Excel Formulas Handout



References & Cell Addresses
A reference or cell address identifies a cell or a range of cells on a worksheet and tells Excel where to look for the values or data you want to use in your formula. Addresses are made up of a column letter and a row number. No two cell addresses are the same. Example: B1 or C3 
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Sorting
This tool allows you to rank a series of words or values in a column in either ascending or descending order.
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Formulas
All formulas and calculations begin with an equal sign =  That tells Excel you’re doing math. A formula is an equation that performs operations on data. Formulas perform math like a calculator, they compare data, and they are used to edit and join text. Example: =SUM(A4+B4) 
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Sum
To add a series of values, you can either use a math operator like the plus sign, or you can use a colon to state a range of addresses. Example: =SUM(A1+B1+C1) … or … =SUM(A1:C1)




Average and Median
To calculate the average, or mean, for a series of values, include the range of addresses you need to average. The same process works for finding a median. Median is the value at which half the numbers are higher and half are lower. The mode is the most common number in the series. Example: =AVERAGE(A1:A100) or MEDIAN (A1:A100)
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Percentage Change
These calculations allow you to see how much values have changed incrementally. The basic formula for calculating percentage change, regardless of Excel, is (New-Old)/Old (a good mnemonic to remember is “NOO!”). Apply that structure to an Excel formula, and you’re on your way. Example: =(B1-A1)/A1
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Percent of Total
You will use this formula to calculate how much each value represents of the total. To do this, you will need to make sure you have assigned an absolute reference in the formula so that Excel goes to the same cell for each calculation in the series. This tool requires a dollar sign ($) between the column letter and row number. Example: (B1/B$7) followed by (B2/B$7)
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John Bones
Luuk Sengers

Global Investigative Journalism Conference, Kiev 2011

* Thanks to The center for investigative journalism and thanks to Danielle Cervantes of The San Diego Union-Tribune (danielle.cervantes@uniontrib.com), on whos tipsheet “Excel for beginners: Geek glossary” we based this handout. 


image5.png
- Kopier format

10

m

2

13

14

15

15

% Kipp ut

43 Kopier
tim

Utklippstavie

Settinn

Sideoppsett

. Excell Handout - Microsoft Word

Hem  Settinn  Sideoppsett  Fommler | Data | Segiennom

Visning Tillegg

ABBYY FineReader 11

[ Tikobiinger N & Fiem

“f Egenskaper {» Bruk pa nytt.
= b o e ®
2 Rediger koblinger 7 Avansert

Tilkoblinger Sorter ogfiltrer

-
:
Tt Fem

Kolonner upliater

Epatavaicering -
g Konsolder
5 - sier s anayse -

2 Grupper -

& Delopp gruppe -
{Fpesammendrag
Diposson

New nnumber _ percentage change

190](B2-A2)/A2

A A ARG 7 2

EEE e




image6.png
T L D il - | Bxcell Handout- MicrosoftWord ® (=8 =
La,

Hiem | Settinn  Sideoppsett

% Kipp ut

23 Kopier ey Seitinn_ Sideoppselt _Fomler  Data  Segiennom  Visming  Tilegg  ABBYFineReader1l @ - = x
U opiertormat | [ E & 1 - o ] == ) i posem <[ Bt st - [ st | =~ Ay
Utkiippstavie S — | i Fomatersomtabeil~ || S siet = | 8]
n | - |[FEEE A - | (0 o] 58 8| coesrer - Sl caienaas
- Utklippstavie = Justering = Tall 5 tiler Celler Redigering
= 1 Numbers Percent
: [ 2] amount2
3 amount2 G
7 4 Amount3 31
: 5 amounta 5
. 5 amounts =
- 2wl ]
B 8
- s
©
- 1
5 »
. 5
14
5
. 1
v
= 18
E »
)
2
E »
. »
B 2
- [A4 ]| Ara Ake A7 I [
| Redige El=] =)
= 5





image1.png
jem | Settinn Sideoppsett

Kipp ut

[pral Ty ABBIY FieBeader 11 © -7 x
. Kopier e Ta rep :
i~ < Kopierformat ||| F & U - abg| Stnra el Bl Betinget formatering = | Ssettinn + | X - 5’ Iﬁ
Utkippstavie 1% 55 Fomater somtabell -+ | 3 siett - | (3]~
tm % wl Sorter og Sk etter
. i E BT Broma || G "oieed SpEensy
Utklippstavle Justering o Tall = Stiler Celler Redigering

HereisAL HereisBl HereisCl

HereisA2 HereisB2 HereisC2

HereisA3 HereisB3 HereisC3

10
N 1 B
o 12 1
N 13

1
N 15
N 16





image2.png
(\W L OM - . Excell Handout - Microsoft Word - & (= ® |

em |_settimn _ sideappset -_— =
ver RN 9o HIV_KIEV - Microsoft xcel =[a] =]
Kipp ut =
B ot setinn_ Saeoppiett__Forier_| ota |_Sealenmom __ Vinng__Tiegs _ AdoM FneResgeril G-~ x
opier
Lim F £ U~ TP ilkoblinger & Fem lidering - rupper - nalyse
B U 5 @riobing R = = [ pstavaiigering @ Grupp: 3 Dataanaly
Utklippstavie 1% %F Egenskaper G Bruk pa nytt & [FsKonsolider < Del opp gruppe ~
ent ekstemd Oppeater 4 soter | Fiter Tt em
= e PERS(E! 22 Rediger koblinger D avansert | paiomer dupnvater 5 Hvs-skervis-snabse = | ] Delsammendrag 1
o Tikablinger st g iter Dataveiiay Diposijon 1) anabse
N A2 - x| South Africa [¥]
- -
N Viet Nam 12000| 2233 %]
o Sudan 260000| 12000| 2067 %]
N Ghana 260000 22000| 1082 %|
sideiov | 0377 | B Engelsk UsA

2046
06102011





image3.png
)
&

<[a[o]<[w





image4.png
@ﬂ H9 0)° Microsoft-Excel-Quick-Tips (Skrivebeskyttet) [Kompatibilitetsmodus] - Microsoft Word Bildeverktoy

Wen | settmn susoppeet
@ Bok2 - Mierosoft el

4 Kipp ut
B oottt [rmes o Wem  Setinn  Sdeoppsett Fomler | Data | Seqemnom  Vimng  Tlegp  ABBY FineResderil
i Kovir formet | EEAEAARII B [ Tikobiinger R & e % BO = Datavaiidering - & Grupper - {5 Dataanalyse
e =) 4 egenskaper el G Bruk pé ytt B Konsolider < Del opp gruppe -

et PRt oo reaigerkobiinger || A % | T s mancert || emer dupieater 5 Hia-sjerwis-anaiyse - || (5 Delsammendra
o . ata it o o Kolonner auplikater =3 z o
= Tikoblinger Sorter og fitrer Dataverktay Disposision Analyse
B v (3 X ¢ fe| =average(A1:A7) g‘
: B c o B B B W | 3 X L
2 9
- 10
5 o |
B o =
= 13
A 14
n 15
B 16
B 17
B 18
B 19
i 20
B 2

» |
5 2
= 24
o W] Ak ke AR 55 [ I
Sideiova | o5 B Engelsk usa | L5 | =0 Sl —

z I= [Elh> 3 L




