Excel - Beyond the Basics
Average

Sorting

Conditional Formatting

Counting

Graphing

Finding the Average

[image: image1.png]Ui © eazvs

B3 Microsoft Excel - Book1

i) FBle Edt Vew Insert Fomat Took Dota Window Help  AdobePDF

DEHRSGIS LB 9 8z iue [
sxliol

B2 |~ A =AVERAGE(E2B11)
A | B [ C D E F G H J K L M N o=
1 Reading Test u
2 90
3 85
4 70
5 65
6 89
7 ]
8 9%
9 68
10 75
i1 98
i
13
14
15
1B
17
18
19
pi]
21
2
23
24
%
%
27
E]
2 b
30
El
1« » »\Sheet1 {Shestz { Shesta 1< m |

Ready )





Finding an average is another function available in Excel. 

Similar to the SUM function, place your cursor in the cell where you’d like the average to appear. In the function box above your sheet, enter =AVERAGE(startingcell:endingcell)
For example: 

=AVERAGE(B2:B11) 
*Remember to use the fill down (or across) function if you have multiple columns that you’d like to average. 
Sorting
When you have a list of data, you can easily sort or rearrange the data in ascending or descending order. 
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This is part of a sheet that I have for the new Accelerated Reader Books. It is currently sorted by Author’s last name. 
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There are couple ways to sort. 

Option 1: To sort by one column, click on the letter above the column you want to sort by to select the entire column. Click on the sort symbol in the standard toolbar. 

It will ask you if you want to expand the selection (you probably want to say yes). 
Option 2: Choose Data from the pull down menus, then Sort. 
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With this option you can choose what column to sort by first, then additional columns you want to consider. For example, I might want to sort by author, then title. If your data has a header row, make sure it is selected otherwise the heading will be sorted with the rest of the data. 
Conditional Formatting
To make certain groups of data stand out, you can use conditional formatting. 

For example, if you have a group of test scores and you’d like all scores below 70 to be highlighted in one color, 71-80 another color, and so on. 

Select the cells you want to format. 

From the top pull down menus choose Format then Conditional Formatting. 
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Choose what criteria you want the formatting to follow (cell values is between, less than, etc.) and the number or range. 

The click on format to choose the color you want the font or border or  pattern you want in the cell. 

If you want more than one group of numbers formatted, choose add>> 

Counting

You can have Excel count how many cells have a certain value. 
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To use this function, put the cursor in the cell where you want the answer to appear. Click on the function symbol in the toolbar. 
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The Insert Function dialog box will appear. You want to select COUNTIF from the list. If this isn’t in your list, search for count, then choose COUNTIF. 
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With the cursor in the Range box, select the group of data you want to count. Then in the Criteria box type what you want to count (>80, <70, etc). 

If you want to know what percent of the group this is, in the function bar add a / then the number you want to divide by to get the percent. 
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To change the decimal to a %, format the cell and choose number then percentage. 

This gets a little tricky if you want to count within a range. There may be an easier way, but here is one way you can do it (if I find an easier way, I’ll let you know () 

Start the same as above with COUNTIF but choose less than the higher number in your range. So if you want all the numbers between 60 and 80, first write <80. 

=COUNTIF(B2:B11,"<80") 

Subtract the same function for the lower range. 

=COUNTIF(B2:B11,"<90")-COUNTIF(B2:B11,"<60")
So you are counting all the numbers less than 90 but you don’t want the numbers less than 60. 

If you want the percentage, put parenthesis around the whole formula then add the / and the # to divide by.  =(COUNTIF(B2:B11,"<90")-COUNTIF(B2:B11,"<60"))/10
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Graphing
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Select what you want to graph, then click on the graph wizard. 

The wizard can walk you through the steps of creating a graph. 

Choose what kind of graph you want to create. 
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When you get to step 3 you have many options. Here you can add labels for the X & Y axes, remove grid lines, remove the legend (not really needed if you only have one variable), add the value as a data label, and more. 
It will then ask you if you want to add the graph as a new sheet or as an object in an existing sheet. I usually choose the latter. 


Your graph will appear with a chart editing bar. You can double click on the bars to change color and other formatting options. 
You can also graph multiple sets of data. 

(to view the full date in the X axis make sure you choose - in step 3 under the axis tab - category for the X axis)

Want to learn more on your own? 

Office On-Line Training http://office.microsoft.com/en-us/training/CR061831141033.aspx 

Internet 4 Classrooms On-Line Practice Modules  http://www.internet4classrooms.com/on-line.htm 
Lynda On-Line Training Library http://www.lynda.com/  ($250 a year or $25 a month) 

If you have any questions, please let me know! 

Lisa  Garofalo  lgarofalo@elllingtonschools.net   896-2339 x131 EMS    896-2322  CLS
Created by L. Garofalo 2/08


