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CHAPTER 1 WHAT IS EXCEL?






  




  The intended purpose of a spreadsheet is to automate the process of doing matrix calculations in an accounting environment.




  Let’s get that out of the way right now. It’s not that complicated.




  Let me show you how easy it is to put this magic application to work for you. I will walk you through the basics step by step and when it’s over you will wonder what the fuss was all about.




  Spreadsheets have been thought of as being the purview of accountants, with their pencils, sleeve-elastics and visors.




  Courses in accounting can leave the student glassy-eyed with all the debits and credits and how either of these two words be a negative or a positive depending on the column and its relationship to other factors.




  Spreadsheets are the simple common sense way to keep track of anything numeric in nature. The fact is; data is data.




  I even use spreadsheets for non-numeric things because it is a convenient way to create tables containing information in an organized fashion. I’ll talk more about non-numeric spreadsheets in Chapters 3, 4, and 9.




  




  




  Once you begin to use spreadsheets, you will start to use them for just about everything.




  




  




  CHAPTER 2 THE SPREADSHEET




  




  THE UNDO COMMAND




  Easily the most important command you will learn. Whenever you do anything and then stop cold with a blank face and say, “Oh no!” just press <Ctrl> and <Z> together and the last operation will be undone, “Whew!” This usually happens after 45 minutes of intense entries that will be lost because you goofed. I almost gave this paragraph its own chapter.




  




  THE SPREADSHEET




  Let’s take a look at the standard spreadsheet layout. All spreadsheets are laid out this way.




  Across the top you have the “X” coordinate, and down the left side you have the “Y” coordinate. It’s the old Cartesian coordinate system you learned in high school Algebra.




  Down the right side, you have the results for the items listed down the left, and across the bottom you have the results for items listed across the top.




  Let me show you how that works below.
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  Across the top we have the days of the week.




  Down the left we have the product description.




  Each box in the matrix shows how many of each different product was sold on each different day.
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