MS Excel and MS Word Basics (cont.)


MS Excel and MS Word Basics

Following are some formatting techniques that may help in generating professional looking reports using MS Word and MS Excel.

MS Excel Techniques

Definitions

Cell:
an element of the spreadsheet array (i.e. one of the “boxes”) (e.g. cell B4 is the element at the 4th row and 2nd column

Arithmetic operators


Operator
Operation


+

addition

-

subtraction

*

multiplication

/

division

^

exponentiation

Numbers


Numbers may be input in both decimal and scientific format


Number
Decimal Value

0.001

0.001

1e-4

0.0001

10e-4

0.001

6.24e-3
0.00624

Common functions


Function

Result


exp(x)


ex

pi()


 (3.14159…)

max(A32:A250)
the maximum cell value in the range from cell A32 to cell A250

min(A32:A250)
the minimum cell value in the range from cell A32 to cell A250

Cell Formulas


Following are examples of cell formulas (formulas that are typed into particular cells)


Cell Formula

Numerical Result


=2*B4


2 multiplied by the value in cell B4


=C32*pi()

the value in cell C32 multiplied by 
=(B4-C32)*exp(B3)
the difference between cells B4 and C32, multiplied by 2.718 raised to the power of the value in cell B3


=pi()*B4^2

 multiplied by, the value in cell B4 raised to the 2nd power

Copying Formulas

1. When creating a column of data with similar formulas throughout the column, only the first formula needs to be entered; the rest may be copied.

2. The following demonstrates how to set up a table of data with a column of dependent variables (containing formulas) that reference a column containing the independent variables

3. Enter the formula in the first cell, including references to other cells (e.g. to cells containing the independent variables and to cells containing constants).

4. For those cells that contain the constants, place a dollar sign (“$”) before both the cell letter and number (when the formula is copied, the new formula will still reference this cell).

5. Select the cell that contains the formula you would like to copy (it will have a bold border when selected).

6. Place the mouse over the lower right corner of the cell, so that the cursor changes from an arrow to cross-hairs. Then left mouse click (and hold) the lower right corner of the cell. Drag down the mouse down to the point at which you want to copy the formula, and release the mouse button. The formula has been copied.

7. Ensure that your references are correct by selecting any of the cells that you pasted the formula to and confirming the formula.

Creating Figures

1. Highlight the data that you would like to create a figure for (e.g. the independent and dependent variables):

Left mouse click (and hold) the upper left corner of the range of cells, then drag to the lower right corner of the range of cells and release the mouse button.

2. Create the figure:



Select the “Chart Wizard” Tool button ([image: image1.bmp]).

Under “Chart Type” select “Scatter” to plot the dependent variable(s) as a function of the independent variable.

3. Format the figure by clicking “Next” and responding to the prompts.

4. To resize a figure, left mouse click (and hold) on a corner and drag to desired size.

The figure may be reformatted later by double clicking the data series, axes, etc., and responding to the prompts.

MS Word Techniques

Symbols (e.g. )


Place the cursor where you would like to insert the symbol.


Select Menu-Item “Insert”, then sub-item “Symbol”.


Under the “Font” Dialog Box, select “Symbol”.


Click on the symbol that you would like to insert, then left mouse click “Insert”.

Tables and figures may be copied from MS Excel and placed ‘in-line’ in MS Word.

      A.  Figures


      1. Copy



Single click the Excel figure that you would like to copy

Copy the figure by selecting Menu Item “Edit”, then sub-item “Copy”


      2.  Paste

Place the cursor in the MS Word document where you want to paste the figure.

Paste the figure by selecting Menu Item “Edit”, then sub-item “Paste”

      3.  Remember to include a label and caption (e.g. “Figure 2. Stress vs. Strain”)

      4.  To resize a figure, left mouse click (and hold) on a corner and drag to desired size.

      B.
Tables


      1. Copy

Highlight the cells (“boxes”) that you would like to copy

Left mouse click (and hold) the upper left corner of the range of cells, then drag to the lower right corner of the range of cells and release the mouse button.

Copy the ‘table’ by selecting Menu Item “Edit”, then sub-item “Copy”


      2. Paste

Same procedure as in Figures above.

      3. Remember to include a label and caption (e.g. “Table 1. Experimental Results”)

