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“Numerical quantities focus on expected valueaphical summaries on unexpected
values.”
---John Tukey (1915-2000)

I ntroduction

Most contemporary business students use MicrosaielEMS-Excel) for the production
of their case reports and presentations. MS-Herel other spreadsheets similar to MS-
Excel) offers a large number of features. The psepof this document is to help BUS
302 students understand the features and fundtiptizt arecritical to success in
BUS302 and subsequent courses.

In general, MS-Excel works the same way in bothvhedows and MacOS
environments. Similar commands exist in other agsbeet applications, such as
OpenOffice Calc (Linux/MacOS/Windows), Gnumericr{uk/MacOS/Windows), and
Numbers (MacOS). Similar commands may exist innendpreadsheet applications,
such as Google Docs, although the functionality imajimited. In MS-Excel on the
Mac, OpenOffice and GoogleDocs, there are no ‘#tedil wizards’—a spreadsheet
developer uses the relevant functions for hypostiesiting (e.g., “=ttest) or linear
regression (e.g., “=linest” or “=slope”).

If this document is unclear, please contact thiutor.

Functions

Business students must have very strong skills fividmcial functions. For example, the
“Chatsworth Sports Products” case requires usheotoncept of Present Value. In
general, the built-in function for present valueRV. In addition to using the built-in
function, strong students often enter key formirasill mathematical form to double-
check their work. Other important financial fureets are future value (=FV) and
payments (=PMT).

In addition, business students must have stronlg skith statistical functions. For
example, the “Chatsworth Sports Products” caseiregjfinding the median value. The
built-in function for finding the median of seriss=MEDIAN. Similar to financial
functions, strong students often enter key formuidsll mathematical form to double-
check their work and improve their understandinghefr analysis. Other important
statistical functions are mean (FAVERAGE), standdediation (=STDEV), count
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(=COUNT), maximum (=MAX), minimum (=MIN), correlaih (=CORREL) Z-test
(=ZTEST), and-test (=TTEST).

Exploratory Graphics

Business students must have very strong skills alittypes of graphics, including charts
and plots. For example, the “Chatsworth Sportsi&ets” case requires use of one or
more scatterplots. A scatterplot plots two cortimsivariables—one variable on the X-
axis and one variable on the Y-axis. MS-Excelnefe scatterplots as an “X-Y Chart.”
Bar-charts of tabular data and histograms of cootiis data are also common. Line
charts are really just scatterplots with the X-adastrained to be a time series variable.
Once the data has been computed correctly in M®IEttee command sequence to
generate a chart or a plot is “Insert | Chart.”

Cell References

Business students must have very strong skills eutlry aspect of cell references. Some
cell references ar@bsolute (e.g., for given or fixed parameters), some adirences are
relative (e.g., for variables or changing parameters),samde cell references amexed

(i.e., the row will be held constant and the columithbe changing, or vice-versa). Cell
references can even refer to cells in differentksbeets within the same workbook (.xls
file). Cell references can even be named—for exanfipsales-costs” might be easier to
interpret than “=B1-B2.”

Cell Auditing

Business students must know the mathematics dothaulas in cells. In addition to
visual inspection on a cell-by-cell basis, stronglents “audit” all their formulas in

detail. Occasionally, this “audit” of formulasiiequired in subsequent courses or on the
job. By default, “Formula Auditing Mode is off.That is, a cell that contains a formula
will display theresult of the formula in the cell. The command to endbalel
subsequently disable) “Formula Auditing mode” i®0Is | Formula Auditing | Formula
Auditing Mode.” In “Formula Auditing” mode, a cethat contains a formula will display
theactual formula in the cell (rather than the result of the formula

Copying and Pasting
Business students must have strong skills with icgpgnd pasting. This skill not only
applies to content (usually formulas) within a wsirket, but also to content (including

tables and charts) between MS-Excel and MS-Wordimilarly, between MS-Excel and
MS-Powerpoint.

Formatting

Business students should practice with all of trengtting features in MS-Excel. For
example, all numbers need to be aligned on a dé¢ond not decimal is present, the
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alignment should assume the correct, implied ddagntage). Students should master
how to use “borders,” “double underlines,” and $amfeatures in order to present their
work in the manner expected of quality professisnadanagers, and executives.
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