Excel Notes #3

Copying Numbers and Text
· If you have a word that will be used in cells next to each other, type it once and then “drag and copy” it across or down the consecutive cells
· Can also copy a list of numbers (1, 2, 3, 4, etc.) down or across.
Two Ways to Change Number Formats:
· Right Click – Format Cells – Number Tab
· Home Tab – Number Group – Drop Down arrow for Number Format
Various Number Formats:
(You can see examples of each number format if you have numbers already entered in a cell.) 

General





Number
· No specifications for the number being used
· Puts decimal places and allows you to change the amount of decimal places and how negative numbers appear

Currency





Accounting
· Allows you to choose the number of decimal places & how negatives appear
· Dollar sign appears right next to the number

· Allows you to choose the # of decimal places

· Dollar sign appears on the left side of the cell

Dates






Time
· Lets you format the way dates appear
· Lets you format the way times appears

Percentages





Fractions
· Changes the number to a percent and lets you choose the number of decimal places
· Allows you to format the way a fraction will appear

Formulas for:

Adding / Totals / Sums:



Averages:
  Adding cells B2, B3, B4




  Averaging cells B2, B3, B4

= SUM (B2:B4)




= AVERAGE (B2:B4)

= SUM (B2+B3+B4)



= AVERAGE (B2,B3,B4)
= SUM (B2,B3,B4)

= (B2+B3+B4)
Multiplying:





Dividing:

  Multiplying cells B2, B4




  Dividing cells B2, B4

= PRODUCT (B2*B4)




= (B2/B4)

= PRODUCT (B2,B4)






=(B2*B4)




Difference / Subtracting / Range between two Numbers (cells B2, B4):

= (B2 - B4)






*** DO NOT put spaces before the equal sign or after the word function/before the 1st parenthesis !!!!  **
*** DO NOT USE . . .   (B2:B5:C3:C6)  . . .for any type of formula.  The colon shows a range of Numbers!
