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Basics with Excel

Brief instruction:
	This Excel crash course will include the raw basics and an introduction on how to create and use charts. Excel and other spreadsheet based programs do have a lot in common and work a lot with icons and graphical support. They are built to be user-friendly while offering a wide variety of tools to analyse and display your data. For questions and further material please go to the official support sites or community based help-forums.

Note: if you do not have Excel yourself, you can get it based on a Campus License from the University of Potsdam. See here for instructions.



Basics – Cell Formatting
	1.
	There are several ways you can select data:
-Click on the first cell and drag to last or press “shift”, click on the last cell
-Click on the numbers on the right or letters at top to select entire row / column
Deselect cells by holding “ctrl” and clicking respective cells

Note: selected cells a darker then non selected cells

	[image: ][image: ][image: ]

	2.
	Once selection you can e.g. color your data, or select border sizes

	




Basics – Basic Functions
	1.
	Excel has several functions that can be used to calculate given data. Choose an empty cell, click on the  to see function Excel offers
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	2.
	Search for a specific function by either description or operations
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	3.
	(example) Calculate the average. Search for average (2.) and choose the cells you want to know the average from by clicking on the arrow 

	



	4.
	(example) observe that if you change a value in chosen cells the average is updated
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	5.
	You can also specify your own functions/ sequence of operations. Here you click on a cell and type in “=” 
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	6.
	Whenever you are in a cell that starts with “=” you can click on other cells to select that value for operations. Note: you can also select ranges of cells (click and drag)
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Charts
	1.
	Click on the “Insert” tab at the top of the window 
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	2.
	Go to „Charts“ and choose a chart category and a specific plot

	



	3.
	Click on „Select Data“ to choose the data you want to add (Note that Excel may assume which data and how you want to plot this – this does not necessarily be the best or even right option, as shown here)
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	4.
	(optional) To format the chart, click on “Add Chart Element”  and choose the wanted element (Note: you can individually edit every added chart element)

	



	5.
	To export charts or plots to Word or PowerPoint click on the item and copy/paste 

	This was copy/pasted!



Grades	A	B	C	D	E	F	G	H	1	1.3	1.7	3	1	4	3.2	3	LP	A	B	C	D	E	F	G	H	12	6	3	3	6	3	3	3	




[image: ]
   CC BY SA 4.0 Lea Seep (based on a script from Itai Yecheskeli)
    eLearning Team
image2.png
10

1

12

13





image3.png
NN EEE

1"

2




image4.png




image5.png
Fle  Home Insert  Pagelayout  Formulas  Data  Review

Calibri oo =E® |cenen

Nalks H
pe @B~ [ BT U~ AKA - @\ % 9
- B~ A b e}
A S H EEEEEEE
I [m]
Green, Accent 6, Lighter 80%
| | [{TTTTT e

‘Standard Colors
EEN EEEEEE

[ noFin

More Colors...

© N oo s w N





image6.png
Insert Function ?

Search for a function:

Type a brief description of what you want to do and then Go
dick Go|

Or select a category: | Most Recently Used B

Selectafunction:

AVERAGE
IF
HIPERLINK
COUNT
MAX

sin

SUM(numbert;number2;..)
‘Adds all the numbers in a range of cels.

Help on this fundtion ok Cancel




image7.png





image8.png
Insert Function
Search for a function:
Mean
Or select a category: | Recommended

Selectafunction:

HARMEAN
TRIMMEAN
AVEDEV.
AVERAGE
AVERAGEA
AVERAGEIF

GEOMEAN(numbert;number2;..)

Returns the geometric mean of an array of range of positive numeric data.

Help on this fundtion

ok

Cancel





image9.png
AVERAGE

ot [ @ s

Number2

- 65
Returns the average (arithmetic mean) o its arguments, which can be numbers or names, arrays, o references.
that contain numbers.

Numbert: numbert;numberZ... are 1to 255 numeric arguments for which you want
the average.

Formula result = 65

il ot uncton ==





image10.png
B2 - X« f | =AVERAGE(B2:B9)

A B c D 3

Function Arguments

289

1
2|
3ls
alc
5o
6 e
7F
sle
o ln

wwwewwal

i
10|average [E(B2:89) 1





image11.png
©® N e ;A w N

A B
Module  Grades
10
13
17
3.0
20
40
3.2
3.00
Average 25

Tommoo® >




image12.png




image13.png




image14.png
Fle  Home Insert  Pagelayout  Formulas  Data  Review  Vie
E"D X | cation - Generst ~ | ECe
o B @ % 9 | Hr
S PR e
Clpbosra 15 Mignment 5 humber 1

BI1 - fc | =SUMPRODUCT(B2:B9;C2:C9)/SUM(C2:C9)
| A B c 3 3 ® H

1 |Module Grades LP

2a 10 2

3le 13 5

4lc 17 3

s 30 3

5 e 10 5

7 40 3

slc 32 3

9 ln 3.00 3

10 |Average
weighted

n

Average





image15.png
File  Home [insert| Pagelayout Formuls  Data  Review  View  Help




image16.png
&





image17.png
File  Home Insert  Pagelayout  Formulas  Data  Review View Help  ChartDesign  Format

i E D

(="

ise | B§

HIF P s

Chart2. - i3
i
-
o Chart Title +
3 120 v
o o Y
3] 60
3 40 I
e 1d

nGrades wlp





image18.png
File  Home Insert

il E D

Page Layout  Formulas

Hian

Data

Review  View

Help

Chart Design

Format

AddChat Quick | Change | Suitch Row
Element ~ Layout~ | Colors~ Column

Chart Layouts Chartsyies Dat
Chart 2 - fo

A | 8B | c | D 3 F s H ' ] kK | L | M | N | o

1 |Module |Grades 1P|
TR o e e pa—
3 13 9 20 Add, remove or change chart
ic 7] 3 (7] demenmasch ot e egend
sl 30 3 100 gricine, and data label.
ol 10 o 5 V| ostaber
iB & w o
2 : rrorBars
R, Hi00) 3 © g Gridlines
10 [Average 23 20 I II I I I
of Legend

weighted o mil mll 1 L O ondine
11 |average | 1.807652 A [ 8B [ c[ole[FTc]Hn
o womes 10 13 17 30 10 40 32 3
2| w2 s 3 3 6 3 3 3
5|
1 e—_—
15






image1.jpeg




image19.png




image20.svg
     


