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Spreadsheets are most useful
when working with numeric data.
Excel is full of features that make
math easy.
In many ways,
spreadsheets represent the most
powerful calculator you can find.
Formulas
A special type of cell entry
that calculates or returns some
other result is called a formula.
When entered in a cell, the cell
displays the results of the formula,
not the formula itself. The formula
is always displayed in the
Entry/Formula bar.
Formulas ALWAYS begin
with an equal sign (=). You can
create formulas with:
 Math operators such as +, -, *
(multiplication) or / (division)
 Cell references or the cell
address that you want to work
with
 Values and text
 Preset math operations (which
are called functions)
Formulas can be entered 3 ways:
1. You can enter formulas
manual by keying the “=” sign
and the operation you desire.
2. Enter the “=” sign and then
pointing and clicking on the
cells you wish to use for the
formula. This automatically
enters the cell addresses – you
will still key the operators such
as +, -, and so on.
3. Use the formula palette by
clicking the “=” icon and using
the formula palette that is
displayed below.
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Save Time – Fill Down!
Most spreadsheets (including Excel) have built in feature to make copying a
formula across or down a series of cells easy – it is called FILL. In the first 3
spreadsheets we created (Thompson, Inc.; National Grocer; and Clark’s Toys)
we entered data but did not perform the calculations to complete our work.
While we could enter a formula in each of the cells of the unfinished column –
that would be a great deal of unnecessary work – let’s let Excel do the busy
work. At the top of the column, in the cell indicated, enter the formula that is
shown in the examples.
Then highlight that cell with the mouse and select the rest of the cells in the
column. Pull down the EDIT menu, select FILL and choose DOWN from the
submenu that pops up. Excel will copy your formula into the cells you have
indicated and automatically adjust the cell references for each calculation.

Relative Cell References
Perhaps you recall that a cell reference refers to the column heading and row
number of a cell or square in our spreadsheet grid. When you fill down, Excel
automatically adjusts these references so that the formula correctly performs
the right calculation. How does Excel know what changes to make in the cell
references?
A RELATIVE CELL REFERENCE is a cell address that is plainly stated as a
column letter and row number (i.e. A3, B7, or K9). When you construct
formulas, Excel considers that cell reference relative to it’s position in the
spreadsheet. When you copy or fill that formula, Excel will automatically
reassign the cell address relative to the area of the spreadsheet that you are
copying or filling to. This saves you a great deal of time because you do not
have to re-write each formula as you apply it throughout a spreadsheet.

Today’s Assignment
On the back of this handout is your assignment for the day. Open up your
Thompson, Inc.; National Grocer; and Clark’s Toys spreadsheets and add the
formulas that are indicate. Use the FILL DOWN feature to copy those
formulas down the columns as indicated (EDIT – FILL – DOWN). Because
our formulas are constructed with RELATIVE CELL ADDRESSES, Excel
will correctly adjust the formula in each cell to correctly solve that equation
for that row.
When you have made the changes to our first 3 spreadsheets, create a new
spreadsheet for a stock market portfolio. As a quick review, enter the formula
as indicated and use the FILL DOWN feature to complete your work. Once
you get rolling, IT’S EASY!
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