EXCEL PRIMER:

Starting Excel and Performing Basic Tasks

 

This document details the very basics for getting started in Excel. I assume you are using a computer with Windows 95, 98, or 2000. 

GETTING STARTED

1.
If you have a file that was created in Excel, simply double click on it, or…

2. 
Click on the START button in the lower left corner of the screen. Click on PROGRAMS, and finally, click on Microsoft Excel. You can always exit EXCEL by clicking on FILE then EXIT, or simply click on the crossed square in the far upper right corner. 

PRACTICE EXCEL FILE

3.
For computer assignments, I will typically post an EXCEL file on my web-site. Here is a practice data-set: labor_data_1_4421.xls. Note: this file is an EXCEL file, hence, when you click on it from my web-site, some web-browsers may not know what to do with it, except to save it. Therefore, save it to the appropriate disk-drive for future use ("a" is floppy, for example). If your browser automatically opens it in EXCEL, then be sure to save it.

4.
Now, go to the disk-drive on which you saved the above EXCEL file, and double click on it: it's name should be "labor_data_1_4421.xls". Note: XLS denotes a typical EXCEL file tag. EXCEL will now load the file.

5.
There are 5 variables of economic interest: annual work hours (HOURS), number of children (CHILD), age, education level (EDUC) and hourly wage. This data set was used to study the labor supply behavior of women and their husbands in the late 1970’s. Each row (across) represents one person. Clearly, there are 25 people in this sample of data. For this exercise, you will sort all variables by a person's age, you will calculate the average of each variable, and you will create a new variable: income = wage*hours.

6. 
SORTING: 

Click once on "HOURS" in cell B1, hold the mouse-button and drag the cursor right to "WAGE", then drag it down to the bottom (25th) observation in cell F26. This will "highlight" the data and data-labels. Now, click on the DATA button in the top toll-bar, then SORT. A pop-up screen will appear. Make sure the top "SORT BY" mode is set for "AGE". If the box does not state "AGE", then click on the little arrow to the right, find "AGE", and click on it. Then, make sure the "Ascending/Descending" button states "Ascending". Then, click on OK at the bottom. The observations will subsequently be sorted, with younger people at the top, and older people at the bottom. 

WARNING: always make sure that all variables are sorted, otherwise, you will destroy the very nature of the data associated with specific people.

HELPFUL HINTS #1:

a.  Don’t panic if the data/file/computer "fries", as it were. You can always re-load the file from  

     my web-site.

b. If you make a catastrophic error and want to "UN-DO" what you just previously "DID", then  

    click on EDIT, and then UNDO (or CTRL-Z).

7.
Creating a New Variable
Go to the cell immediately to the right of “WAGE” (cell G1), and type in, for instance, "INCOME". 

Then, click on the first cell below this label. Type “=a1*e1” then hit the ENTER key (note: do not type quotes “ ”). The tally of the top-most observation's income=hours*wage will now appear. Now, click on this new value. The box will be surrounded by a think black line. Notice that the line bulges in the lower right corner into a tiny square. Place the cursor on this tiny-square, click and drag down to the last observation, then let go of the mouse. This repeats the function over all observations.

8.
AVERAGES:

Go to the bottom of the file, find the "AVERAGS" label, and click on the box below "HOURS" and directly to the right of "AVERAGE". Type the following: "=average(b2:b26)" then hit the ENTER key. EXCEL will calculate the average of all values in cells "c2" though "b26".

HELPFUL HINTS #2:

a. 
For every (that I know of) mathematical function (e.g. "average"), EXCEL offers a simple word, often abbreviated, which can be implemented in the manner we just saw [ e.g. "=average(c2:c:26)" ]. We will use this technique over and over again for other, more sophisticated, statistical functions, like "variance" and "correlation". Now, calculate the averages of all the variables.

HELPFUL HINTS #3:

a. 
A fast way to perform a repeated function (e.g. "average") is the following technique: Click on the cell which contains the average age. The cell will be surrounded with a black line. In the lower right corn, the black line bulges into a tiny square. Hold the cursor over this tiny square: the cursor should now appear as a small/thin cross. Now: click, drag across, covering the various cells into which the averages of the other variables should go, and let go of the mouse-button. The other averages will now appear.

