
LESSON TOPICS .....cccci e icicisisssssssmsssss s sssassnssannnnnnnnnsssssssnnnnnns 5
LESSON OBJIECTIVES t1tttteeteerrseeesmnssnnssssssssssssssssissirsrrrmmmmesemeennns 5
LESSON MAIN TOPICS 1t ttttttetttnsesssessnssssseessssesserssnsssssessssssssserssnnnns 5
Section SUDLOPICS c.viiiiii i 5
Practice On YoUr OWN 1 = oiiiiiiiiiiiii it siisaniarseersanasresnnnnns 5
LESSON 1 - WORKING WITH RANGES .......cccovtiminnnnnnnnnssssssssssnnns 7
OBJECTIVES FOR THIS LESSON ... ittiiititetssnieiseersssissserssssasssssssssssssensns 7
SELECTING RANGES .ttttttsttastsiisisasssssssssssssssssssesssssssssssssssssssssnns 8
NAMING RANGES 11t tttitttteeteerrernesmnssnsssssssssssssssstsstrsrtrsrseemereennnnns 9
USING RANGE NAMES 4 titiiiittissisneresnnsessnssssnssssssesssssssssrssssrssssssnes 12
RANGE NAME LIS T tiititiiiiiiiiiitttsssssssssssiiasaessssssssssssessereneennnnssnns 15
Practice on your own 1 — Working with ranges....................... 16
LESSON 2 - WORKING WITH PASTE SPECIAL COMMANDS ...... 17
OBJECTIVES FOR THIS LESSON . .ittiitiietsnnassierssnssssssnssssssesssnsnsssens 17
USING PASTE VALUES 1tttitiiiiittrtsssssssssnssssssssssissssssssssesssssnnnnnnnns 18
USING PASTE FORMAT 1iittiiitittersnnssnnsnnssssssssasssssssssssssssssssssrnnnnnnnns 18
USING TRANSPOSE 1ttitttnrerasssrssssssnresnnsemssssmsssrsssaressssssssrrssersnns 19
USING OPERATIONS 1ttiiieiteetssssssssssssssssssssssssssssissssssssssessesreernnnnns 20
USING OTHER PASTE SPECIAL COMMANDS ..t uuuttttisssissrsssrsssssesssnrrnnnnns 21
Practice on your own 2 - Using Paste Special ............c.ccoeeeneet. 22
LESSON 3 - CUSTOMIZING EXCEL .....cccccvimrmmmnnnnsnnsnnnnsnnsnnnnsnnnns 23
OBJECTIVES FOR THIS LESSON tuttiiiiiiiiiiisssssseseereesssssssssssssssssssssnnnnns 23
SETTING OPTIONS ttttttttttettannasssernsnrseersnnsssserssssesssersssserssersrsnsns 24
PRACTICE ON YOUR OWN 3 — SETTING OPTIONS . .iiiiiirriiiiiiersnnninssennnns 28
LESSON 4 - WORKING WITH FUNCTIONS.......cccoeeemmmmnennnnnnsnnnns 29
OBJECTIVES FOR THIS LESSON tuutiiittistirsrrrsssssesrsermmmmmmsssssssssssssssnnnns 29
N 2 173 30
ENTERING FUNCTIONS . 1 tttttttttttttsssssssssssssssssssasssssssssssssssessssnnennnnnns 31
FUNCTIONS POPUP INFORMATION tttuutuussnnnsnssssssssssssssssssssssessrnnnnnnnns 33
FUNCTION EXAMPLES 41 itttiisetsissesnssesnsessnssssnssssnssesssssssssrssssrssssssnes 34
FINANCIAL FUNCTIONS ttttttttasstsssesnnsesanssssssssssssssssssssssrssssrssssssnes 35
DATE & TIME FUNCTIONS . .t ttttttttttssssnsnssssssaassssissssssssssssessrnsnnnnnns 37
MATH & TRIG FUNCTIONS & .ttttttiiisssetssniessserssnnasssesssnssssserssssesssrsnnns 38
STATISTICAL FUNCTIONS .ttitiiiiieitsiisssersnnassesssssnsssessnsssssessnsnnnss 39
LOOKUP & REFERENCE FUNCTIONS .1 tutttttssssaasssssssssssssssessssrnssnnnnns 40
TEXT FUNCTIONS .t ittt tteeeeeteersensssnnssssssssssssssssssssssssssssssssssemnnnnnnnns 41
LOGICAL FUNCTIONS 4 uittttretssssesnsesnnsessnssssnsssssssessssssssssssssrssssssnes 42
INFORMATION FUNCTIONS 1ttttttsattnssnssssassssssssssssssssssssssessnnrnnsnnes 45
Practice on your own 4 - Using functions...........ccoviivvininnnnnn. 46

©2003 Software Solutions Now!



Page 2 Intermediate Excel 2002 /XP

LESSON 5 - TYPES OF REFERENCES......ccocctuminsssnnnnnssssnnnnnsnnns 47
OBJECTIVES FOR THIS LESSON .t ututtteeesssriinnnnneeeeessrsssnnnnssrrreerrrmmnnnns 47
RELATIVE REFERENCES .t tttttttestsssunnaeeeeesseseannnnnneeeeessrrmnnnnnnneeeeses 48
ABSOLUTE REFERENCES 11t ttttttttassessettsnasssetennsasssessssssssssrennsnnssenns 49
MIXED REFERENCES .. uuuuttteeeeesssssnnnnssmemeemssrmsnnnsnsmmeeesrmmmmsssnnsnnneees 50
ENTERING REFERENCES . uttttttettssnunneeeeeessessannnnnneeeeersmrmnnnnnnneeeeeess 50
CIRCULAR REFERENCES tuuustsssseesssssissssnssssseesssissssnnssssmeesssssnnnnns 51

Practice on your own 5 - Using References ...........c.ccoevviiinnns 52

LESSON 6 - WORKING WITH EXCEL DATABASE FEATURES...... 53
OBJECTIVES OF THIS LESSON 4 uutuutuuuistsssrrssrsssrrsrssssssesrmmrmmmnnnnnns 53
SORTING ttttttttttteeeeeeeseeeeeeeneeenssnnsnnssssssssssssssssssssssssrseseeeeerennnnns 54
T 1 1L 56
USING A DATA FORM L uuuitititetteessiieeteeesssseaannnsreeeessserannnnnnnreeeees 62

Practice on your own 6 — Working with a data list.................. 67

LESSON 7 - WORKING WITH GRAPHIC OBJECTS ..ccueerrunnnnnnnnnns 69
OBJECTIVES FOR THIS LESSON ..t tutttttesstiiiinnneneeeeessresnnnnnsereeeerrmmennnns 69
] ) AN 0 I {2 2 70
PICTURE FILES ttutiitttitiiie st ttaiase s e ttasaessettaesssetannassseennnnnsseenens 72
USE THE PICTURE TOOLBAR TO MODIFY THE IMAGE. s1vvvtreerrrriinnnnnneeeeeees 72
AUT O S HAPES 1ttt sa s sae s rersseesssseseseenennesnsennsnsssnsssssnssnnssssrss 73
DRAWING TOOLBAR . .uuutttttteeessssssnnsnsteeessssrissssssmmeeessrimmssssssnennees 74

Practice on your own 7 — Working with graphics .................... 75

LESSON 8 - WORKING WITH CHARTS . ..c.cccittirnnsssrnnnnnsssnnssnnnnnnns 77
OBJECTIVES FOR THIS LESSON .t ttutttettssiiiiiinsssseesessissssnnssssrresssssnnnnns 77
CHART T PES & tttteteeessssssnnnnneeeeeesssseannnssseeeessssseanssnsnnreeerrrrinns 78
CREATING A CHAR T 1t ttttttttttsnnaeteeeessreeannnssseeeeersreaaannnsnnreeerrrrmnns 79
MODIFYING A CHART ttvtttttteteereeereerrmmmmmmnmmnnsnsssaasrrrrrrrrrrrreenes 81

Practice on your own 8 — Creatinga chart..............ciiiiinins 84

LESSON 9 - WORKING WITH MACROS......cccttminssssmnnnnssssnnsnnnnnns 85
OBJECTIVES FOR THIS LESSON .t utttttttesstiisnnnneeeeeessrrsnnnnnsssreeerremmnnnns 85
RECORDING A MACRO 11 tttiittttttiaesssttataessettsiasssettnasssssennssssseennnns 86
RUNNING A MACRO 1 uutttteteeessessinnssteeeesssrrannssnsseeeessrrrmnnnnssnnnnees 88
OTHER MACRO OPTIONS 1t ttseeeeeessssrrnnnnseeeeeessremansnnsereeerrrrmennnns 89
EDITING/FIXING A MACRO . 1 ttttiiiiiiiiiittieessssiiinnssssseessssiisssnsssnsessssss 90
MACRO BUTTONS L uiittittiie st tttaieees e ttaaessettaatssssetennassseenssserseennns 91

Practice on your own 9 — USiNg MaCrOS ....vvvvviiiiiiinnnneensnnnnnnns 94

APPENDIX A - MICROSOFT OFFICE SPECIALIST CERTIFICATION

REQUIREMENTS ...ciiciiuetmnnmmnnmsesmsnsmanssasssasssnsssnssasssnnssnssnnssnnnnnnss 95

Software Solutions Now! ©2003



