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Isolate Assumptions

* Base your formulas on cell references, not
values.

e Use of values means use of constants.

— If a withholding tax is 28%, define and label a cell
with the value of 0.28 and then reference that cell in
your calculations

* Change the value in the worksheet and see the
effects instantly (updated on the fly).

* Assumptions — as listed in the book —is an area
in your spreadsheet to define constants.
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Cell References

uz ,za\‘-l H L o v
3/ Home Insert Page Layout Formulas Data Review View Add-Ins 'QJ - O X
Comment 1 - I | ¥
A B C D E F G H L

1
2 Adams 10 40 4 =C2*B2+D2*B2¥1.5 =E2*5C511 =E2¥SC512 =E2-(F2+G2)
3 |Baker 7.2 40 0 =C3*B3+D3*B3*1.5 =E3*3C511  =E3*3C512 =E3-[F3+G3)
4 |Barnard 7.2 40 8 =CA*B4+D4*B4*1.5 =E4*5C511 =EA*SC512 =E4-(F4+G4)
3 [Jones 8 40 10 =C5*B5+D5*B5*1.5 =E5*SC511 =E5*5(C512 =E5-(F5+G5)
6 |Smith 9 35 0 =C6*B6+DE*BA*1.5 =E6*SCS11 =ER¥SC512 =E6-(FA+GE)
7
8 Totals =
9
10 —
11 'withholding Tax 0.28 _

TLSnider:
12 |FICA 0.0765 The exerdse uses a constant
13 tax rate for simplicity
14
15 Your Mame Goes Here
16
17
18
19
20
M 4 v M| Sheetl  Sheet2 - Sheet3 %1 [ m | 0
Cell C11 commented by TLSnider EEEETN e

e -
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Cell References (cont)

* Do You Remember......
* What is Relative Cell Referencing?
 What is Absolute Cell Referencing?

 What happens when you copy a formula from
one cell to another?
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* Any cell reference maybe entered into a formula
by typing the address manually ... such as typing
in “D32”.

* Pointing is a more accurate method since you

use the mouse to select the cell directly when
you build the formula.

 To do this, click on the cell to be used in the
formula after the operation symbol has been
inserted.

o1 1/26/2009 5




Pointing (cont)

* |n this example, you
would click on the cell

" ” A B C D E
BZ once YOU have 1 Name rf‘l_-_l_lglkl_ﬂ_'g_rr__'1.-'v.r'__g_g£lHn:uurs, Worked Gross Pay
entered the “=“ symbol. ; s 20 S
4 Barnard 5.25 30.50
3 Jones 6.30 43.75
. . . B |Smith 5.05 45,30
 While pointing may 7
. 8
prevent typos in your 9

=t
o]

formula, it can be
tedious and confusing
when you have a large
spreadsheet!

Gross Pay = Hourly Wage * Hours Worked

= |
|
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The Fill Handle

 There are several ways to copy the contents of a
cell ... remember the cut/copy and paste
methods?

* A quicker method of copying the contents of a
cell to several cells is by using the Fill Handle.

* Once you select the cell to copy, notice at the
bottom right edge there will be a solid square
appear ... just click and drag to copy the
contents!
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The Fill Handle (cont)

A B C D E
1 [Name Hourly Wage Hours Worked Gross Pa
2 |Adams 5.30 38.500 S 204.05 I
3 Baker 5.10 26.25
4 Barnard 5.25 30.50
> |Jones 6.30 43.75
6 |Smith 5.05 45.30
7
8
9
10
11 Gross Pay = Hourly Wage * Hours Worked
12

Select cell with a formula ... see the solid square handle?

(this example is posted below the lecture material — Wages.xlsx)

n

&§ 101 1/26/2009 Microsoft Excel 8




The Fill Handle (cont)

A B C D E

1 MName Hourly Wage Hours Worked Gross Pay
2 |Adams 2.30 38.50] 5 204.05

3 |Baker 2.10 26.250 5 133.88
4 Barnard 2.25 30.50] 5 160.13
2 [Jones 6.30 43.75] 5 275.63
B |Smith 2.05 45.300 S EEE.??.
I}

8

9

10

11 Gross Pay = Hourly Wage * Hours Worked
12

This is the result of dragging with the Fill Handle ...
now do you see why cell referencing is so important?

n
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Comments

* Cell commenting is an

A B C D E F G
1 1 MName Hourly Wage Hours Worked Gross Pay
effeCtlve Way Of 2 |Adams ] '_ 38.50 § 204.05
° ° L ol 3 Baker . 25 5 133.88
describing specific aloamard| 525
5 |lones 6.30 43,75 5 275.6

properties Of fOrmU|aS, 2 Smith 5.05 45.30 § 228.77 \-:iligi;:;asean?ﬁfﬂ?
constants, or notes ;

about the data or the & e pay= Houry wage * Hours werkea
spreadsheet itself.

e Select the cell you want

. out Formulas Data Review Wiew Add-In
to insert a comment for —
and select: Review-> jf' e J ~j T Show ANl Comments
New Comment. E— s
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Excel and the Internet

* Excel has three basic capabilities in relation to
the Internet:

— Use of Hyperlinks
— Saving as a Web page (HTML document)
— Applying a Web query
* These have the same functionality in Excel as in

MS Word ... with the exception of the Web

query (Word can “import” external data via an
Excel OLE’" or Access ODBC).
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Create and edit Hyperlinks

* Hyperlinks are clickable text that cause another
workbook to be opened or a web page to be
opened in the Web browser.

Insert Page Layout Formulas Data Feview View Add-Ins

ol HE P 2 gl Mk S oy - ) &

Picture Clip Shapes SmartArt | Column Line Pie Bar Area Scatter Other Hyperlink
Ar‘t - - - - - - - Char‘tsv

Illustrations Charts P Links

* You can easily add a hyperlink to a Web page by
selecting “Hyperlink” from within the Insert ribbon.
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A worksheet with a Hyperlink

 Remember, hyperlinks in Excel operate just like
hyperlinks in Word ... you must have an Internet
connection to fully utilize web functionality!

16 hitps://www.seabee.navy.mil/ L

17
M 4 » M Sheetl | Shgét2 - Sheet3d . #1[N m B

Ready 5:rn|l|7 ||@|E| [T} 200% (=) 0 I

Hyperlink (one of my favorites!)

r LY
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Save the workbook as a Web Page

Save a copy of the document

workbook or a single
worksheet into a Web (2 Excel Workbook |
Page. G5 aren | T st enbeok nine sk

* When you create a Web = x e
page, Excel creates an R
HTML version of the _
workbook that can be g int > | B B e o st
B

* You can easily convert a F@ @90 57 ook - Micosoftbxcel -
F

Save 11 save the workbook in the XML-based and
- macro-enabled file format.

l':' Excel Binary Workbook

save s | b [maen| Save the workbook in a binary file format

optimized for fast loading and saving.

viewed in a Web browser. o

* Options can be made by . e
CliCking the Save AS o oupien H 3%2:5&2?&?;;:?:.'09 box to select from

option and then on Ci
“Other Formats.” | o g

#| Prepare ¥ PDF or XPS

= Publish a copy of the workbook as a PDF ar
5 XPs file,
Send 4

r LY
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Save the workbook as a Web Page

Save As

Save ind @' Deskbop v @-3 X o e
- lDMy Docurnents

L\ﬁ j Iy Computer

MMy Recent WMy Network Places
Dacurnents

F

Deskkop

My Diocuments

L

My Computer

Iy Metwork
Flaces

File name: Pavyroll Solukion, xlsx W

Save 35 P | Fycal waorkbook (*.dsx) |'v
Single Fils Web Page (*.mht; * mhtm|

‘e Page i*.hkm;: *.html)
Excel Template (%.xk)
Excel Macro-Enabled Template {*, xlkm)
Excel 97-2003 Template (*,xIt)

Text (Tab delimited) (*.bxt) b

Remember, you must use Save As!
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Creating a Web Query

 Web queries enables
Excel to go to a specific
site on the Web to
retrieve information.

 This makes the worksheet
time sensitive and thus
the values you see could
possibly change from one
moment to the next.

1/26/2009

{- 101

On-line data

This tab
."’I._..\".
-
— Ho Insert Page Layout Formulas Crata
f_-,Frnm CCess o) 5 ﬂ _g;] Connections
_,,},Fr::umWEI::l —L — = ™ Properties
X From Cther Existing Refresh )
-7 From Text Sources = | Connections All~ == EdIT LINKS

Get External Data Connections
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New Weh Nuery

Address: | httpefifinance ., vahoo, camfmarketupdate?u

Click. next ko the tables you wank ko select, then click Import. Optior
LEAAIT LZp T ST _
[*}ymBOL LAST CHANGE Premium Services Inve
Ciow 13,094.85 § 227.28 (1.71%) Realtime Quotes, Research Reports Stocl
Masdag £,511.84 J 49.41 (1.93%]E|
S&P 500 143819 § 28.60 (1.95%[%] Market Up(_late
10-7r Bond 4.53% 4+ 0.066
MTSE Vaolurne 1,981,403,000 3:00 pm : The indices continue tcE‘

Queries in Excel

Enter the URL for the query.
Remember, you must be
connected to the web!

?IX]
.’ @@ R A & ontions...

slip further into negative terrtory
as a widespread negative tone
continues to weigh on equities,
As reflected inthe A/D line,
decliners on the NYSE now hald a
mare than 5-to-1 edge over

1,264,631,000
Indices: US - world | Most Actives

Advances & Declines

NYSE NASDAQ

Masdag Volume

Advances 496 (15%) 676 (22%)  gdvancers while those on the
Declines 2,754 (83%) 2,317 (¥4%) Masdaqg hold a 3-to-1 margin. The
Unchanged 75 (2% 123 (4% ratio of down to up volume paints
I Yal® 15m (7ot ra (1gey  Even more of a bearish picture at FRE ..
b4
Import ] [ Cancel

http:}iscreen. yahoo, comfreports. html

Address: | http:f/finance, vahoo, comimarketupdate?u

Click [*] next ko the tables you want ko select, then click Import,

New Web Query

v @ ® M A & options...

Masdag
S&P 500
10-vr Bond
MTSE Valume
Masdag wolurme

2,511.84 L 49.41 (1.93%][4]
1,438.19 § 28.60 (1.95%*]
4.53% 4+ 0.066
1,951,403,000
1,264,651,000

Indices: US - Warld | Most Actives

vances & Declines

NYSE NASDADQ

Advances 496 {15%) 676 (22%)
Declines 2,754 (83%) 2,317 (74%)
Unchanged TE (2% 123 (4%
lin Ynl* 1728 (7% 279 19%:4

Downloading picture

LEAAT LT F SR V-
ﬁ‘fMBDL LAST CHANGE Premium Services Inve
Diow 13,094 85 § 227.28 (1.71%) ReaHime Quotes, Research Reponts Stocl

Market Update

3:00 pm : The indices continue t
slip further into negative territory
as a widespread negative tone
continues to weigh on equities.
As reflected in the A0 line,
decliners on the NYSE now hold a
more than 5-to-1 edge over
advancers while those an the
Masdai hold a 3-to-1 margin. The
ratio of down to up volume paints
even mare of a bearish picture at

’ Imnpart ]’ Cancel ]

4

Select the areas to import by
“clicking” on the yellow boxes!

1/26/2009

will become
“green check”
boxes.

Microsoft Excel

— The import areas

To get the
data, press
Import!
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Creating a Web Query (cont)

DATA! This saves typing time.

Import Data
Where do you want to put the data? 5 Symbol Last Change
(%) Existing warksheet: 6 Dow 13,041.44 Down280.69 {2.11%)
7 Masdag 2,500.64 DownB0.61 (2.37%)
=4a45| E5 8 |S&P 500 1,432.38 Down34.41 {2.35%)
.;::. N@-.' wiorksheet 9 |10-¥r Bond 4.533% Down0.066
10 |NYSE Volume 2,407,457,000
| Properties. . | | Ok | | Cancel | 11 |Nasdaqg Volume 1,523,851,000
12
13 NYSE NASDAQ
14 | Advances 452 (14%) 620 (20%)
15 Declines 2,817 (84%) 2,405 (77%)
16 Unchanged 67 (2%) 110 (4%)
17 |Up Vol* 143 (7%) 160 (12%)
18 |Down Vol* 1,935 (93%) 1,208 (88%)
Where do you want the data- Slorenvor s om0
The cell reference MUST BE .... 20 |New Hi's 17 a1
21 |New Lo's 69 71

(do you remember?) Then press OK!

Check out Web_Query.xlsx on my lecture notes page.
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Refreshing the Query

b

STOP

Queries may not be automatically updated every

time you open the worksheet! Instead, they may
display the last saved values. To update, you need
to use the refresh the connection. This command
will retrieve the latest data from the Web, using

the criteria you have already provided. When in
doubt, check the web connection properties.
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Refreshing the Query (cont)

) D)+ Select Connections from the DATA tab.

b |
339
—~/I Haome Insert Page Layout Formulas Crata

45 From Access = = ﬂ \Sb] Connections <€
_ﬁFromWEh = =i = 2T Properties
) From Other Existing Refresh B
-5 From Text Sources * | Connections All~ == LditLin
Get External Data Connections

Workbook Connections

Then select the connection e T | e
[name] you want to refresh.

Remove

Properties, ..

‘.> Refresh -

i

Lacations where connections are used in this warkbaook,

Then press Refresh!

Click here to sees where the selected connections are used

Then Close.

Close

!
]

&! 101 1/26/2009 Microsoft Excel 20




Web Queries .... Final thoughts

* Are just that ... web dependant!
— If the site disappears, you're sunk
— If the site changes its format, you’'re sunk
— If security measures change, you’re sunk

— If you do not have Internet access, you’re sunk

 Morale => be careful with Web based queries!
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The TODAY and NOW functions

* Functions ... begin with the word FUN!

* The TODAY and NOW functions display the
current date and time.

* |f you use the TODAY or NOW function in a cell,
the date in the cell is updated to reflect the
current date and time of your computer each
time you open the workbook.
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Questions?
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