	CPSC 101 -- Spreadsheet Lab -- Introduction to EXCEL





Log onto the system, then select  Microsoft EXCEL 7.0 from the Roanoke College menu.  





1. Examine the screen and identify all of the parts of the spreadsheet (look in the book).


2. You should have read up to the section on copying a formula of the book  to get a feel for spreadsheet basics.  You may need to do some of the exercises on these pages if you have never used spreadsheets.


3. Clear out the anything you put in the spreadsheet by selecting the range you have used (with your mouse or by pressing CTRL-A), then selecting edit from the main menu, then clear, then all.


4. Now follow instructions below to construct the baseball spreadsheet.  





HAND IN the 4 printouts requested in the baseball exercise.  








The Baseball Spreadsheet





The baseball spreadsheet data are as follows.  Follow the steps to create the spreadsheet (don’t just start entering the data).








	     A  		 	  B 	  C   	    D	   E		F	G





1	Name			 AB	Hits	Runs	Bat.Av.	     Salary	+/- Av.


2    	Muff, Lefty        		100	  25	  12		 34000.00


3 	Puff, Powder        	 98	  34	  17		424761.23


4 	Hands, Good        	103	  17	   5 		 27900.30


5 	Alley, Power        	 85	  23	  20 		 99000.00


6	Brown, Charlie      	 65	   8	   2		 16500.99


7    	Loop, Endless      	110	  34	  21		 45000.00


8       	Patty, Peppermint  	108	  42	  19		 86010.00


9       	Smith, Slugger      	 92	  32	  22		104500.50


10      	Dooit, Willie       	 	81	  12	   0 		 69000.01


11      	Knockahoma, Harry   	 73	  10	   1		 34000.00


12      	Dundee, Crock       	 65	   3	   0 		 56001.09


13      	Napier, Bones       	 23	   7 	   2 		 21033.98


14


15      	TOTALS  


16


17      	Average Salary


18


19        








1. Enter the column headings (Name, AB, etc.) in row 1.  The last column will cause a problem.  The purpose of the column is to show how much the player's salary is above or below average but the characters in the header "confuse" EXCEL.  Type in the header +/- Av. just as it is.  You should get an "Error in Formula" error message.  The + leads EXCEL to assume you are typing in a formula but what follows doesn't make sense in a formula.  You need to add a single quote -- type in '+/- Avg.  The single quote forces EXCEL to accept this as text data.  Notice that the quote does not appear in the cell.





2. Now we will move the column headings in cells B1 to G1 to the right in the cells.  Select the range B1 to G1, then click on the icon for right alignment (it looks like a piece of paper with lines on it -- all the lines are even on the right).  Now make the column headings bold by selecting the range A1 to G1 and then pressing the bold icon (the big B).  (You are also welcome to put a border around the headings by pressing the border icon after selecting the range.)





3. Now type the names in column A.  Don't worry if the column is too narrow -- just type.  After you have all the names typed in follow the instructions in the book  for changing column width (have EXCEL automatically change the width to accommodate the longest name).  





4. Now type in the numbers.  Type in the dollar amounts as they are.  We'll change to currency format in the next step.  (You could type $ signs with each to make them currency format but when typing lots of numbers it is often easier to change format after typing.)





5. We need to change the format of the salary column to currency.  Follow the instructions in the book to change the format of the salary column to dollars (currency).  The block to be modified will be F2:F17.  Note that something strange happens!  Your data didn't really disappear -- there just isn't room to display it.  Change the width of column F (the salary column). (Look back at the instructions for changing column width.)





6. Now move to cell E2 and type in a formula for batting average.  Since batting average is the number of hits (which is in C2) divided by the number of at bats (in B2), the formula should be =C2/B2.  This computes the batting average for the first player (Lefty Muff).  





7. To compute batting averages for the other players we will copy the formula for batting average to the other cells in column E.  Follow the instructions for copying a formula to copy the batting average formula from cell E2 to cells E3:E13.  After copying move your cursor down through cells E3 to E13 and look at the formula in the input line as you move --- the addresses in the formula have been adjusted.  The original formula =C2/B2 in cell E2 became =C3/B3 in cell E3 (each address was adjusted one cell down because E3 is one cell down from E2) and so on. 





8. The batting averages look a bit ragged and aren't the way batting averages are usually displayed (they are usually expressed to 3 decimal places).  Follow the instructions in the book  to change the format of column E to display 3 decimal places. (NOTE:  The range to be formatted is E2:E13).





9. Calculate the total at-bats, hits, and runs for the team.  Note that these are all sums of numbers in columns.  We can use the SUM function to do this.  Go to cell B15 and type in =SUM(B2:B13) -- this will cause the numbers in cells B2 to B13 to be summed.  Now copy this formula into cells C15:D15 (use the copy instructions again).  Again look at the formula in the cells C15 and D15 to see how the addresses were adjusted.





10. Calculate the average salary for the team and place it in cell F17.  To do this go to F17 and enter the formula =AVERAGE(F2:F13) -- this computes the average of the numbers in cells F2 to F13.





11. For each player calculate the amount his/her salary is above or below average.  For each player you want to subtract the average salary for the team from the player's salary.  For example, the formula for Lefty Muff would be =F2-F17 (in cell G2) then this should be copied to cells G3:G13 BUT if we use F17 in the formula and then copy it will be adjusted (in cell G3 it would become F18, in G4 it would become F19, etc. WHY???).  We need to make F17 an absolute reference (see description in the book, p. 104).  To make a cell address an absolute address we use $ signs before the column letter and the row number.  The correct formula is =F2-$F$17.  Type this into G2.





12. Copy the formula from G2 into G3:G13.  Note that the format of column G is currency (you may need to widen the column).  





13. Now we are going to put headers and footers on the spreadsheet.  Follow the instructions in the book.  For a Header type in BaseBall Spreadsheet (centered) (you will need to first click on Custom Header).  For a footer select the "Prepared by ..." option (it will have you name in it) -- use the down arrow in the footer section to find this option. 





14. Save your spreadsheet (name it BBALL1).





15. Print the spreadsheet.  





16. Often we want to rearrange data in some specific way --- for example, sorting in alphabetical order by name or salary.  Follow the instructions in the book to sort the spreadsheet in alphabetical order by name.  The range to be sorted is A2:G13 (the portion of the spreadsheet that contains the data -- the range should not include the headings and summaries BUT it must include all the data that goes with each player). The primary key ("Sort by") will be A (the name column).  Choose ascending order.   (We will not define a secondary key for this sort.)





17. Print and save the sorted spreadsheet --- use a different file name (BBALL2) than the one you originally used. (You will have two different files -- the unsorted spreadsheet and the sorted one).





18. Now sort the spreadsheet by salary, in descending order, with batting average as the secondary key (also in descending order).  Note that the primary key ("sort by") will be F (for the salary column) and the secondary key ("then by") will be E (for the batting average).





19. Print and save the sorted spreadsheet -- again use a different file name (BBALL3).





20. Change the look of the spreadsheet by using the Autoformat feature.  Select the whole spreadsheet, then choose Format, Autoformat.  There are several styles available – try a few then choose one.





21. Do some "what if" analysis.  





	--- Change the number of hits for Endless Loop to 58 and the salary to $43000.  Notice what happens.





	--- Change the salary of Lefty Muff to $2,989,000.  Which numbers in the spreadsheet change as a result?





Resort the spreadsheet by salary, print the spreadsheet and save it as BBALL4.





22. Exit the spreadsheet.





23. (Optional) Practice retrieving a spreadsheet --- Get back into EXCEL and choose the FILE option.  Now choose Open.  After selecting the appropriate drive (Z or A) you should see a list containing the 4 spreadsheets you have created (BBALL1.XLS, BBALL2.XLS, BBALL3.XLS, BBALL4.XLS).  Highlight one of them then press ENTER.  The spreadsheet will be on your screen.  Change a couple of things in the spreadsheet, then save your changed spreadsheet by replacing the old copy.  Exit the program.








TURN IN THE FOUR SPREADSHEETS YOU PRINTED.





