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Excel Interface — Ribbon Structure
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Excel Interface — Formula Bar
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Excel Interface — Rows, Columns, Cell
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Workbooks & Worksheets

File Home  Insert

Workbook — the entire Excel = -S| co—
file that contains one or more
worksheets.
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AN IR
NBRRBREEEF A

EE




Tables, Records, and Fields

Field - a single category or type of information
represented by a column in a table.
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Parcel_Number
13-0007100
44-0182150
11-0147000
52-0190000
52-0190100
52-0190300
52-0190400
52-0190600
52-0190700
52-0190800
52-0190900
52-0191000
52-0191100
52-0191200
52-0191300
52-0192100
52-0192200
52-0192300
52-0192400

B

D

E

\ F |

G |

|Parcel C

fdential
esidential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential

Residential

SubdivDescr

NONE

CLYDE SUBDIVISION

CROSS S SUBDIVISION

HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES 3RD
HIGH COUNTRY ESTATES 3RD
HIGH COUNTRY ESTATES 3RD
HIGH COUNTRY ESTATES 3RD

Occupancy

Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied

Main_Style_Descr

1 Story Frame

Mfd Home (Single)

Mfd Home (Multi-Section)
Mfd Home (Multi-Section)
Mfd Home (Multi-Section)
1 Story Frame

1 Story Frame

Mfd Home (Multi-Section)
Mfd Home (Multi-Section)
1 Story Frame

1 Story Frame

Mfd Home (Multi-Section)
11/2 Story Frame

1 Story Frame

Mfd Home (Multi-Section)
1 Story Frame

1 Story Frame

1 Story Log-Pine

1 Story Frame

Gross_Bldg_Area Main_Condition_Descr Main_Basement_Area Main_Air_Conditioning_Descr Total_Acres

1232
960

2280
1456
2316
1509
1823
1680
1232
1203
1406
1988
2276
2398
1876
1512
1132
2730
1476

MNormal 1232.0
MNormal 0.0
MNormal 0.0
MNormal 0.0
Good 0.0
MNormal 1482.0
MNormal 1508.0
MNormal 0.0
Mormal 0.0
MNormal

Above Normal

MNormal

MNormal

MNormal

MNormal

MNormal

MNormal

Above Normal

MNormal

93

11

10.0
7.0

5.9

5.9

11.0
104
12.6
13.0
19.2
10.0
17.8
19.7
124
28.3
200
200
255




Tables, Records, and Fields

Record - a complete set of related information about a single
item, person, transaction, or event, typically represented by
arow in a table.
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Parcel_Number IPa rcel Class SubdivDescr

13-0007100

Residential

NONE

Occupancy
Single-Family { Owner Occupied

Main_Style_Descr
1 Story Frame

Gross_Bldg_Area Main_Condition_Descr Main_Basement_Area Main_Air_Conditioning_Descr Total_Acres

1232

MNormal 1232.0

9.3

44-0182150

Residential

CLYDE SUBDIVISION

Single-Family / Owner Occupied

Mfd Home (Single)

960

MNormal 0.0

1.1

2
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11 |
12|
13|
14|
15 |
16 |
17|
18 |
19|
20

11-0147000
52-0190000
52-0190100
52-0190300
52-0190400
52-0190600
52-0190700
52-0190800
52-0190900
52-0191000
52-0191100
52-0191200
52-0191300
52-0192100
52-0192200
52-0192300
52-0192400

Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential

CROSS S SUBDIVISION

HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES 3RD
HIGH COUNTRY ESTATES 3RD
HIGH COUNTRY ESTATES 3RD
HIGH COUNTRY ESTATES 3RD

Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied

Mfd Home (Multi-Section)
Mfd Home (Multi-Section)
Mfd Home (Multi-Section)
1 Story Frame

1 Story Frame

Mfd Home (Multi-Section)
Mfd Home (Multi-Section)
1 Story Frame

1 Story Frame

Mfd Home (Multi-Section)
11/2 Story Frame

1 Story Frame

Mfd Home (Multi-Section)
1 Story Frame

1 Story Frame

1 Story Log-Pine

1 Story Frame

2280
1456
2316
1509
1823
1680
1232
1203
1406
1988
2276
2398
1876
1512
1132
2730
1476

MNormal 0.0
MNormal 0.0
Good 0.0
MNormal 1482.0
MNormal 1508.0
MNormal 0.0
Mormal 0.0
MNormal

Above Normal

MNormal

MNormal

MNormal

MNormal

MNormal

MNormal

Above Normal

MNormal

10.0
7.0

5.9

5.9

11.0
104
12.6
13.0
19.2
10.0
17.8
19.7
124
28.3
200
200
255




Tables, Records, and Fields

Table - a structured range of related data
that is organized into rows and columns.
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13-0007100
44-0182150
11-0147000
52-0150000
52-0150100
52-0150300
52-0150400
52-0150600
52-0150700
52-0150800
52-0150900
52-0191000
52-0191100
52-0191200
52-0191300
52-0152100
52-0152200
52-0152300
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14
15|
16|
17
13|
19|
20

52-0152400

Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential
Residential

Parcel_Number _\ Parcel Class SubdivDescr

NONE

CLYDE SUBDIVISION

CROSS 5 SUBDIVISION

HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES
HIGH COUNTRY ESTATES 3RD
HIGH COUNTRY ESTATES 3RD
HIGH COUNTRY ESTATES 3RD
HIGH COUNTRY ESTATES 3RD

Occupancy

Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied
Single-Family / Owner Occupied

Main_Style_Descr

1 Story Frame

Mfd Home (Single)

Mfd Home (Multi-Section)
Mfd Home (Multi-Section)
Mfd Home (Multi-Section)
1 Story Frame

1 Story Frame

Mfd Home (Multi-Section)
Mfd Home (Multi-Section)
1 Story Frame

1 Story Frame

Mfd Home (Multi-Section)
11/2 Story Frame

1 Story Frame

Mfd Home (Multi-Section)
1 Story Frame

1 Story Frame

1 Story Log-Pine

1 Story Frame

Gross_Bldg_Area Main_Condition_Descr Main_Basement_Area Main_Air_Conditioning_Descr Total_Acres

1232
960

2280
1456
2316
1509
1823
1680
1232
1203
1406
1988
2276
2398
1876
1512
1132
2730
1476

MNormal 1232.0
MNormal 0.0
MNormal 0.0
MNormal 0.0
Good 0.0
MNormal 1482.0
MNormal 1508.0
MNormal 0.0
Mormal 0.0
MNormal

Above Normal

MNormal

MNormal

MNormal

MNormal

MNormal

MNormal

Above Normal

MNormal

93

11

10.0
7.0

5.9

5.9

11.0
104
12.6
13.0
19.2
10.0
17.8
19.7
124
28.3
200
200
255




Basic Formulas

- Formula - an expression that performs a calculation or operation using values, cell
references, functions, and operators.

« Components
- Equal sign (=) every formula begins with an equal sign. The equal sign tells Excel that
the cell contains a calculation or function.

« Cell References — refer to values stored in other cells (e.g., = Al + B1)
« Constants — numbers or text entered directly into the formula (e.g., =A1 + 100)
« Operators — symbols that tell Excel what calculation to perform.
« + Additon

- Subtraction

* Multiplication

/ Division

N EXponent




Basic Formulas

« Functions — predefined formulas that perform specific calculations
=SUM(A1:B1)

SN~ T

Start with  Function ~ Open End with close
equal sign Name parentheses parentheses

o If more than one argument, each argument is separated by a comma (,)




Basic Formulas — Anchored Cell Reference

« What is an Anchored Cell Reference? An anchored (absolute) reference keeps a
row, column, or both from changing when you copy a formula.
« Reference Changes When Copied? Example

e A1 Row and column change Relative
¢ $A%1 Neither changes Absolute
¢ $A1 Column locked Mixed

e A$1 Row locked Mixed




Basic Formulas

« Excel provides help with creating formulas:

Insert Function Button

Insert age Layout  Formulas  D:
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Paste E@ Copy  ~ B
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Basic Formulas

Search box \

Select a

Insert Funchion

_Or select a categgpy:| Most Recently Used

Category

Function —
List

Help for /
selected

M(number1,number2,..)
dds all the numbers in a range of cells.

Function

Select a function:

VLOOKUP
IF5

TRIM
MEDHAN
POWER




Basic Formulas

Function
Arguments -
Bold is _
required,
Regularis
optional

Formula

Function Arguments

[acds ait the numbers in a range of cells.

Description
of Function

MNumberi:

number1 number2.. are 1 to 255 numbers to sum. Logical values and text are ignored in

cells, included if typed as arguments.

Help for
_— current

Result

Argument




Basic Formulas

e Can also use the AutoSum button

File Home Insert  Page Layout Formulas Data Review View  Automate  Developer Help  ACROBAT
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Basic Formulas

« Does more than just sum

[Z AutoSurm "] 5.-.,? 1
2. Sum

Lwverage

Count Mumbers

[

Min

More Eunctions...




Basic Formulas — Rounding

« The ROUND function rounds a number to a specified number of digits, making
values easier to read and ensuring consistent calculations. You can round to
decimal places, whole numbers, or even to the nearest 10, 100, or 1,000.

« =ROUND(number, num_digits)

« For num_digits a positive number rounds to the right of the decimal, a negative
number rounds to the left of the decimal




Basic Formulas - Rounding

» Using this number - 136,752.12732

.
« =round(136,752.12732,2) results in 136,752.13

|
« =round(136,752.12732,1) results in 136,752.1

o :round(136,75é.12732,o) results in 136,752

. =round(136,7é2.12732,-1) results in 136,750

o =round(136,%52.12732,-2) results in 136,800
 =round(136,752.12732,-3) results in 137,000

!
 =round(136,752.12732,-4) results in 140,000




Basic Formulas - Rounding

« Can also use =roundup() and =rounddown(), these work exactly like =round() only
the force the rounding up or down regardless of the normal rounding rules.

« For example:
. =round(136,7é2.12732,-1) results in 136,750

« =roundup(136,752.12732,-1) results in 136,760 rounds up on the 5 ignoring the 2 which
would normally result in rounding down

=round(136,752.12732,-2) results in 136,800

:rounddown(136,%52.12732,-2) results in 136,700 rounds down on the 7 ignoring the 5
which would normally result in rounding up.




Basic Sorting and Filtering

e Sort and Filter Button

File Home Insert  Page Layout Formulas Data Review View  Automate  Developer Help  ACROBAT \
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Basic Sorting and Filtering

SortAtoZ,

1-9, or low
to high oy | O BB
Sort & | Find & Add-ir
Filter - | Select + Custom or

SOt Zto A, zl sorAwZ Multi-level
9-1, Or hlgh Z] sotZtoA // sorts

to IOW Custom Sort.., \

? Filter

? Clear

E Reapply




Basic Sorting and Filtering

Move current
Add or Delete Levels |evel up or down

- AddLevel < peleteLevel  [[BCopy Level | -

Colurmn Sart On
Sort by w || cell Values

Check box
to ignore
headers
when
sorting




Basic Sorting and Filtering

A
Turn on Filters 7| L

Sort & | Find &
Filter ~ | Select ~

N 2] sontAtoz
2| sertZton

Custom Sort...

N’ Filter .
< o .—Clear all Filters
% LClear

EREER SN Reapply Filter if

data has changed




Basic Sorting and Filtering

Filter Buttons

File Home Insert  Page Layout Formulas Datag~ Review View  Automate Developer elp  ACROBAT

h de G AN S=EEe B 3 Bad  Good Al
[@®cCopy ~ o T Fill~
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2 |13-0007100 Residential NONE Single-Family / Owner Occupied 1 Story Frame 1232 MNarmal 1232.0 Yes 9.3




Basic Sorting and Filtering

| 2] SetAtez
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Cancel
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Basic Sorting and Filtering

There is a second copy
of these buttons on the
Data Ribbon

File Home Insert  Page Layout Formu\asl Data IRevl'ew View  Automate Developer Help  ACROBAT

[T Queries & Connections
Properties

[ Workbook Links
Queries & Connections

|:E| From Text/CSV

Get Eé From Web

Data~ 3 From Table/Range [E Existing Cannections
Get & Transform Data

EE From Picture ~ P
I
L

Refresh

All~
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[%g Recent Sources
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Data Types
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i

Geography

Duplicates Validation ~
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Remove
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Analysis »  Sheet
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Helpful Keyboard Shortcuts

Arrow keys move up, down, left, right one column or row

Control + down arrow — moves to the end of the data (or first blank field) in the current column
Control + up arrow — moves to the beginning of the data (or first blank field) in the current column
Control + right arrow — moves to the end of the record (or first blank field) in the current row
Control + left arrow —moves to the beginning of the record (or first blank field) in the current row
Control + home — moves to the beginning (cell A1)

Control + end — moves to the recognized end of the data (might not always be right)

Page Down —moves down one visible page

Page Up —moves up one visible page

Holding shift while using above keys highlights and expands the selection as you move

Control + X —shortcut for cut

Control + C—shortcut for copy

Control +V —shortcut for paste




Contact Information

s Donald LaFleur

Morton County Director of Tax Equalization

s /01-667-3325



mailto:donald.lafleur@mortonnd.gov
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