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Important Excel Concepts & Skills

This is a summary of communicating with Microsoft Excel, including the concepts and skills which you should be familiar with:

	Concepts
	Skills

	Excel organizes both data and the labels for those data into cells, arranged in rows and columns in a worksheet.  An Excel file is a collection of worksheets called a workbook.
	· Understand and generate appropriate cell references, e.g. B42

· Understand and generate cell range references, e.g. B42:B44, or A23:B45.

	Formulas are a powerful tool that empowers Excel to dynamically determine the contents of a cell based on the contents of other cells.

This allows you to create worksheets that aggregate values and tell the “story” behind the data by showing basic statistics about the numbers.

This also allows you to ask “What if?” questions where you can change the values in certain cells and see what happens in others to reflect the new data.
	· Understand the order of operations in a formula.

· Enter in formulas with the keyboard.

· Use the mouse to generate cell references.

· Understand the difference between relative cell references (C2) and absolute cell references ($C$2).

· Copy formulas using click-and-drag with the fill handle.

· Create and name new worksheets.

· Create formulas that reference cells on another worksheet.

	Functions are one way to access certain facts about the data in a cell or collection of cells.  Functions consist of a name followed by one or more arguments in parentheses.  They calculate or determine something about those arguments and return a value.  Some functions look at groups of cells indicated by cell ranges.
	· Use the simple functions MIN, MAX, AVERAGE, SUM.

· Enter functions using the keyboard.

· Enter functions from the SUM button/menu.

· Enter functions using the Insert Function box.

	Formatting the contents or appearance of a cell or group of cells serves multiple purposes, including: to mark the difference between labels and data; to display data formatted appropriately for its type; and to make it easy for the reader to quickly determine the areas of focus within the worksheet.
	· Apply formatting to make label cells and data cells distinct.

· Format individual cells to display data appropriately: currency, dates, numbers.

· Apply a theme to set formatting for a worksheet.

	The visualization of data as images is a practice relatively recent to our culture but which is a powerful tool for unlocking the story behind a table of numbers.  Excel makes it very easy to augment your workbook with charts.  We discussed the following types:

· Column Charts, which illustrate the relative values of one or more series.

· Pie Charts, which illustrate what portion of the whole certain values represent.

· Scatter Plots, which illustrate the relationship between two values, seeking to show whether they are inversely proportional (one goes down, the other goes up) or directly proportional (they go up/down together).

· Line Charts, which illustrate changes in values over time.
	· Recognize the term series and know how to select a portion of your data for graphing.

· Create and insert the appropriate chart type for the visualization of your data.

· Modify preset formatting layouts to follow good practices on chart design and layout. 

· Recognize when additional labeling, titles, or grid lines are needed, and when they are extraneous and simply make the graph more busy and distracting (obeying the principal of a good data/ink ratio).
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