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1. Introduction

What is Microsoft Excel?

* Itis a computer program used to manage and
analyze data stored in electronic spreadsheets

What can we do in Excel?

» Store and organize data, create charts, perform
statistical analysis, etc.

« It allows us to create and manage large
electronic data sets, can have reference to data

between many worksheets, present data in
graphical form etc.
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2. Interface
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Help material

@ Perform a staisticalanalysis
@ ziest

© omest

Arrayl s the st data set.
@ Trest Array2 s the second data set.

Tails specifies the number of distribution tai,
talls = 1, TTEST ses the one-taled distrbutic|
talls = 2, TTEST ses the two-taled distrbutic

Type s the kind of t-Test to perform
Iftype

equals This test is performed
= 1 paired
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2. Interface
Workbook/Worksheet

Workbook
* A workbook (the main application): consists
of number of worksheets.
« New
e Save
e Open

Worksheet

» Worksheets are composed of Rows and
Columns.

« Inserting a new worksheet

« Naming a worksheet /
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2. Interface
Viewing various tools

For our convenience
there is a need to
bring the tools we
use very often to the
application window
so that they can be
easily accessed
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2. Interface
Customize toolbar
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2. Interface
Statistical analysis tools
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2. Interface
Statistical analysis tools
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3. Data input
Labels / Values

Labels

» Labels are alphabetic, alphanumeric, or
numeric text on which you do not perform
mathematical calculations.

Values
* Values are numbers on which you perform
mathematical calculations
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3. Data input

Formula Bar
On/Off

The cell address is displayed in the “Name box”
on the left side of the Formula bar

Cell entries are displayed on the right side of the

K Formula bar window
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3. Data input
Cell / Data range

e Cell
* A column and row intersection is referred as
acell

- Data Range
« A data range consists of several cells (for
example A1:D10)
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3. Data input

Data Range: Starting from
cell Al to cell D10 (A1:D10)

Cell address

Example: Cell C10 is located where
column C and row 10 intersect

each other /
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3. Data input
Data format

¢ Number
* Number of decimal
places could be
controlled

¢ Text
 In text format numbers
are also treated as text

« Date & Currency

» Several types J
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3. Data input

« Importing data
» Importing data from text files (example)
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4. Data presentation
Sorting data

¢ Sorting
(alphabetically,
numerically etc)
* Ascending

» Descending /
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4. Data presentation
Filtering data

¢ Filtering
* Auto filter
» Custom filter
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4. Data presentation

e Tables
» Data organized in form of tables
* Moving around is not easy
* Meaningful interpretation of long data tables is
very difficult
* Summary tables are beneficial

* Heading row

¢ Adding borders
« Formatting text
« Highlighting cells

Adding titles /
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4. Data presentation

¢ Charts
e Insert

« Data presented in graphical form
« Easier to understand

kColors and shades could be used to separate variaby
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5. Output from Excel

« Input for other applications
¢ SPSS
¢ Microsoft Word
* MS PowerPoint

¢ Printing
* Graphs
* Tables
« Set the print area
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5. Output from Excel

* More printing
options

K University of Wisconsin-MinaukeeJ




