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WHY IT MATTERS:
GENERAL PROBLEM
SOLVING

Why understand the basics o f
problem sol ving?
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250 calori
12 muffins - 207 CATONEs _ 3000 calories for the whole recipe
muffin

3000 calories

——————— = gives 150 calories per mini-muffin
20 mini-muffins

1 lori
4 mini-muffins - M = totals 600 calories consumed.

mini-muffin
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PROBLEM SOLVING
EXERCISES

Exercises

2S 10 @A>. /3#/0.0 O# (.0#0 @?@
*, '0 O# . O?B21,0)B3. $/-1'$: S
#0,. )0" $)0 *( 'O 0# (.0#9T

@S 0.$&'10 )fF0$,*) fC>./01.)0 $"S #0
)0 0$, $/ 0# OT

AS.') #/ @Ao  \2'1° 040 /$($'.0* /']
04]S *3 (1#3$" 0# ¥ 1#/)H
e@C> $0 (T

BS(, *5/$)@>?@,BS@0* 0#$."*/"Y
03 .//4$'/ 1.805\ 04]03#$ (, *5./, $



F'$t | )8

)*0# . DS@0S 3 (1 #3$" (| *) .)$)" fBCO>>>
5., 508.//*$'/ 1.805*10* 0#$.".*//
3T

CS ,*% 0% $&/0.0.S%(3 / $($)"0*.$/
f2CO>>%1 . $/$%) *7 . /IS #5)  1,3$0#
E?B/1,,*.0 ./O . $/$)" CCEo0 *! 0# $:3** 3 (1 #
$0#5.9/T

DS)*0#.,*% 0% $&0.0.1* )$ /051/.$/
20@CAO *1 0# $O* $/$)" 0%0 ' *I A2AOBG> 1.%(
EOC??/1,*.0 /S #03 0# $. *$'$) ' "*T

ES# *1'0$9)* 0* 3)$) ./ !*AO@C>$) @>>F
0* BOA>>$) @>?>S $) 0#0/%) .'0$2 \,. )0]
$./S

FS#)1( .* [/ ' $) @>7> 327B ($"$%)0 B)
|*( ?BE ($"$*) O# ,. 2$*1/5 . ZDB $) O# /*'10
).'0$2 \,. )0] ./S



" )8 F

GS *, )53)0/0* ./ O0#%$.).'51/ 52CoS
?2S10#$. ' 0.$ $'$/ 1..)05f@0@>> (*)0#O
3#03$"0#$. $" $10#5d. /UNL'T
@S! 0# $.)40 $"$/ f20E>> (*)O#O B# 5
/1 INT # 5% 3#5)+0T

2>S /0%, $/#9)" ) 2 .08/%)" (, $")3%"%). /
0#$.)1( .* 1/0%(./ 5A>0S #5 1..)0'5#2
*10 F> 1/0%(./ 55
?2S * 3() 5 1/0%(./3$" O#5# 2 $! O# $.
G $)%//1 InT
@S 0#5%). /| 0*2@> 1/0%(./ 503 0#5
/1 INT # 5* 3#5)+0T

2?S) .0$' . ,*0/a00) ) *, Do O#$/ 50 0*
A>>Sh #030# 00)) !* O# *T

2@9) .0$' . *0/al'/[# 2"*3) 5A>00#$ B O*
f@>> ($"$%)Sb #03 /'/ | * O# "*304T



Fu$t ! )8

2AS# ') )$2 ./$05# BEOBCD /01 )0/ $) @>?>0
3#$ |, ') )$2 ./$05# EEOGDD /01 )0/S *(Q
0# ¥"*3$)" /00 ()O/N
2S , )d/ ).* "()03 /YYYo'.".O0#)
' )dIS
@S ' )d/ )* ()03 /YYYo/(".0#)
. ")dIS
AS ')d/ )* "()03 /YYYo* , ')dIS

?BS) 0# @>?@ '5(,$/0 /$) *'0.)0# 2>>( /#$)
GSDAY) /S $( $)/3 *) O# ?GDF '5(,$ "+
3$0# 0$( *! GSGCY/S

2S * '0d/ 0$( I YYY0 U0 .0#) $)/ dS
@S$) d 0$( 3 /YYY0 /"3 .0#) * '0d/S
AS $)d0$( 3 /YYYo* *'0d/S

2CS /0%, #/'.)  $0(O#0#2 )(.& * 3)
5D>0S #5 . #2%)" /'O 2.0$/$)" ) $0$*)"
A>0*7 '.) $0(/S #0,. )O* O# *$'$)"
$ *5*1)1, 59T



T )% F

DSHS#$/ 00 .N#2$)" /0*&0#0" /1, A>0*)
¥ 50#) */A>0*) 1/ 5O* [0*&O0#0
*IA>0*%  ¥) 5)™/[1 A>0* 1/  5T)
# /O3#0$/0#)0,.)0"$)* T

2ES. O#/ 03 * '$(/ -1$2')00 $)*);$ 00 *. )*0
*, . ' 1/ O#5d. 0'&$)" *10 $7.)0
0#$)"IT
?DSa?DSA0*! (.$ ) . 3$0#*10 # 'O#
$)/1.) bZE[
?ES&)'5 CCSGo *! 1'0/. $2 (, "*5.,* 2$
# '0#$)/1.) bZF[

2FS. O#/ 03 * '$(/ -1$2')00 $)*);$ 00 *. )*0
*, . ' 1/ O#5d. 0'&$)" *10 $7.)0
0#$)"IT
?2Sa (.&1,0# 3# '/' . $  5AA0 0
1,3%0#0# .0$' .90
@K # /0%, #/ @Co,*0(."$)b



F'$! ! )8

?GS. 0#/ 03 * '$(/ -1$2')00 $)*);$ 00 *.)*0
¥, . ' 1/ O#5d. 0'&$)" *10 $7.)0
0#$)"/T
2Sa2.55./$) ?2GC>00#)1( .* (.$ )

#$.)"1)  * 3)#/*1 ' Sb
@S # )1( . % #$ "1)H#0 O# #/ *1
|.*( 2GC> 0* ?GGBSb

@>S 0#/ 03 * '$(/ -1$2')00 $)*);$ 00 *.)*0

*, . ' 1/ O#5d. 0'&$)" *10 $7.)0

0#$)"/ZG|

?SaEC,. )0 0# | .'#'0# .' 3d/04
3*1' . $ 5087 )9/ 0#) R@>0>>>
5 .b

@SED, . )O* O# 3#*3*1' | 50# ,)'05
Z# '0# . 3d/04[1*)*0# 2$)"$)/1.) $)
@>?D"3 ) 1) .f2@>0>>>b

@?S. 0#/ 03 * '$(/ -1$2')00 $)*);$ 00 *. )*0

. 1/ 0#5d. 0'&$)" *10 $7.)0
0#$)"IT

?Sa# [#* "' 25$/%)'5 >S520%) / *I O#
,*,.0504.0Sb



"t )8 F

@2 #3/)3'25%/ ?@004#3& O . $/$)"*1.0*0"'
.0 0*fGSAA, .f?>>>*I'PSb

@@SO0# 2 'L/ *(, . $)0o#//00()0*, . '*
*0 *(, . 'Tal)# 2@ . (. ($ )
#. 0#($). )05 .J0#)# 2 $ *) O#
00" :'/* .- ) I"#)$/0)S )/1,*.0* O#
033 JO (*. O#)DOC>> (.$)/*'$./# 2 ™0
0#$.'$5 1.9)"0# /(,.$*O#* 32.0"1)/ #2
Y1 0*(L. . *10?>>0>>>, * ' *) ($ )
[*$0Z2>[

@ASHS"#/# ' 1..)05#/ A>0 **10.0S #5d2
)0/& 0* ./ O0#0.0 5@>0S $) O#
-1$2')0,. )0" *$)0 5, S

@BS,* '$0$$)d//1,*0".31.*(B@0o 5A,. )0"
*$)0/ 0* BCoS #0,. )0\.' 0$2] #)" $/ 0#$/T

@CS . 5#/ E>02." $)#. '1/"*$)" $)0* 0# )"



F'$! ! )8

A4S #/ 5/a) 0%"0 ?2>>0%)0#$/2)'/F )
.$/ (5/* O*FCoSb //#*.. OT

@D,*/ 5 *1#2 %) -1.0%3 0.X%1%$40#0$/
C>0%1® ) 51 @ -1.0/* %1$S #0,. )0
%1$$/ O# 1) ' ($4T

@ESP) 1)$0.0N *1 *1"#07?> *1)/* *00*/! *
fBS

@FS$) 1)$0.0N *'.)?2C>>(0./$) B ($)10 /0 BC
Y

2 6
@GS 2N- = —S
5% T

ass+ o — 105
5 20



T )8 F

A?S ... $, "1*@ "0?1,*:*1.0) ? 1,
*($&S *3(1#:*1.3 *1'5*1) $!511/ C
IIII/T

A@FI0')'O#* B$)#3% .*3)(* '$)" *0/f?2BS
* 3(1#3$"$0 */00* 15B>10*L.*3) (* '$)'T

AAS *1.A(" 3003$) 01.$)/ )/1, '5 )1'#
' 0.$$050%3. A>>>#%(/S * 3() 501.%)/
3*1' . -1$. 0* * 3 .CCO>>> #*(/T

ABS #$"#3 5# ')/'$ O3#. AO>>> 1$ 5./*
(0.8'! "% 0# * 0.-1$.9)"@>> 1(,0.1&
% [0* ' .S ) )*O# . H#$"# 3 5O I'$ '10 B>O>>>
1$5./%0# * S*3() 51(,01&"™ /
3*1' ) 0% ' .OHS/IS T

ACS*) 2.0F!00*$)#/S



F'$t ! )8

ADS*) 2.0D &$™". (/0*". (/S

AES 3$. *0/f@,.(0.S * 3(1#3$"A&$™*(0./
3%, *0T

AFS1". *0$)/?C *$/,.0 /S * 3() 5
*$/.$)? 1A/ T

AGS . $/ .$2$)" 075> &$*(0 ./, . #*1.S 31 . */
$00R'$) @ /%) /T

B>S #$)3 $' 7> ,*1)/,.1 *0S *3() 5*1) /
3$" B $) #/38"#T

B?S# 0 ' * 3"$2/ 0 % O0# (* 2$/S .M
)9 SI0# (*1)OX (504 (* 2% .$)7$)S



*(’

T )8 F

L0# )0 )$)\*)5( 0. 4,) 1]

% 0# OH. (* 2% /827

*1$

$0)$

1./1%

*

/ J8)".
2>X@GX

@>>B f20@>>0>>>f?>A0>GDOABC

?2@X?GX

2GGE f@>>0>>>029FB@OFEGOGCC

DX??X?GGAO>>>0>> G @A0OFDAOGFB

B@S*. 0# (* 2$/$) 0# ,. 28*1/ ,.*' (O 34$ # ,.* 2%
0# /0.01.)*) $)2/0()0T

BAS# *1'0$%)* 0# SS$/ *10 A>GOGECO>>>0
*2.$)" ') . *IAOE?EO>>>/-1. ($'/S #
*1'0$%)* )$ $/ *10 20?FBODAGO*23§)"

N

* 20@DGO>>> /-1. ($'/S *(, . O#

*,1'0%*) )/$0$/* 0# 03* *1)0.$/S

BBS#

\ M/ *(10$ *10]* #$) 3 /



F'$! ! )8

fCOEAG $'$%)$) @>?>0 ) 0# * 3)3 |
fBAC $'$%)S # ,*1'0$*) *1 #$) $/ *10 20ABE
($"$%)0 3#$' 0# *1'0$%)*1 3 )$/ *10 GSC
$"$9)S *(, . 0# . $0 *1 0# 03
*1)0.$ /S

BCS) 1) @>?@G$00 .3 . ,*.0$)" B>> ($"$*) 03 0/
55 #03 0 ) */$/0*11,0*?B> #. 0./
V'00.0)1( JO 0S]S . 0 *(, .$/%) 0*#",
1) J0) O# (*1)0*03 0/$) 5. 53("$)$)"
##.0.3 / **3 0.) * .90
"$)" <(O#$)" 1, S

BDS# , #0*/#.9)"/$0 '$& # @SE $"$%H*0* 9)
1) @>?@S . 0 *(, .$/*)0*1) .JO) O#$/
YI( . 5 /1($)" #,$01. $/ *10@ (" 50/
$)/$6 0 )*(, .$)"0*0# 0 /0% *0#.( $
'$& /O$ */O*./# $2 /S

BES *1. #* *'0 ($& ($4/5/0%1/ BF*/* ($4! * @
1,/ % ($&S 10. *1.$)"$) 0# ($&O5L/0.0 $)"



"t )8 F

0# ($40 10"0 $/0. 0) $)0"5,10%$)C
[ ** % ($4S * 3 )5*1 %1/0 0# (34 $IN
?S #. $//0$" **($)0# 1T

@S# 1,$/'. 51T

BFS. $, I*/ 5) "1*@ "5&O0AO0/*)
*/1".0 ) | 1,* 3#$0 3$)S 10. . &$)" O#
"/051/0.0( /1.$)"0# /1".0 10 $ )0"5,10
$)BO'/*)/*/1".S * 3 )5*1 *,)/0T

BGS#  ,30.*$6%)*$'/,$"./1'0 $)BSG ($"$%)
LIS $US) $)0% 0# 1K A$FS #
LR ) ] $)0F %10 2G ")/
"F$)S *3() 5 . *1 OHS/#2 11" 1%,
5.THL() 2. ."0/@>($/0%0# "0
) $2 / *10?2@0>>> ($'/9$) B

C>S# /0%, $//"$)"' () 0@ *. S #5$'/ *10
@ 0' /) *1%1$ S *3 (1#3$" $0 */0 0* 15
PLH (M0 (& G)#'(M).$ . -1$.$)" H
1, () %l$ T



F'$t ! )8

C?S.,$ *,,. ) ( $0*  5%) .9$)03
3 5/IN5 %*$)$)" 0# /#%.0/$ / 0" O# .05 %*$)$)"
O# )" I$ | 0% O# . Z2@] #$ # 5'3) .3 *1" #*
. T* 3@QA#CT

C@SISH#M 0%/ "I/ *0$) (*. '$-1$T * 3(1#
*. T

9?3090C? <@0>74:9> 0>748,?30
A7@0> D 8,6492 =0,>:9,-70

= 1 C48,74:9> F @969:B9 A, 7@0> :=
- D [:492 >:80 = 0>0,=.3 ?: K9/
#£,>9,-70 A ,7@0>

CAS/O$(0 #*3() 5""™)/*13 0.51 $)&$) 5.S

CBS/0$(0 #3() 50$(/51 '$)&$) 55



"t '8 F

CCS* 3(1# */0# 3 0.$) D, ./X)#001 3 $"#T

CDS* 3() 5"™)/*, $031 ) 0*, $)0
03°/0*5 #*1/ B>10")" ) A>103$ T

CES1.$)"0# ')$)"*0# ./ $)  *0%5
+ (&) *O$0/3,*0 O#OO# /$") ' 1L.*(O# *2.
3*1' 0& ?B($)10/0%. # .0#S $*/$")"
0.2' 00# /, *'$"#00 *10?FDO>>> ($'/, .
] NS * 31.3/ JI¥  O#H3#) +(&)*
N7

CFSO$/ /0$(00#0 .$2.0&/0%) 2." O ?SC )/
1L*(/  $)")*/0 ' 0%. 0%)" 5, '5%)"0# .&
* /3 .2$)"S *31.3$" .0.2'$)" 0D>($'/, .
#1.0.2'\$)! 0] !* O# .$2.. 0/0%)
10T

CGSH ; [#*'$"#0)$)" 0. 27 00# /, *'$"#0O 34S$ #
$/ *10 2FDO>>> ($'/, . /%) S # [*1) *!
'$"#0)$)" \O#1) ] 0.2 00# /, * /*1) O 3#$ #



F'$t | )8

$/ *10EC> ($'/, . #*1.S

?2S 1551/ ; [#*'$"#0)$)"O O# ) # . O
0#1) .B/ *)/'0.0#3!. 3 5%/ 0#
'$"#0)$)"T

@S* 3'0d/").'$6 O#0./1'0S 1,* $00 &%
| *YI0%# .0# O#1) . 10. ;/#*
'$"#0)$)"S B!. 3 5%$/0# '$"#0)$)"0$) 0 .(/
*| O

D>S*1) 0. 2/ *10EC>($'/,.#1.S 15¢1/0) $)
,&$)"*0) . 1$'$)" ) /*1) #*)O5 *13%"
#.) #S

?2S 1, $00&/ *10H / *) O*# .0# #*S
* 31. 3 5$/0# 1$ SZ2AT

@S* 3'0d/").'$6 O#0./1'0S 1,* $00 &%
| *Y/0*# .0# #°S *31. 3 5%$/0#
1$'$)"0 $) 0 .(/ *1oF

D?S00&/) $.,1(, C ($)10/0*:* 03%)/$6 $.
(00.//\AG 5FSEGEC $)#/]S 8'%)"3$"$00 &
0*:" -1 )/$6 (00./\D> 5FSEG F>$)# /T



"g | )8 F

D@D O&/BL". Y# @>/ */0*:"5 *1. @ ")
30.%)" )S *3%)"3%$"$008& 0*:"
DAS)$);0 ' *»> '(/1L$)"A! 03% OFI0™"O
) 21 %0 , Z2B[
DBS $.1'.$);0 ' ** '?2A10%$) $(0.) A! 0
, 2C[

DAS *13)00*,10 @w O#$R: *1 O0*/*$' 1*. ) 3
@>d4A>v". )8 $.0/0*. /" 50# 1$ 5./S
* 3() 51$5./38"5*1) O** T

DBS * 4* ™ *0/f>SC>0 ) (&/@ 1/S 8
(L#3 *1' $0 *0 0*:" /3$(($)" * 'B!O ,OF
1 03$ 0 ) ?2@10%)"3%0# "T\?2 1$ I *0%/
*10 ESC " "*)/]

DCS*1. *'$) 0#0 ?C!10 5@>!0 .$ &0$* 31’
0 *10 f@O@EC @*#! //$*)"5$)0" S
J0$(0 O# */0* #2$)" ?F5@@ 0 .$ &$*
$)/0" S

DDS 3/ 00# /0*. O ) /303*/$6/* 2= * $)"



I '8
/'S # ."1'./$6 [* ' 1 * £>SFF #O 3#$' O#
%L(**)//* ' 1 * f?2SDF #S #$#3/0# 00.

T

DES# "* 5/0% #/ 1'&, )/ *)/ ' O3#$#$/". 0
1$) 5+1d. ,')$)"*) (&$)" 2>,  ).$/!*
3 $)'S *1..$, "1*231/, ),.$S
* 32.08)0# 1'&/0$%)0#.d/*5 /'
2% 'O)0 (/1.$)" 1, S*1.1)*2.0*0#
&$)" $' ) ) "H )0 ) %+ & 00#
)10.$0$%) ' ' 0*"O# . /*( $)! *S *3() 5,*1)/
*| )1 5 *1 15T

DFS* $/*10)/* ' $) @>*1) *00'/S # )10.$0$%)
LUk %) KLO# [ *00'/ $/ #* 3) 0% O# .$"#0S
, &0 /1".\O# &$) O#5#2 0./01.)0/!*,
51. *7 *.0]05%"5 H0$)B". (/*/1".9$)
0# SS .$)&$)" @>*6/* $£1$2')00* 0$)"
#3() 5, &0/ * /1" . TZ2D]



"t "8 F

:=?3090C? >0:1 <@0>?4:9>
4/09?41D ?30148B, ?4:9 D@ 900/ ?:
,9>B 0= 7?30 <@0>?74:9 ,9/ ?2@=9?
?3009/: 1?30>0.74:9:XK9/?3, ?
49=8, ?4:9 %30/0?,47>8D -0
48:=0.4>0 ,9>B0=?30 <@0>74:9 ?30
-0>? D@ .,9 B4?3 ?30 ;= A4/0/
49=8, ?4:9 0>@6 72 5@>?41{@m>
/0.4>4:9

DGS*1d. ,'))$)"*) (&$)"D( 0* Y1* | .055*1
" Q*O0# /0*, O0* 15 . 1(/O )/ O#5 . [*'
50# )$/0.S *3() 5 )$/0./ *5*1) 0* 15T

E>S *1.1.$) 3 )0/ 0* *2.0#$. .$) *00' ,/O'$& $)
0#$/ $ 01ZZE[* 3() 5 *00' .5 *1™$)" O
) T

E?S *1) 0% 15/%( #$&)! * $)).0%$"#0S *1
1%1) ) f#* 3$)"0#00# /0% .*//0*3) #/$0 *)
[' 1 * f@SGG *1)O3#$#S$/ # ,.0# )5 1/1°



Fu$r ! )8

) $"# * 4 [0%. O 3#$ #/"/ $0 ¥. TASEG *1)S /
$0 3.0# 0# 40. .$2T

E@S#2 )*'"/11) 0O) ( %% 9., '$)"$0
3$0# )30 #$"# 8$)5(* 'S /1,". $)"3  *.0#$0T

EAS)$) $/ *)/$ .$)" 15$)" 3 0.:0.) .1/
30.*00' .0#.0#) 15$)" *00' 3 0.S $"
*$)' k| 2 #.(%)5T

EBS .1/$ *$ .$)"™$)" L 0%/2()5)
*. ) 2$5()0"51.$)'5 S /0#$/:))$"5
Mk $/$*)T



gl " )$ F

=?3090C?>0:1;=-708> = 0>0,=3
'=8,6 00/@., D/0>?48, D>1=9D
@969 B9 <@,974?40> 900/0/:7,9> BO=
?30 <@0>?74:9

ECS*13)00%0.2'1%  *(O 0* #$ *O !*
3 $)'S *(, . O0# *0/) 0$( $)2'2 3$0#
$2$)"0 ;5$)"0 ) 0&$)" 0.$)S //1( 0# 0 $155
* 0& O# 0.$)8d") 0*.)0 .3#$ 541d.
O#.S #$#*0$%)$/ /0T

EDS *1 .3 )0 0*, $)0 0# 3'/* DIO 5GI0/0*. " **(
O#O#/* *.)* 3$)* 3S*13)00*,10%)
03+ *0/*, $)0S *3() 5"™)/ ) X*. -1.0/*

, $)0 /#*1' 5*1 150%, $)00# **( [ # , '5 |
% T

EES./01.)0$) 3  *&03% O#$. . 350#
NS/ Z2FB 1/01 0# (0 .$'0 $/ O#S$/ (*. 4, )I$2
0#) 1/$)" (*. 0. $0$%)'(0.$''$& . ($ 0% /T
| #,)) 5#/0* '$ 5#)0 /0$(0 #3 )"



F'$t ! )8

$031' 0& 0*'50# ,))$/!* 2@!105 ?>10 **(S
9% $)"(0.$') " * 0/0 . )%/ O
7 0$2.,' ()0! * . ($ 0% /T

EFS*1 . */$ $)"'0&$)"1,, 0O*51. &5. )
01)$)"$0$)0* "0 ' ".)00*"* 3 * *$0
0%(0*/O ) 61 #$)$S $" *$)"/*/ 251 ()5 O
* %051 (% O#) 15$)"2 "0 '/1*(O# /0% T

EGS.5%$/0.5%)" 0 $ 3#0#.0*& , #$/ ?2GGA
) $2% 3$0# ?B>0>>> (3 /0 *. 0. $0$)!1/
@>>F *) $2$S *)/$ ."/O($)0)) O)
$)/1.)  *O/$)#'$)" #HS((& $/$%)S

F>S*(, *' '$($0 */0/(*. 0* 02 "0.$)0 3#$'
I *$($0 */0/' /IS 4($) 5*1.*3)"* 5
# $0/0 ) *(, . 5*L. 1.)0 */0/O* 0# */0/ *!
/380 #$)" BL. $O\L*(*()$2 *. 02" 0.$)* 2%
2./ 1 ,*$0]S #5# $0$/(*.  *0 7 0$2
| %)5*1. 0$)"# $O/T



"g | )8 F

I - -0( .0 ./8%)
* 3(1# . A(/x10# . $ MINT
0 "/1*2H 1,/* . (/S

* 3() 5(0% 2/ */0#. $, (&T
0(&/?( 0% 1S

* 3() 5/.28) */0#0. $, (&T
0/5/$0/.2FS

* 3 $"$/0# )$/0.T

0$/5%) .$ 'OASC $) #/*// )

E$)#/0"S
#0$/0# )03 $"#0 *1 O# *)0)0/*1 2 )$/0.T
2C *1) /S

*3(LH# K 1M, A(/3  $"HT

d()*0 /1.0 10 ( 5 /*(O#$)" 1.*( O# )10.$0$*)"
L 3% #', S
* 3(1#*/  )$/0. *OT f@SAG


https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/276/2016/09/21171734/Screen-Shot-2016-09-21-at-10.16.58-AM.png
https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/276/2016/09/21171734/Screen-Shot-2016-09-21-at-10.16.58-AM.png

F'$t ! )8

IR RS/
#08&$) ¥ .$/0#0T
2GGA *) *'S

* 3 $"$/0#0. X340 . 0# SOISHT . $1/¥

0$/1%  10%N
$'HON @F>> )'O#N ?FCS@ $) $O#N DES?

$) $"#ON CCS@ $)

* 3(AH#MO# .3/ *2. 3$0# T

2 .50#$)" 100# 3$)%3/ ) O# 1) /$ S

*x 38"/ *00 T

/. ?28)#9%) $(0.S

NI HB&) +- * (

* 3(1# #$&)3%"5*1 15$)'T

*1, *1)/

* 31, . O# 03*/0* /T

5)$"H*# /0% $/ @S@ ($8 50 ) 0&/ *10
E ($)10/S # /0*. %/ 0*3)$/FSG ($'/3 50 ) 0&/
*10 @C ($)10 /S

#08&$) *($ " */5 *1. ."0T

02."/ *10@B($'/,."")$)0# $05S

* 3() 5 %[5 1 g T

*10 7B " ")/

* 3(LHSIT

*10 fASDGX" "*) .$"#0 )8S

PHEIEI0)  * o (

*38$)0$/0# 1.)011) T

0$/ D>0 8$)0!1) S



"l )8 F

* 38$)0$/0#)311) T
0$/GBo 8$)0S
#0$/5%1."/ $'T

. $/0# #$/0*5%. @ 5./N

* 3(L# *5 *1, 5F."/T
#. $/1?>SAB /| #."0, 'l/f>SAG>GE, . # .(*.
'$2 .5 #."0 ) f>SDC?GC, . #.(!1*. *0*"/S
* 3(L#"/*5 *1UYT
. $/0# #$/0*5%. @ 5./N


https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/276/2016/09/21171933/Screen-Shot-2016-09-21-at-10.18.57-AM.png
https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/276/2016/09/21171933/Screen-Shot-2016-09-21-at-10.18.57-AM.png
https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/276/2016/09/21172013/Screen-Shot-2016-09-21-at-10.19.47-AM.png
https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/276/2016/09/21172013/Screen-Shot-2016-09-21-at-10.19.47-AM.png

Fr$l 1 "%

*x 3(1# */0# )311) */0T
0 3$" */0 fEOBC>S
* 3W x5 ] ') 0*'$2 $) O# #1/ T
*  '50'/0?C5/S

WHRIR2 [T [—4* ' (

* 3(L#3 0.*/)$) $&$) 5T

# ) ("5 .$)& A *00'/ 50 #?DSG *1S

* 3(1# */ *00' *13 0. *0T

# 15/ @B, & *! ?DSG *1) *00'/!1*. fASGGS

* 3(1#*/ .1/  '30.*00 *0T

*10 7>S

x 3w %/ 1/ ' 30.*00 '/0T

/$ "51% 2 .\* 1)0$ 51 $0]S

* 3(1#*/ 3 0.:0. *OT *3(1L#3 0.3%"
0#5:0.T

M ! 1 0(*1)0 0. *0/ *10f@FS :":0 ./
0 *10fAAK. A, &S # * 4/5/ #:0.3%"
10 . 1, 0% 2>> " "%/ \AEF '$0 ./]

M 3 0.:0.,$0#. *0/ *10f@@S :":'0./ */0
*10f@>*%. B, &S # *4/5/ #:0.'/0/!*,
B>" ")/ *. @ (*)0#/

M)1) /$)&:0. *0/f2A>S 0. *0 *10



"t "% F

fD> #S # 0.'/0/1* C>>"")/S

VI R I R
#. %/ .1/ 1..)05 $2 T N

M .$2/0*3*&C 5/ 3 &0 *0 B ($/!.*(#3$/
#1/ S

M .$2 /0% O# /O*. 03$ 3 &O ™0 E ($'/1.5(#$/
#1/ S

M .$2 /0**0#.* 0$*)/* 2." C 5/ 3 &O 3$0#
w03/ .)'$)" LX(?($ 0* @> ($'/S

M .$2 /0*#$/,.)0d/ #*1 F>($'/ 3 5%  (YO#S

* 33%"# "00*0#/ * 0%$*)/ 3$0#*10 .T

M * 3*&0# )3 '&3#)$0d//1)p ) # "0/ 1,
U5 1S 0# .38/ #  )0& 1/O3#$#0&/
*10 @> ($)10 /

M *. 0# /0~ O# )0& 1/03#$#0&/ *10 AC

($)10 /S
M *( *10# *0#.™ O0$*)/# ) 1/0* S *(0%$(/
#d' ' 0*"0 1$) 0 ,$&#$(1,S !3

w 0$%)/# $ ' 0*3'&0S *1,' * 0$Y) .
#.0"00* 5 1/0 100#. $/ $, .V#.00 (
)0 0$%) 330#$) B * &/S
M d') 0%"0 $, .0*2$/$0 #$/ . )0/S



F'$! ! )%
* 3(L#*/") 0T
*10 fASDGX" "*)S
* 3(AL#*/#, BESL) )($0)) T

M , 5/fGCX(*0#*%.$)/1.) S
M , 5/fA> 25A(N0#/ 1% )*$' #) O ) #/
2."  *10fA>>X5.1* *0#.($)0))  */0/S

* 3(L#S/#, 5)"F.O# T

M d/, 5%)" f@@>X(*)0# *) #$/* ) .$"#0)*30 )
#/A5./'10%0# * )S

MI# /' 0# .O#d ' 0%(& )*1"#0*, 5*7
O# *)S

MI# & JO# .O#d/')$)"*0. $)"0# .$)!*
)3 .(*'$)  *1,' 5 ./S

#0($ " */#$/  ."OT
*0@D@$'/,.""™* 2."S
* 3(1#*/ 1U.$  *OT
f@SC>, . 0. fG*1 ) 1)$($0  (O#5, /IS
*3@#* $ ..)0" *0T

M# a* /$%)' .$2%)", )oNT@C ,'$ 0$%)! )
fD> )1'! O 3$0# )* ()0#5 *(($0( )0S
*) 5 #1/ 50# *0$/fFX#1.0* fE@ , 55
$ 5°1) 50# */0$/fFX#*1. * fEFXSS /O



" )8 F

$)/1.) O)2F>($/.$)'L $)0# */0S
$0$*) ' ($'/ . F>SBCX($'S
M#a 40 21, ')bN ( / * 20 103$0# fC>
(MO#5  *(($0( )00 " 00$)" 51 ?>0 $/ *1)0 %)
0# 1" *0/S

yati| #00.N333 SI0# &S."X
#)5Y 3 . JY()"Y! _ 0O/S#O(

Z@[  #00.NXX020.*18%( 3$&$X.338$8.X  $)X
$/(0  $/) 00$/0$/

ZA[ #00,N333 S#$0 #+1/ S"BX/$0 /X 1'0X:' IX*( X
1" OXI5@>?AX /I O/X#$/0>E6?2S4'/

ZB[ #00,/NX33 Sp S"2X'$ . .5X,1 '$ 0$*)/X0# 3.
| 0* &X.)&* X@>B@.)&S#O(

ZCHOO,NXXS3*'  )&S."X$)$ 0*X S S

ZD[ #00,N333 S))S *(X@>?>X X 1/$ X>EX
2GXS$"$0 'S/ ' IX$) 4SHO(

ZE[#00,NX33 S))S *(X@>?@X>DX@%, X 0)'# '0#
. X$) 4SHO("

ZF| #00,NZ33 S,*$0$S*(X) 3/X/0*.$ IX>E?2@X
EF?ABS#0(

ZG[ #OO,NXR# &S"X@>?@X>EX03$/0$)"#. '0#'
0 4/X

z2>] #00,NZ33 S)*.0#% ./F(X) 3/X*,$)$*)/X
'10) "Y>EA??@SH#O(T j5r, " j@



http://www.factcheck.org/cheney_edwards_mangle_facts.html
http://www.factcheck.org/cheney_edwards_mangle_facts.html
http://tvtropes.org/pmwiki/pmwiki.php/Main/LiesDamnedLiesAndStatistics
http://tvtropes.org/pmwiki/pmwiki.php/Main/LiesDamnedLiesAndStatistics

F'$! ! )8

Z22]  #OO,NZ33 SO# )1( /S *(X(* 2% IX. *. IX
1" 0/S, #,

Z2@HO0,NXH( *SH(XB@C>?>7>

Z2AK00,NX¥ *S*(XB>AEE?@F

Z?BEOO,N3X3 $101 S*(X3 0#T2j &3 !
Z2CH00,N333 $101 S*(X3 0#T2,G E"G
Z?D§00,N333 $101 S*(X3 0 #T2jD@ !2>0'A
Z2E[#0* . $OMOONZI3 S:$ & X, #*0*/X/3 56 X0

Z2F[ #00,N333 S)*0*0SK(X . #$2 /X@>>GX>DX;**. *’
)$ S, #,
00.$ 10$*)/
#$/ #,0. *0P)/(0.$'0&)!\¥ * % &*
) 40*&0%] 5 2% $,0)0 ) $ U
00.310%*) #. '$& AS> )$0 00/ \
T AS> 1'$ )/S



http://www.flickr.com/photos/swayze/
http://www.opentextbookstore.com/mathinsociety/2.5/MathinSociety.pdf
https://creativecommons.org/licenses/by-sa/3.0/us/

CHAPTER 2: USING
EXCEL






OVERVIEW OF
MICROSOFT EXCEL

Noreen Brown, Barbara Lave, Julie Romey,
Mary Schatz, and Diane Shingledeck er

Learning Objectiv es

K 3() / # 10 *109)" 3'/*(&
$.$%).K

K # 2/%. /-1 3K

K K1 ($S-28 #HIE 32 & *rEK

=K ) - L) # 2/%)1$"1 2 *&# I.K

>K 3($)/ # 3' $ »K

?K 3($) / # -$"#WS$& ()0 *+ /$%).K

@ )# 2/*.1 2*&**&K

AK 3($)/ # [//0. - K

BK %! ($$-29/#/# ) 0- .$)/# 3°
'+2$)* 2K

$ *%0s 8  *0OS$) 2.$05* O O#O#',, *
XS ()5 LM ) K %Y *% 0$2S



FI'g ' (1 $11%)

$ M0 4 '$/, #JO# (02 JO$ ) 3% '51/
% "0# 8 ,, '$0$*)/S *(00.34$# . ., O#51
#5051 3$"'$&'5) 01/ 4 '0* *(, '$/# 51

HJI$%) ¥ % 0$20 (M 3HSH#( 5* 1. $5S #9/
#.0.,% 28/ )*2.2$3*0# 4 ', '$0$ )"

3$0# ) *$)00$M. /)" 0# *()/ ) ! 01./

%) 4 '3*&* &S*13$" 1/$)" 4 '$)*1.3*&$)
J00$/0$/ ) (0#*:)) S

Making Decisions with Ex cel

&$)" 2.5/%(,' 2$30 4'$/ 0 0#0 ™3/ 5*1 O
)0.-1)0$00$2 0 $)0* ) ' 05$ /. /# 00* ,'5
¥ % () 5 (O#(0$ ' *(100$%/S #/
*(,10 0$%)/ 1'0$(0'5 *) 2.0 0#0 -1)0$0 0$D $)0*
$)F(0$%)S # $)! *(0$%,*1 $) 4 ' ) 1
0% (&  $/$%)/$) *O# %1 /I$%)' ) , /)" *)0 40/S
* 4 'O ("5 Y1 4 '0* 0.$) # 3(1#
$P2)0%50% 15, “0#$)".0$ .0#8(L#( $ 0%$%
0* ($)$/0.0* , 0$)00 * B (L# ()5 0*%/,) O*

/05 3$0#$) 1"0S $0#./, 00*, /%)  $/$%)/04a

Y1 4 '0* 0.$) # 3(L#(H)55 *1 )/,)
¥ #1/O#3A#5*L ),) % ./, 5()0/O
* #*3 (1#5*L) 0%/ 20%. #5*1..0$.()0"™ /S

3" (%)/0.0 # 351 )1 4 '0*(& O#/
$/$9/ ) () 5 (*. O#*1"#*10 O#$/ G10S

$'0- :F: 3/ *(, 'O 4 '3*&# 00#0 33"



L' (1 $11%) F

$/0.10 $) O#$/ #,0.S # $)L(0$*) /#* 3) $) O#$/
3* &M 0$/0%'$) /'] 0 1% #5*0#0$'(.#)$/
0% *(, )55 # 3*&M 0 0 ) #' 043/ .0%.
0.($) 0# )1( . % /", * ) 1% # (YO#O
#3(1#$) 2)0*5%/)  0*/0$/15/'/0O ) 3#0 05,/
K 10/ M1 1 #] S

$°0- K 3+ * 1) 3 *&# |


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image1-2.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image1-2.png

FI'$ ' (1 $11%)

Starting Ex cel

?2S* 0 4 '¥5*1. *,10.S

@S$& $ M0 4 "0 L)H#O# 4 ', 'S 0$Y)
) ..1)05 *13$0#3.&** & *,0$*)/S

AS '$ & O# :./0*0$)Wa')& *.&** &bS

The Excel W orkbook

) 4 "$//0.00 ')&3*&* & 3$" *,) *) 5*1,
/.)S 3*&* & $/ ) 4 0#0 #O$) ¥ *
(. 3*&M# O/V(0$(/ .' .. 0% [/. # 0fS
4 '3%" /$") 7 )(0*0# 3 *&* &O/L# I* &O
g0 &0 ) F N0 L))" M # 3() 5)3
3*&* & . %)) S$0- :F; #3  )&3*&M &
10./0.0$)" 4 'S & /*( 0$( 0*! ($'$.$6 51./'l 3$0#
0#$// )S *1./. )( 5 [$'#05 $7.)0 /| *) O#
2./$%) 5*1d. 1/$)"S



1'$ (1 $11%) F

$'0- K )&  *-&**&

¥1.3*&** &M . 5 (4$($6  \*./#* 3) 011"
1$61%) 4 '$//0.00 //#3)$) $'0- :F;S 1) /[ .5
“ 0 O# 4$($6 100%) //#3)$) $'0- :F<S

$'0- K< L /* - &#


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image2.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image2.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image3.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image3.png

FI'g ' (1 $11%)

Navigating W orkshee ts

0.). )QO" $) ) 4 '3*&MH 0S #
3* &M 0 M0$) /2.0, 0)/ /1% )0.$)"
)1(.$ ) )L(.$ 0S # "$))4 '3*&H# O
N0$) ) /O 3HS# S/ ) 5 *1() '00.

%3 5 *3)1(.S * 4(, 'O O# " 0#0 $/
1..)0'5 0$20 $) $'0- :F<$/ 7S #$/31' .|

0%/ "™ 0$¥?2* ".1.) 2S # 1**3$)"/0,/
4, $)#351 )) 280 $) ) 4 '3*&# ON

?2S ' 51.(*1/ *$)0.* 2. " C)'l0 '$&S
@S# &0*(& /1. *'1()'00. ) .* 3)1(.C
. HS'HS'HOO [ /#3)$) $'0- :F=S

&= &{ #* &SWH™ (% (& %S ($ /
1(%** %24 )8&%?



L' (1 $11%) F

$'0- K= ISV $)" " x| $)

?2S *2 0# (*1/ *$)0.0* " 2S
@S$& ) # ' O# '10(*1/ 100%) ) ."O#
(*1/ *$)0. &0* " CS
AS '/ O# '10 (*1/ 100%MS  *Li#1' [ (2.
" HSHSHOO [ /#3)$) $'0- F>S

HSIS/ 1. O/ #( % ) $ *1()0  [!*"*3IN
D> S)503 "™ 0$%//,.0 5 *%) . &* 3)
[ ".)'S # :J0  "S$/0# 0% '10%).*0# .)'O
YO# | %)  "$/0# "3..$"#0*).*0# .)"S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image4.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image4.png

FI's ' (1 $11%)

$0- K> FESH ) )|

2S 00# *00%(*10# / . YOB1d"/ 3*&H# 0/S
)$)"H5  *1.2.J$9* 4 'OBL3$"/ $O#.
O#. [ $/,'5 * 2* %L/I0*S MEX5# 2 %)
# 00 '$&0# a)l .0*&H# Ob0* 3 *&# 0S
)$)") 5 *1.2./$9)O5L$)0 ( 5#2 g


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image5.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image5.png

'$s (1 $11%) F

I$YW '$&*0# g /) $0$*)'3 *&H# 0O/
3"S #$/$/#35*1* )*. 3 *&# 0350#3)
3*&** &S )*O#.3 *&H# O0/*0#08L)*3# 2
O#. I# 0O/ $/,' 5%)"#.S

@S$&0O# # 0?3&# 00 0O0# *00*(*! O#
3*&# 00%*.01.)0*0# B3&/# 0/#3)$) $"0-
‘S

Keyboar d Short cuts

+! THE 0 I'&

F .| # —~*2&4 % 4*0- &4 * [*
I$Y %) # 2 *&# IK

F*x'/# & 4) + .| # -*28& 4
) A*0- & 4 *- [ X HSHSH - ) * |
$) 2*&# IK

F*x'/# & 4 2HS + .9) 1 #

*. & 4 [* K+ ) K [#-

2% &# [.$) 2 *-& **&K

The Excel Ribbon

4 'd/ 1oL/ ) X))/ . ' *1) $) 0# $ %O



FI's ' (1 $11%)

SHSHSIO# 1,,. . X10# 4 '/ . YO#O H0S)//2 .
0/.1)%)" X/ O0# 04S #0 ,* 28/ [ O
$7.)0 /0 * 4 ' *()/S $'0- :F?/#3 O#
*()/ 2% ' $)0# *( 0 *O# $ %S

F M*() 1 A$2 1 # Iy
$ YN ,*28/ ) *2.283 ¥ 0# *(()/ O#O .
1) $) #0 *0# $ %S

$'0- K2 *( * 18 %)

' 2SP%() 2 283K #  K0# $ %


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/Figure_1.6_Ribbon_for_Excel-1.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/Figure_1.6_Ribbon_for_Excel-1.png

1'$ (1 $11%) F

[ .$,08%)*1 *(()/

' &)* 3) /0# &I0" 283 0# 4

3*&* &S M0S) " H()/!  *.*)$)"0
*/$)"0/2$)'0 ) . 0$)")3 4 '3*&** &/S
)1 7,$)0 *()/0 *1()0,.*, .0$ /O
($9)" *0$%/0 ) #',1 OL/S# ! 10
100$)" ) *0$%)/ . %! *1) $)0#$/0 S

$0$)/0# (0! -1)051/ 4 ' *()/S
" *(00$)" *(()/ . ! *1) $)0#$/0 )"

3$0#*(() /! *. 100$)'CH, 5$)"0 [0$)"O ) .

$)/.08)" ) '0$)".* 3/) *1(0/S

).t | 0%$)/.0*%0//1# | #.0/0,$01./0 /#,/O
' $20 '/0 )0.)0'$)&/G(* /O *. 00 *4/S

M0$) *()/1  0%,., . 3*&# OF
$)03)'S )L/ K()/L O3
.$)00# "$'$)/*) 3*&# 0S

Y1/ KO/t *. $)" (0# (0%
*(0'.  11) 0$*)/ 0% 3*&# 0S '/* *)0 $)/ 0%/ I*,
1.$0$)" (0# (0$ '1*.(1'/S

| 3#)3 *.&$)"3$0#40.)' 0 1. [/1# |
$ #*0s  //SO040: /O* O# )0.)0S '

40/

! 0 $)/ %.08)" *()/ ) 0%/ ) .$*
0**/S
)1/ ,"$)") L& #)/1 0L /S

1$2 *)0$)/,.*0 0$*) ! 01./0*, //3* ,*0 O
3*.&/# 0/* 3*.&** &IS

| 0% %1/00# 2$/1', .) * 3*&** &S
$2 ) HO79)L 0# () "
5102$ 3

# $ %)/ 3)$) $'0- F?$/11"0 *. (4($6S #
):0 % # 28)" 11" $*) $/ 0#0 0 *(()/ .



FI's ' (I $11%)

'3 5/2$/$ 3#$' 51 . 2 *$)" 3 *&# 0S *32.0
)" F)0# /L) $()$*) *15 *1. *(,10.0 541

( 5:) 0#00# $*0&/1, 0% (1#2 .0$'/

%) 5*1. 3*.&/# 0S | O#$/ $/ 0#0 51 ) ($)$($6 O#
$* 5 '$&$)"0# 100%) 48) $) $°0- F?S #)

$)$($6 O 0# $ *) 38" /#*3 %504 0/ ) )*0 O#
() 100%)/S #)5 *1 '$&* 0 O 0#*(()
100%)/ 38" ,, . 1)0$' 5*1 /' 0 *() * '$&

) 53#. *)5*1. 3*&/# 0S

Keyboar d Short cuts

1&1%!121& * 01%!21& I '&

F*'*2)/# & 4)+ .I# :&&K
Fr'*2)/# & 4)+ .| # :&4
"$)/ *(3$($5 /# $ MK

Quick Access Toolbar and
Right-Click M enu

# 1$& /' . $/t1) 00# 1, .'10/$ *0#
4 1. ) * 204 $ %O/ 3)9) $0- F@B #$/
F 281 10%0# (Y01 -1)051  *(()/O



L' (1 $11%) F

JL# 1 2 ) )* S*L* ) 1/0%$6 0# 1$&
I = . 5 $)" *()/O#05 *11/ %) ."1'.
IS 5 ! $)" 0#/ *()/ $) O# 1$& Il
¥ OBl *Y0O# 2 0%) 2$"0 O#.*1"# 0# $ *) O
) O# (S * 1/0%$6 O# 1$& /I *' .0 '$& O#
*3) .* 3 //#3)$) $'0- F@ #$/3%"*) ()1
* *()/O#05 *1 ) O0*0# 1$& I %S
1551 )0/ O# *() 5 *1 . "** &$)"F *) O# '$/00
[* 00# * *()/*0$%S

$°0- K@ 0./*($5$)"/ # 03 & .. **' -

) $0$%) 0*0# $ %) ) 1$& I = 08l


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image7.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image7.png

FI'g ' (1 $11%)

)l ()] 5.$"#0 '$&$)" §3# . *) O#
3* &M 0S$"0- FAM*3/ ) 4( ' M O# *(()/
28 ' $)0# $"#0 '$ & ()1S

$'0- (KA $"HW'$S& )0

The File Tab

# $ 0 $ &+ 3) /0#  &I" 2$3% O


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image8.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image8.png

1'$ (1 $11%) F

3*&* &S 09)0$) 2.$05* 101./ ) *()/
'0  O* O# 3+.&* & O#0 $/ 1.)05 *)O )3
3% &** &IO *. B&** &/ [0*. $) *O# . '* 0$*)/ *) 5*1.
*(,10.* )03 *&S$'0- :FB/#*3/0# *0$*) 2%
$)0# $ 0 * &O0O" 283S*' 20# &0O" 2$3
) .01)0*0# 3 *&H# 00 '$&0# 3$)0# 1, .'10°
#) *). /M 3) * 3S

$'0- KB ¢ - &/I" $2* | & *H&

)L $)0# $ 0 . O# ! 1'0/00$)"/4 0# 4 °
. '$ 0$*) 0#0) ) s 5 '$ &$)" O#
0$*)/ 100%S $'0- :F:0 /#*3/ O# 4 ' ,0%%)/

3$)* 30 3#$ # "$B*1 1/ 0%/ 00$)"/ /L # /O# 110
1)0 /05' OY)0 /$6 O ) O# )1( .*13 *&M# 0/ 0#0 ,, .

$)) 33 *&** &/S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/Figure-1-9.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/Figure-1-9.png

FI'g ' (1 $11%)

$'0- (K9 3 '+ /$9). $)* 2

Saving W orkbooks (Save As)

) 51 .0 )33 *&* &O'E3$") O* #)" O#
CY() B 0$%) *) 5*1. *(,10.*. )03 *.&
0%/2 O#0:'S 0$/$(*0)00%.(( .3#. 5 *1/2
O#$/ B.&* & ¥) 51. *(,10.* )03 *& /51 33"
1$)" O#$/ = $) O# /$%) :F; M) /-$)'E  $/$)'E )
)"$)"  /  NO* *)/0.10 O# 3*&* & /[#3)
$)$'0- :F:S # ., /¥ 2%)" )  $7 .)0 3$0#
$7.)02.J$%/* 4 'S’/ J1.5 *L1**30# /0,
5 O# 2% %1 4 51 . 1/$)"S # 1*"*3$)" /0 /
4, $)#*30%/2 )33 *&** &) //$")$0 ' )(S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image10.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image10.png

L' (1 $11%) F

Saving W orkbooks in Ex cel 2013

P2SIGL#2)0 %) /*'. 5 O%) ')&3*&* &
$) 4 'S

@S#)/  2$)"51.3*&* &F. 0# 20*0$( O '$ & O#
$0S

AS'$&O0# 1 . 100%)$)0# 1, .'10/$ *IO#
&I0" 2$33%)* 3S #$/3$"*)0# 1 .
$ * 40 //#8)$) $'0- F: S

BS'$&S$)0# $ ( * 4 00# *00%(*1O# 1 .

$** 4) 1/ O# &50%.(* 20#
1.)0 ! 10)( *0O# 3 *&*™* &S
CS 5 0#:)(N = .l S

DS'$ & 0# /&0* 100%)*)0# '10/$ *0# 1 .
$ x 418 3B/4 0% /2 O#$/ ' *)5+1. /&O*, S |
513 )00%/2 O#$/3.&* &%) $7.)0* 0$*)O

/1#/ $2 O/'05L.,.! .. * 0$9S
ES'$&0# 2 100%)*)0# *3..$"#0/$ *0# 1
$|*u * 4S

FS/5*1 *)0$)1 0* 3+.&*) 5*1. 3*.& ** &O'F 3%"
3)00% 21 -1)05 5 '$& $0#.0# 2 100%)
O0# *(.$ YW*  5/' 0$)"'0# 2 *0%$%)
L*(0# $ ()1S



FI's ' (1 $11%)

$'0- K: 1 .$* "* 3% 3';9<

Saving W orkbooks in Ex cel 2016

PSIBL#2)0 %) /' 5 O%) ')&3*&** &
$) 4 'S
@S$&0# $ 0 )0#)0# 1 . 100%)$)O0#
'10/$ *10# &0" 2$33%)* 3S #$/3%"*)
0# 1 . $™ *4S
AS 0.($) ™ 0% ¥/ 2$)"*51. *,10. 5
'$&$)" - *2. *)O# '10/$ 0**)0# 1 .
$ * 4S
BS'$&S$)0# $ ( * 4).0# *00%(*10# 1
$% * 4S5, 0# )3 )(N
o
CS 2$30# /00$)"/$)0# [ )I* *. 0)/I)


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image11.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image11.png

' (1 $11%) F

'$&0# 2 100%S

$'0- K; 1 .8%* "$);9:7°?

Keyboar d Short cuts

+

F- ./ # 5&4)0 /[ #1 ) -~ *2
&4./*)18"/ -*0) [ # 1 . $% "
*3K ./ # &  AF(& .0 I$HK

F ot [ # & 4%4%0-8& 4 *- K *0


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/Figure_1.12_Save_As_Dialog_Box_in_2016.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/Figure_1.12_Save_As_Dialog_Box_in_2016.png

FI'g ' (1 $11%)

2%" . " I1-.) )0( -.H " 4 $+H
++ - # $ K- L/ # & 4%)40-
&4 *- \x[# $/ ) #)I# & 4K
#$.28"*+)/# 1 .$* " *3K

Skill R efresher

1& % # UUH+E . +F

K '$&M $ 1 N1 # $ K

K O$&M 1 % [$DK

K 1% [ $9H4*0- K

=K '$&H K $)(  *3)/ 4+ ) 26

)($) K

>K '$& # *2) - *2) 3 /*/# X 1
14+Y *3 ) ." [I# ++- *+-$/ 6' | 4+ $!
) K

2K '$&M 1 0 /9K



1'$ (1 $11%) F

The Status Bar

# 001/ . $/™*0 ™ 30# 3*&# 00/ *) O#
4 ' /.)V $1 ?S?A]S 0 $5/ 2.$05 *
$)*.(0$90 /1# / O# /001 * .0$) &5/ *) 51.

&5*. \S"SO 0o o# 2% ' 2$3/ I
3%.&* &0 O# (")$: 0$%) *1 O# /. )O ) (O# (0$
11) 0$*)/ 0#0 ) , .1 *( 3#) 0 . #$"W$'H0 *)

3*&MH# 0S*1 ) 1/0%($6 0# 001/ . /! *"*3/N

?S"'  O# (*1/ *$)0.* 2.)5 . *10# 001/ .
) .$"#0 '$ & 0* $/! 50# a 1/0%($6 001/ .b'$/0
*1*0$%)/\.  $'0- F<]S

@S' 00# ,/ *&*08%*) 1.*(0# ()1V $"0-
‘F:<]S
AS . /I O# &57%5 *1.&5* .S *13%"

| O# J*&$)$ 0% *)0# *3..$"#0/$ *I
O# 001/ .S

BS . // O# %5 *1.&5* . "$)S #
$)$ 0*.*0# 001/ .™/ 355



FI'$ ' (1 $11%)

$0- K< 0./*($58)"/ # /0. -

Excel Help
# 1 01 ,* 2%/ 40)/$2$)*.(0$*) *10 O#
4

L '$ 0$%)S 'O#*1"# (1 O#$/ $)F.(0$*) (5
/0. *)5*1. *(,10.00# ', 3$)* 33$" 10%(0$ "5
¥)) 0 0*0# )0.)00 $t15#2 '$2 *) 0$%)O O*
* 2% 51 3$0# ./*1. / O#0 ) )/3 . (0 * 5 *1.
1/0$%)/S *1 )% )0# 4 ' L 3%)* 3 5 '$&$)"
O# -1/0$%) (& $) O# 1,,. .$"#0 . 1 O# / . ) *
$MS $0#)3.2.$%/ % 4 'O1/ O# -1.5 *4 O
)0. 5*1. -1/0$%) ) /' 0 L¥(#'I1' *0$%) '$)& *.
/' 00# -1/0$%) (.& '*(O0# ** 3)'$/0 0% '1)#
4 ' ' 3$)*  3IS


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image14.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image14.png

1'$ (1 $11%) F

$0- K= 3+ §* 2

Keyboar d Short cuts

F-./l# :&4%)4*-&4*- K

Key Takeaways

F 3§ +%2 10 /** 5% §)" [ 1 %
I# +0-+* % 1(&$)"  $.$9.K

F *0 )6) 3 *()./]  #*0"#0 [ /#
1.$)] # $ MK

F *0 )0, /%$5 /# 03 & .. ** - 4


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/1.14_Excel_Help_Window-e1476835435461.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/1.14_Excel_Help_Window-e1476835435461.png

FI'g ' (1 $11%)

$" *().4 *0!-,0) '40.K
F *0 ) *- (* 1/#$~(/ $)/#/8.
$+4 %/ # [/0. - K
F # '+2$)* 2+-*1$ .4*02%/# 3 ).$1
$*(/ $% *0/ 3 K

Attribution

0 5. . 21X *30*/$ 104 N
4 . /3% .08 $/0,0 5 # 5%
*1) 0$*) 3$0#*10 00.$10$%) ~1/0 5 O# 3.&d/
*$'$)' . 0% '$ ) O)'$S ) 1) . e
ASS

0/4, 7??7=4-@?4.9>

M:"1l. Y?'DY.$ *)YI*Y 4 '

M:"1. ?°G

M:"L Y2 ?2@YRY Y $™*"Y * 4Y$)Y@>?D
M??BY4 'Y#'Y3$)* 3


https://saylordotorg.github.io/text_how-to-use-microsoft-excel-v1.1/index.html
https://saylordotorg.github.io/text_how-to-use-microsoft-excel-v1.1/index.html
https://www.saylor.org/
https://www.saylor.org/
http://creativecommons.org/licenses/by-nc-sa/3.0
http://creativecommons.org/licenses/by-nc-sa/3.0

ENTERING, EDITING,
AND MANAGING DATA

Noreen Brown, Barbara Lave, Julie Romey,
Mary Schatz, and Diane Shingledeck er

Learning Objectiv es

K Y- ) # 2 [* ) - | $) *
2%-&# IK

K 3($) # 2/* $ /%) 2 *&# /K

K 3($) # 20 /*$$.0. 2#)) -9
/K

=K ) - L) # 2 /% 1 X
2%&# 1)0./ #)* XOK

SK 3($) # 2 /* %0./ *'0() 28/ #. )
F2HSH . $) 2 *-&# K

K ) - L) # 2/%#8 *'0(0.) - *2.9)
2 x8&# IK

@ 3() # 2/%9).-/ *00.) - *2.$)*
2 x8&# IK

AK ) - )y # 21% [ *0Q.) - *2.



F %$ % %

I*( 2% &# /K
BK  )# 2/*( 1 [/ *$U-)* [ $H).
$) 2*&# IK

) O#$/ /0$%)O 33$" "$) O# 2 *()0 * O#
3* &% & [#3) $) $°0- F:S # /&3 *2. $) O#S$/
/ 0$%) . 05$"51/ $)0# .5/0"/* 2 *$)"¥

* (% 3 *&M# 0/$) 3*.&** &S

Entering D ata

*1 38" "$) 1$'$)" O# 3*.&* & /#3) $) $'0- :F:
5()1"5 )0.$)" 0 $)0* O# 3 *&M# 0S # F"*3$)"
10,/ 4,'$) #3084 *10# $)7$) * 3@ . 05
$)0* 0# 3.&/# ON

?2S'$& "% 0$%) @ *) O# 3.&MH# 0S
@S5, 0# 3*  *) /#S

AS . I/ O# &5 S #$/3$" )0 .0#
3*, $)0* " @ ) 0$2 0 O# )40 "O0*0# .$"#0S
BS 5 )$ ' . ), /0# &5S

CS,0/0,B! *0# 3%/ 1-" -$ ) O#)
"glx . " S



% $ % % F

$'0- :F:> 3/ #3551 3% &M% 0 /41, . 10,
51#2 05 O# *10)# $)/$)0* * 3 @S *0$0#0
o# 3 -$ $) " 0$%) @$/)*028IB #$/S 1/
0# *1()$/0%*).* 30*:00# )0.55.05 S 3%
4($) ! *.(003)" 0 #)$-1/0% *. 0O0H#$ ,*'($)0O#
) 40/0$*)S

$'0- K> ) -$)" *'0() $)". $) * - &# ]

902=4?D 30.6

'$-%& 1&+
/$ -$8'/*%$)0 00 # 9. | #/



https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image1-11.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image1-11.png

F%$ % %

0-/'4 .- $ I# |9 # *'0() * |
2 % &# IK ) +¥1.$%' )1$- ¥)() .H®
28" '$&4  H#- )" 3 ' 2 %-&**& 29/#

x2%. & K **  *x00 # $)". - 0 [#
#) KL KN (S8 - IS I#
HI$) $) 2 *&# [H2u% 0 | *
* 4 -+ )" 4 *0- - - K

2S'$& " 0$%) AS

@S5, 0# )1( . :?2@9) ,.//0# &5 s 0.
51, /0# &5 O"B3$" 0$20 S
/$)"0#  &5%/ ) 8$)03 50*)0. 0
2.0$"5 *3) *'1()S

AS)0.0# 1*"*3$)")1( /$) "/ BO#*1"#
2BN;:?9 O:>E>BIEI<9IE;A@>ED99BIED @>E
:AQE:AQ90 ) <>?95

BS'$& "'* 0$*) AS

CS 5, 0# )1(. BFBB ,.//0# &5 S

DS)0. O# ¥+3$)")1( /$) "/ BO#*L'#
?BN:;F=BE=FBBE®F=BEFBBEF=BEBFBBBFBBE
‘-BFBBBFBBERF=8 ) :=FBE

ES 0$20 "™ 0$%) AS

FS 5, 0# )1(. @DDRC,.//0# &5 S

GS)0. O# ¥*3$)")1( /$) "/ BO#*L"#



% $ % % F

?BN;?B<@B @9:8;?BE :>=9>E<>B:?E?B<@E

B>AB@9AK>?E <=7 0 ) ><<@98
PP>SH))SH O #&0#00# 08 )0.

(0#/ $"'0- :F:?S

(3 D

0%, 1& 1% B+ & &, *1&

-0 * 4

#)/ 4+$)")0( -.$)/*) 3'2*&# [H
$/$. L //* 1S $)" )AL (] I$)".4( *'.
O#.* "8 )  *(. KU#0# 3
QA% [* | #. . A %L 2HS | 4+49)"
O( - HS$/ 2. *2) [ # +* . * 1) -9
IK 1$.(* 16$)/*0. 3 [.1%(/ /$)"
U JO- /% ] #. . 4( *I*)( -V ]-
450/ 4+ [#($) * 2 *&# IK




F%S$ % %

9702=47D 30.6

, &F 1

[$. 1-4$E*1) ] *+-*%1- 4 *0-2 *-&# |
- 10"4H .+ $'4 2#) 4 *0 #1 )/

O( -.K =)+ *$)")0(  -.2#) ) -9)"
[ ()04 $) * 2 x&# [$.  H(
~K % B H/# )0 - 58 0

[-)+ * ] % 8;C0 # —*. ) .- $0.4
- XS, | # $) " SA*14%0-2 *-& **&K

902=4?D 30.6

L% 6@, HY2.# 2 4%0-2 *&# | #0
- /- ) -9 I# IK  # & #0-
o( -. - 10 /* (& .0- [#4

O-/'4) - $) *I# 2 *&# [IK




% $ % % F
$'0- K? *+ '/ [ )- 4 *0(). HH
)
Editing D ata
00#0#/ ))0. $ " ) #) 5 *1
'$&$)"O# " 0%F) *. 1) O# *(1' .S *1( 5


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image2-5.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image2-5.png

F %$ % %

#2)0$ O#0 /513 . 05$)" 0 $)0* "* 0$4O
O# 05105 , . $)0# *(1' S# =

) 1/ 1*.)0.$)" 0$)0* "/ /3 " [1* $0$)"
0 O#0 . 5 4$/0/$) "S # 1*"*3$)" /0, ,.* 2%
) 4( ' *1)0.$)" ) 0#)  $0$)" O O#O #/ )
0. $)0* " 0$%N

?2S'$& " ?2C$)0# # 0? 3.&M# 0S

@S5, O# .2$0%%) */ ) .//0# &5 S

AS'$& " ?CS

BS *20# (*1/ *$)0.1,00# *(1' .S *13%"
| O# *$)0.01)$)0* 1./~S *2 0# 1./* 0*O#
) *10# .2$0$%) */ ) '10 '$&S

CS 5, 0#'00./' O**, 'O O# 3 *0'S

DS'$&0# # &(.&0*0# '10*0# * (1

Vo $'0- F:@S #$/3$" )0.0# #)" $)0* O#

'S



% $ % % F

$'0- (K@9$)"/ # *0O -1 * $/)) -
/

ES*1 ' '$& " ?CS

FS |/ 10.0# 3*. *0') 05, O#
3* ' .S

GS. /I 0# &5 S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image3-4.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image3-4.png

F%$ % %

Keyboar d Short cuts

L& ,1& $$

F oISy /# “"I#1$.0* $ ) +
# ;& 4%)4*0-& 4 *- K

Auto Fill

# 10% $"101. $/ 21 ' O 3#) ()1'S
)0.$)" 0 $)0* 3*.&# 0S #$/101. #/() 51//0 10
$0$/ (/0 ):$'3#)5*L . J0.9)" 0% )
/-1) O /1# / 0# )1( ./ @O BO DO FO ) /* %O *,
YNL(.$ O /1# /O# 5/ %1 O# 3 & *. (*)O#/ *!
0# 5.5 # 1**3$)"/0,/ (*/0.0 # 3 10* $" )

1/ 0% )0.0# (O#/*10# 5 .$) * '1() N

?7S'$& " A$)0# # 0?3.&/# 0S

@S5, O# 3*. )0-4 ),//0O# &5 S

AS 0320 " A "$)S

BS *2 O# (*1/ ,*$)0.0*0# "3 ..$"#0*) . *
AS *13$"/ [("/-1. $)0#$/ *).*10# "W
O#S/ S/ O# $' )"\ $'0- :FA] #)0#
(*1/ *$)0." 0/ "/ 0*0# $" )' O O# 3#$0



% $ % % F

* &, '1//$") 38" 01.) $)0* ' &, '1//$")S

$'0- KA $" )
10'$& ) ."0# $" )' O " 2BS *0$ O# 0 0#
10* $"08$, *4$)$0/3#0 (YO#3$" , ' $)0* #

"V $'0- :F:B]S '/ O# '10(*1/ 100%) 3# ) O#
0$, *4. /a  (.Sb


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image4-4.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image4-4.png

F%$ % %

$'0- KB .$)" 0 [*$" /%) -I# N #*/#

) 5*1.'/ 0# '10 (*1/ 100%)O " 03 '2 (*)O# *!
O# 5./#1 , .$)0#  ".) AN?BO //# 3)
$) $"0- :F;9S*13$" ¥/ O# 10* $" ,08%)/ 100%)S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image5-5.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image5-5.png

%$ % % F

5 '$ &$)" 0#$/ 10090154 2 /2 .' *,0$*)/ | *. $)/ .03)"
0 $)0* "*1,%1 /S

$'0- K9 0 /% $" + /$). 0 //%)


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image6-5.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image6-5.png

F %$ % %

?S '$ & 0# 10* $" ,0$*)/ 100%)S

@S$&O0H# * 5 "[*0$%S #$/3$" #)" O#
(NO#/$)0# .)" BN?BO* )1.5 S

AS'$&0# 10* $" ,0$%)/ 100%) " $)S

BS'$&0# $" *)0# *,0$*) 0*. 01.) O# (*)O#/ *!
O# 5.0%0# ".)" BN?BS # $" .$/*0%$%
3$",*2$ O# /( ./1'0S

Deleting D ata and the U ndo
Command

#. .12 (01 * . (* 2$)" 01X 3 *&H# 00
|35 3#S# . (M/0.0 #.S $0# #(O0# OBl
1 0# )* *(()S #$/ $/ #'11' () $) O#
2)0 51 ($/0&)5.(* 2 0 L*5 *1.3*&M# 0S #
*"%3$)" 0,/ (*)/0.0 #* 351 ) '0 0 L.
"EO)TH N

2S'$& " @ 5, $)"0# (*1/ *$)0.* 2.0#
) '$&$)"0# '10 (*1/ 100%)S

@S. I/ O# &5*%51.&5* .S #$/.(* 2/
O# *)0)0/*0# S

AS $"#$"#00# .)" AN?B 5, $)" 0# (*1/
F$)0.%2. " AS #)'10 '$& ) ."0# (*1/
*$)0. * 3)0* " ?BS

BS' O# (*1/ *$)0.* 2.0# $" )'S *133$"
| O# 3#$0 * &, '1//$") #)" O0* ' &, '1//$"S



% $ % % F

CS'$& ) ."0# (*1/ *$)0.1,0+ " A
V. $'0- :F;: ]S '/ O# (*1/ 100%)S #
%0)0/$)0# .)* AN?B3$" .(* 2S

$'0- K: $)" 0 [F$F R )L

?2S '$&O# )* 1007 $)0# 1$& /| *

Vo $'0- :F: ]S #$//#*1' ., O# 0 $)O0#
)" AN ?BS
@S'$&0# )* 100%) "$)S #$/[#1' ., ' O#

0% " @S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image7-5.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image7-5.png

F%$ % %

Keyboar d Short cuts

&' %% &

F*' *2)/# & 42#% +- .9)" | #
“Jl- %)4*0-& 4 *- K

F $"#s$"# /# -) G= 4+ 9 /#
(*0. + *$)/-*1- " K#)' U '$&)
S # (0. + *$)-* 2)/ % " =K

Fo'S&MB ' -0 /NS /I# *(/ * 1/#
$ M 2#$# $. ) 3 [*[# " K0+ *)
(). S. % BOTK #$. *+).
-*+W?*2) ()0 [/ #/ ®/%). . 1-'
H[EF) TR (2 1)K =) [ X(
K *I$ [#]4*0 ' #1 *+ [$*). 1 *-

L9 %0 # 1(] . %) " #
#4+-'$)&$) K
F o'$& M ' - " [$DK #5. -(* 1./ #

19 # "-)K
F '$&# )*0 [IHDK #$. -+ [ # [
$)H - )" G =K



% $ % % F

$0- Ky - X0 - +W*2) )0

Adjusting Columns and R ows

#. . 1 3)0.$/$)0# 3&%# 00#0 ,, . 10 *7S

* 4(, 'OO# '/0'00.*0#*3 ,0(. )0

1 )$) " ??S #S/$/ 1/ O#F *'1()$/0%).* 3%

O#S/3.S # *10/) .* 3/% )4 '3*&H# 0 )
%1/0 0% *(* 0 0O# 0 O#0$/ $)")0.  $)0*
"S # 1%"3$)" [0,/ 4,"$) #3 0* %1/0 0#*'1()

3$0#/ ) * 3#$"#0/$) 3.&/# ON

?S .9)"0# (*1/ *$)0. 03 ) * '1() )


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image8-5.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image8-5.png

F %$ % %

* 10 $)0# # 0?3.&/# 00 //#3)$) $'0-
F;<S*13$"/ O# 3#$0 * &, '1//$") 01.) $)0*
¥ ' .*3/S

@S$& ) ."0#  *1()0*0# .$"#0 /*0# )0S.
3*. 0(. $ "?2? ) [ )S/5*1 ."0#
*100 51 3"/ O# *'1() 3% 0#0$,* 4S #$/ %
$/,' 5/0# )1( .* #. 0./0#03$" :0 $)0* O#
*1() 1/$)" 0# '$.$27°,*$)0 ! *)0 34$ # $/ O#
| 1'0/00$)"™. 1*)0X/$6 S

AS '/ O# '10 (*1/ 100%)S



%$ % % F

$'0- K< %0/$)" *'00) $/ #.

*1 (5 1) O#0 1L/$)" O0# '$& ) ." (O $/
$)8$)0$!I5L) 0%/0 /, $: #.0.380#! * %
* (*. *'10/S 0,/?0#*1"# D $"1/0.0 / *) (O#*
% 961/0$)" *'1() 3$ 0#/ 3#) 1/$)" /, $: )1( . %
#.0.N

?2S'$& )5 "™ 0% 3) *'1() 5(* 2%9)" O#
1/ *$)0.* 2. "= 0% ) '$&$)"0# ' 10


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image9-5.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image9-5.png

F %$ % %

(*1/ 100%)S *1 )#$"#$"#0 "* 0$*)/$)
(1'0%," *1()/$'5*1 . /00%)"0# /( #.0.
350#F (. O#) ) *'1()S

@S)0# *( 0 *10# $*0'10 '$&0#  *(0
100%) $) 0# "/"*1, S

AS'$&0# *'1() $O#*0$*) L*(0# * * 3)
()1S #$/3$"* )0# * '1() $0# $™*" *4S

BS 5 0# )1( . :< ) '$&O0# 100%) *) O#
*'1()  $0# $" *4S #$/3%"/0 *1() O*
O#%/ #. 0.350#V $"0- :F;=]S

CS) "$) .9)"0# (*1/ *$)0. 03 ) * '1(
) * '1() /~o#00# *1 ' .*3,*$)0. $/,' 5/
) O#) *1  'T'$&0* 0$D 10* $0S #3$/!01./
%1/0/ O#*'1()380# / *)0# ")"/0 )0.59%)
o# *'1()S

DS/ O# * '1() $O# $™" *4V0,D *2]0*./0
0# 3% 0# 0* ?AS



% $ % % F

$'0- K= *00) $/ #$*"* 3

Keyboar d Short cuts

' $-%& !,

F- . /# & 4 %) 4*0- & 4 *- H B)
I # - H HY %1 $(K

0, ? O#*1"# B (*)/0.0 # 3 0* %1/0 3 #$"#00
3HS #$/I$($ . 0% %L/0$)"1() 3% O#N

?2S'$& "2C 5, $)"0# (*1/ *$)0.* 2.0#
) '$&$)"0# '10 (*1/ 100%)S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image10-4.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image10-4.png

F%$ % %

@S)0# *( 0 *10# $*0O'10 '$&0#  *(0
100% $) 0# "/"*1, S

AS'$&O0# * 3 $'HO*0$*) Lx(0# *'* 3)
()1S #$/3$"* )0# * 3 $'#0 $* * 4S

BS 5 0#)1(. ;=) '$&0# 100%) *) O#
* 3 $"HO $"" * 4S #$/3$"/0 B2CO0* #$"#O
| @B *$)0/S,*$)0 $/ -1$2' )0 0* ,,.* 4%(0'5 ?2X
E@* )$)#S #$/ %1/0()0 $)3+# $"#0 3/ (
0.0/, 03 )O# 00/ ¥ O#$/3.8&/# 0)
O# ./0*0# 0S

Keyboar d Short cuts

F - ./ # & 4 %) 4*0- & 4 *- H #)
- # N - HH)Y B[ $(K

$'0- :F> 3/ 0# ,,.)  *1O# 3*&H# 0 10.
*'10) ) * 3?C. %1/0S



% $ % % F

$'0- K> Y128 # 00 ) *2 1>
%0/


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image11-5.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image11-5.png

F%S$ % %

Skill R efresher

-t 1& " $%&+ & '+

K I$Y [ %) "$)/# -*2% *0()
40 - %0./$)"K

K OS&M K1 * # $ MK

K '$&H *~(1 0 IF)$)I# " *0+K

=K '$& $H- *2 $H- *00) S/ #1-
J# - =W *2) ()OK

SK ) - 1#  *2 $'# $) + *$). * *0(
$/ #9) #- [-.$)/# $* " *3K

2K $&H 0 /MK

Hiding Columns and R ows

) $0$*) 0* %1/0$)" 0#*'1()/ ) * 3/*) 3 *&M# 00
51 ) S <10/ ) X 3/S #$/$/ 111 0#)$-1
HY$)" 0# 281", L) x| 3*&MH 0 040
%0$) 0 O#0$/)*0) //.50* $/,' 55 #/ ! O1./
3%"  (M/0.0 U$)'0o# '/ 03 * & ** &S
* 32.004. $/)) O #2#$ ) *10/* * 3/



% $ % % F

5. O#$/ 3.&/4 0S # 1/ *I O#/ &$" #. 3" I*.
(*)/0.0$*),1.*//*5 S

7S '$& "?$)0# # 073&# 05, $)' 0#
(*1/ *$)0.* 2.0# "™ 0$%) ) '$&$)"0# '10
(*1/ 100%)S

@S'$&0# *(0 100%)$)0# *( 0 * O#
$ %S

AS' O# (*1/ *$)0.* 2.0# $ r )#$ *0$%)
$)0# ** 3)()1S #$/3%"* ) /1 ()1
* 0$*)/S

BS'$&O0# $ * '10/*0$*)$)0# /1 ()1
*0$%)/V  $'0- :F;?]S #$/38"#$ *1() S

$'0- K?$ e)$ 0()0


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image12-5.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image12-5.png

F%$ % %

Keyboar d Short cuts

& ' $-%&+

Fx' *2)/# & A2H$ + .9) | #
O( -9%4 *0-& 4 *- K

$'0- F;@M#*3/ O# 3*.&* & 3$0# *1() #$ )9$)
O# # 0?3.&# 0S*1 )0" *10$/#$ ) 5O0#
($//$)"'00. S

$0- K@ $ ) *'0()


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/1-2-fig-1-27.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/1-2-fig-1-27.jpg

% $ % % F

*1)#$  *'100 !*"*30#/ /0 /N

2S $"#$"#00# .)" ?N? 5 0$D$)" " ?)
'$&$)") M) * 2.0% " 2?S

@S'$&0# *(0 100%)$)0# *( 0 * O#
$ %S

AS' O# (*1/ *$)0.* 2.0# $ r )#$ *0$%)
$)0# * * 3)()1S

BS'$&O0# )#S * '1()/*0$%)$) 0# /1 ()1 *
*0$%)/S *'1() 3$")* 3 2$/$' *) O#
3*.&/# 0S

Keyboar d Short cuts

&!1& ' $-%&+

Fogasw " %) $/ #-.8 * L /# #5)
*OOSTH#)# ' * 2)/ # & 4)
I# & 4 24% +-.9)" | # %
+-) #.$.& 4STT*40-& 4 *- K

#1%%3%)"/0,/ (¥)/0.0 # 30*#$ *3/0 34 # $/
I$($' . 0% #$ $)" *'1()/N

7S '$& "A$)O# # 0?73 .&# 0 5, $)"0#



F%$ % %

(*1/ *$)0.* 2.0# "™ 0%%) ) '$&$)"0# '10
(*1/ 100%S

@S$&0# *(0 100%) $)0# *( 0 * O#
$ S

AS'  O# (*1/ *$)0.* 2.0# $ r S *0$%
$)0# ** 3)()1S #$/3$"* ) /1 ()1
* 0$%)/S

BS'$&0# $ * 3/*0%$%)$)0# /1 ()1 * *08$*)/S
#$/3$" #$ * 3AS

Keyboar d Short cuts

& "+

Fx' *»2)/# & 424% + .9)" 1 #
JO( -B& 4% 4%*0-& 4 *- K

*1)#$  x 30%*30#/ /0 ,/N

2S $H#$HOO# )" @NB 5 0$D3)" " @ )
'$&$)" ) ."™$)"* 2.0* " BS

@S'$&0# *(0 100%)$)0# *( 0 * O#
$ %S

AS'  O# (*1/ *$)0.* 2.0# $ r )4 *0$%)
$)0# * * 3)()1S



% $ % % F

BS'$&O0# S * 3/*0$%)$)0# /1 ()1
* 0$*)/S *3A3$")*3 2$/$' *) 0# 3*.&/# 0S

Keyboar d Short cuts

&!1& o+

Fo$"ws# " *1 ) 2 [ # H#S )
HF2STHH#)# ' * 2)/ # & 4) [ #
& A2HS +- .9)"/ # ¥+ )+- ) #.9.

& 4S$*) 4*0-& 4 *- K

902=47D 30.6
L& '+ & $%&t
) (5 1 - - HSISH() ! R et 8

[$0. 3 '2 %&**&[/#/#1 ) .$")
4 *2%&-K 1% 4*0 0. 2 *&**&
1% 4 X% “H 2 4. # &M




F%$ % %

# )- *2.)  *00. K*0 ),0$ &4 .
2# [#- -*2 % *0() S H#$ ) S - *2
(% *00" I/ -$.($.9)K

Skill R efresher

& "$-%&+ & '+

K /sy 1 %) "$) /# -*2S.T *
*'0()S.T4*0 - #39%)'K

K O'S&M (¥ H# $ "MK

<K '$&# *(/0 [IMN$)/# "."- *0+K

=K I# (*0. + *$)/-*1-/# $ e
WS *+ [/$9K

>K '$& $H-/# $ *2.% $ *'0().
*+/$*)K



% $ % % F

Skill R efresher

&1&  '$%&+ & '/ +
K S"HSH | # *1 ) %2/ #H#S )
ST *-[*[# " U ) - $'H KUIH# HS )
*0()S.T K
K 'S&ME K1 * U#E$ MK
<K 'S&H *(1 0 %) /# " *0+K
=K' J# (*0. + *$)/-*1-/# $ e

WS+ I$9K
SK '$& $H- [# 4
£00). %+ $YK

*2 . xS

Inserting Columns and R ows
I$)" 4 '3*&** & O#0# ) .0 5*0#. %
25 8%$)03 50°3.& 1/ $0 '$($)0/ 0# )

0* .0 0 3*&# 0/!1*/ .0#S *32.08L( 5
) 0#00* *(, '$/#B1."™ '/OBL) 0*  $0%*)°

10/ *. * 3/* 0S )0#$/ /OB1 )$)/.0 )&
<10/ *. * 3/ $)0* 3*&H# 0S # F"*3$)" /0,

(*)/0.0 #* 30* *O#$/N



F%$ % %

?2S'$& "?$)0# # 0?38&/# 05, $)" O#
(*1/ *$)0.* 2.0# "™ 0%*) ) '$&$)"0# 'I0
(*1/ 100%)S

@S$&0# *3) .x 3*)0# )/ .0 100%) $) 0# *(

0 *0o# $*V $'0- :FA]lS

$'0- (KA)-/0/*S* 2) - *2T

AS'$&O0# ) .0 # 0 *'1()/*08$*) L*(0# *°
*3)()LV  $'0- :F;BJS )& *1()3$"
$)/.0 0*O# '10* *'1() S #  *0)0/0#0 3.
L2%%1/58) *'10) )* 3, .$)* 10 S
*0 0#0 *'1()/ . '3 5/$)/.0 0*0# '10* O#
0$20 'S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/1-2-fig-1-28.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/1-2-fig-1-28.jpg

% $ % %

$'0- (KB ).- / - *+W*2) )0

Keyboar d Short cuts

&+*,1& ' $-%&+

| # &4 ) | #) | #
- HH) N $(K o *'0()
28" $).-/ [ *I# U *1[#
I$1 'K

BS'$& "A$)O# # [ 3*&H# 05, $)"0#

1/ *$)0.* 2.0# "* 0% ) '$&S$)" O# '

(*1/ 100%)S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/1-2-fig-1-29.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/1-2-fig-1-29.jpg

F%$ % %

CS'$&0# *3) .* 3*)0# )/.0 100%) $) 0# *(
0 *0o# $*V $'0- :FA]lS

DS'$&0# )/ .0 # 0 *3/*0$%)1*(0# * * 3)
()av  $'0- :FB]S ')&.*33%" $)/.0
*2 * 3AS # *)0)0/0#03. ,.2$*1/5%) * 3
A3, .$)* 3BS *0 0#0.3/ . '3 5/
$/.0 *20# 03D 'S

Keyboar d Short cuts

&+*,1& '/ +

F- ./ # & 4 )/ #)I# ' //-. HH
) ¥ 11 $(K -*22%"  $).-/
1 /# 181 K

Skill R efresher

&+*,1& ' $%&+ & '/ +

K ISY [# Ir# - K 8 S
D& F00*- % 2/# $  &-*2K



% $ % % F

Moving D ata

) 0 .)0. $)0* 3*&H# 00 #2 04 $$050*
(* 2 $00% $7)0'* 0$*)/S # *"*3$)"/0,/ (*)/0.0
#30%(*2 0 0% $7.)0"™ 0$%)/*) 3 *&H# ON

2S $"#$"HO0# .)" @N?C 5 0$D3)" " @ )
'$&$)" ) ."™$)" * 3)0* " 2CS

@S.$)" 0# (*1/ *$)0.0%0# '10 " * " @S *1
3$"/ O# 3#$0 * &, '1//$") #)" O* ¥/ .* 3/
V  $"0- :F<9|S #$/$)$0/0#05 )'10 '$&
) ."0# 0 0* )3™  0$%S



F %$ % %

$'0- K9 * 1$)"

AS 10 '$& ) ."O0# (*1/ *$)0.0* " @S
BS '/ O# '10(*1/ 100%S # 0)* 3, /$)
* 10 S

CS'$&0# )* 100%) $) 0# 1$& I %S
#$/(* 2/0# O &O0* *'1() S

9702=47?D 30.6

1&

. (* 1$)" /%) 2 *&# [H (& .0-
B0 ) $4IH# K+ M) L I#] ) 2% #
I# .- $.4%0 - (* 1$)'K* 3(+ H$!I4*0 -



https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/1-2-fig-1-30.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/1-2-fig-1-30.jpg

% $ % % F

* 1%)" *00* ! /H(& .0- /# *0(
# $)"$.9) 0 K'* H(& .0- "1 0. -
HSHSH $)/ # <00 - (* 1$)"$K

Deleting Columns and R ows

*1( 5) 0F '0 )0$. *10/* .* 3/* 0 L¥
3*&MH 0S #$/) ( 5 .$/ $I8) 0. (* 2 $O#.
& *L(0/*.x 31K 3 *&MH 0 *10/) * 3/
0#0 *)0$) 0S # (O# /! * .(* 2$)" " *0)0/
3. *2. '$.) ) 1 0*'01)3)0 0S
* 32.08" *)*03 )0 )& .*3* *1()$)5*1.
3*&* &O'F ) '0 $0 1/$)" 0# ¥"*33$)" /0 /N

?2S'$& "A 5, $)"0# (*1/ *$)0.* 2.0#
* 0$%) ) '$&$)"O# '10 (*1/ 100%)S

@S$&O# *3) .* 3% 0# '0 100%)$)0# "/
"1, $)0# *( 0 *0# $ %S

AS'$&O0# '0 # 0 *3/*0$%1*x(0# *
*3)()LV  $'0- :F<:]S #$/.(*2/ * 3A)
#$10/ "O# 0\ ™3 * 3@]$)0# 3&/# 01,
*) * 3S



F%S$ % %

Keyboar d Short cuts

$ & /| +
- # &4 ) | #) | #
Y- H HY N1 $(K #-*2
2%/# 1#  /$Y " 2%" "/ K

$'0- K< '/ - *+W*2) )0

BS'$& "? 5, $)"0# (*1/ *$)0.* 2.0# "
* 0$%) ) '$&$)" O# '10 (*1/ 100%)S

CS'$&0# *3) .* 3% 0# 'O 100%)$)0# "/
"1, $)0# *( 0 *0# $ %S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/1-2-fig-1-31.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/1-2-fig-1-31.jpg

% $ % % F

DS'$&0# ‘0 # 0 *'1()/*0$*) 1.*(0# *’
*3)(OLV  $'0- :F<:]S #8$/.(* 2/ * '1()
) I#$10/ "0# O $)0# 3*&/# 0\0* O# .$"#0 *!
* 10 1* 2.%  *'1()0*0# '10S
ES 20# #)'/0*5*1.3*&* & 5 '$ &3$)" $0# . 0#
1 100%) %) 0# *( .$ YW*  5/' 0$)" O#
1 *0$%) L*(0# $ ()1S

Keyboar d Short cuts

$ & ' $-%&+

F-./l# & 4 )| #)I# "' /l-. HH
) Nl ] $(K # *0() 2%/ # I#
1$Y "2%" K

Skill R efresher

$ & "'$%&+ & '/ +

K I$U )4 ") [# -*2% 00/ #/$.
ot 1K



(CYAELCEWEVS




% $ % % F

Attribution

0 5. . 21X *30*/$ 04 N
# . J$ .08 $/00 5 # 5%
*1) 0$*) 3$0#*10 00.$10$%) 1/0 5 O# 3.&d/
*$'$)' L 0%*'$ ) O)'$ ) 1) . e
ASS

0/4, 7??7=4-@?4:9>

M?2@:"? @E
M?2@:"? @F
M?@:"?@G
M?2@:"?A>
M?2@:"?A?


https://saylordotorg.github.io/text_how-to-use-microsoft-excel-v1.1/index.html
https://saylordotorg.github.io/text_how-to-use-microsoft-excel-v1.1/index.html
https://www.saylor.org/
https://www.saylor.org/
http://creativecommons.org/licenses/by-nc-sa/3.0
http://creativecommons.org/licenses/by-nc-sa/3.0

FORMATTING AND DATA
ANALYSIS

Noreen Brown, Barbara Lave, Julie Romey,
Mary Schatz, and Diane Shingledeck er

Learning Objectiv es

K .U 19" 1 #H%0. .$)- *0 9
3 4 # [ 0$°$). ] *#)
[# ++ -) *1 2% &# /K
K ) - L) 20%8) 18) "% [ $M.K
K 3($) # 2/*) -(01 $+'$).* 1/ 39

" $RK
=K ) - ) # 2 [* L
2%-&# IK
SK 3($) #* 2/*0./# 0 /*0(! [O- [*
0/ 1% K

K./ # OH*AH ) . XO. O+
O$+0'/ [# 1% 2 *&# IK
@) - J)# 2/** 1H-)(HS$).- /H)
| 2%&# Il. K



I$ %% % * F

#$/1 0$*) /11 *(00$)" *()/0#0 ) 1/

0% )#) O# 2$/1' , .) * 3*&H# 0S 0 '/*

L+ 2%/ ) $)0.X108$%) 0% (0#(0$ ' '1'0$%)/S #

/1&3"1 $)0.* 1 $) O#$/ /0$%) 3$" "$25+1 * 3 11" O**'/

1 )'56$)" 0# 0 0#03 #2 )3 *&S$)" 350# $) 0#$/

3*&* & ) 3" HSHSHOB 4 'S/ 1 0* (& &5
$/$%)/ $) 2$.01"5 § . .S $0$%)"50 4
L0 189/ 1N 1(0) L) 3$"

$0*1 [ 1*(01* O# *LJ ) [. # 0

/1($00 S

Formatting D ata and Cells

) $)" 0# 281" ,, .) Y 3*&M 09 .$0$
/0,$) . 0$)" 2'1 ' O 1% B*1* 5¥1 *3*& [3#)
(&$)" &5  $/$9)IS #. . 0 LK)
1*.(00$)" /0) ./3#)1,. I# 0/ H0$)*'5 1..) 5
0S * O#$/ *1/O 3 3$" 1/ O# FK'*3$)" 4
1$ '$) /! *. *.(00$)'S # :JO:"1. $/, ' 5/#30*1/

*1)0$)" )1( . ! *(03#) 1./ . 1.) 55
Y504 /0 X 3% 0 ) O# 00"/ /#*1' | *(00
3$0# O# *1)0$)" *.(0S # *O#. 0 /#1
(00 3$0# *(( /05'S #. ') /O *
¥ . % 2 0# )1(./$) O# 00' *3S ! )5 * O#
YL(J# 2 )O/OBL) O0*1*(0 "*0# 0 3$0#
03 $(', ' IS



F 1$ %% % *

10)O51. 4 '/. /# 03$"*0$)2'1/0#0 . *O#
1..) 5)))1.) 5$))01L.S #)0#0$/0# /O
51d" 3)0 0% 1/ 0# "1$ '$) / $) O# "> 3$)" :"1. N

# 1*3$)" /0 (0.0 /2 ' 11) ()0


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image2-1.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image2-1.png

I$ %% % * F

I*.(00$)" /&S$"/ O#0 3$" 'S O* O# 3-&** & O#0
3 . 2 *$)"1* 0#$ #,0.S 2.'*0#/ | *(00$)"
/&$"/ . $)0$'0**)/O#051( 5#2 . 51/ $)
0#. $ X0 ,, '$0$Y/ /1# 1 $ K*N0s *.s *
$ **10s *3 . *$)0sS

2S $"#S'HOO0# .)" @N @ $) 0% |:
3*&# 05, $)"0# (*1/ *$)0.* 2.
@) '10 '$&$)") ."$)"0* " @S '$&
O# *' 1009 $)0# *0"*1,* *()/$)
O# *( 0 *10# .$ %S

@S$&O0# *. . 100%) $) 0# *)0".*1, *!
*()/$)0# *( 0 *0# $ ¥
V. $'0- :F<;]S ' 00# *00%( *. .
* 0$%) L5(O# '$/0 0% #$20# "'+ *
K 0# *00%(* * 3@ "30# *'1()
# $)"IS

$"0-

*)/
- *0+
*1

*((



F

I$ %% % *

Keyboar d Short cuts

' $ I*% ,

SRR & 424 + .9)"
[# ' 11~ *)4*0-& 4 *- K

AS $"#$"#00# .)" ?CN?C 5, $)" 0# (*1/
$)0.*2. " 2C ) '10 '$&$)" ) ."$)"
0* " 2CS

BS'$&0# *' 100%)$)0# *)0".*1,*
*()/$)0# *(0 *0# $ %S

CS'$&O0# * . 100%$)0# *)0"*1,*
*()/$)0# *(0 *0# $ ¥
V  $'0- :F<:]S ' 00# * * .*0$%)
L*(O# '$/0 0% #$20# " '* * %) 0#
0%, * *32C 3#. 00"/ 3$" 2)01"5 $/,' 55

Keyboar d Short cuts

B+ %,



1$ %% % * F

e & 4 2#% + .9)"
I# ' 1] - ¥)4*0-& 4 *- K

Keyboar d Short cuts

& * $1& "%,

SRR & 424 + .9)"
[#° I )4 *0-& 4 *- K

(3 D

“% , ' $-%& &+ &
LB




% *

+ A1) 1) ) () L F
I# *00# $)") 00/ */.
$) 2*&# /S 1-4 $(+*1)
I #)$0H + $"4$140 - #- $)
2 X & **E 2B *IH#H-+ *+ 'K #.
() /$)"/ #%$0. "™ 20.-.*!
# 2 *&# [ /* ' -4 . | #
00 # $)./ #/ 6)/# IK
) $/ $HH# *0(0)/ */'.0.0"4
NS # (5 IS %)
2%-&# | 2%/# -+ | /% (&3$)"
$$9.H ) 1%=(/ I$)" | #$,0.

™2 0.-. [* 0%&4 . [|#S.

$-(/ $K

?S $"#S$HOO0# )" AN?B 5, $)" 0# (*1/
F$)0.*2. "A) 10 '$&$)") L") *
0* " ?BS

@S$&0# *( 05 100%) $)0# 1( ."*1,*

(()/$)0# *( 0 *10# $ *)S #$/!

3)

01.

/I *( /3 "/03* $(',"' ISV $"0-

‘F<4S




I$ %% % * F

$"0-
K< 0
( -
- *0+ * |
“((

).

AS$) O# "1./$)0#$/.)" *)*0$)'L  )0/O '$&
0# ./  $(' 100%)$)0# 1( ."*1,*

*()/$)0# *( 0 *10# $ *)03 * 0%( /
vV $'0- :F<4S
BS # )1( /3%" '+ . 1 0*6.* $(', ' /S

CS$'#$'#00# .)" AN?B 5, $)" 0# (*1/
F$)0.%2. "A) 10 '$&$)") ")+ 3)
0* " ?BS

DS'$&0#  *1)0$)" 1( .  *.(0 100%) $) O#
1( "5 *(()/$)0# *( 0 *O#
$ MV $0- :F<JS #$/3%"  O#

1..) 5K(* ') 03* $(', "' /0*0# 21/S
#$/15.(0$ *((*)3#)3  *.&9$)" 3$0#,.$9)"
0S/$/1 * 2$)0# *(00%)" 0 )

"/ 0$%)0% 3$"3)00%1/  *1)0$)" *.(0
) "2 '1/$)O#$/.)" /$) O# 3*&# 0 *)0$)
'1.) 5/3"/1.) 5 0S

ES $"#$"#00# .)" AN?B 5, $)"0# (*1/
F$)0.%¥2. "A) 10 '$&$)") ")+ 3)
0* " ?BS


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image4-1.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image4-1.png

F1$ %% % *

FS"$)0/' 00# *1)0$)" 1( .  *.(OW O#$/ 3$"
O# 1.) 5/(* '0%0# 21/ /3 " /03*
$(', ' IS

GS'$&0# ./  $(' 1009 $)0# 1( .

"*1, %()/$)0# *( 0 *0# $ %S
2>S#$/38" O# 1.) 5/(* '0*0# 21/)
L1 0# (', J0*6.%/$) O#. . )+ )0/
$)0#/ "1./S

27S $'#SHO0# .)" ?N? 5., $)"0# (*1/
F$)0.%2. " 2) 10 '$&$)") M) 2.
0* " 2S

2@S$&0# *3) .* 3) 400%0# $" *. 100%) $)
0# *0"*1,*1 *(()/$)0# *( 0 *IO#
$ MV $'0- :F<S #$/3$",.,. O# .)"
I* 3*&# 00$0'S

?AS'$&0# 1O )0?0 .&.@Cao"™*. L.*(O#
, "00 V $"0- :F<=]S *0%$ 0#0 /51 (* 2 O#


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/1-3-fig-1-34-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/1-3-fig-1-34-1.jpg

1$ %% % * F

(*1/ *$)0.* 2.0# *=., '0004 3%"/
. 28 3 #30# **. 3%, . B) 0# #E"#'$"#HO
"IS 4, .$()0 3$0# O#$/101. S
?BS'$&*) ?) )0.0# 3 *&4# 00$0'N ).’
H)S <) $&¥)0# # & (.&9$)0#
I*.(1' .0* )0 . O#$/ $1.( 0%*)S
?2CS$) O# ' &!%0$/ $8100%. *0# '1
&' *1) O 5*1d" #)" O# !%)0 **. 0% (*.
2$/$S '$ & O# *3) .* 3) 40 0% O#*)0 * *.
100%) $) 0# %0 "*1,*1 *(()/$)0# *( 0
O# $ Y)W/' 0 #$0 /0# *)0 ** 1* O#$/
)"V $'0- RS
2DSS$#SHO0# . )" PN ?C 5, $)"0# (*1/
$)0.%2. " 2) 10 '$&$)") "9+ 3)
o* " ?2CS
2ES'$&O0# ** 3) .* 3% 0# .$"#0/$ *10# *)0
100%)$) 0# *( 0 *1O# $ 9W/' 0.$'/
O# MO !* 0#$/.)"SV $'0- :F<;]S
2FS*0$ O#0 /51 (* 2 0# (*1/ *$)0.* 2.0# )0
/05" *,0$*)/04 )/ O# ¥)0 #)" $)0#
H#E"#S"#O IS
2GS4, ) O# *'1()3%0#* * '1() 0*?B
#.0./S



F 1$ %% %

3 D

& | &+ EBBBBF (( “1& ' $-%&+

#) %00 $./ **)- *21% W0 -H
32" 0 /(1 $"4 ML -//#)0( -/*
S $ . ¥14*0) $7).SJIIIT KK . * 12
[ 3 /H 3'28" ¥4 # 2/# #- |-
[#16/$) [ # *O0K * 2 1-H#$. $. ) /#
. 2% #)0(- & / 0. $/ )"$1 I/ #
++ =) *1 )0o( -/#/% (0 # .("-
[#) 2#1$. 104 $)I# K *-(* 1 /#
#0) 8. HS$)-./ # 2%/ #*1/# *00K

$'0- F<>/#*3] #*3 0# # 0? 3.8 0 1
, . 10.0# ! *(00$)"0 #)$1/. , '$S



I$ %% % * F

$"0-
K>
*(/ 19)

#)$,0

:|-+ 'S

Data Alignmen t (Wrap Text,
Merge Cells, and Center)

#18&$",.1)0  $)0#S//"()OH*3#3 0 . '$")
3$04#$) "% 0$Y)/S*. 4( 'O @O0 ) )L/ )
0. $) "% 0$MO '10 %L/AS:.$H0 %1/TS: )
F®S )y /15*%1 ( 53)00*/0 & (1'0$3. 0 40
)0.$/2.08"5$) "$)0 * 4,)$)" 0# 3$0#*


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/Figure_1.35_Formatting_Techniques_Appllied.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/Figure_1.35_Formatting_Techniques_Appllied.png

F1$ %% %

*10S #$/$/ .1 .. 0% /3.,$)" 040S #/ /&3$" .

(*)/0.0  $)0# ¥"*3$)"/0 /N

2S $H#$HOO# )" @N @5, $)" 0# (*1/ *$)0.
2. " @) '10'$&$)" ) ") 2.0% "
@S

@S$&0# )0. 100%)$) 0# '$")()0".*1, *!
H()I$)0# *(0 *O# $ )V
‘F<7S #$/3$")0.0# *10# $)1$) #

$'0-

% 0$*)S
$"0-
K2 '8
)0
- 0+ %)
*(
AS'$ & O# 40 100%*) $) 0# '$")()0".*1,

V' $'0- :F<?|S # #$"#0* *3 @ 10%(0$"5
4,)/0 ) O# 3 *./O#03. 10*7 1/ O#
*10/3 . 0*).* 3.)* 3/0 & 2.0$"5S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image7-1.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image7-1.png

I$ %% % * F

Keyboar d Short cuts

L # &4 ) | #) |#
-y N I $(K

3 D

(0

# ) 6 *1 0% /# -+ 3
() $.1  #I$/.$)86 ) 4-0 ./#
Y 1% 3+) [ #  *00 28/ # I*
K¢ 1 (01 $2 *00# 9" K
B+ (28 #%)- )"/ # *00
28/ #$. BI14*0 (4- 0 [# (*0)
UL #] )6+ $ Kla+ -
¥ o K #$. (& .8 O - *
Y4 51# [$)) #2*&# ) 0
$)- . #IS(H& (& $.$9K




F1$ %% % *

BS $"#$"#00# .)" ?N? 5, $)"0# (*1/
F$)0.%2. " 2) 10 '$&$)") L) F 2.
0* " ?S

CS'$&0# *3) .* 3% 0# $H0/$ *10# . r
)0. 100%$) 0# '$()0"*1,*  *(()/$)
0# *(0 *0# $ %S

DS 10 '$&0# " r )0.*0$*)V $'0- :F<@s

4$/3$" .0 %) Tt 0$%).1)$)" K O#
0%, *10# 0 /0S

Keyboar d Short cuts

() -

F-"e ) -G-.1# &4)/[ #)
I I-. HH) % 1] $(K
F - "G-.l# &4)[ #)#
“H-.HH)Y %N 1 $(K
F)- " "G-.l# &4)/ #)|#
- HH) M 1 $(K



1$ %% % * F

$"0-
K@ -
- W K
2) )0
3 D
* J &, *
I L I G A (W M.l # - e

Y- %) $.0. S0 * ) -[# IS *
2% &# 1$ 4 *1i# *00.* ! /K

Yy I# . *L[# *00# 9 -
(-"H 1% ) ) - *1 | #
*00.* | /K /$.1-4$60//* ) -/#
I$1 *1-1# *00.* ' [/ # .- Y/
(- " K

$'0- :F<AM*3/ 0# # 07 3*.&/# 0 3$0# 0# O
$00 X))/,  $S#. /M *(re)ox
$)0# )" PN?38"  *( ,, .)0$)0# )40/"()0S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image8-1.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image8-1.png

F1$ %% % *

$"0-
KA

2%/4
'$)()

/0- .

Skill R efresher

K ISY [# - ) Lt #] N$)


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/Figure_1.38_Sheet1_with_Data_Alignment_Features_Added.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/Figure_1.38_Sheet1_with_Data_Alignment_Features_Added.png

1$ %% % * F

[ 3 /K
K OS& M *( ]+ L#  $ K
<K '$&# -+ 3 0//"K

Skill R efresher

* $$+
KOS - )k L #/28" (- "K
K 'S&ME K1 * U#E$ MK
K 'S& M *2) - *2) 3 [*[# - " e
)Y -0 IMK
=K )k IS # - e ) -'$UK

Entering Multiple Lines o f Text

) O# # 07 3-.&H# 00 O# "/ $) O# .)" ?N? 3
(" e o# 1./ $)" 0$0' 0* O# 3 *.&M# 0S
#$/ 3*.&/# 0 3$" *)0$) *O# 0$0' ) /10$0'S #



F 1$ %% % *

1*"%3$)" /0 ,/ 4,'$) #3511 ) )0.0 40$)0* ")
0.($) 3%#.5 *13)00# / * '$) 10 400* "$)N

?S 0$20 " ?2$)0# # 0?3 .&# 0 5, $)"0#
(*1/ *$)0.* 2. " ?) '$&$)"0# '10(*1/
100)S $) o# /3 . (. O '$&$)"" ?3%"
10*(0$ "5 0%$20 0# .)" ?N?S */$0%$*) &l.
(*1/ 0*0# ) *10# 0$0'O $.0'5 !0.0# ab $) O#
3. a *' b)) *L "T'$&0*"0 1./:\ /#9)"
- (s

@S* ' * 3)0# &5),//0# &5 S
#$/3$"/0.0 )3'$) *104083$)04#$r * 0%$*)S

AS 5, 0O# 040 /% ' .H$)($"$%).1 ) ,.//0#

&5 S

BS' 0 "?S#)'$&0# 0'$/) * ' 100%/$)
0# *)0"*1,*l *(()/$)0# *( 0 * O#
$ %S

CS) ./ O# #$"#0* * 32 0% A> *$)0/S ) O# .*3
#$'#0$/$)/ O "O# (4005, $)0* 0# " 33"
2%/$ V'  $"0- :F<BS



1$ %% % * F

$"0-
KB $/

0 /%1

1#
*- &#

Skill R efresher

& *1& -$, ($ &+’ 0,


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/Figure-1.39-Title-and-Subtitle-Added.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/Figure-1.39-Title-and-Subtitle-Added.png

F1$ %% % *

K /$Y v $MK
K 4+ [# 6-.1'$) * 1/ 3K
K*' I H &AL+ L #
& 4K
=K 4+ [# . % $) * 13 ) + .| #
& 4K

Borders (Adding Linest o a
Workshee t)

) 4 'O $)" 105 '$)/ 0% 3 *&# 0 $/ &)3) /
$)" . JS *. ./ . $7 .)0L*(O# "$ '$)/0#O
L% 3 *&M 0 ) O#0 ) O# ,.$(0.* O#
" 0$Y)/S # %0 *()'0/5 *1 2 .$05*
'$) /05'/ 0% 3*&H 00#0)(& . $)"0# 3 *&# 0
(L# /$.S # 1 **3$)"/0 ,/$"1/0.0 (0#*/1 * $)"
.10 * /) 10% *. JO* 3 * &% ON

?S '$&O0# *3) .* 30%0# .$"#0* 0# * ./ 100%)
$)0# $0"*1, % *()/$)0# *(, " x| Of
$ %) 0*2$3 *. .*0$5/SV  $'0-

F=gS$'1. ?SB> *. ./ *'* 3) )1



1$ %% % * F

@S$'#$HOO# )" ?2N?CS 10 '$&0# " * ./
*0$%) L5(0# *. ./ * *  3)()LV  $'0-
F=gS #$/3$" 2.0$') #+.$6%)0"''$)/ 0* O#

)" ?N?CS

AS $"#$"#00# . )" @N @5, $)" 0# (*1/
F$)0.%2. " @) '10 '$&$)") ") 2.
0* " @S

BS'$&O0# *3) .* 30*0# .$"#0*IO# *. ./ 100%)S

CS 10 '$ & O# #3$& *00%( *. .*0$*) L.*(O#

x ) * % 3)()1S

DS$"#$#00# .)" ?BN?B ) , '5 #8$& *00%
*OLKO# X% 3)()1S # OHS & *. .

3" #, ($)0$)0# 4 ' *(00$)" 1$ '$) /S

ES $"#$"#0 0# .)" ?N 2CS

FS'$&O# *3) .* 30%*0# .$"#0*IO# *. ./ 100%)S

GS'$& *. *. /P 00# *00%(* 0# $/0S

2>S #$/3$" %, )0# (0 "/ $™* * 4V $'0-



F1$ %% % *

F=:1S*1 ) /"1 A(00%)" *(()/%) 4
O#.*1"# O#%/ $ ™" "4S

??S)0# 05/ 0$*)*10o# *. /O O'!0 '$&0#
0#$ & /0'$) /05" V $'0- :F=:]S

2@S!0 '$&0# 10'$) 100%)$)0# ./0// 0$*)
V. $"0- :F=:]S

2AS'$ & 0# 100%) 00# *00*(*10# $™" * 4
V. $'0- :F=:]S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image12-1.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image12-1.png

'$ %% % * F

Skill R efresher

K $"#SH#H - )y 1 #- 08 * - K

K OS&M H( ] ¢ L/#  $ "K

K '$& # *2) - *2) 3 [*# * -
0 /%K

=K L) IS I # - [ - - UK

_+’|% % * +


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/1-3-fig-1-42.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/1-3-fig-1-42.jpg

F1$ %% % *

AutoSum

*1 38"/ 0 0# *00% * $'1. ?SB@0 *3 ?2C $/
$)0) O #*3 0# 0*0'* O# 0 $) O#$/ 3.8&/# 0S

'5$)" (0#(0$ ' *(100$%)/ 0% )" * "/ §/

X, 'S OR*L"#I1)0$%)/$) 4 'S#0. @
a O0#(0$ ' *(,100$*/ Db3$" .2$3 (0#(0$ °
(1) 11)0$%)/$) 0$'S * 3 2.004**3$)"/0/
3$" (/0.0 #* 3571 )-1$&5/1( 0% 2'1/$)
*#10* 0 1/$)"0# 10*1(  *()N

?S 0%$20 " ?C3$)0# # 0?3.&H# 0S



1$ %% % * F

@S$&0# *(1'/0 *0# $ %S

AS'$&0# *3) .* 3 " 30# 10*1( 100%) $) O#
1)0$%) $..5"*1, % *(()/V $"0-
'F=4S *0 0#00# 10*1( 100%) ) '/* | *1)
$)0# $0$)""*1, % *()/$)0# *( 0 *
0# $ %S

$"0-
K< 0/
* O(

- AW K
2) $/

BS'$&0# 1(*0%*) L.*(0# 10*1( .* * 3)
()1S # :./0 '$&3%$" $/, ' 5 ;/#H)"(.-1


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image14-1.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image14-1.png

F 1$ %% % *

1) 0# .)"S '$&0# # &(.&) 400*0#
*(1'  .0* *(, 'O O# !1) 0$")S

CS4 '3$",*2$ 0%0'F.O# 2'1/$)0# )$0 '/
*1()S

DS 0$20 " ?CS 031' )*0(& /) 0*0*0 ' O#
2."/$) *1() /*2C3$" '10  ')&S

ES , 0/0,/AO#X1"# CO*/1(O# 2'1/$)0# '/
x o/ *10V  $'0- :F=5S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image15-1.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image15-1.png

I$ %% % * F

Skill R efresher

;%

KOSUHSH S 2% < [H# oS
XLoyx Lot #] %[$))0(- $10. K

K '$S&M *~(0'./ * U/# $ MK

<K '$& M *2) - *2 %2 [# 0 [*0(
0 /%K

=K '/ (] #(/ $'10) /$0)1-x(/ # '$./K

Moving, Renaming, Inserting, and
Deleting W orkshee ts

# 1 10)(/! * O# 3*&H# 00/ 00# *00% *
3*&* & . # 0?0 #0@O ) /**S 32.08 )
#)' O# 3 *&H# 00 )(/0%$ )0$I50# 0 5*1 .
1/$)"$) 3*&** &S $0$*) "5049 ) #)" O# *. .
$) HSH O# 3.&/4 00/ ,, .$) 0# 3 *&* &S #
e 3$) 0/ 4,'$) #3 0% )( ) (* 2 O#
3*&/# 0/$) 3-.&* &N

?S  $0#0# '10 (*1/ 100*)O *1' '$ & O#
# 0?3.&# 00 O0OO0# *00*(*I O#



I$ %% % *

3*&* &\/ $'0- :F=>]S 5, 0# )(
4 %) I#S

@S.//0# &5%5  *1.&5* .S

AS $0#0# '10 (*1/ 100%)0 *1' '$ & O#
# 0@R&H# 00 O0O# *00*(* O
3*.& ** &S

BS 5 0#)( )$0 '/ )&O0*,., . O#
3*&/# 0¥ 1101. 1/S

CS.//0# &5%5 *1.&5*.S

$"0-
K>
) (8)"

DS'$&0# # OAZ.&H# 00 S

ES'$&0# *( 0 *10# $ *S

FS'$&0# *3) .* 3%0# 'O 100%) $)O#
kLR *(() S

GS'$&0# 'O # 0*0$%)1*(0# * * 3)
'$/0S #$/. (2/0# 1)) 3 *.&H# 0S

?>S'$&0# '0 100)*)0# '03 )9 * 4
\$! 3)%)" * 4, /]S

27S*, 'O 0# /0, *20* 'O O# )35


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image16.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image16.png

1$ %% % *

Y( )$0 '/ )&3  *&H# 0/$) $0d/ $
0#03.&/% 08/ '*1)) I/ .5/0#051 .

'10 3$0# %1/0 *)*&/# 0S

2@S 2 0# #)'/0*5*1.3*&* & 5 '$ &$)"

$0#.0# 1 100%) %) 0# *( .$ *)W*.
/' 0$)"0# 1 *0$%)15(0# $ ()1S

5

9702=47?D 30.6

$ & * 4+ ,+

1 -4 0/$0.2#) ' I9)"2*&# [.I#]
$$) /K ) 2 *&# [$. ' | H40
WL L # Y () x-S E #

&K %) 2*&# IS +-())
*((OK




F1$ %% % *

Keyboar d Short cuts

&+ *,1& / e ,+

F - ./ # & 4) /] #)I# &4
4*0- & 4 *- K
$'0- F=?/#*3/0# 1) ,, .) *| Ot '
3*.&** &S

$'0-

K? 9!

++ -)

*#

*._&**


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image17.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image17.png

1$ %% % * F

Skill R efresher




F1$ %% % *

Key Takeaways

F o*~(/ I$)" &$". - -$6' I* - [9$)"
2%-&# [ I#] - 4l - ) #1
+51.$9) ++  -) K

F .- $.%14%0) .$").SJJITS) "* [ $)

S/ . /#II# *00 S ] r*F)--*2
$+4/#)( -) - K
F 9"/ # -+ 3 K() ™ 2 4%0 /*
& (07 $2- *'0O0#  $)1 -/$"49)
"t $MH -0 $)/# ) | * 3+)
*'0() 2%/ #.K
F.l# - "e ) - *O7 * ) -
I# 18 *1 2 *&# | $- ['4 *1- | #
*'00./ #/ *I$) /K
Foo$)'  *-. % $. 2% (&  4*-
2*&# | $-/*- ) #'+ [ F.+- |
I# 1'$) #*00)) - *2K
F *0 )* /0. /# )* *(() / * . g)"
& 2% &# [I#/#. ) ' K

Attribution

,0 5 . . 21*%( *30*/ $ .**0 4 'N



https://saylordotorg.github.io/text_how-to-use-microsoft-excel-v1.1/index.html

I$ %% % * F

# . J$ .08 $/00 5 # 5%
*1) 0$%) 3$0#*10 00.$10$*) /-1/0 5 0# 3.&d/
*$'$)' . 0%*'$ ) O)'$ ) 1) . e
ASS

0/4, 7??7=4-@?4:9>

M *.(00%)"

M$(" A2

M?'A" 2 AB

M:"1. Y2'ACYL( 00$)"YO #)$-1/Y,, "$

M:"1. Y2 AFY/# 0?Y3$04#Y 0Y '$")()0Y!01. /Y

M:"1l. ?27AG0$0' ") /1 0%$0" "
M ?°B>
M?2A"?B@


https://saylordotorg.github.io/text_how-to-use-microsoft-excel-v1.1/index.html
https://www.saylor.org/
https://www.saylor.org/
http://creativecommons.org/licenses/by-nc-sa/3.0
http://creativecommons.org/licenses/by-nc-sa/3.0

STATISTICAL
FUNCTIONS

Noreen Brown, Barbara Lave, Julie Romey,
Mary Schatz, and Diane Shingledeck er

Learning Objectiv es

K./ # 1 0)/$N/* "0/ [*'.K

QU B A R S Y« R
I*1'. K

K. | # L 0) /$%)/*  *0)
w | $%).28/#)0(- $'1'0. K

=K . | # 1 0) I$Y) /1 0 [ #
SSH( IS (K

K .| # ) L 0)/$Y./*6) | #
#$% /)% 2 ./10.$) - )" * 1 " K

) $0$*) 0*I1*.(1'/O )*0# .3 50**) 10 (0# (0$
*(,100$%)/ $) 4 ' $/ O#.*1"# 11)0$%)/S 0 0$/0$
11) 0$%)/ ,, '5 (O#(0$ ',* [/ O* "*1, % "/$)
3*&M 0S* 4(, 'OO0# 11)0$9)$/1/ 0* O#



%% % & %! F

2'1/ %0$) $) L) US '$/0* *H((*)5 1/
/0 0$/0$11) 0$%)/ $/ #*3)$) ' ;F=S 1) 0$*)/ . (*.

8$)00#)!*(1'/3#)5 *1 . , '5%)" (O# (0%
JOII0% ALK S 1811 1%(1 0% O#
2'1/$) )Y "OBL3* # 2 0  #

% 0$%) 0*O#M(1' *) O O$(S #$/ ) 2 50$(°

S $I 5L #2 0 O# 2'1/$) ! 3#1).

"% 0$%)/S *32.0 3#) 51 1/ 11)0$%)0 51 )
HS"H'S'HO " O# "/ O#0 *)0$) 2'1/ 5*1 3$/# 0* /1( $)
%1/0 %) /0S #$//0$*) (*)/0.0/ 2 .$05* /00$/0$
11) 0$*)/ 0#0 3 33" 0*0# ./4)' 1"03 *&* &S
) $0$*) 0* (*)/0.0$)" !1) 0$%)/O O#$/ / 0$*) 'I*
.2$3/,. )O* 00" '1'0$%/ ) O0# 1/ * [+ '10
) IS

" @SE(*)'5 / 0 0$/0$ 1) 0$*)/



F %% % & % !

1) 0$%) 10,10
# /% '10 21 1 )1( .

B2, % SO#(0$ () *. "1 %

)1( ./

#)1( . " 0$%)/$) L)' O#0
%0$) )1(.$ #.0.

#)L( . " 0$%)/$) L)' O#0

%0$) 040+%)1(.$ #.0.
BHSHI0)L(.$ 2 'L $) "*1,*)1(
B (S L. $) "L )L S

0# )1( ./ $) O# "*1, . #$"# . O# ) O#

( $)) #'10# )1( /$)0# "*1, .

%3 0#)0# ( $)]

B 3/0)1($2 18 ") J

#)1( .0#0 ,, /(*01. -1)0'5 $)
"x, *)1(

# ./1'0* (1'0$, '5$)" "0# 21/%) .)"
k| ok 0$*)/

# 49082 1. F0* )1( .

E #I0) . 280891 LRI S
FrG

# 00 "1(.$2 '1/$) "1,

The SUM Function

# 11)0$%)$/1/  3#)5*L) 0 '1'0 0%0Y
o)L ko ML KL Q0 "[%) 3 *&# 0S



%% % & % ! F

$0#.". 00# 0" / /$ 3*&# 00 33$" 1/ O#
11) 0$%) 0*  '1'0 0# 0*0' $) .3 ?@S 0$/$(,*.0)0
0%)*0 O#O0 O#. . /2.' (O#/1 * $)" 11)0%$
0* 3*&M# 00 3#$# 3%"  (%)/0.0 O#*1"#*10 O#
($) . *LO#S #,0.S # | *3$)" $'1/0.0/ #3
11) 0$%) ) 0* 3*&H# 0 5053$)" $0 $)0* "
% 0$9N

?2S'$&0# 0" /| /$ 3*&MH 00 0** )O0#
3*.&/# 0S

@S$& " ?2@S

AS 5 ) -1'/$") QS

BS 5, 0# !1) 0$*)) ( S

CS 5, )*), .)O#I/$/ B

DS'$& "A) ."* 3)0* " ?2?S #$/,' /O#
)" AN 2?7 $)0% 0# 1) 0$%)S

ES 5, "/$)", .)0#/$/IS

FS.//O# &5 S #11)0$%) '1'0/0# 0*0"
I* 0# *O#5 ,) *'1()O 34$ # $/ f20BGDS

$'0- ;F= M3/ 0# , .) *O0# 11)0$¥
0*0# 0" / /$ 3*&# 0 I* . [/$)" O#
&5 S



F %% % & % !

$0- ;K $)"/ # 0) I$9/*/# 0" | I$
*&# ]

[ 1#* 3)$) $'0- :F: O0# 11)0$%) 3 / 0*
" 2@S *32.0 O#$/11)0$%) $/ F)  0* '1'0

O# 00 $)0# )N1',) ) ) *1()/S #

1I)0$%) )  *$ ), /0 $)0*0#/ " 0$¥)/
1/ *1.'0$2 .1 .)$)"S '0$2 .!.)$)"/.2 /O#

J( LV % 1) 0$%) / $0 K/ Ix 1% (1S #

I*"%3$)" (%)/0.0/#* 30# 00'.3$/ *(, 'O N

7S '$& "2@$)0#0" [ /$ 3*&# 0S

@S$&O0# * 5 100 $)0# *( 0 *10# $ *)S

AS $"#$"#0 " 2@ ) ?@S

BS'$&0# /0 1009 $)0# *( 0 *10# $ %S
#$/, 10/0# 11)0$%) $)0* "/ 2@ ) 2@
) '1'0/0# 0401 0#/ *1(/S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image11-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image11-1.jpg

%% % & % ! F

CS'$& " ??7S
DS'$&0# * 5 100%)$)0# *( 0 *I0# $ *)S
ES'$& " ?@0 0#) '$ & 0#/0 100%) $) 0# *(
0 *0# $%S$) 3 )*3#20%07$).32@0
3 ), /00#,. )0 #)" ! *(1' $)0*0#$/ .*3S

$'0- :F=; /#*3/0# *10,10 %1 0# 1) 0$*) 0#03 /

0* "/ 2@0 ?@0 ) ?@S ) $0$*)O 0# )0
#)Y'1L*x@1'3 [ %% ), [0 $)0* " ?2@S *0%
0#0 O#S/.B*) *10# 1"0$/,')$)" ?SEo ./ $)
1,)$)" *, . 0*'/05.S

$'0- ;K .07 .*1/# 0) I$N$)H 0" | I$
x&# |


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image12-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image12-1.jpg

F %% % & %!

9702=47D 30.6

$ & +1& ,, KIS & &t

#)4 *0%)/ )/ *0. . [/ $/$'10) /$%)%)
)l mg) 2 %&# O IH(& O- [#-
2% "% ). +- ] 4 )y )y
(K4 *0 ) -/2* "™ [ $9..+- [
4 *(H/ #10) /$%)2%"+*0 )*0 /+0/
O/ $/2%" ++'$ [**4]2* "™ [ $).
$)./ * 1)k 1 " K* 3(+HH/#

10) /$%) #*2)$) !+  T7®82%" ¥4/ #
1'0.%) " <) zH/#-)" <G:K




%% % & % ! F

$'0- ; K; 0) /$) $)" 2* " * [ $).

Absolut e References (Calculating
Percent of Totals)

* 2 = &OBb+-* 6 ()&% # + *?

$) 0*0 I/ 3. o* *3 ’)@ 1 O#O" /
/$ 3*&H# 00 ,.)0*0*0" "1'0%*) )
0* *'1()  "$)9)" $) "AS # ,. )0 * 0%

"10$%) MF3/0# ,. )0 1* #2'1 $)0# )L
) *'1()3%$0#./, 00*0# 0%0'$)" ?@S *3 2.0
10.0# F(1' $/ .0 O$03$" ) //.50%0L)*7
4 'dl.'0$2.1 .)$)"! 01 !'* * 58)" ), /0$)"
O# K.(1' 0*0# ./0* O# " 0$%)/$) 0# *'10S
1)$)"*7 4 'd/.'0$21 .)$)"! 0L $/ *(, 'S/


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image13-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image13-1.jpg

F %% % & % !

O#X1"# ) [* '10 .1.) S # 1**3$)" /0, 4,'$)
#+3 0#$/ $/ *) N

7S '$& "AS$)0# 0" / /$ 3*&# 0S

@S5, ) -1'/$") QS

AS'$& " AS

BS 5 !*3.//# &

CS'$& " ?2@S

DS.//O# &5  S*13$"/ O#0 *1/#* "
0$'$0$/.,./)0/ ?DSE0* 0# ))1',) 1"0
V. $'0- ;F=9S

$°0- ;K= )" O/ * 0/ [# - )* 1
* [


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image14-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image14-1.jpg

%% % & % ! F

$'0- F==/#*3/0# *( 'O !*(1' 0#0$/ '1'0%)"
O# ,. )0 O#O0 *1/# ' 0$30$/ )1’ ,)

. 1)O/0*0# 0*0' )1' ,) ! *O# 1“0V

AlS *("5 033*1' * 50#8F(1' ), /0 $0 $)0*
0# .)" BN??S *32.0 1/ *.'0$2 .!.)$)"O
*O# ".1.) /3%"$)./ 5% *3/0# *(I
$/,/0 $)0*0# "/ * 3 AS #$/$/:) I*. 0# /0
) $)0# K@ \A] 10)0! * O# ¥

1) \?2@]S$"0- F=>$"1/0.0/3#0#, ) $' 3
10 0# K.(1' $)0*0# .)" BN?@ $) $0/ 1..)0/00 S
*0$ O#0 4',.*1 JO#R X>.* * S #$/()
0#0 4°'$/ 0.5%)" 0 $2$ )1(. 5 6.0 3#$# $/
$(H/S 'S *&$)" 00#H(L' $) " BOSBL/ O0#O
O# /0 " .1 .) 3/ #) 1% AO* BS #$/ $/

) 1/ 3 )*33)00% $28 0# )1',) ! *
Y1.)  50# 00' )1',) $) " ?2@S *32.0
4 "HIPFH)Y O# 2@ “".!.) 0*?AS 1/
" 0$%) PA S )&O O#H(L ,*1 JO# R X>
k%S



F %% % & % !

$°0- ; K>J N9 -*-1%( '/ $1 1-) §)

* '$($)0 0# $2$ "56.* .* H#3)$) $'0- ;F>
3 (/0 )/ '0.!.) 0* "2@$)0# t.(I'S
) /F'10.1.) ,.2)0/ .'0$2 .1 .)$)" LXK

£y 1) $) (IS HS S L
0* /*&$)" 'S # 1*"38)" 4,'$) #3 0#$ $/
*(, '$/# N

?2S*1 ' '$& " AS

@S O# (*1/ *$)0.$)1%0* 2@ ) '$&S #
'$)&S)" 1./ 1 $)1LY)0*0# $)O#
1) ?2@S

AS.//O# B&5S*13$"/ * "./$")\f] $)
1I:0* 0# *'1()'00. ) O# * 3)1( .?@S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image15-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image15-1.jpg

%% % & % ! F

¥1 ) '/¥05, O# * "./$"/$) 10 0# *'1()
'00.) *3)1( .S
BS./0# &5 S
CS'$& " AS
DS'$&0# * 5 100%)$)0# *( 0 *I0# $ *)S
ES $"#$"#0 O# .)" BN 2?S
FS'$&0# /0 100%)$)0# *( 0 *10# $ *)S

$'0- F=? /#*3/ 0# ,. )0 *1 0*0' K.(1' 3$0# )
/10 1)) 0* ?2@S *0$ 0#0$) " BOO# "
) (9 2@9)0 K #)'$) 0% ?A [/ 3)$)
$'0- ;F:>S /*O| 3$"/ O0#00# ,.)0"/ . $)"

'1'0 $)O# ./0*0# "/$)0# *'1()0 ) O# $2% °
56 * .* $/)*3 '$($)0 S



F %% % & %!

$0- ;K2 ") < 0/ 1-) [F 1)
$) *(

Skill R efresher

K $& $) W) * L [# *00) " M-+
S1-) $) 1RO %1 0) /$%) /#1440 *
Y12 )1 - 2#) #1%(0 *! 0) /$*
$.+.0 $)/* )2 "= [ $HK


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image16-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image16-1.jpg

%% % & % ! F

K- ] # =&A%[4+ * oSN\ XY
KU# K00 M=) - *2)0(  -*1/#
S1-) K

The COUNT Function

* 2 #= QUFb+-* B (&Y% # + *?
# ) 40 11)0$*) O#0 33%" 0% O# 0" /
I$ 3*&MH# 0 $/ O# 11) 0$%)S #

11)0$*) $/ 1/ 0* 0.($) # 3 () 5 " $) .)
$0$) )1(.$ )05 S#  11)0$%3%$")*03  *&

x *1)0$)" 040 *. *0#. )))L(.$ )0.$/S *

O# 0" / /$ 3*&H# 00 33%" 1/ O#

11) 0$*) 0% *1)0 0# )1( .* $O (/O#0 ., ') $)O#
NL' ) #1O\* 10 ]S # ! *"*3%)" 4,'$)
#30#  11)0$%) $/ 0* O# 3*.&/# 0 51/$)"

0# 11) 0$*) '$/ON

?2S'$& " ?A$)0# 1"0 0% 3*&# 0S

@S5, ) -1'/$") QS

AS 5, 0# '00. S

BS'$&O0# *3) .* 3% O0# / *" .*0# 11)0$¥)
'$/0V $'0- :F=@) :) O# 3 *. S

CS*1 ' '$&O0# 3. |*(O# 11) 0$*) '$/0S



F %% % & % !

DS $"#'$"#0 O# .)" AN 27S
ES *1 )05, “/$)", .)O#/$/1) O#), I/ O#
&5 O*/$(5,//0# &5) 4
3$" %/ O# 11) 0$*) I* 5*1S# 11) 0$%) ,*1 |
)*10,10*1 G /$) O#. . G$0(/,')) *) O#
3*.&/# 0S

$'0- F=@#*3/ 0# 11)0$*) '$/0 % 0#0 ,, ./ 10.
X, '0$)" /0, @ ) AL O#  11)0$"S #

11) 0$%) '$/0 ,*2$ / ) '0.)0$2 (O#* | * $)"
11) 0$*) 0* 3*.&/# 0S

$'0- ; k@ 9)"/# 0) /$*) $//* | #
0) /$%)

$'0- F=AM#*3/0# *10,10*1 0#  11)0$*) 10.
LI$)"0# &5 S # 11)0$%) *1)0/ 0# )1( . ¥
"/'$) O# .)" AN??0#0 *)0$) )1(.$ 2 '1S #


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image17-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image17-1.jpg

%% % & % ! F

10" G$)$0/0#00#. . GO™$/,")) I* O#$/
1"0S

$0- KA *(+ '/ 0) I$N$)# 0" | I$
*&# |

The AVERAGE Runction

# ) 40 11)0%% 3 3% o o# 0" [/
/$ 3*&H# 0%/ O# 11) 0$%)S #3$/ 11) 0%$*)
$/ 1/ 0 '1'0 O# arit hmetic mea !*. ".*1, *
(/S *0# 0" [/ /$ 3*&# 00 33%" 1/ O#
11) 0$*) 0* '1'0 O# 2." *10# 2'1/$)0# ))1°

,) *1(0)S 3$"  0o#%/ 0* O# 3.&/# 0 5 1/9)"
0# 1)0%*) $..5S # **38)"/0,/ 4,'3) #*3 O#%/ $/

*(, '$/#N

?2S'$& "7?B$)0# 0" [ /$ 3*&H# 0S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image18-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image18-1.jpg

F %% % & % !

@S$&0# *(1'/0 *0# $ %S

AS'$&0# *. 1)0$*)/ 100%) $) 0# 1) 0%$*)
$.5"*,%  *()/S

BS' O# (*1/ *$)0.* 2.0# 00$/0$*0$*) 1.5
O# ** 3)'$/0**0$*)/S

CS'$ & O# 11) 0$*) ) ( 1.*( O# '$/0 *!
11) 0$%)/ 0#0 ,, .$)0# ()1V  $'0- ;F=BS
#$/* )/ O# 1)0$*) ."1()0/ $™" *  4S

DS'$&0# * ",/ $' 100%) $) 0# 1) 0%$*)
M1()0/ $%* ¢ 4V $'0- F=9]S

ES $'#$"#0 0# .)" AN ??S

FS'$&O0# 4, ) $" 100%) $)0# 1)0$¥)
ML) $ R AV $'0- F=n [S*L )
Llo#  &50%"00# /( ./10S

GS'$&0#  100%) *) 0# 1)0$*) ."1()0/ $ "
*AS #$/ | O# 11) 0$*) 0* O#
3*&# 0S

$'0- :F=B$"1/0.0/ #8 11)0$*) $/ /' 0 1.*( O#
1)0$*) $..5$)0# *(1'/0 *0# $ S



%% % & %! F

$0- ;KB ' /$)"/# 0) /$*)!I-X(1 #
0) /$*) $--4

$'0- F=9 /#*3/ O# 1)0%%) ."1()0/ $™" *  4S
#$/ ,, /10, 11)0$%) $/ /' 0 1*(O# 1)0$¥)
$.5S# *"/ $" 1009 $/1/ O #$ O# $"™
XA KL ) HS'HS'HO *)O# 3*.&/# 0)
0#) 0* 0# 1) 0$%)S

$'0- ; K9 0) /$*) -"0() .$™ "* 3


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image19-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image19-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image20-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image20-1.jpg

F %% % & % !

$'0- F=: MF3I#3 ) M 1) [T 0 L
0# 1)0$%) "1()0/ $™*" * 4% $0#/ ) *"/ S

$'0- ;K IS )L X #0) I$9) - "0()/

$'0- ;F=:; M*3/0# 1)0%%) ."1()0/ $™*" * 410,
O# ") S ) 1* O# 11) 0$9)S #
S % 443/ 0# L /1'0*10# 11) 0$%) 1*. $0$/ O
O# " 0$%S #$/ "™3/5*1 0* // I/ 0# !1) 0$*) *10,10
0% 0.($) 3#O0#.$0 (&//) | * $)"$0 0* O#
3*.&/# 0S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image21-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image21-1.jpg

%% % & % ! F

$°0- ;K 0) /$Y) - "0() . $™* " 31/-
Y. 8) 1 % 0) /$¥

$'0- ;F=i< #*3/0# *(, '0 11) 0$%) $)
0# 0" / /$ 3*&H# 0S # *10,10 * O# !1) 0$%)
[#+3/0#0%) 2." 3 4, 00%/,) 20GGB! #*
0# 0™ $/'$0 $) * '1() *O# 1"0S #$/ 2."
)y '1'0$%),. 0™5 ) 1 /)$)$ O~ 0
0.%) 3#S# 0"$/ . *0$)" (*. *. '/ O#) O#
2." 1"0 /) * "JS


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image22-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image22-1.jpg

F %% % & % !

$'0- ; K< ¥+ '/ 0) /$*)

The MAX and MIN Functions

* 2 #= &YFb+-* B (&Y% # + *?
# :)' 03 * /00$/0$ !1) 0$*)/ 0#0 3 3$" O
O# 0" /| [$ 3*&H# O . O# )
11) 0$*)/S #/ 11) 0$*)/ $ )0$!5 O# #$"#/0 ) "3 /0
2'1/$) )" S # 1*"*3$)" /0 ) 4,'$) #*3 O
O#/ 11) 0$*)/ 0*0# 0" / /$ 3*&H# ON

2S'$& "?2C$)0# 0" / | $'3*&H# 0S
@S5, ) -1'/$") QS

AS 5, O# 3*. S

BS 5, )*%), .)O#/$/S

CS $"#$"#0 0# .)" AN ?2S

DS 5, /$)", .)O#/$/1) ,.//0# &5 o)


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image23-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image23-1.jpg

%% % & % !

*I$(,'5,. //0# &5 ) 4 '3$" %/ O#

11) 0$%) 1*. 5+1S #  11) 0$%) ,.* 1 /)
*10,10 * f20@>>0 3#$ # $/DH0 21 $) O#
NL' ) 10V $'0- ;F==]S

ES'$& " ?DS

FS 5 ) -1'/$") QS

GS 5, O# 3*. S

?>S 5, )* ), .)O#I/$/ 1B

27S $"#$"H0 O# .)" AN ??S

2@S5, %/$)", .)O#/$/1) ,.//0# &5

*I$(,'5,. //0# &5 ) 4 '3$" %/ O#

11) 0$*) I*. 5*1S #  11) 0$*) ,.* 1 /)

F

O

*10,10 * fAOC>>S #$/ $/ O# #$"L/SRO# ))1'

) *1Q0V $'0- F=>]S

0) /$9) 1 */# 0" | I$


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image24-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image24-1.jpg

F %% % & % !

$'0- ; K> 0 /$% [ */# 0" | I$
x&# |

Skill R efresher

, KIS & 1I&T

K 4+ ) .,0'8) KK
K 4+ [#10) /$9))( ! *™2 4 )*+ )
+- ) #.$ B0 ' '$&M 10) I$9)(
1*(/ # 10) /$%) '$/K
K SHSH - ) ) 2 *&# | * '$&
$)$1$0" " [ $H.1F2 4 x(. K
=K 4+  *$)" +- N #S F) + .| #
& A4 # &  4F ™


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image25-1.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image25-1.jpg

%% % & %! F

I# 10) /$%)K

Key Takeaways

F //$/$' 10) /$%). - 0. 2#)
(I #(/ $'+* .$.- 08 ! * - ) * |
"H.0#.0($)"/ #1'0.$). 1-°
wOLSN.K R [#. %0 1] $%).H 0) /$Y).
N AR (O 0. 9
O4 "% ISR L] $(1* 10
) 1 -47%( WK).0($)'K

F /1$/$'10) /$9. ) -/ 09)
BUSE [t %), . +- | 4
*(. K & .0- 4*00. "- ) S 2r

" SN, L+ [ 4 T 2#)

++'48)" . [/ $/$ '10) /$*)/*  *)/ $"0*0.

N 4

F o* + 1)  3' 1 #)$)" /| #

Slo) L$) 10 %1 Q) /SN 2#)] # 4
+.0 1% ) 2 " [ $9H 40 (0. /

0.) 0 /[ -1-) K* )*/ #$. 4

G K IS S\TS) 1K) K L# *0()



F %% % & %!

Attribution

0 5 5 #06!* *30*/ $ 0 4 'N
# . /3% .05 $/0O,0 5 # 5%
*1) 084 3$0#*10 00.$10$*) /1/0 5 0# 3.&d/
*$'$)' . 0% '$ ) O)'$S ) 1) . )
ASS



https://saylordotorg.github.io/text_how-to-use-microsoft-excel-v1.1/index.html
https://saylordotorg.github.io/text_how-to-use-microsoft-excel-v1.1/index.html
https://www.saylor.org/
https://www.saylor.org/
http://creativecommons.org/licenses/by-nc-sa/3.0
http://creativecommons.org/licenses/by-nc-sa/3.0

FORMULAS

Noreen Brown, Barbara Lave, Julie Romey,
Mary Schatz, and Diane Shingledeck er

Learning Objectiv es

Fo9# 2/*- | $1 %0. K

F)- )- 'I$1-1-) $)"24) *+49)"
) +. I$)" 10, K

Foo%& 2%H *+ '3 (0. 4 ¥)-*"§)"
4% -x (] #(] $ '+ - [$9).K

#$/ 1 0$%) .2$3/ O# 1) ()0' /&S ! *. )0 .$)"
(1'/$)0* ) 4 '3*&# 0S # *%0$21/ !*. O#$/
#,0.9/ 04 %/0.10$%* , /%' [# 1"0S *0
N)$ 285/ . *() O#0 "#U# '/ %010
) ($)0$) ,./%)' 1"00* #$2 ) ($)0$)/0.5"
D)$ # 0#S ")$6%)" ) ($)09)%)" )
1"0% /&$"51 ), 0% 0 )5 *$)0$) 5. '$!S
#0#.5*1 . ()"$)"5 *1. 4,)// 1.$)" *"" *
($)0$)$)"0# )) /* 1 ($5*1*1.0 ,./4' 1"0



F 1$&

) 2$0' 0% 3#) (&9$)"))$" $I$)/S 4' )
(& ()"$)"5 *1.(5 '1)).3 .$)" 4.$/S

$'0- F>: M3/ 0# *(, 'O 3*&* & 0#0 3%"
(/0.0 $) O#$/ #,0.S *0$ O#0 O#S/ *38* &
$0$) 1*1. 3*&MH OIS # /0 3*&# 00" /
0((-4 O%0$)/!1*.(1'/0#010$$6 *..1.) 0# O
$) O# *O#. O#. 3*&# 0/S | ./1'00 0#0" /
O((-4 3*&H# 0/.2/1)* 2.2$3*0# 0 0#03/
0. ) '1'0 $) O# *O#.O#. 3*&# 0/ *! O#
3* & ** &S

$'0- K K+ '/ -XT0" ] & **&

Creating a Basic Formula

I8+ -) *& H&- HE&Yo > &% *  #=6 *
@'/ .1 0% '1'0 2 .$05* (0#(0$


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image1-8.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image1-8.png
https://granite.pressbooks.pub/app/uploads/sites/30/2019/10/CH2-Data.xlsx

1$& F

*10,10/$) 4"') ) 1/ 0* . 0 2%.01"5 B 1/0%(
'1'0$¥) . -1$. !*. 5*1. %0 0$5 1.0#.(*. O 3#)
$/0.10$)" *(1' $) 4 'OS 1/ "* 0$¥)/ 0#00

3#) o* *(1'0 *( ".1.) IS #$/()

0#0 4'1//0* .1.) /OO0#)1(.)0. $o*0o# "
"~ 0$*) 3#) '1'0%)" (0#(0$ '*10,10S / ./1'00

#yon )I(J$)ox ".l.) /. #) O 4
10%(0$ "5,*1 / )3*10,10S #$/$/3#0"$2 4 '

0# $3050* 0 2.305*3#0°3!/).$*/0 3#$ # 33"
4'%) '0.$)0# #,0.S

* (/0.0 O#  */0.10$% *  /$ 1*(1'O 3

3" "$)3*&P)")0# 0" / /$ 3*&# 03) O#
/103 *&* &0 3#$ # $/ BF$) $'0- F>;S
* x(, "0 O#%/3&M 00338 /2 .'1* 1)

11) 0$%)/S ' iF>1 ,* 2%/ )$0$%)/ 1*. # *1 O#

1,y 0™$/'$/0 $) O# .)" AN??S #) 5 *1
2%, ,.0%)" 1"00 0#/ 0"™$/. ) *) O#
I$/ %1 #3 51 /) 5 *1. ()5 S 0 $/ '$&'5 0# 05 2
JJF) 1 # 2 $7.)0 0"S$/ k. ) o# /(
0™.$/ $7.)05S #.!*. 0 $0 $/ $(,*.0)0 0* . 2$ 3 O#
1)$03$*)/ $) "sF>0%1) JO) # 33 . )9

O#/ 0O™$/ I* * $)"S



F 1$&

$'0- ; K, 0"/ 1$ *&# |/

" @SC? ,) 0"*5 :)$0$*)/


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image2-50.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image2-50.jpg

1$& F

0"*.5 $0$*)
*0, 4+ *)5/,)0% ' 0.$$@# 00 ) D.)
I$'$/$ . ¥ Oo#90) )0.)0
" %5/,)0%"* $/00*$ 0$/0) .'0
$0 (/
) $5/,)0% 111 * 10%*$'/
s *)5/,)0% *0#/0 /410 )  I*$]
1.0-) $5/,)0% #(  *3).d/*. 104 $
' $)/1.)
*5/,)0%)/#* ') .* 0504 [\0#$/
3. 4(, *F10# , /% 1"0 //1(/0#03
*3) ,.*, .05]S
*)5/,)0%) )0.0$)()00 $)'1 $)"
) 1-1$)() $)$)" *100 (2% ) O# 0.0$ & 0/QQ$ /O
) I*%)
1$%) %5/,)0%2  0$*)/
)1 /) 5*#./,)$)" 0"S$/0/L#/
$. *0. 040 **&/O /11030 %*1.) 1O | #** 3*&
1, '$10 ) I**)
# :J0 ! *(1' O#0 3 33" o O# 0" /

/$ 3*&H# 03%" '1'0 0# *O#5 ,) 2 '1/S

#1%(1' 38"  %/0.10 /*0#0$00&/0#'2/9)
o# )N1',) *1() ) $2$ /0#( 5°?2@S #$/ 33"
3 #3 (L# ()5 38" /,)0,. (*)0# ! X

0# 0"$/'$/0 $) * 1) S # | *"*39)" 49)/#3
0H$M(1 $/

.0 N



F 1$&

?S,)0# 0 :)( ;! ) 1/ 0# $'X
2/ *(()0*/ 2%$03%0#0# )3)(
-®'0" /S

@S$&O0# 0" | /$ 3*&# 00 0%*)0#
3*&/# 0S

AS'$& " AS

BS 5 ) -1'/$") QS #)O0# /0 #.0.)0.
$)0* " 0$%) $ ) -1'/$7)0 $0/$") 1 4 O*
JUx (0 10$M) %, 41 '$ ' *10,10S

CS 5, <S#$ | A0*O# !*(1'O 34$ #$/)*3

".1.) S4'3%"1/ 3#02.2'1 $/)0.

$)0* " AO*,*1  )*10,10S

DS 5, O# ['[#/5(* 'GB #$/ $/ O#B(* ' I*. $2$/$%)
$) 4 'S /#3)$) ' F> O# (O#(0$
x 0%/$) 4 . ['$"HO'5 $7.)0L5(0#Y | *1)
¥ 05$ ' '1'0%S

ES 5 0#)1(. = S#$/ $28/0#2 %) "A 5
2@S )O#$(1'O )1( .O*  *)/0)00 $/ 1/
$/0 K1) 1/ $03$")*0 #)"S )

*O# . 3% /O O#. 3$" '35/ 2@ (NO# $) 5.S
FS.//0# &5 S

' @S® ' O0#(0$ ',.0%/



1$&

5(* - , . 0$*)

g $0$*)

h 10. 0$%)

X $2$/$*)

K 1'0$, '$ 0$*)

U *3 .X4,%))0
(3 D

Coaey Ly 30 1% 4)($ "4
£50 ) 240 /401 28#)%) *- (- $)+0/. %)
I# - 1-) "o #)' K -
Tk Mk D A% [ * /- #* 2 *0 [+0/. - $)"
0/ $) ! 0K . - .0/ W0 #0
) 1- 0. 0L I H(9)
(I #(/ $'*0/+0/ ) | 4+ $/ $)F I#
LS KL 2 &#E O IK *$)" x $($)/
3T "W-1-) §" ) 6..2 " .47
S /5 /- L0/ * [-($) # 2
*0/+0/. - $)"+-*0 K




F 1$&

$'0- F<>M#3/#30# F(1' ,, /%) A I *
51, //0# &5  S$'0- ;F>=/#+3/ 0# *10,10 *
O# K(1' 10.5 *1 .//0# &5 S # *0O#5
) DR RL#F T 0$'$0$/ $/ f@C> 1/ 0# (1 $/

08&$)"0# N1',)$) " A) $2$%)"$0 52@S
10# 21 $) " A$/ #) OO0#4(1l' 10%0$ 5
*1 [ )3*10,10S . ‘1'08)" 0% /) ,.

(MO#!* # 0™5 1/, *'*0)"0,$ ) .
$" 1% 0#/ $0 (/%) (NO#S  /$IS HSMA.(L " 3/
51 0% *(, . 5*1. ()O#5 $) *( 0% 5*1. (YO#5 $"/
0 0.($) 3#O0#.5*L#2 )1"#$) *( 0%, 50#/
4, 1S

$'0- ;K< B K0/ *  *&# |


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image3-2.jpeg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image3-2.jpeg

1$&

$'0- ;K= *(0' 0 /[+0/!% ¥ #4 +)

(3 D

+ & *+3 &+ ,&, +

1 4%0 - 0.9)" *). /) .H*=)0(-$'10. H
$) ) 3 I*(OH/#4 #0 0)$1 -."
.0 T#1 K ) | #)'H 0 # .1 #
O( -*1 4.$) 2 &H2&.$) 4 -H)
FAK ) (A [# 1°0.1 #1 3% 9)
$N.)*) 3 IROK  #5.28" '$($)/
3. "W-1-) $)" ) 6LH2HM( ). $
I 1°0 $)/# " [ $ 40 - 09)$)



https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image4-3.jpeg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image4-3.jpeg

F 1$&

150" $. #)"H 3 '2$" )/ A
+*0  )2*0 [+0/K

Relative References (Copying
and Pasting Formulas)

) 1%(1' $/ 05, $)0* 3*&# 00 $Q  *$
), [0 O%*0#. "™ 0$%)/S* 4(, 'O$"0- ;F>=
J#+3/ 0# *10,10 *! O# *.(1' 0#0 3 / )0. $)0*
AS *32.004$/1'0$%)) /0% .1 *( 1% O#
O Oo# "% 0$%)/$) *'1) S$) 3 1/ O# A
") $)0# £ (1'O 4 ' 10%(0$ "5 %1/0/ 0#0
") 3#)o# I*(1'$/ *$ ), /0 $)0*0#
O K O# " v 0$%) $) Of *'10S  H$ $/
'0$2.1 )$)" ) S (M/0.0  /1*"*3N

?2S '$& " AS
@S O# (*1/ *$)0.* 2.0# 10* $" )'S
AS #) 0# (*1/ *$)0.01.)/ 1.*( 3#%$0 * &, "1

/$7) 0% " &,'1//$")0 '$& ) ." * 3)0* " ?27S
#$/, 10/0# ¥.(1' $)0* 0# .)" BN ??S

BS*l ' '$& " DS *0$ O#00# ".1.) $)0#
I*(1' $/ 10%(0$ "5 #)" 0* DS



1$& F

CS. /I O# &5 S

$'0- ;F>>/#*3/ 0# *10,10/  O*O# ./0 * O# "
* 0$%)/ $) O# MO#5 ,)  *'10S *. # .* 30 O#
*(1' 0&/0# 2'1 $) 0# )1' ,) *1() )
$2$ /$052@SL 38" /*/ O#O " D#/ ) *1

'$& O* /#*30# K.(1'S *0$ O#0 4 ' 10%0$ "5

#)' O# *$'$)' ".!.) *1 AO* DS #$/ $/ O#
J10%.'0$2.1 .)$)'O34S# () 4 ' 10%0$ "5
%1/0/ ".!.) .'0$20*S$0/*.$"$)' *0$*) 3#)$0$/

/0 $)0*)3 "™ 0$%)/S )OHSA(, 'OO0#H(L' 3 /
, 10 $)0* $"HO " 0$¥) * 30# *$'$)' "'* 0$%)S
| 1100 4 '$) ./ O# *3)1( .*0# *$"$)"

) 521 M¥) Lk #*3%$03, /0 $)0*S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image5-2.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image5-2.jpg

F 1$&

(3 D
+ 0%, * & 1&

$1-1-) $)"S. ML) ! [0- $)
3 'K #)4 *00. "-1-) .$) ! *(0OH
30/ $"4 %0..[# - 1-)

2#) | # 140 $. +. | $/* ) 2
L$N.KIH#SL/0- 2 - /1% "H40
2*0" #1 [*()0"4- 4+ [ # 1 %0 2#)
BO2 ) # ('O B¥) 'S [k H-
"1 $9).9) *00*-- *2K

Creating Comple x Formulas
(Controlling the O rder of
Operations)

# ) 40 t(1' O 0* O# /%' 1"0
3*&* & $/0# ,.)0 #)" * 2.'/05 .S #$/ (1
0.($)/0# $7 .) 03 )O# 2'1/$)0# \/0
1,)  *10 ) #* 3/0# $7.) $) 0.0
J0"S #$/ . -1$./ O#0 O# * . *I (O#(0$
* . 0$%)/  ®0*" 0*"0) 1.0 ./1'0S ' F><



1$& F

3/ 0# /0) . *. %1% 0$%)/! * 05%'1*(1'S

X H)CO# %% 0$N/ M+ 3)$)0# 0 '031/
L )O#/10%,* /I .08$) (O#(0$ ' '1'0$*)/:./0S
#$/ 1%, (1" $/ 0% O# 3*.&M# 0 /1*"*3IN

?2S'$& "A$)O# 0" /[ /$ 3*&H# 0S

@S5, ) -1'/1$) QS

AS 5, )* ), .)O#/%/I5

BS'$& " AS #$/3%" L) 0 " AO*
O# F(1I'S #) 1$'$)"! *(1'/O5*1 ) '$&
* 0%$*)/ $)/0 *105,8)" 0# (S

CS 5, ($)1//$") PS

DS'$& " AO0* O#$%/ ".!.) O*0# %(1'S

ES 5, ™$)", .)0#/$/1S

FS 5, O# ['[# G5(* '!*. $2%/$*)S

GS'$& " AS #$/ *(, '0/0# F.(1' O#0 3%"
"1'0 0# ,. )O#) *'/05 .d/ 01'/,)0
*"/2IS0#$/ /10 /) 0 "N, $'0-
FAS

?>S ./ O# &5 S

?7?S'$& " AO0* 0$20 $0S

?@S O# (*1/ *$)0.* 2.0# 10* $" )'S

?AS#)0# (*1/ ,*$)0.01.)/ L.*( 3#3%0 *&, "1
$M0* ' &,'1//$"0 $& ) ."* 3)0* " ??S
#$/, 10/0# F.(1' $)0*0# .)" BN ??S

" @SCA 0) . . .*  0#(0$ ',.0%%/



F 1$&

5(* '

2.$ 0)...N )5(0#(0$
10085/, *$), )O#// ., *( /0

S ) * 2.8 O# /0) . * .** 0$%)/S | 0#.
CUBUM, )0#I11 $) 1*(1'0 4
*(,10 /O# $)) .(*/0, .)O#//:/0 ) O#
*10.(*/0, .)O#//'I0S

u $./ONd ' 410/ )5 4,%))0$" *(,10 0$*) :./0S

AN 4 ', 050 ) 5(1'0$'S 0$*) *. $2$/$*)
*,1008%)// *)S #)O#. . (1'0$,

$)/0) /*0#/ *,1008$*)/$) ! *.(1'OO#5 .
410 $)* .1*('100*.$"#0S

K* X

#S.N4 ', 1 *(/) 5 $0$*)* /10. 0%
*(,10 0$%)/ O#$.S #)0#. . (1'0$, ' $)/0) /
X 0#/ *(,100$%)/$) ! *(1'O0#5 . 410 $)
*, . 1%('10 0* .$"#0S

g*h

$'0- F>?/#*3/ 0# ¥.(1' 0#03 / 0*0# 0" |/
/$ 3*&H# 00* '1'0 0# ,. )0 #)" $)/,)9$)"S

# ., )O#/I3 . 0% O#$/H(1' 0% *)0.*' O#
* %% 0$%/S ) 5 (0#(0$ ' *(,100$%)/ , '
$),.)0#// . 410 /0 | * O# /0) . * .*
(O# (0% ' * .0$%)/ V * SIS ) 0#$//0 $
CL)0#//3 )01 O 4'3*%1 ,*1 ) ¥ *1
110 1+, O#$/ 3.8/# 0S



1$& F

$0- ;K2 9/ # - ) #)

$'0- F>@#*3/0# /10 0# ,. )0 #)' ! * (1
$10# L )O#// . .(* 2S#I*@Q ,*1 [ ./10
Y @GGG>>09$)S $) O#. $/)* #)' 03 )O#
,) )O# 1"0 )1',)O0# ./10 /#1
>0S *3 2.0 3$0#*10 O#. )O#/ /O 4 ' $/ ¥"*3$)" O#
J0) . % .** .0$%)/S #$/ () O# 2 1% "A
35" $2$ 5 A /0 \AO>>>XAO>>>]0 3#$# $/ ?S #)O
O# 21 *1?23%" /10.0 !*O0# 219 "A
\AO>>>h?]0 3#$# $/ @OGGGS ASH/ *.(00 |
0"O 4 ' 4./// O# *10,10 / ) $) ./ *
@GGG>>0S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image6-2.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image6-2.jpg

F 1$&

$'0-
; k@

*x 19)
E:

) #
bx(
[#

#)"
*_(0-

902=47D 30.6
+ , - ,(_ , ' "k -*%_$ #
&+ D

IS, $(+*=1) | *Y | [#11# 0 4*[#
*0/+0/ +-* 0 4150+ ).# 28/
$.%./-0/ K #-1>H'24. # &# - .0/
XUAR0- 150" [ %L 28 [#-$ (& ..).
28/# | $)4 *0-2 *-&# K .. #*2)$) |-+
7C<H #*'4 %. [0/ | *(0 )"$1  4*0
)$) 0-/ - .0/ K)¥#-2* . H#M ).
I#1 1 #- $. ) #)" 12 )1 # )0



https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image7-2.jpg
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image7-2.jpg

1$& F

+) ) + ) L R0# ] $E K
H- o H B - .07 L [# %0 #0

9K *2 1-H $) /# +- ) #.. 2 -

-1 $)/#S. H# 1%(0 $. ' -4
+*0 $)") - **0.- 07K

Skill R efresher

|*%_$ 2

K 4+ ) 0.8  HK

K '$& *- 4+ " $HK 10.$)" %), /) .H
14+ )O( -K

<K 4+ (/I #(/ $'*+ -/*K

=K '$& *- /4+ " $HK 10.$)" %), /) .H
14+ )O( -K

SKoo+- ) #..2#- ) - A R

[# % % 1% - [ $%).K
K- .l # & 4




F 1$&

Key Takeaways

F / #(/ $' *+0//$). - %o /
J#*0"#1 %0, ) ! 0) /$%).K

F), 08 H+ . "1 *0.)
10) /$%). K

F *=©0.)! 0)/$).0. / - [ 2%/ #
"Lle) L% %0 [ 2#] WS )- $*.
2#- (I #(/ $'*0/+0/. - - '0'/
2H) %) *- (* $)+0/. - #)' K

F ol #(] $'*+ -[%.% | 448" '0'/ *
$I1-)1 K/ #.0.%) 3K $
7TAGX3 "' | #(] $'+ -/*.Y$/ 3
(I #( $'*+ -/*.K
F #)09$)")0(- $'1'0.%)! *(0'.)
10) /$%). H*'40. 0)$L1 -." *). /) .[#/*
YI #)HO #. 4 .$) 2 &H™) #9)
4 -H) *¥HK
F o'/ $1-1-) $)" 0/*(/ $"4 %0././#
"L1L) LR ) 0) /$Y). 2#)
4 - +. | $)*) 2% [$). %
2% &#t IKH#S. '$®)/ I #) | *- |4+
150", ) ! 0) I$¥).2#)] #4-)
$) (07 $+-*2.% *0(.% 2 *&# /K
F =) #..00. [ 0./ * %-*[#* -



1$ & F

Attribution

0 5 5 #06!* *30*/ $ 0 4 'N
# . /3% .05 $/0O,0 5 # 5%
*1) 089 3$0#*10 00.$10$*) /1/0 5 0# 3.&d/
*$'$)' . 0% '$ ) O)'$S ) 1) . )
ASS



https://saylordotorg.github.io/text_how-to-use-microsoft-excel-v1.1/index.html
https://saylordotorg.github.io/text_how-to-use-microsoft-excel-v1.1/index.html
https://www.saylor.org/
https://www.saylor.org/
http://creativecommons.org/licenses/by-nc-sa/3.0
http://creativecommons.org/licenses/by-nc-sa/3.0

CHOOSING A CHARI
TYPE

Noreen Brown, Barbara Lave, Julie Romey,
Mary Schatz, Diane Shingledeck er, and Gail
Poitrast

LEARNING OBJECTIVES

K % [0/ '$) #-1/*#2 | $ .-$.
) K

K )#F 20% %0.//# 3%.. 'K

K #2/%0. KO0 #-11* 42
1-.0) 4 $./-$0/$9K

SK ) #2150, + $ #-/[r g2 /#
T R VA7 AN S I 4

SK %). -0/ . & *00) #-/[1* #2
#2 4 - xR #)Y L 1-/$(K

2K *). 10 / #$.50- ( 2#)  "$1 )
0) $//$1 /K

#$/ 1 0$%) .283/ 0# (0 ()5S 1 4 ' #.0



I $ % %*"  F

05,/S * (*/0.0 O# 2 .$05* #.005,/2% ' $)
4 'O$0$/ Y501 2.$05* 0 /0[S #$/ $/
) //.5)*0 %)'50% (*/0.0 0#  *)/0.10$*) * #.0/
10 ‘% 0% 4,"$) #*3 0% #*/ O# .$"#0 05, *I #.0"$2
51. 0 )0#$ 5 *1$)0) 0* *(1)$ O0S

Choosing a Chart Type

1* 3 "$)0'0d/.2$3 B &5 $)0/ 1) O*
%S . 1 *x . 0$)")5#.08)4'S

2SH# 7-1$.$ ) I$4$)"40-$ *~(." S O0$/
$(*0)00%& ,$)($) O#00# ,.$(.5,1.% *
#.0 $/ 0% ,. /)0 -1)0$0 0$2)!*.( 0$*) 0* )
1$) S#.!*0O51(1/0:./0 $ 3#O0(/"
*'$ 5*13$/#0*,./)0S #3/$/.$0$$) #,$)"
51/' 0/, $: O L*( 3 *&# 00#03$"
1/ $) #.0S #*1"#*10 0#$/ #,0 .0 333"
S)IY. O# $)0) (/" IO L *. L 0%)" #
#.0S

@St . *) & 4+)S$.. D) # -SH | #-l
/A+ S # #.005, 51/' 03$" ,) »)0# O
51#2 ) O# (/"5 *1$)0) 0* *(1)$ O0S
1551 . 1/$)" 0"<$ 'VA(0$(/.! .. O0*/
-1'$00$20]0 . #.0*,$ #.0$/ ,,*.$0S
1551 . 1/$)"-1)0$0 0$2 0 O O#) #$/0*". (*.
'$) #.0%/ ,,.5,.$0S



Fn $ % %*"

AS # [#$- & 4+$)/$.$ ) ISIA$)" 14 10 . I#]
#0 ++ N ) 3 .S ) *0# 3 5/
0%$ )O$IS3HS#2/ )" 0¥ ) 4  [/$/0*
& O#O0# #.0%),,.:./0S 15*1 )2$/1'$6 3#0
51, #.0$//1,% 0% ** & '$& OI53$" #2 )
/$.0$( /' 0$)"$)E(0$% *. 05 ) 1/$)"

4 '0* %)/0.10) 7 0$2#.004#0 1.0'5
*(1)$ O0/51.(/"S ' =Fa50),

| * %)/0.10$)" )4 '#.0b,* 2$/ $!
IL((.5*10#/ *$)0/S

902=47?D 30.6

* 881 %, , & * o1& *

0./ 0.4 *0#1 [ $) 2 *&# [* .
YI( )$/@©. /" o+ N * H#-[K#)
- 19)" #-/HS $X*H! **4 .+ $6
[+ *$)L1* 0. K * [-($) 2#/ /
H#*0' 0. 2#) - /$)"  #-/HH (0. /
6-./$) $4/# (." *$ [#14*02 )/
I* *((0)$ / /*)0$) K




11 $ % %*" F

'"BS? 50, !'* %/0.10$)")4 '#.0

7)
40-

) 1$14
[
40

) F

#-1
14+ F

) I$14
1#

1'0.
ey

I .$,08*)

)O$I50# ($)$ 5*1 . 0.58)"0* *((1)$ O
0) 1$) S I0#. $/)*($),*$)0* $(*.0)0
(//"0#0 ) .2 ' 5 #.00% ($'#0
3)00%-1/0$*) 0# ) //$05*. 03)" #.0S

) 51#2 ' .(//"O$ )0$I50# 0 *)
3*&M# 00#0% 3$") 0% %/0.10 #.0S)
( 1I0OB1( 5) 0% .0 I*(1'/*
MNF'$ 0 $0(/P0* . . 0™$/S

# 05 * #.05*1/' 03%" ,) *)O#
(/"5 *1 . *(1)$ 0$)")0# 05*1 .
1/$)"S

10.5*1#2/' 0 #.005 05L( 5:) O#0
. 3%)" /&O#S$/#'11'$)$ )0$I5S)" IS #'2 /
B Y0# ) 4 IS) 4 'OO0# 4.N

# a 0"5b 4$/S /1"50# #+.$6%)0"' 4%/ _
3%, 0% .1 *1)

# a2 'lb 4$/S /1"50# 20$' 4%/ _3#.
0#)1( ./ .! *1)S

Time Series Trend: Line Chart 1

#:J0 #.03 3$" (1/0.0 $/ '$) #.0S $'1. @SD?

1#*3l

O0*0# 0 0#03%" 1/ 0* . 0 03*'9)

#.0/S #$/ #.03%" /[#80# 0.) *1 O# [0* &

$) 4S


http://www.investopedia.com/terms/n/nasdaq.asp

F i $ % %*"

(*.N #00.NE33 S$/0*,$ S*(X0 (X)X
)/ -S I,
4/ #.038" 1 0 *(($ O /$(' (/"N
O3 #*30# $) 4#/,1%( *2. 03*5 ., $*S
)1/ O#$/ #.08) ,./)0 0$*) O* /#*3 3# O# . [0* &
S I#2 )9 .90 . /PO . ($)$)" */0)0
*2. 0% /$70 ,.$* *10$(S

$"0-
R/ &

1% 3 .0 O#'$) #.00%08%/$(*0)00%$ )0$!H3#
$0$/ ) ,,*.$0 #.005 "$2) O# (/" 3  3$/# O
*(L)$ 0 ) 0# 0 3 #2S #),./)03)" O#
0.)!* )5 0 *2. /$)0 ,.$* *10$(0 0# (*/0
*(*)51/  #.005,/.0#'$) #.0)0# *1()
#.0S $0# O#*'1() #.00 551 . '$($0 0* .09%)
JI(. % /% 0 *$)0/S /5*1$). [ O# )1( .

K| /%) *1() #.00$0 *(/$) . /$)"5 $81'0 O

. S I5*L/ *"O#*1"#O0# O *) O# 3*&/# 0 /#3)


http://www.investopedia.com/terms/n/nasdaq.asp
http://www.investopedia.com/terms/n/nasdaq.asp
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image1.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image1.png

I $ % %*"  F

$) $'0- ;F?: 51 3%"/ O0#00#. . @B ,*$)0/ * 0
1/ 0% *)/0.100# #.0S #$/$/")."50% ()5 0
*$)0/ 0% 10 %) *'1() #.00 34$#$/ 353 . 1/$)"
'$) #.0S 1.'$) #.03$" /#*304 Z'1( */'/1 * O#
Y O# 4%/ ) 0#  *O#)L( .*)O# 4$/S
# 1 *%3$)" /0 / 4,'$)#*30* %)/0.10 O#$/ # .ON
I8+ -) *& &H&- #&Yo> &% * 2 #=8 *

2S,) 0 8 * )/ 2 @0*5*.
*10./ = #-%)" S

@S 2$"0 0*O#/* & -) 3*&H# 0S

AS $"#$"#00# .)" =D:A *)O# 0*& .)
3*&MH 0S\*0 _B1#2/' 0 ' '$)0# :./0
*3) (' U$)  *1()S O#3#.O#5
#31,$)51. *(, '0 #.0S]

BS'$&0# )/.00 *10# .$ %S

CS'$&0# $) 100%)$) O# #-/. "*1,*
*(() /S '$ & O# 1./0*,0$*) 1.5( O# '$/00 3#$ # $/

$@ $) #.0 V $'0- =F]S


https://granite.pressbooks.pub/app/uploads/sites/30/2019/10/CH4-Data.xlsx

Fn $ % %*"

$'0- ;RS IS IH S $) #-I

#$/ JO*. ( /O0#'$) #.00%0#*3&/# 00 //43)
$) $"0- ;F?<

(3 D

1& L.+ 8%&  *

YO.  K#'S) #-1) 00 #-/
[*$°04-1 - ) * 1-/$(K *2 1-H '$)



https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/fig4.2.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/fig4.2.png

I $ % %*"  F

B-1$.1-(~ W IS12#)) #- - ()4
oS 1I$( $)"( 0 K % 3(+HS!
2 - ( .0-9)"61/M2Z*2 &.H *0(

#-/2*0' - ,0%- 6!/40W2* - K ")- '-O
*I/#0( 8./ * 0. 0() #-/2#)1 2) 4

Skt - 0% K*00) #-1 (.
$1607/*- ./ #)0( -*! -. 3
12 ) 4K

$'0- F7< 31 O# ( '$) #.0$) 0# 0*&

)3 *&M# 0S *B1/ 3#.5*L.' [ 3 1,%
o# #.0T

*0$ O0#0 $0$*)'0 /O * *)0 401' 0 /O .
0% 0# .$ %S 3%" (/0.0 0# *(()/$) O#/
0 /O#X1"#*10 O#$/ #,0.S #/ 0 / ,, .*)'53# ) 0#
#.08$/ 0$D S

* /G 3':;990../ # ¥ 30'/.!1 *
-l K [ -1-8%.0 V4l 2*K ##."
I# (1 *K#4 - %0[*")$5 '$/ /'
$I1 - ) 4K



Fu $ % %*"

$'0- ; R< ( $) #-/19)/H [ & -)
*&# ]
[1#* 3)3$) $'0- ;F?<®@# ( #.08%/)0," 9

)$ "t 0$%) *) O# 3% &M 0/$) $0$K2.9) /2.
% 0$%)/ O#0 *0S$) 0S # 1*%3$)" /0 /
0.0 *((*) %1/0()0/ 0#0 . ( 3#)
3*.&$)" 350# ( # .0IN

2S *1$)" #-/N'$&) ."0# 1,.'10 *).*
O# #.00%0#*).* " A>S

* /G +) 4 %) 4% +*$)/-K /28"


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/fig4.3.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/fig4.3.png
http://catalog.flatworldknowledge.com/bookhub/reader/3371#manzoexcel_1.0-ch04_s01_s01_f03

I $ % %*"  F

#) $) * 2#) 4 *0 - $)[# -$"#
+ /% 14%- #-/K

@S .$58)" #-/N' O# (*1/ *$)0.* 2.0#
$"HO 1,, . *)./$6$)"#)' O#*' * 3)O#
&5*51.&5* .0 ) '$& ) ."O# #.0/*$0
al),/ bO*0# $'#0/$ * () S

* /G &+ ) 4 %) 4*0-+*$)/-K | 28"

#Y $) * 2#)4 *0 - $)/# -$H
+ /%~ $5 4%0- #-]

AS , 0/0, @ O*./$6 O# #.0/*0# 0* a/) /b O* O#
0%, *1 * 3A>00# *00*(a/) b 0% 0# *00*(*!
* 3BCO ) O# '10/$ a/) b O*0# '106 *
*'1()S & /1. O# $'#0/$ *10# #.0/),/0*
O#'$) 03 ) *1() ) S

BS %0./$)"/# #-//$/ N '$&O0# #.00$0' *B
#) '$&$)1.5)0* 0# :./0' 00 .S *1 /#*1' /
'$)&$)" 1./5.$) 1.X)0 *1 0# ' 00 .S #$/ "3/ 51 0*



F il $ % %*"

(* $!5 0# 0$0' *1 0# #.0S
CS 5, O# *"*3$)"$)1.%)0*1 0# :./0'00.$) 0# #.0
0$0'N 4;9:=L;9:?2 ~-) ! * ' .S
DS'$& ) 53#. *10/$ *10# #.00* 0%$20 $0S
ES 2 5%1.3*&S

$'0- F?=/#*3/0#'$) #.010.$30%/(2 ) ./$6 S
*1 ) '*/ O#OO# 0$0' * O# #.0#/) $0 O
4:9:=L:9:7 -) ! * . o*0( S
*0$  O#0 O# /$6$)" #)'/ * )*0 ,, . *1) O#
,$(0. %1 O# #.0S #$/ $/ 1/ O# #.0#/ )
0$20 S * 0$20 O# #.00 '$&53#. $)/$ O#
#.0,.$(0.S

$0- ;R=8) #-/* 1) $5



il $ % %*" F

9702=47D 30.6

#) 0.9)" '$) #-1.%) 3 H&+$) ($
[#1)4 1#9)"+ 1 #  35.5. %S -

- $#$1° CH)Y )0(- $ 10K #$. $.
) 3+ * L[ " 4 33K #$. $. $(+-/)/

0./ #- 28" ) 1- #y $) /| #
A 9 I)AS (4 0 %) #3519
#-1K140) | *- | #-109)")0(- $
I%] # | " 43$H#28"#1 /*(* $4
I #-IK 28" % #1'] -$)/# #+/-K

Skill R efresher

&+*,1& 1& *

K SHSH -y x L # NS
128" 0./ *- [ [# #-IK .0- /*
$)'0 ' L$)4%0-." I$YK



F il $ % %*"

K 'S&HE ). 11 % U# -$ MK

K '$S&H $) 0/N$)/# #-1."*0+K

=K L VR IS 1L #S) #-
-+ W *2) ()OK

Adjusting the Y Axis Scale

0. .0$)" )4 '#.005 ( 5:) $0) //.5 0
%1/0 O# [ *I O# 4$/S 4 ' 10%(0$ "5 / 0/ O#
(48(1(2 'L !*.O# 4%/ /| *O# 01/ 0% .0
O# #.0S # ($)$(1(2 '1 $/1/1"5/00*6.S #0 $/
1/1"5 " 0#$)'S * 32.0 ,)$)"*0# 05 *1
. 1/$)" 0 . 0 O# #.00/00$)" 0O# ($)$(1( 2L O
6.5 )/1/0)0$"5 ($)$($6 O# "., #$',./)0 0$*) *
0.)S * 4(, 'OO0# 0.) /#3)$) $'1. BSB ,, ./
0* $). /$)" I'$"#0'5 $) . )0 (*)O#/S # ,./)00%$¥)
L O#$/0.) ) $(* 2 $I0# ($)$(L(2 '1 /0.0
0 C>>0>>>S #'13$)" /0,/ 4,'$) #*3 0* (& O#S/
%1/0()0 0* 0# 4$/N

?S '$& )B3#. *)O# \2 'L *.2 .0%] 4%/ *) O#
4;9:=;,9?7 -) ! * oL F0(

'$) #.0\0*& .) 3 *&H# 0]S
@S$"#0 '$& ) /" O *(/ 3%.F # *(0 4%/



i1 $ % %*" F

) 1, .0 [+ 3)$) $'0- F?>S

/G 140 *) /. X *(/ 3% KKK?¥
40- (JOH 4 *0 #1 )* [ -$"# '$& $) | #
*o [ A4%K <. X .+ YFIO)]# ()0*
) - 4"$)

$"0-

R>
*_(/
33. )

2S)0# *(0 4%/ )O '$&O0# $),10 A ¥ O#
a$)$(0( b 4%/*0%%)) '/ O# 6.'S #) 05,
O# )1( . >99999) #$0 )0.S //**) /5 *1 (&
O#S/ #)" O 0# 4%/*)0# #.0 %1/0/S

@S$&O0# $)0# 1, ..$"#0 *).*10# *.(0 4%/
,) 0% */ $0S

AS 2 51.3*&S

$'0- ;F22/#*3/0# #)" $)0# ,./)00$*)* 0# 0.)
'$) S *0$ 0#0 3$0# 0# 4%//0.0$)" 0 C>>0O>>>0 0# 0.)
%, O# $ (*. A1) S #%/ %1/0()0



F $ % %*"

(&/$0 /$.1* O# 1$) 0%/ O# (")$01 * O#
0.)S

$'0- ; R? %0./ 3%. k- /# e >99 #-1/

Skill R efresher

-+ & o+ $

K '$& )A2#- W) # 38./* ISV $IK
K $EK
S /H40 ) . [1# (] $)
[ #-] ** IS *U# -$ HKT
K ' |/ *%, O+ KKK


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image8-1.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image8-1.png

I $ % %*" F

=K )/ # "%, 0+(& H(& 4*0- #)".
[*1# 0O+ ( ,I'&+K

>K '$& $) # $)+0/ *3) 3 /*/# $- 3%
S )/ #)/ 4+ /#) 2.'1 '0K

K S& K S+ O/*) 1] # I+ -$H KN #
*(/ 3.+) /* ™ $/K

Frequenc y Distribution: Column
Chart

*10 #.08$/ *(*)51  0*#*30.)/* 2.0$(O
[y [0# O . '$($0 0* ,.* 4$(0'503)05 *$)0/
xS K(®) 11 *. %10 #.0/ $ ). -1) 5
$/0.$10$%)/S 1-1) 5 $/0.$10$*) /#8/ O# )1( . *!

* 1) 1 5/0 '$i# 0™$/S* 4(, 'O *(*

I -1) 5 $/0.$10$%) 1/$) (10 ($ $)/0$010$*)/ $/
$/0.$10$%)S ".  $/0.$ 10$*) /#*3/ O# )1( . *!
/01 )0/ O#0 #$2 #'2 '* 05$'" $)"/ '\O
hO gO O 0S]S # . $/0.$10$*) 3.&# 0 *)0$)/
DL K # 5XO#0$' 4 /IS *[#¥3 O#

I -1) 5 $/0.$10$%* "O# 4 ' '///$) O#0
5.00# )1( ./ */01)0/ ,, .* O# 4%/ ) O#

0"™$/, .*)0# 4$/S # )1( .* /01 )0/
5 OHS #.0$/$) MO S # UL x93



F i $ % %*"

* 1) S # 1 *™3$)" /0, 4,°$) #3 0% . 0 O#$/
# .ON

?2S ' 00# . $/0.$10$%) 3 *&# 0S
@S#)" O# 5 ./$) * 3A0%0# 1.)0 ($ 0.

)5 .S
AS $H$HOO# )" <DA *)0# -  $./-$0/$%
3*&MH 0S *1() M+ 3/0#".  0"$/S

BS* ' * 3)0# -/'& 4S

CS $0#*10' 00$)" "** O#/-' & 40/'0 <D A

DS'$&O0# * '0() 100%)$)0# #-. "*1,/ 0$*)
N0# ).-/ 0 *1O# .$ %S ' 00# :./0%0$*) $)
O# @ *'1()/ 0$*)O 3#$# $/0#0./ -
*'0() 1*.(0S

ES'$&) ."O# #.0/0# 1,.'10 *).$/9$)0#
¢'* ", S

FS /$6 O# #.0/%0# '10/$ $/'*& 0*0# '10/$
5 x 1) OO# $'#O/$ $/™* & 0% O# $"#0/$ *!
* 1) OO0# 0% $/'* &0* O# 0% *1 * 3 @0 )
O# *00*($/'*& 0*0# *00*(* * 37?DS

GS!'4 "$/,'5 '")O '0$0 5'$&$)"0# '")
) 0$( ) ,./I$)" O# & 5*) O#
&5*.S$) O# #.0,./)0/%'5% 0/.$/0
o# '") $/)*0) //5S

?2>S O0# 0 40%)' - .1* 0*0# #.00$0'S #
#.00$0' /41 *3  $)' - 1% "3
'L02G;9:@ \-.3M$#2. (35 .5*1



I $ % %*" F

. U$)S

22S'$& )5 "% 08NN 0% - $/-$0/$Y
3*&# 00* 0%$20 0# #.0S

?@S 2 5*1.3*.&S

$'0- F?@#3/ O# *(, 'O . 1L -1) 5
$/0.$10$%) #.0S 5 “&$)" O O# #.00*15 )
$( $0'5/ O#00# “. 0/0)1( .* /01 )0/ .)

)'". $)0# gO0* h.)'S

$'0-

R@
__,0)
4
$./-$0/$
X #-

(3 D

)& (B +-/ .+ $+-

#) 0.9)" #-1. [* #2 1-0) 4

$.-$0/$%).H# $!1-) 2 ) *10/()

#-1) - #-1$. -4 (I /- *!




I $ % %*"

- lo) K KM - 1-4 11 [$1$) #29)"
1-0) 4 $./-$0/$%).K *2 1-H $! "0 -
HE2B)" - ) F Lo 4+ =S LI$(H *'0()

Hol$. 41— * 1- - #-/K#S.$. O.

+ oKX 1S $. 4+ "4 #* 2) #+- $B)/"4 H
28/ I# KL ] RN # V- ) ] #
Y2 .0 | %[ # V- -$HK #- 1*H K

o SHSL [ e SN [# #-1270 #1
PEUTR) ] # e $B) TV R | e 4 3$.H 24
$. M %B"0- /SN *I *00)  #-IK) -
HoIHE - S$4$1 / ™= $. - $4+4 ¥
I#1-1$ " 3%.K

9702=47?D 30.6

&l +'& '$%& * D

| #OH H#- S+ $6 S(S/K-/#)0( -
X1 - 4*0 #0 0. ¥ *'00) #-/H
"y- -0 x L JHO( S/ 2) 4 - %
CK*- 8 %S - + ** 0, * |




I $ % %*"  F

*00) #-/ 0.$/$. 3 607/*$ ) $4
()9 10/-).* *+- $%.K

Percent of Total: Pie Chart

#) 40 #.033%" (M/0.0$/ ,$ #.0S $ #.0%/
1/ 043 ,. )OX0*0'* 0/00 /, $ *$)0
$)0$(S 0%/ ) ,,*.$0 #.0% -1'$00$20S # O

3 3%"1/ 0 (*/0.0 ,$ #.08/.'0 0% ).x"()0
01* *0') . *(1$05 * nepL kK @>7BS
*13$":) 0#0 0 *)0# ).* "()0 00$/0$//# 0S

2S $"#S'HOO# )" :D? HO# )- *"() /
/1$./$. 3*&# 0S

@S$&O0# )./ O *10# .$ %S

AS'$&0# $ 100%)$)O# #-. "*1,% *()/S

BS ' 00# :./0a $ b*0$%1*(0# * * 3)
'$/0 *1 * 0$*)/S

CS *(& O# a/'$ /b/0) *10 00.0 &,'* b O# ,$
#.0S

q '$& ) # ' O# (*1/ 100%) * 3)$) ) 5%
O# I'$/*10# $S
q *0 O#O5-L#2 /' O$*)#)'/*) "* O#



F il $ % %*"

$ I'$ /S

q  $0#*10'00$)" ™ 5 (*1/ 1009W ."¥)
*O0# 'S/ 3 51%0# )0.S

q "*O# 'S /a4, b*101*(0# )0.S

UGS [ L[# (Y0, 0 /%) 1%

S H 4%0 (44T 1R S [*(* 1

2#)4 *0 - "$/*0/ 1K/ # ) -K#$. )
Y IH# -+ [$¥) 15 S+ 48)" 4 *0- /K

I# )* 0 /%] *0)*/ #$.$1402 )/ */-4

"$K

2S '$&*70# /'S /) $)0*0# 3#$0 )2/0* /' O
O# ,$ ) /' O0O0# )0$. #.0S

@S$&) ."O# ,$ #.0/40# 1,.'10 *).$/9)
o# ($'* " @S

AS /$6 O# $ #.0/*0# '10/$ $/'*& 0*0# '10
I$ * * "1() OO# .$'#0/$ $/ ™ & 0% O# .$"#O0
I$ * * '1() OO# 0% $/™*& 0*0# 0*,* * 3 @O
) O# *00%($/'*& O*O# *00%(* * 37>V
$'0- ;F?AS



I $ % %*" F

$'0- RAS #-/* 1) $5

2S'$&O# #.0'") % ), /I0# &5
*5*1.&5* .S $ #.005% "5/#3/' /) 40
0 #/$ S #.!*O0#'")$/)*0) S

@S$"#0 '$& )5*10# ['$/$)0# ,$ #.00) /' 0

/A |*(O# '$/0S #$/3$" O# 21/
. #*O0# IS /$)0# $S

AS* 3078 ).$'#0 '$&*) *0# )1(./) /' O
(/] I*(O# '$/0S #$/3$" *,) O#
(/] . ) *)O# .$"#0S

BS# &O0# *4/1* [" *4 (

) - )" $)0# + IS | 05 $) O
(/] )S #$/3%"  O# X
0#)$$05' '/ /3" /O# ,. )0" O 0*O# ,$
#.0S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/11/fig19.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/11/fig19.png

F $ % %*"

CS)# &O# *4)400*0# '0 *4S #$/3%"
(X 20#)1( SO S #.0V $'0-
;F?8S
DS'$&0# ' *. 100*) 00# O**0O# *(0 O
1, )S
ES ' 00# 0' '1"$)\$) IS '$ & 0# *(
0O *0# $* )0#) $&0# *' 100%)S #$/
3"*"0# 0" '/*)O# ,$ #.0S
FS 2 5%1.3*&S

$'0- ; RB $)"  /I1$)".$)/# *(/ / )

o1 O . . ) [, B '$($0/ F. O# )1( . *
0"™$/51 )1/ *) ,$ #.00 "= 1' * o#1( $/
0)*'/IS/0#)1(.*  0"™$/ 4 [0)O$0 *(/
(*. $81'0 0* $ )0$!5 &5 0"*$/ 0#0 (& 1, O#

( %*.$05 *I 0# 0*0'S



i $ % %*"  F

$0- ;RO ) ) *()  I1$/$. S #-/

Skill R efresher

&+*,1& | *

K OSHSH - )k L #] NS #
4402$"°0. | *- | I# #-/K

K OS&ME )~ 1] % 1# -$ MK

K S&H $ 0 M)/ # #-1."*0+K

=K VAL IS K # S #-
- %W 2) ()OK



Fn $ % %*"

Percent of Total: Stacked Column
Chart

*1 3$" )*0 #2 0* *)/0.10 O#$/ #.0 $) *1.*1./O 10
. $)" O#*1"# #* 330 $4)/0.10 3$"#', 5*1 3#) 3
"$) *1. /0 0$/0$/ 1)$0S 1/ /0 &  *'1() #.0 O*
3 .. )0* 0%0'S* 4(, 'O0# 0 * O#
).* "()0 00$/0$/3*&/H# 0 /#3//01 )0 )* "()0 5

% [2 .0 *"US 3% '$& 0%/ "*IO# 0 %)
"HOf *U/S

?2S $"#S'HOO# )" D? ®Oo# )- *() [/
/1$./1$. 3*.&H# 0S

@S$&0# ).-/ 0 *10# .$ %S

AS'$&0# * '0() 100%)$)O# #-/. "*1,*
*(()/S ' O0O0#:99R/ & * '0() '.(0
*0$M) (@ * '1()/ 0$)$)0# .+ * 3)'$/0
V. $'0- ;F?: ]S



I $ % %*"  F

$°0- ;R: O I$)/#:99c | & *0() #-/

$'0- F?:; /#*3/0# *'1() #.00#0%/ .0 0.
/' 0$)" O# ?>>0 0 & * '1() ! *(0 *0$%S /
()0$*) O O# "* *1 O#S/ #.0 $/ 0% /B O# ).* "()0 *!
/01)0/ 5. S *32.0)0$040 4"'," /0# . $'
0"$/* 0# 4$/S 0 31' (* 1/11' $! o#
$7.)0 *""/3 . 0#. $)/0 S



F i $ % %*"

$'0- ; R; SIS ). /-0 /$)*1/# 99¢c [ &  *'0()
#-

#./90#0 4 '*")$6 O# O O#$/35%/ 0#0 O#.
(- X 0#)$$050 "™.$/\ 0 $) *'1() ] O#)
O#. . *"/\0$).*3@]S *0 "1//S 100 )*0
3#03 3)0 $)0#$/ /S

# .(9)$)" 10,/  4,'$) #3 0% *. 0 OH#$/ ,.*'(
) *(, 'O O# #.ON

7S '$&O# 28/ # * 2G*'0() 100%)$)0# .$")
0 % O# #-/ *'.[ 0$%)*0# .$ %S #$/
L2010# ") ) 1..)0 4%/ 0"*.$/S



I $ % %*" F

$°0- =K = 29/ #
*2 N*'0(K

@S$& ) ."0# #.0/*0# 1,,.'10 *) . $/$) O#
($ ' * "5 S

AS /$6 O# #.0/*0# '10/$ $/™*& 0*0# '10/$
1) O0# $'HO/$ B/ & 0*0# $"#O/$ *!
*'1() O0# 0%, $/™*& 0*0# 0% * * 3?2@O0 )
O# *00*($/™*& O0*O0# *00*(*! * 3A>S

BS'$&0# """ ) *) 0%( ) ,.//0# &5
*)5*1.&5* .S

CS / 'S #$/$/ )*0#.35* $/,' 59)"
Y Lo () #£.0 )" 3304 0# )1(.$
2'1/0#0(& 1, # *(*))0S

q) '$.2 J$M/* 4 'O 0% . "1
K x(()]) ] 00# # 2 |
350# ") 4.%0$") L*(0# % 3)
()1S

q )4 IC@>9DO) O# #-/" () | O**
“0# $) 0 O/'0/ LGl


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/11/fig.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/11/fig.png

F i $ % %*"

"y 4,
DS#)" O# #.0$0' 0* ) *'() / 4 S

q !0#. $/)* #.0030 GIK$") 0* ¥)
U$)"0#  #-' () 107
o# $) 0S

ES 2 5%1.3*4&S

$'0- F:< M*3/0# 1)' /0 &  *'1() #.0S *0$
0# I$($.$0$/ ) $7.) /$)0# )*"()0 0 O# ™
*((1)$05  *"" /S

$"0-
Ri<
$)'
:99c
/! &
*'0()
#-1



I $ % %*"  F

Skill R efresher:

&+*,1& , # "$%&  *,

K $HSH - ) L I # NS
[#128" 0. 1 *- | [# #-IK

K '$&H ). - 1 * H#-$ MK

K '$&M  *'00) 0 //*)$)/# #-]."-*0+K

=K %] & *00! *(I 1$¥) 1
%00 #-1 -*+W#2)()0/ *#* 2
[# 1°0.% 1 # [ "™ 4% [# 3% K

[ [# :99c /| & “0() *+ [$*) [*

20 H# 4+ - )UK [ " 4%
I# 3%. K

Representing Quan titative Data:
the Hist ogram

#$/$/0# /0 #.0338" *2.$) 04/ #,0.0 ) , #,/
O# *) 3 3$"1 (MO$)*1. '/IS $/O0*. (/.1 O
$/,'5-1)0$00$20S * 4(, 'OO0# 0 *) O#$/ (0¥
0/0$/ $/,5 $) L. -1) 5 $/0.$10$*) ) #S/0*". ($)
$'0- :F?:=S *0$ 0#00# $)/ . .)"/*)1( JO)*O
00.$ 10 /N


https://mathbitsnotebook.com/Algebra1/StatisticsData/SThistogram.html

F il $ % %*"

$'0- R=$./F(* 1| # -

#$' O# $. 0$%)/ . . 0%)" #$/0*.(2 .5 1 O* O#
2./$% *1 4 ' 51 #20 O0#/ $.0$%)/ 3*& ™. (*/0
2 /$%)IN

?2S /1 3) $) !1)0$%)/0* 0.($) O# '///$6/
HO#$/ 0S

@S01, '//1$6/0 ) 0#) .0 )3c$)d *1()0*
L O# 1, . 'S0 # /IS

AS'$&*c 0 dO*/$lc 0 )5/$/ d$/$)0# 1,, .
$'#0*) . X1 0# $ NS 1$09$/)0aBS") O
1,% 0# 0 )'5/$/  *' &\$. 0$*)/ . $)0#
2$ 4S

BS'$&*c 0 )'5/% d) /' 0c$/0*. (Sd



i1 $ % %*" F

CS *'1,3$)* 33%", .S *13)00*$)'l O#
)" *5*1. 09$)c)l10 )"Sd * *0#00/'0
51. 0 ) O# .)" *)1( /3$" ,, .$)0#0
] 0$%)*10# *'1, S

DS *.c$) )'d$)'l 04 *10*1,.'/
'$($0/S

ES) 'c10,0 )'d) /' OO# "*5*L/# 0O
3#. 5*13*1' '$& O# #$/0*". () O0# . -1) 5
$/0.$ 10$%) 0* ,, .S

FS'$&*) c#.0 10,10d /* 0# 0 O# #$/0*". (3$"
10 *YO#S$/,"S

*0$  O# #$/0*. (3$" ,, .3$0#",/ 03 )O# J
) 504 1, . '$($0* # '/ 3$)'S *13$"3)0
0* $051. #.ON

?2S [ O# *$"$)' '//'$($0/ ) I. -1) 50%. 0
3"1%(00 I -1) 5#.0\8!) IS

@S*, 50# *.$"$)" ' //'$($0/ $)0* 0# c $)d $) Q#0
I -1) 5 #.00% #)" O# #.$6%)0'" *)5 *1.
#$/0%". (S

AS $'#0 '$&*) )5 .0 ) 0#)/' 0c*(0 O
*$)0Sd13$"/ /$ .1*.",3804S 1 O#
" 350#0%6 .** ' //0#)Co$!513)0 $0*!
".'S

BS , ' * *50# )0$..)" *I #'//I$6 $)0*
O# c$)d$)0# 1) 5 #.0S



F il $ % %*"

CS  0$*) @SF* O#$/ #,0.(. ! *.(00%)"
$)/0.1 0$%)/S

#$12% * 4" $)/0# & NI$)(*. O$N

00 ()#. ) 30 I X/ #S.
1-$9*1/#/ 3K*0 )1$ 2%/%'%) #- G
#//+.ON )/ Kt-..  **& K+O N(/#>IN + @<

#.$11F #$I0%. (*0$%) 1) . c)/ .0d $) 0# 4

$ %S $#S'H051. 0 /0 ) O#)/' 0 O0#$/ *0$%)S

*1 ))*0/00# '//'$($0/0 108 ) %1/0 0# )1( .

x| $)/ ) O# 3$0#*1 0# $)/ 5.$"#0 '$&$)"*. *1"°

'$&$)" *) O# K O# .0 HHO*M (S *1 ) U
Y5 '$&$)" %) *) O# #$I0*. ( #.0 ) O#)


https://granite.pressbooks.pub/math502/?p=723#pb-interactive-content

I $ % %*"  F

/' 0$)" c#.0 /$d0 S5 *)*0 ($) 3#. O#
I110.0)1(.$  "50048/6 2 ' *,0$9)Q

Skill R efresher:

&+*,1& I+ ' * %

K '$&%)/# [ * L/#-$ %/* .0-
1 1# 1 )4 S *Re& #. )
$)./" K LY [HA™2/# $- [$9). *1 /*
$)./"1 #$. WS$)K

K .0- 4*0#1 . [0+ *00* !/# O++ -

YR L # L) 4 0-#8.4- (K

K '$&* [ )4 $.$)H O++ --$"# *-)-
*LI#-$ %)) . [ #$/*"- (K

=K " //# |4 *02)/* )4 5 S$)+0
T K

SK '$&*) $)-) )/ #).' [ [# O++ -
)t 110! K [+ K

?K # &* 0 /+0/ ) ) . I "1
[# - 2#- 4*0 2 *0" '$& /# [ [ *
$.+4K

@ # &* #-/0/+0/)/ #) '$& K



F il $ % %*"

Key Takeaways

F o) $49)"/# (." 4  *028#/* H1 4/
) 0%) $. -%$6'6-././1+9%) - /%))
3' #-/K

Fx/# *00 #-/1) '$)  #-1)

0. / *+ ) [- )* 1- + -$*1/$K

*2 1-H '$) #-/ 8 +1-- *1-
*00)  #H-/2#) 4 ) B [ * 1-w)
+-$*. % 1/$(K

F #)0( -*! -.%  *0() #-/4#0

'$$/ [ x ++-*3$(/ 4 /2) 4 - *

. K

F #)2 *&9$)"28#!-0) 4 $/-$0/%$*).H
[# 0. %1 *x00) #-1* - #-1$.

(/ [-*1+-1-) K*2 1-H *'0() #-/
$.+ - 2#)2 *-&$)"2%# /- ) * 1-
+-$*1/$(K
F +$ #-/%.0. / *+ )| # +- ) *
[$prvx o ™ $ 'S 0'%// $1T /. /K
F ./ & *0(0) #-/%$.0. [ >4 2#2
+- )R #) L 1-1$(K
F #$./*"- ($.0. / *-+.),0) $//%1
/K



I $ % %*" F

Attribution

0 5% ) * 3 *30*/$ ¥04 'N
# . /%) .08 $/0,0 5 # 5%
*1) 0$%) 3$0#*10 00.$10%$*) /-1/0 5 O# 3.&d/
*$'$)' . 0%*%'$ ) 0)'$S ) 1). >
ASS

0/4, 7??7=4-@?4:9>

M:"B'@

M:"B'A

M $"1l. BB

M $"1l. BC

M $"1l. B?@

M:"?G

M $"'1. BS@> $)' 00%)/$)0#(0 0 Y/
)

M $"1l. B@?

M$'1l BQ@

M $"1. B@A

M:"

M $"1. B@B

M  0#B>


https://saylordotorg.github.io/text_how-to-use-microsoft-excel-v1.1/index.html
https://saylordotorg.github.io/text_how-to-use-microsoft-excel-v1.1/index.html
https://www.saylor.org/
https://www.saylor.org/
http://creativecommons.org/licenses/by-nc-sa/3.0
http://creativecommons.org/licenses/by-nc-sa/3.0

FORMATTING CHARTS

Noreen Brown, Barbara Lave, Julie Romey,
Mary Schatz, and Diane Shingledeck er

Learning Objectiv es

Ko++4 () 1$)" *(()./ *# )
3.K

T KO)#) I# 1$.0' ++ -) *1/# #-/
$1 ) #-1 ") 4 0.9)" 1-8$*0.
*(/ I1$)"] #%$,0. K

<K .$)/ $./*/# ) 3 S #D-$4

) )o( - $10.! */#- - K

=K ++'4" )L (] [$)"] #)$0./ */#
[ .- $.$)+*/- *1 #-/K

SK ++ 41/ 1$)" *(()./ H #- -
Y[ # +*%[ - *1 #-/K

K+ "4 -%. %), ) N II$). [*
W) ). ) + *1% $/ $%)'
S*-(/ $)*) #-/K

*1 )1/ 2 .$05*+(00$)"0 #)$-1/0% ) O#



1$ %% $ % F

L) M #0% S51#2 .0 $0S*(00$)"
()] ., 'S 0* #.01*.0# /(. /) 0#5 .

, 'S 0* 3*&M# ONO#5 (& O# #.0 /$.0*. S
* 32.01(008)" 0 #)$-1/ '/*#', 5 *1 -1'$!5 )
4,$)0# 0$) #.0S* 4(, 'O8L ) | *0)*0/
4, $)$)"0# 0 /*1. /3 " [)*0/0#0 '.$!50# 05,
A1 $)" .. 1)0 \$SSO $1 0# )1( J$) #.0
. 01) 0OBL )/00 3#0#.0#5 . $) 0#1/)/O
$'$M/0 0S]S #/ Y0/ . ' #11$) )3 .$)"
“1/0$%)/ $1 51 . 1/$)" #.0/$) '$2,./)00$%)S  3$"
(*)/0.0 O#/ | *.(00$)" 0 #)$-1/ 1/$)" 0# *'1()
#.0)/0 & *10) #.01%0# ,. 2$*1// 0$"S

X and Y Axis Formats

#. . )L(*U *(00$)" *()/3 ) ,, '50*

O# ) 4 [* #.0S 'O#1"% %1/0$)" 0#*)0 /$6 O

050 ) ** . *®MO() 5 *0$%) . 2%

O#X1"# O# *(0 4%/ , )S # 1*%3%)" /0,

(/0.0 ! 3% 0#/ 1*(00$)" O #)$-1/ *) O#
$./-$0/$%) *(+  -$%) #.ON

?2S 3$0#0%0# -  $/-$0/$%) 3*&/# 0) '$&
)53#. W)"0# 4%/ \#-.$6%)0" 4%/ %1 O# .
$/0.$10$*) *(, .$/*) #.0S

@S$"#0 '$&) /' 0 *)0S

AS #)" O# | *)00* .$'O 0# *)0 05' 0* *'O ) O#



F1$ %% $ %

$6 02?2V $'0- F@IS

$'0- ;K@:*) $* " * 3

BS'$ & ) 53#. )"0# 4$/0* 0$20 $0) ., O
10,/@ ) AS

CS'$&*)0# #.00$0' )., 0/0,/@ ) AO 10
/00# $6 0*?BS

DS# )", .) 0% 4/$/1#3)$) $"1.
@SE®&/ S 3 . F



1$ %% $ % F

$0- ;@ *(/ 1 ) 3.

40 3 3)0 0% (& M*( #)"/ 0~ O# ,. )O"
Y1 /¥ 0# \2  .0$7] 4$/S

?S $'#0 '$& 0# 20$'\2'1] 4$/S ' 0 *(/ 3%. S
#$/* ) 0# (/35 ,)S

@S$& O( - L*(O# '$/0*1*0$%)/S # *(()/
$) 0#$/ 0$*) *1 O# *(/ 3$. ,) . 1 O
1(0)1( JO#O ,, .*) O# /' 0 4%/
o# #.0S

AS'$&$)0#  $(', ' 1$),10 *4) #)" O#
2'1 0*:F



F1$ %% $ %

BS ' 03%. + /$).S #)" 0# $)$(0( *0) o*
FOO* (& O# $7.) /$)0# *'1()/ (*.
.(0$S # *(0 4%/, ) #1 (0# $'0-
F@S

CS'$&0# ' *. 100%) 00# O** 0# *.(0 4%/
,)S

DS 2 5*1.3*&S

$0-

i
3. )

G 3+-$() 1 *0 ) 'x #) 1 ¥
JAS) 0.8)" #4 10/ &4 ) [ # 0 1%.%



'$ %% $ % F

1# "%, C

Skill R efresher

*%, ,!&, & 0+

K '$& )42# - #0038/ *

I1$1 $IK
K $& SH-I# K1 * $)) ¢ |/ #
$ K
K UL YKL #E 1S (] $)

X().9)/ #./. K

Skill R efresher

& o+ -% * "%, +



F1$ %% $ %

Chart Legend and Title F ormats

#) 40$0(/ 33" *(0* 0# . $/0.$10%%
X, $/*#.0.0# #.0'") ) 0$0'S $($'.0* 0#
#33 1*(00 O# ) 4 /O3 )!*(00#/ $0(/
5 0$D$)" 0# () 1/$)" 0# | *.(00$)" *(()/$) O#

*(0 *0#  *(0, )S # 1**3$)" /0, 4,'$)
#30% O#/ ! *(0IN

2S $'H0 '$&0# ") Y 0# - $./-$50/$Y)
X+ -$% #.0)/° 0*(/ ") S
@S’ 0S$#/$)0# ") *$0$*) *,0$%)/S */ O#



1$ %% $ % F

*(0 "), )S

AS *20#'") 5, $)"5*L. 1./ _[#, '$&
'$00' '1//$") 3$0#HL. .+ 3/ _*)0# " * O#
/' 0$¥) *4S'$& ) ."O# '") [*O# O*, *
O# '") '$")/ 3$0# 0# ACO'$) )40 0* 0# ™0 .
V. $'0- F@IS

$0- k@ * 19)"'/# ")

?2S #$ O# '") $//0$"/' 0O O #)" O# 1%)0/05' $)
O# *( 0 *10# .$ *0* .$'S

@SH)" O# | *)0/$6 0% 2@ ,*$)0/S

AS'$&0# *' ) $0'$/ *(()/$)0# *( 0 *
o# .$ %S

BS'$& ) ."O# '10/$6$)"#)' /<0t '") $/
"$)00# %0 . V  $'0- F@IS


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image35.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image35.png

F1$ %% $ %

$0- ;@ ") (/1) $5

2S '$ & O# #.00$0' 0% 0§2$0S

@S$'H0 '$&*)0# #.0080° ) /' 0 *(/ #-/
$I0F* ) 0#  *(/ #-/ $',)S

AS) . ' + /$%). 0$) 0% /. "*1,\0# *0$*)
$)0# ($']"$2 5+1.0$0' *) *1O# - ./ /# * 3/S
#) O#  **0O$M'$& S

BS™ 0# *(0#.0%0, )S

CS 25'1.3*&S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image36.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image36.png

1$ %% $ % F

$'0- ;K@ *~(/ #-1 % )

Skill R efresher

I*%’ ’!&l * ) &

K '$S&H ") * I$U $IK

K $& SH-[# *( [ * -  $'H $& K
I$U [ # ++ *-$/ 1%/ [$)"+)K

K UL o)A KL E LS (] $)
(). K

=K $& ) - "/ #'U) ] *(* 1$K
SK '$& ) - " )4 U[# $58)" #)' ./ *


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image37.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image37.png

F1$ %% $ %

%0.//# $5 *!1/# '")K

Skill R efresher

'*%1 II& 1 * 1 I1$

K '$& )A2#- N # #-1/$IK
K '$& SH-I# K | *

- S O$& K
I$U [ # ++-*+-$/ 1*(] [$)"+)K

K UL YKL H 1S (] $)
*(() - K

X and Y Axis Titles

$O/ 1% 0% ) 4 [ .) I.51* %) o#
(/) 0™$/,./)0 * #.0S * A4
5+&$)" 00# . $/0.$10$% *(, .$/*) #.00 $0 $/
Y0 ' .3#O00# ,. )O"/ %)"O# 4$/.,/)0S #

% 3$)" /0 / 4,'$)#*30* 0$0'/0%0# ) 4 /O*

) 0#/)1( /) 0".$ /N

'O



'$ %% $ % F

?S'$& ) 53#. ¥)O# . $/0.$10$%) *(,  .$/
#.0%)0# . $/0.$10$%) 3 *&# 00* 0$2 $0S

@S)0# $) 0 *)O# .$*/' 00# #.0
'()0 10090 0#) 4%/ $0' /O 0#) .$(.5 .0$'S
\  $'0- FO®@

$0- ;K@ ' /$)" B/ I*-/# 3$.

AS /$)" 0# *( .$ O #)" O# |  *O* 0# 4%/ 0$0
0* .$'0 * 0/$6 ?2S

BS'$&$)0# "$))$)"*0# 4$/0$0' ) 'O O#
").$ 080'S5, . )O* )* " 4


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/Figure-4.30-Selecting-a-Title-for-the-Y-Axis.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/Figure-4.30-Selecting-a-Title-for-the-Y-Axis.png

F1$ %% $ %

01 )0/SV  $'0- F@JS

$'0- ;K&  $)") (1 19)"1# 3%. ¢/


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image39.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image39.png

I$ %% $ % F

4033%" O# 0%$0' +. 0# 43$/S

2S)0# $) 0 /' 00#  #-1' () /
100%)0 0#)3$. $/'. O O# }$(-4 *$5% /'S

@S/$)"O# *(.$ YO #)" O# |  *O*0# 4$/0$0'
0* .$'0 * 0/$6 ?27S

AS'$&$)0# "$))$)"*10# 4$/0$0' ) 'O O#

").$ 0$0'S5, $)' *O-. - S$'0-
F@B3/ O# 030" /1.0# ) 4 IS #
0$0' / ,’2$ )$O$*)/ !*. 0# "_ 0 "*.$/ I*)n

O# 4%/ /3" /0# ,. )0"/*O0# 4$/S
BS 2 51.3*&S

$"0-

3$.
9.


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image40.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image40.png

F1$ %% $ %

Skill R efresher

& o+ L$+

K)Y/l # +H&, o I# *
$%8& O0//%K

K '$& )A2#- %) # #-11* I$U $IK

KUK KL RSN LK # L %)
W) 'S, /K

=K '$S&S)H 3$./$/*-(* 1L/#")- $ M
Yl 4+ )2/ $IK

Data Series Labels and F ormats

$)" Y0*0# 0 /.$/% #.09$/ &5! *(00$)"
101.S 0 /.$/ $/ O# $0( 0O#0 $/ $)" $.5
"H$'S®) #.0S *. 4(, 'OO0#'L ¥ O# .
$0.$10$%) *(, .$/%) #.0.,./)0% 0 /.$/S
) 1T OO0# )M # 0% /#*3 0# 40
0" 0# ..,./)0/S ) $0$9)03 ) *O#.
1*(00$)" )#) ()0/0*0# O /.$/0/1# | #)'$)"
O# ** *10# /* $)" )7 0S # F*3$)"/0/
4, $)#*30% O#/' ') ! *(0/0*0# #.ON



1$ %% $ % F

2S'$&*) ) 5MO0# O# . /., 1)0$)" O#
3 'L, 0/8$/Y0% -  $/$0/$%
K+ $X) #.0$)0# - $/-$0/$Y)
3*.&/# 0S '$&$)"*) . 10%0$ "5 0$20/ "
J/$)0# 0/.$/S!81'$& ./ * 0$(O
*'50#0 .$/ 0$D S

@S$"#0 '$& ) /' 0 *(/ / $.0%*) 1,
o# *(/ | $.,)S

AS'$&0# $" ) $) \, $)0 1&0] 100*) 0* .$)"
1,04 $") * . "*LA *(()/S

BS'$&0# 3% $"\$!) ]O* 4,) O# '$/0* $"
* 0$%)/S

CS' 0 //-)$" S #)I' 0<9R\:I0# *'1()O O*,
*3]S #)"$)"5*1.:", 00.)0* ,00.)(&/$0
/$.0* $/0$)"1$/# 03)0# 0 /.$/3#)5 *1
.$)0* 2$351. #.0%) ' & ) 34$0S #$' 5*1
LO#.0(& #)'/0*0# " 5 4,.$()0$)" 3$0#
$7.)01*% "*1) ) &'*1)  **/S

DS™ 0# *(/ | $.,)S



F1$ %% $ %

$'0- K@OH)S) # ' | -$.

*33 . "E)"0* O# O Y OO# ) %O
*1()/S

?S /1. 0O#05*1. )0$. #.0%//' 0 O)*0 %1/0*) *
0# 0/.%5/S'$&0# .$") 0 $)0# #-/ *
/ 0%*) *10# .$ *)S

@sS)o# $) 0 /' 0O# #-1' () |/
10090 0#)/ . OoO0#0L$ ) V
$'0- F@:]

AS'$&*)*) *1o# | . S *0 0#0 "*1 O#


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image42.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image42.png

I$ %% $ % F

0' /! *O0#0 0/.$/./" 0S

BS/$)"0# *( .$ *)O #)" 0# ! ©)00* .$'O * O
/$6 GS

CS'$&*)*) *10# 0 /1 *O# *0#. 0/.$/S
*(00#/ 0' '/ .$'0* 'O/$6 G /3S

DS 2 51.3*&S

$'0- ; K@ 9)" o / -$.

$'0- F@:;/#*3 O# . $/0.$10%%) *(,  .$)


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/Figure-4.34-Adding-Labels-to-a-Data-Series-1.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/Figure-4.34-Adding-Labels-to-a-Data-Series-1.png

F1$ %% $ %

#.0 3504 O#*(, 'O 1*.(00$)" %1/0()0/ ) * '

0 0# 0 /.$/S *0 O#0 3 ) (* 2 #
$)$281' 0" 'S#H$/($"#O ) //.5$103 0" Y
2058 01 US)O0# (S H "$'$)S *
(*2 )$)$2$1' 0 ' 'O '$& $0 03%0 0#) '$ & )
'S

$"0-
K
*(+ ' /

*(1 19)

%01

VKR

1
_$_

Skill Refresher :

1& , $+

K '$& )A2#- %) # #-11* ISV $IK
K OS& M SN S # #H- S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image44.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image44.png

1$ %% $ % F

Skill Refresher




F 1$ %% $ %

Adding Series Lines and
Annotations to a Chart

# '/01*(00$)"! 01./3 3%" (%/0.0 . 9)"
1.$1'$)/ ) )*00$*)/ 0* #.0S * (*/0.0 O#/
/&$"10 B$" 1/ O# #)" $) ).* "()0 00$/0$/ ,)
*1. /0 & *1() #.0S $/'$)/ . *(*)51
$)/0 & *1() #.0/ 0% /#* 30# #)" 1.5(*) /0 &
0* 0# )40S ))*00$*/ . 1/!1' 1* ' .$I5$)" 0# O
L1)0 $) #.0*1*$)0$I58)" 0 /1. /S ) $0$¥)
0% (*)/0.0$)" O#/ /&$"/O 3 3$" .2$3 /2.' *I O#
1% (00$)" /&$"/ O#0 3 *2. $) O#$/ /0$HS #
"% 3$)" /0,/ $)'1 O# /&$"/ .2$3 /3" [ O# )3
I*.(00$)"! 01./N

2S* 00#) *() | 4 I0& *10) #.0
N0# )- *"() 1 1/$./$. 3*&H# 0S 03D O#
#.0 5'$&$)" 53#. $)/$ O# #.0,.%(0.S

@S *20# #.00 /,.0 #.0/# 0 5'$&$)" O#
*1 #-/ 100%$)0# $) 0 *10# $ %S
5, O# *"*3$)"$)0# 3/# 0$),10 *N
- *"() /| 4  #-/ S'$&O0#  100%S

AS'$& )53#. *)O# 00 ' \*0# 4 4$/]0*
0$20 $0S /$)" O#( .$ *)O #)" O# ! %0 0*
$'0 *'0/$6 ?@S

BS 0$20 O# 4$/) ,, '50# /( ! *.(003)"
%1/0()0/ //00 $)/0, AS



1$ %% $ % F

cS 4$/0$0' 1/$)" #-1' () /. K 3$.
$/. KO#) * 3$. $ + /$%).S

DS)0# *(/3%.  $',) #) 0 " %)
* 0% %[ 5*] #$ S

ES#)O U$)"0# *( 0 *0# .$ ©O #)" O#
)0 0% .$'O * O /$6?BS

FS#) O# 0 40M0# 4$/030° 0% )/
- () [ 4 S

GS# &O0# #<.$6%)0"' 4%/ 0% /$! O#$/ ,.*// . 0 )
40. 4$/0$0%.S1$0 $O ' 0$0S

?>S 0$20 O# 0$0' *10# #.6 '$&S$)" $04)S #
(] #-I $I, ) M1 *)S 1)*00 .$"#0
'$&0# #.0080' ) /' O *(/ #-/ $
L*(0# ()1S #)" O# = ) * .0*(0#
51.2.0$"' 4%/' 'S

7S #)OL/$)" 0# *( 0 *0# .$ *O #)" O#
1%)0*1 0# #.00$0' 0* .$'0'0/$6 @>S

2@S* O# *(/I$)" ,)S

2AS'$&0#  #-/' () [ 0™\ /$")0 JOO#)
$).00#)-$.9). S
#$/ 1'$)/0%0# #.00 %) 0%)" # 0/.$/
03 )O# O# /0 &\ $'0- ;F@:4S



F1$ %% $ %

$"0-
K@<
] /$)ll
# -$.
$) .
+ /$%)

?S $'#0 '$&*) )51 0# /.$/'$)/  0*0# #.0S
'$&$)"*) '$) 3$" 0$20 "'$)/*)0# #.0S\!
0# *(0 ) $/*)O5*13$")*0) 0*.$"#0
'$&S1/0°10 '$&*) )5 0# /.$/'S)/0* #)"
0# k.(0, ) 0% *(0 .$/%)/]

@S' 0 *(/ -$.9$). S #$/3%"*)0# *(/

$.9%). ,)S

AS #)" O# 3$0#0* ;F;>S

BS™ O# *(/ -$.9%). ,)S

$'0- F@:=/#3/ 0# , .)  *I O# #.0 3$0# O#
1.8/ '$)/ *) 0$)" 0# 03 /0 &S #$/ *1.(00$)"
) ()OS *(*)! *./0 & *1() #.0/S #'$)/
#'1%1/0# 1$) d/ 00)0$*) 0% #)"/$)0# ,. )0
*10%0'0.) S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image45.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/image45.png

I$ %% $ % F

$0- (K@= -%. %). | *I# | & *00) #-/

1. #.0 0.0/ 0# ,. )" $7.) I 9
)*"()0 03 )O# *(1)$05 *""/S 100 $O'B
#)50*&)*304# 00" )*"()0 O #*0# *'"/S *
$/," 50#003%" 0 40 %4/ * 2 # *10S */0.0
3$0#03 0% (& (! * O# 040 *4/S

?2S ' 00#'*/ - S' 51. 1./~%0# 0%, )0.
#)' KIO# %O . ) "% 3) *10 H $) #S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/Figure-4.42-Series-Lines-Added-to-the-Stacked-Column-Chart.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/Figure-4.42-Series-Lines-Added-to-the-Stacked-Column-Chart.png

F1$ %%  $ %

$'0- ; K@:> $5%)"/# * [ -

Add text boxes to include
additional in formation in the
chart.

2S '$&0# 3/ * 3100%)$)0# 3/"*1, %)
O# )./ 0 *10# $*V $0- =F=]S

@S O# (*1/ *$)0.*)0# '10 " *0# #.0 .
L 4$(0'5%)°-1.0.$)#1*(0# 0%, S '$& )
L 0)" L ¢ A$(0'5%) ) #1$)#/
3% ) %) -1.0.$)##$"#V  $'0- F@:1S
$d03*.5$!$0d/)*a 0_ 51 )(* 2 ) ./$6
040 *4/ 0 )50$(S

AS 5, */')- *"() /S #$/0"/0# 1$) O# /$6
X g4 'S

BS ' 0 "* 0# 040$)0# 40 *4S *1 ) $0#.
HE"H'S"HO OHAD *. '$&*)O# *. .*10# 040 *4


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/11/fig40.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/11/fig40.png

'$ %% $ % F

¥ 0%/' 0 "*0# 040]S /$)0# *( 0 *I0#
$ %O #)" 0# ! H00* .$'0/$6 ?BS
CS,00#,* //O* )!*(00 40 *4/ * 2
# *10S *1 )0.50** 5), /0 O# 040
* 4/ $1513%1' '$& 0*/2 0$( S
DS) #0 40 *40 05, 0#*0' ).* "()0! *. #
[ #% N

g 0* _ GO@ED
qg *0') A>0G@G
g ' &(/_EOA>@

ES 2 51.3*&S

$'0- (K@2*+ '/ | & *0() #-/



F

1$ %% $ %

9702=47D 30.6

&&' ,, I'&+ & o+ L$+

THOH )" ) 1/$Y). ) 3%./ $1. )

[ $*0.+ * . H *$)" *(9)/$). #$"#
CLC KL S SA - 4%0- #-[ K K+ )
S$) +- [1# (." $)" ML 4 A4l
#-I$I M A(& $) O/ .0+ /$%. *0/
I#1'0.$+4 K 3$.8.) ) 1%
# + 1) - - L 1 (&9) !
O I$9. ) )0 I#I - - L #
. 1 0-/ -+ I $) *# (.
$)" ML 4 44 #-IK

Skill Refresher

1& <1+ 1&+

K '$& )A2#- ¥ # #-1- K




1$ %% $ % F

Skill Refresher:




F1$ %% $ %

Key Takeaways

F o+ 4$)" ++-*+-$/ 1%(/ [$)"/ #3$,0.8$.
6 1% (&$)"  #-1 $-/*- K

Far =/ I$)" %().9)/ # *(/
SU# -8 %) ) ++S [ % #-/K

Fox #)y [ #)0( -1*(/1 * [ 'H
440 (0. /0. [ # O( -. I$% $) M
(] g " *3K*0 ) /0.
#o(  -1%(1  *().9)/ # X
| * 1I# -$ 9K

F % #) | #)0( -!*(/! */#10.

N /# 35 H)/# 35.9)/# . * |
/- #-/H#20 (0. /0. | # O( -
I$¥9) %1 [#  *(/ 3%, $%" *3K *0
D10/ # O -1 *().$)

I K1 * U#-$ MK

Fo3$.81.) )  [/$9). #++ 1)1 "

O 18915 $)"( ) ).0- I#]

oo~ - .. 1 # ([ 0/

S ) S KL SR $F) +- )

Y #-/K



1$ %% $ % F

Attribution

0 5% ) * 3 *30*/$ ¥04 'N
# . /%) .08 $/0,0 5 # 5%
*1) 0$%) 3$0#*10 00.$10%$*) /-1/0 5 O# 3.&d/
*$'$)' . 0%*%'$ ) 0)'$S ) 1). )
ASS

0/4, 7??7=4-@?4:9>

M $'1. B@D

M $'1. B'@E

M $'1. B'@F

M:"1.B'A>"/' 0$)" "0$0"*I'0# ‘5" 4%/

M:"1.'B'AB" $)" 0% 0/ .$/

M:"1.'B'B@/.$/'$) /" “0¢0#/0 & *'1()
#.0

M :"B>

M $"1. B'B?


https://saylordotorg.github.io/text_how-to-use-microsoft-excel-v1.1/index.html
https://saylordotorg.github.io/text_how-to-use-microsoft-excel-v1.1/index.html
https://www.saylor.org/
https://www.saylor.org/
http://creativecommons.org/licenses/by-nc-sa/3.0
http://creativecommons.org/licenses/by-nc-sa/3.0

USING CHARTS WITH
MICROSOFT W ORD"
AND MICROSOFT
POWERPOINT

Noreen Brown, Barbara Lave, Julie Romey,
Mary Schatz, and Diane Shingledeck er

Learning Objectiv es

K #2041 )$("* 1) 3 #-]
$)r = * o) K
K )# 20%+. ] $&I*) 3 #-[$)*
¥2 - *$) 'S K

#.0/0#0 . .0 $) 4 ' . X®M51U 9
$ 4M0  *x. *1()0/ *. 1 * . [)00$*)/ O#0 1/
$ M0 *3. *$)0 /$ /S 4 ,x 2% | *0$%) I
L 10$)" ) $(" K1 #.0$)0* $0#.  *. *1()0*.

*3. *$)0/$ S*1 ) /0 'S '$)&0%F. 4
#.0/FO#0 S| #)" O# 0 $)5*1. 4 '+ 0O$0 9/



& % % (% $!1% G(1$G  $l1% G
"($M % GF

10%(0$ "5.; 0 $)51. * * *3. *$)0:/S
3$" (*)/0.0 *O# (0#*/$) O#$// 0$%)S

Pasting a Chart Image in to Word

|5¥1 3$/# 0*1"*3 )"0 I*. 0#$/4.$/ 5*138") 03
"IN

M . #)( ) *I&+ , %-&" % -* %%
*(D CH4 Charti ng?
M & &+$%* *2#D_8 ()%

4 #.00 ) 21 o™ 1x 4,'$)$)" -1)0$0 0$2
0$) 3.$00).*0S ,*0/0#0 ./ 1$)/l, ')O
1'$ *'$$/0 1"0/0 ) /* ¥ " $)2¢'2 -1)0$0 0$2
0S * O#$/4(, 'O 3 3$" //1( O#O0 O# #)" $)
)* “()0 00$/0$/ ,) *1. /0 & *1() #.0 9/
$)"1/ $) /01 )0d/3.800).,*0V $'0- ;FA:]S #
*"%3$)"/0,/ (*)/0.0 # 30*,/0 )$("O* $01.0
*| O#$/ #.0$)0* *. *1()ON

?2S,) 8 ,0% S2%$01/8 ,0" %
V(&S %*% &$B+% */ &# )

@S$& * 30# "L # $)"$)0# * *1()0
0#0. /IN$'0- :D)- *"() / 4 S # $("
*O# /0 & *'1() #.03%" , ' * 30#S/
# $)'S


https://granite.pressbooks.pub/app/uploads/sites/30/2019/10/Ch4-Diversity.docx

F&  $ % (% $!1% G(1$G
$11% G ($1 % G

AS!) O*)0# 4 ' 5*1#2 )3*&$)"
3$0#\8 (*% S 0$D O# )- *"() | 4
#.0$)0# ) *"() | 4 #-1 I# 0S
BS'$&0# *3) .* 3% 0# *+ 4 100%) $) O# *(
0 *0# .$%S ' 0% 4.$/0-
CS' 0 J 0$)"0# * 5 $01./ ! 1'0/N

q /# 3% L)
g $01.

DS* &O0*0# 8 ,(0* % %HS %*%
&S $+%* & ) *. *1()0 5 '$&S$)"O# I
$)0# 0/&.S

ES *).(0# 0 0# $)/.0$*) *$)0$/ * 30# $'1. ?N
)*"()0 5 # $"V  $'1. BSB@]) '$&
0# ./ 100%)$)0# *( 0 *0# .$ *)\*
WL ]S



& % % (% $!1% G(1$G  $l1% G
"($M % GF

$'0- W ./ $ /0-$) *

#)*QQ # ,$01. $//* $" 0#0 $0/1) 0% 0# ) 40,"S
3$") 0* #)" $0//$6 S

?S '$& ) 53#. *)0# ,$01. *10# #.00* 0$D $0S

@S$&0# *(/ 0 1) .0# $/0- *' [ 0%$%)
O# .$ YV $'0- FA;]S

AS'$&O0# *3) .* 3%)0# #+  $/# 100%) $)
O# $5 "*1,*1 *(()/S *)0$)1 0* '$ & O#
*3) .* 31)0$' 0# 3% 0# *I 0# ,$01. $FSb /
51. 1 O0# 350#*0# ,$01. O0# # $"#0 $/
10*(0$ 5. 1 /3 "S\# #$"#0 [#*1'
m<FB;U

BS * )0.0# #.0%)0# ,"O(& /1. O# #.09%/
0$20 S #)™0*0# *( 0 O0*0# -"-+ #
"*1,0) /" 0) /-F

CS 2 5%1.3*.&S



F&  $ % (% $!1% G(1$G
$11% G ($1% G

$'0- ;W #)'$)'/ # $5*!1 $ /0- $) *

$'0- FA<H*3/0# )" ., .) x0# )* "()0 5

*1.  #.0,/0 $)0* * *1()0S 0%/ /00O*
1/ $0#.0# #, $O#* #, $'#0 100%/0*. 1
O# /$6 *1 O# #.0S /$)" $0#. 100%) 10%(0$5. 1 /
O# #$'#0 ) 3$0#*10# #.09),% .,**0$"S | 5*1
#+ 0% 1/ O# I$6$)" #)'/ 0% ./$6 O# # .00 #$)"
O#  &53#% '$&%)" ) .™$)" %) *) . 1$6$)"
#)' 38" & 0% #.09),% .,%*0$YS



& $ % (% $!1% G(1$G  $I!% G
"($1 % GF

$0- ;< $) ++ - ) KL e #-I (")



F&  $ % (% $!1% G(1$G
$11% G ($1% G

Skill Refresher

+,1& L% 18" 'k

K /$Y ) 3' #-/) '$& H  *+4
0/I*)$)1# *( I * H# -$ MK

K '$&*)/# ™ [ $)S) M - 0()
2#6- |# 3 ' #-/2%8" +./ K

<K '$&H *2) - *2*1/# ] 0/*)9
1# =/ * H# -$ MK

=K '$& # $ [0- *+/$*) X/ # - *+W*)
'$/K

>K '$& # *(/ 1 $)/ # $ /0- **

[$¥)*11# -$ K

?K 85 /# +3/0- 4 '$&P)" [# 0+ * * 2)
—-*2% | # #+ S/ #* #+  $H
0//%). K

Pasting a Link ed Chart Image in to
PowerPoint

| 5+1 33/# 0*"+3 )"0 I*. 0#$/4.$/ 5*13$") 03*
"IN



& % % (% $!1% G(1$G  $l1% G
"($M% GF

M . #)Y() *1&+ , %-&" % -* %%
* (D CH4 Chati ng?
M & (& %* *2#E 8 ,()* 2

$ A0 *3. *$)0 $/, #./ O# (O *(*)'5 1/
0% I, '$2 $)"'$2,./)00$*)/S # #.0/1 $) '$2
. 1)00$%) . .$0$!* 8%$)05 '$2 .$)" 5*1.$ /O
) 1$) S $($'.0%3.300) *1()0/O 3% .)"
L 1)00$* (5 .-1$. O# 4,')0$*) *! -1)0$0 0$2
0S #$/ (*/0.0$% $)'1 / *3. *$)0 /'S O#0
*1' 1/ $) ,./)00$9S  3$", /0 O# ).* "()0
5 #.0 $)0* O#$/*3 . *$)0 /'$ S *3 2.0 $)/0
*0$)" Y$("O /1 (*/0.0  $)0# * *1()0O
3 3$" /0 '$/# '$)& 0 0# 4 S/ ./100 $! 3
#) 0# #.0$)0# 4 'OO0# #) 3% .: O
$) 0# *3. *$)0 'S # 1*™*3$)" /0,/ 4,'$) #*3 0*
*(, '$I# O#SIN

?2S,) 8 ,0%? "™.S23$0/8 ,0% %
%o(EHS %+ % &$B+% */ &# )S

@S 2$°0 0% 2 _ $1-$/4%) )- *"() IS #$/$/
O# /'S 3#.5%13%"," O# '$)& #.0S

AS!)  O*)0# 4 ''5*1#2 )3*&$)"
3$0#\8 (*% G 0$D O# )- *"() / 4

#.0$)0#) *() | 4  #-1 # 0S

BS'$&0# *3) .* 3% 0# *+ 4 100%) $) 0# *(

0 MO# .$%S ' 0% 4)*0 * 5/ $01. 9]


https://drive.google.com/file/d/0B-J6TXqfqqmuQ1cweGNmaU9CckpDQThjWC0wRjM5UUNUQkYw/view?usp=sharing

F&  $ % (% $!1% G(1$G
$11% G ($1% G

CS* &O0*0# 8 ,0* % %SHS %*%
&S $+% * &# ),.1)0%%) 5 '$&$)" 0# I $)
0# 0/&.S
DS & /1. 5*1 . /0$"*) '$ D_ $2 ./$05 $)
)* "()0S '$&*)0# *0/.$ " *0# (,05
K0 % 4% 0# $"HOS
ES'$&0# *3).* 3 * 304 . 100%$)0#
(0 *O# .$*)$)0# *3. *$)0:S
FS* 2.%2. #*0# [0 ,0$*)/1)0$ 5*1:)
+ *0- *(/1$)"S $)& | Vs,
@SFB]S 0 0#$/ *,0$%)S #$/10/ ) $(" *1 O#
4 ' #.0$)0%0# *3. *$)0/'$ S ) $0$9)0 '$)&
$/.0 /0#0 )5 #)'/( 0*0# #.0\$)
4 7, .H0#  *3.*$)0/$ S



& % % (% $!1% G(1$G  $l1%
"($M % GF

$'0- ;= - /9)" $)&F+) 3 ' #-/$) *2 - *$)/

403) O*(& I( #)"/0*')1,0# #.0 $0S
$./003. ™$)"0* ,, '5 $7.)0 #.0/05'S

?S'$& ) 53#. $)0# 0 . *10# *'1() #.0
, 10 $)0*0# *3 . *$)0/'$ S*13%$"/ O# /(
3 "#- .0/ 0*0# .$ )V  $'0-
;FAXS

@S)0# $) 0 O/'0/4" AS)O# #-/ 14
"*1, S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/11/fig45.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/11/fig45.png

F&  $ % (% $!1% G( !1$G
$11% G ($"% G

$0- ;K> * $149)") 3 #-1 . $)*
*D *$)/ '$



& % % (% $!1% G(1$G  $l1% G
"($M % GF

/0 '$)&$)" O#$/ #.01/ 0.1 ' 3$0# O# @0 *4/3
O/*)403 . ™$)"0* '0 O# (S

?2S ' 0 #040 *4 5 '$&$)"*) O# *10/$ " *!
O# 040 *4 3$0# O#1. # L+ 3S /0% '0
&5%51.&5* .S /1. 0#00# $)/ .0$*) ,*$)0 $/
'$)&$)" $)/$ 0# @0 *4S!$0 $/ELB$"
$0$)" O# *)0 )0/ *1 0# 040 *4 $)/0 * ' 03)"
O# 01'040 ™S

# ):0% $)"0#$ #.00*0# ,./)00%%) / ‘)& $/
0#0$0 3%" 10%(0$51, 0 3#)5 *1 #)" 0# 0 $)
o# '$)& /. I# 0:S

?S 01.)0*5*1. 8 (*% 4 'S

@S' 00# ) *"() [ //$./$. 3*&H# 0\0# *)
3$0# 0# )*()0 OS] #)" 0# 2 '1 9)
A 0%:999S *1# 2 %1/0 #)" O# )1( .*!
3#$0 /01 )0/ 0 ' & (/ *((1)$05 * "' O*
:999S #$/$/)d0 0.1 O 1DF)0 0* #)" 0# O
Y1"#0%/ O# 7 0$)0# #.0/S

AS ' 00#) *'() | 4 #-/ 3*&I# 0S
*0$ #*30# #.0#/ #)' S

BS 01.)0*0# $2 ./$05$) ).*'()0$) *((1)$05
xungo*x3 . +$)0: 5 '$&S$)"0# I $)O#
0/& .S

CS)'$ DOS*1/#1' / O# 1,0 #.0V $'0-



F&  $ % (% $!1% G(1$G
$11% G ($1 % G

;FA1S

DS!'0# #.0#/)0 #)* W /1. O#0%8L. #.09%/
/" 00 '$&0#.$") 0 $)O# #-/ *'./ 0%
0# .$ NS '$&O# - # [/ 100%S #
#)'( $)0# 4 "3*&** &$/)B.; 0 %)
o# *3. *$)0/'$ S

ES!0#0/0$" */)d08&0O™ ( 5#2 . 0
a*~(" b'$&"$)/0 * I $)& S '0 O#
#.0)! *™=*30# /0,/ "$)S 0.0L.*(0#
"$))$)" *! 0#$// 0$*)S

FS 2 51.3*&S *13%$"/1($0 *0#0# *. )
*3 . *$)0:'/O "*)"380#0# 4':O0 00# ) *
0# ) 40/ 0%*%)S

$'0- =F=@#3/0# , .) *10# *1() #.0 0.
O# #)" 3 /( $)0# )* "()0 00$/0$/3-.&/# 09)
O# 4 'S *0 O#00# O #.0 00# *00%(.: O
O# )3)1( .O0* S # #)" 0#03 /( $)0# 4
13%" . $)0#  *3. *$)0: 10. '$&P)"O# | /#
0 100%S



$"0-

$ % (% $!'% G(1$G $!'1%
LS % G F

W2 4 )+ | #-IK

G

902=47?D 30.6

*+1& 1&# & T1&, &

"k

#) - )" P& [ #-[ ) - =
*2 - *$)YH #0 (0. /- -#/# [ $ 4 *0
(& )4 #)'.$)/ # 3 '2 *&**&K #3$.$.
+ $"4/-0 $140(& H#)'.$)/ # 3
6 +-$*-Fre)S)  # K- k- %2 - *$)/ 6
I#1 %$). '$)& [ *  H-IK*- - # | #
#-IH (& .0- $/'$. ISV H/#) '$& H



https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/11/fig47.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/11/fig47.png

F&  $ % (% $!1% G(1$G
$11% G ($1% G

-# L0 NN I#E SV * L I#
S 9K R IIS) IES. S+ ) - 01 $)*F *

- *0. | $)" $+'4 ¥ # #-IK
902=4?D 30.6
. % 1&#D

#) - 19" &I*) 3 #-1%) * *
*2 - *$)HH (0. /& +/# 3 '2 *&**&
$) $/ = $'$) % [ $¥) *) 4%0- *(+0 /- *
) /2%8& 1 40 (* 1 * ' [ [# 3
2% & *FEHHM 28" " [ ) - *-(." 2#)

40 -4 [* 0+ | [# '$)& $) &40- - *
*2 . *$) 6K 028" x| ) - Sl #
3'2%&**&S$..1 ¥ ) [2*& -$1/#/
4¥0- *(+0 /- ) | . K#. — *=.* 0

0./ # '$)&/*/# 3 '2*&**&#. )

C1- K #- I~HS$I W& 2%) 1) [#]
40 28" 0.9)" - $1/* +0" 0+ 4*0-




& $ % (% $!1% G(1$G  $l1% G
"($1 % GF

*0() . % 4 ) $HH (*1 /# 3
2% & **&MFA*¥0- - $1 1% 4*0 . [ '$#
I# '$)&$) #0- * * *2 - *$)/6'K

Skill Refresher:

+1& 1&# *, % &' '/ * &,

K I$Y ) 3 #-1) $& M *+4
0/ $)1# *(1 * 1#-$ K

K 'S&S) M *2 - *$)/ 'S 24- [# 3
#-12%" +. /K

K &M *2) -~ *2%1[# ] 019
oK1 *x U#-$ MK

=K '$&M  + *0-  *~(/ I$)e $& /
ISR 1N # - W 2)'S. /K

K $& M -# [ 0 NS I# $
[ * U#-$ %/*)0- )4 #).$)/ #
3'6 - -7 1 $)/# #-IK



F&  $ % (% $!!1% G( !1$G
$11% G ($"% G

(CYAELCEWEVTS

F#)+. [9)")$("* 1) 3' #-I$)»
k% 0()*-  *2 - *$)/6'HO. /#
Lo RSN # ] - W R)S.
KRSV S 402 ) # ST ¢ .

)$("K %0 28" )* / AN
BY' 1 *[# W )* 1[4 +$/0- K
F#)- 19 '$&/* #-19%) * *

*2 - *$)HHEO(4) | K- - #I# ]
$ 40 (& )4 #). 9/ # *$'9)/$)"
A4 # /KO #0 )/0./# I *
*+/$*)K

Attribution

0 5% ) * 3 *30*/$ ¥04 'N
# . J$) .08 $/0,0 5 # 5%
*1) 0$%) 3$0#*10 00.$10%$*) /-1/0 5 0# 3.&d/
*$'$)' . 0%*%'$ ) 0)'$S ) 1). )
ASS



https://saylordotorg.github.io/text_how-to-use-microsoft-excel-v1.1/index.html
https://saylordotorg.github.io/text_how-to-use-microsoft-excel-v1.1/index.html
https://www.saylor.org/
https://www.saylor.org/
http://creativecommons.org/licenses/by-nc-sa/3.0
http://creativecommons.org/licenses/by-nc-sa/3.0

& % % (% $!1% G(1$G  $l1% G
"($ % GF

0/4, 7??7=4-@74:9>

M $"1l. BB@
M $"1. B BA
M $"1. B'BB
M:"BC
M $"1. B'BD
M:"BE



TABLE BASICS

Noreen Brown, Barbara Lave, Julie Romey,
Mary Schatz, and Diane Shingledeck er

Learning Objectiv es

K)- /)l ' .10/0-K
K'OH- /H) $/ 'K
K - 5-*2.)  *00. K
=K */ /$) /| 'K

#$/ 1 0$*) .2$3/ 0# 11) ()0' /1&$"/ ! *. 1 003)" 1,
) ($)09)$)" ) 4 0 'S # *% 0$21/ !*. O#$/
#,0.9$/0# */0.10$** (1'0$/# 0 0*&,0. &
*103* $0$d ) 0$*) '3 O#. O ! * O# (NO#* )15 S
)$6$)'0 ($)0$)$)'0 ) .,*0%)" 0 . //)0$"
1&$"1%. (, "5 /$)(*0$)1/0.$/S

$'0- FB: /#*3/0# *(, 'O 3*&* & 0#0 33"
(/0.0 $) O#$/ #,0.S *0$ O#0 O#S/ *38* &
%0 $)/ O#. 3*&MH# 0/S # :.J0 3*&H# 0 '$/0/2."



% F

30#.1% )1.5$) *0)O $)S#/ ¥ /4 0'$/0/
2."3 O#. 0!* )15%) 2 .5%$7.)0 '$(0 _
*0')O ."™S # 0#$. /# 0 / 3 &5 *'1() 0% O#
*0')O .™) 0 /*O#0$0 ) /100' 53 &S

$'0-
*(+ ' /

[ $%)'
[ #-
*_Q Kk

Creating a Table

I8+ -) *& &H&- #E&Yo > S4B * 2 #=9 *

#) 0 $/,./)0  $) )" '$/0/*. *1()/O $0 #"/
$10# 0 $//01,3"S . . 4 .1'/* 0°)05
0$-100 0%1*33#) . 0$)" 0 ' L*(/ .0#N

2S #)2 .51 )O*")$6 F1.$)*.(0$*) 1/$)"
% )O\)$"#*$) *'10/) . 3IS
@S0.00# 0" $)0# 1,10 *).*0# 3 *&# 0
)3 *&51.3 5 *3)0# /# 0S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image1-9.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image1-9.png
https://granite.pressbooks.pub/app/uploads/sites/30/2019/10/CH5-Data.xlsx

F%

AS %)d0 /&$, *'1()/ ) .* 3/ %1/0 0* a/, *10b O#
$)F.(0$9)S\ *,' 3#$0 /, 03 )$)!*.(0$%
$) % )0 *1(/ ) .+ 3/08L )3$) *1()/O
#$"#0) *3/0 ) #)" O# '$")()0S]

BS /.2 /$)" *1() 00#'10 "*O0# 0 'I*
0# 0 'd/ *3# $)"/* $ )0$I5$)" $)!*.(0$*)S

CS /.2 /$)" *3 00# 0%*0# 0" I*.0# 0 'dl
10 # $)"IS

DS!541.0 ' . -1$./ 0$0'O,100# 0$0' $)B¥] .*
* 204 *10# $)S

*3) O#/ .1'/ 3$" #', $)/1. O0#0 O# /*.0/0 0 ./O
0*0'/0 ) /10*0"/ 51 , '50%51.0 ' 3$0# "$5*1 O#
/$. ./1'0/S
$0# 0#/ .1'/ $) ($) O 33%" "$) 3 *.&3$)" *) O#
*[') 3*&M 0 $) O# /$%)° J# -
2*%.&* &S *0$ O#00# 0 $/'$) %)0 *'1()/ )
*3/S # 1,010 *).*0#0 '$/$) C) O# 030/
* 2 0# *10# $)/$) * 3CS $)0# /01, %
*1. 0 " & ™03 .. 50%01)*1. 0 .)" $)0*
)4 '0 'N

?S,) 0 9 * )/ 2 :0*5*.
*10./ >  I$%)'  #- S

@S$&* C$)0# */) I# 0S

AS'$&0# ' 1009 $)0# )/ .00 *O0# $ %S

$'0- ;FB;3%",, .*)5 *1./.)S



% F

$'0-

?S & /1. a 50'#/# J b$/ #& S '$& S

@S'$&$) C "9P)S

AS %1/051. *'1()/ 3$0#/ /*0#05*1 )/ O#
X, "0 # $)V$) *3C330#0# 0. .3/
[#*3$)"S # 0. .* 3/ . 0# * 3) .* 3 100%)/
0#03$" , .$).*3C3#)5%1 . 051.0 'S
3% )#* 3051/ O#/ 0*/*0 ) I'0.'0.$) O#$/
#0.S

0. 0#$/0*8. /,. I#  03%" & '$&$"0- ;FB<S

| #-


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image2-3.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image2-3.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image3-2.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image3-2.png

F%

*0$ 0#0 )3.$%0 O ' *Y /$V0 ,, ./
3#)5*1 '$&$)$ 51.0 'S #$/.$ )0 "™ 3/541
0* $00/05°0 ) !1)0$*)'$050*50 'S

0d/ 0.5 0#/ /0 ,/ " $) $) O# 4"+ 3$)" /0 /N

?2S '$&*) 0% */') # 0) '$&%$) " CS

@S$&0# ' 100 $)0# )/ .00 *0# $ %S

AS & /l1.a 50'#/# ./ b$/ #& S '$& S

BS'$&$) C "$)S

CS %1/051. *'1()/ 3$ O#//*0# 051 )/ O#
*, "0 # $)$).*3C330#0# 0. .3/
1#+3$)"S

Skill R efresher

* $

K $&A)[# [*+' 1] "$)4%0- /K

K $&HK 0N I# )- ] * 1 I#
$ MK

K & 0 X4l'#.# - Y$.# &K
'$& K

=K $&¥)[# [+ 1 " "HK



% F

Formatting T ables

#. .() 535/0%(0)4 'O 'S#. .,/0
*rx ' 05'/ 3$0# $"#00 $1(0 ) .& **/S
#. ./ 2 $05*% ' 05 ,0$%/'$/0 $)

' @SG? "' 05 ,08%)/



F%

-$+$*)

- x *3*O# 0 ' O#0$)'L / *10# $)"
*[" * 3 0*0# *00%(0#0 ,,'$/ *'1()
* 2 (.5 1 0$*)/
$-/ * (00$)" 0*0# '10°(*/0 *'1() $) O#
*0) 0
A * (00$)" 0% 0# .$"#0'(*/0*'1() $) O#
£00 0
) '0.) 0$)" * 3/*1 *% 0* (& $0 /$.0*
* 2. | *3/% 0
) '0.)0$)"  *FLO/H *x, 0% (& $0 /$.
2. 0%/ *1()/*

0(). 0
$/- 100%) 0#0 ,, . O0# 0% * # *1()0#0
0/ '$/0/ *,0$%)/%. [*.0$)" ) 0 .$)"

d" 4! *(00$)" 0% *O# *I *1. *0') 3 O#.
0 '/$)0# ¥"*3$)"/0 /N

?2S '$ &%) O# *-I') # 0$)51."S

@S )0# ' **' /$)0 O$)0# ' 05/"*1, O
'$&0# *. 100%S

""5%0 ' /05/3%", ./$) $'0- ;FB=S



% F

$'0-

4.

AS )O# ' 05'/""50%$)0# $1( 0$)0 '$&

' 05 $1(ES
BS )O# ' 05 ,0$%/"*1,$)0# $ %O '$&
)  * 3/S

# '0.)0$)" **  *3/3%"$/, S# 0$)0#
0 ' $/)*3(*. $8100*. S

CS .5 *10 /*( *| O# *O#.*0$%*)/ $) O# ' 05
0$%)/"*1, S) 571d. )$/# O # &%1/0 . * 30
)  * 3/0) $0.100% /$) $'0- ;FB> * 3S

$'0-
18>
$ %)

14
+ /$%).


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image5-3.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image5-3.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/Figure-5.5-Table-Style-Options.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/Figure-5.5-Table-Style-Options.png

F%

Adding D ata to Tables

2 .0$(O%L3$") 0* )3 00*)4 'O 'S*l
3%" O# 00*0#0 '$) ')&.*3S# /$/0350*
*O#$/$/0* )O.0# 0 $)O# :/0)& *3 ™ 30# '/0
*3$)0# 0'S*1L )O#). .)" O# 0 $)0# 0
5/+0$)"$0SH5 0 0$) /, $,' $) 0#
$'* 0 'OB )$/.0 ')&*3$)0# ($' )
5+%1. 0 0#.S

) 0% O# '/00#.  5/*10# (*)O# 0* *O#*1.
*0)O $) ) *0)0 ."™0 'S # 1*"*39)"
/0, 3$" 3 '& 51 O#.*1"# *$)" O#$/S

2S'$&*)0#  *-I') 3*&M# 0S
@S$&*) AB\O# '10°(*/0 " '* 30# '/0 *3$)0#
0']S

AS)0.0# 1*"*3$)" ON

'@SG@')0 $) O

" . $) )< 2
4 $HHTI 2HTI Lo | Ve |

;B A?SB ?ASA >S?@ >SCG
<9 A?SD ASB >S>F  >SBE
<: A?SE ?ASC >S?@ >SDA




% F

*0$ O#0 O# )  *3 1%(00%)" *0$)1/ /
$0$%) " .+ 3/ . 0*0# 0 '/S

2S'$&*)0#  *I') 3*.&/# 0S

@S$&*) AB\O# '10°(*/0 " '* 30# '/0 *3$)0#
0']S

AS)0.0# 1*"*3$)" ON

" @SGA0')O .") 0

" . $) )< 2
4 SHHTI 2HTL Lo | Ve |

;B BFSF ADS@ >S?D >
<9 BGS> ADS@ >S?? >SA@
< BGS? ADS? >S?D >

Finding and E diting D ata

0$/$)2$0 0#0513%") 0 .*/$)5 *1.0 ')
) 0% *. 0O0#(S #$ 51 )2$/1"5/ ) O#.*1"#
0'0%:) 5*. .*/OO0#$/) 0 $*1/ ) 0%. /%
xS 4 )V #', 350# O#S/ O#*1"# O# $) *() S
#)5 *11/ $)O0# /0, 0$ $/0*/0.0 0 O# O, *!
O# 0' O* )/1. O#0 "5*1. 0 $/$)'L $)0# / . #S
&*3 0#0 0( .0l * ASB " /\..Q] 3/



F%

0. .¥) *1/5$)0# *I') $) # /S 0/
#2 )?ASBS :40#$/ .*.O%, 'O O# ¥"*3$)"/0 /S

2S'$&*)0#  *I') I# 0S

@S.//0# g &5/ 0% O#.0*"™ 0* O# O%,
1 0# /# 0\?]S

AS)O0# *( 0 *10# .$ %O '$&*) $)r 09%)
O# $0%)" *1,) O#) '$& $)S

BS)O0# $) * 4005<FO ) 0#) '$& $)  40S

$"0-
>R $)
)
4
CS'$&0# ™/ 100%)S
DS, ' ASBS$)O# 3 *'1()! *. 57?>3$0%F=F
ES* 3/3%0#0*0# *-') - "*) [ 0) ) Of

)* 3 .5 *ISA@S #)" $0 @F:;S *1 /#1' )
O# .*.$) B5AS


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image7-3.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image7-3.png

% F

Skill R efresher

181& & ($ &

K )/# %1 * U#-$ HH '$&*%) $) e
19) 1% $I$)" - *0+ )/ #) '$& $)K
K )/# $) *3H4+ 2#/4 *02 )/ *6)H
)/l #) '$&$)  3IK
<K */ $)0%)" '$& $) 3 0)/ $ 40 6) K 2#/
40 - % *&$)" *-K
=K '$& . ) $/4 *0- /K

Freeze Rows and Columns

#)5 *11. 6 ,)/I0$ X0 4 ‘& [/, $ *3/*
* 10/ 2$/$ * $) 51. 0 ' 3#) 5*1/ *" O#*1"# $0 %)
51./ . )S * 4(, 'O$I0# JOF$)BL /. # O
$0S$) ' YO 5*L ($'#0 . 6 0#0 B 0* (& /1. O#0
O# *10)' '/ .($)28/$ ' /5*1/ *" *3)$) 5.
/. 1# 0S #)3 /[ *" O#*1"# *1. 3 0#. 00 $0
3*1 )8 0% &, *L. *10)# $) 28/$ ' *) o#
/.S



F%

*1. 6 51.# $)"/N

2S '$&$) DOO# '10°(*/0 " = 30# # $)"/.* 3S
@S$&0# $30 $)0# .$ »S
AS' 0.6 )/)O#). 6 )I"$)S
BS *"1,) * 3)0# /# 0) )0$ O0#0O#
# $)'/.'3 5/ $/,'5 00# 0~,*0# 0'S

$'0-
; IB@
- 5
)

*1). 6 51.# $)"IN

?2S'$&%0# $30 $)0# .$ S

@S’ 0). 6 )I/S

Simple Sort

0)0$) 0 ' ) /<0 ', # 0% "50)1(.$ "50

) $)() 5*0#.35/S *0$)"#'/*")$6 0 5% *.


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/Figure-5.7-Freeze-Panes.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/Figure-5.7-Freeze-Panes.png

(. *10/$)5*1.0 'S
FO* ] 2% 1% #
' @SGB *.0 ,0$%)/

% F

'>F=/ $/0# $7.)0
*1()* 0S

x/ - - 40 0(

(" /0 0*
10
o\ ]# 0$
*3/0
0* $"#/0

.10 0*

2 J ("/0

)9, # 0%

$"# /0
0* *3 /0

#_*)* g
\*' 100*) 3 /0]

2 ./

#.*)* g
\) 3" /0 0
* /0]

0d/ /53 3)0 0% &*3 3#0 O# /)*3$/0 5 3/ $)

)1.5 $)
*10$) /
00# 0%, *10# 0'S

*0')O  $)W /* 33)0 0% /0 O# )*3
)$)"*. ./FO#00# )* 3$/0 5 )/1,

?S'$&*)0# 0. '$& .* 30*0# .$"#O*I O# #

) 3\$)#/]$)0# */')

3*.&/# 0S

@S$&*)0# #$ '$& p *.0 ."/00* ("/0S

$'0- ;FBA ™* 3S



F%

$'0-
s IBA *-/
4)
*'00)

1551 $ O#$/*.. 0'50%d"/ O#00# /)3$/0 5 00#
0%, *1 0# '$/0$) )1.5A. \$) .3 D] 3$0# >SEA $) # / *!
N*3Q *0$ O# 0. .*3 #)"/$)0# /)* 3 *1()0*
*3)3. *$)0$)" .* 30*$)$ 0 51/50 0#0 *'1()
$) / )$)"* .\."/00* /(" 0]S


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/Figure-5.8-Sort.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/Figure-5.8-Sort.png

% F

$"0-

:IBB

> 2%,/
4.9)

AS *3/3$0#0*0# *') - "*) [# 0) ., OO#/
[0 /0, 0%:) O# N)* 3%/0 58%) ."S # & 51.
)3 .13%0#$"0- ;FB:9S

$'1. @SG?>3$/0 5/9$) .™)


https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/Figure-5.9-Snowiest-Maine.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/Figure-5.9-Snowiest-Maine.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/Figure-5.10-Snowiest-Oregon.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/10/Figure-5.10-Snowiest-Oregon.png

F%

Skill R efresher

% : ' $_%&

K '$&*)/# 61 - '$& -*2/*[# -$"H *|/#
# -$)/ # *004 *02 )/ ** /K

K '$& %) I# #°$ [ *-  d/ * .* [ 4*-
[ 4] *00K

Key Takeaways

F o= (0+* 1 % ) -*2.)
200.* 1 [ 2%/ # $)" - *2*1 *0(
# $). 11 #1*+K

F*)- [ [ 4 '$&$)" $) M [ *+
UYWL " $)4%0- /) L %
S M ). - 1] * V#-$ HK

F #- - "too4x 4 H 2" . H[4

*[$F). [ X R L K K1) | 'K
F#)4 *0) | * [H$S . //*



% F

Attribution
aCS? ' /$/b 5 $) #$)" &.0_*0")
*(1)$05 * " $/'$) 1) . BS>
0/4, 7??7=4-@7?4:9>
"1.°C°C’0 ' /05" “*,0$*)/
"1."C'E'L. 67, )/
"1."C'F'/*.0

=T L
[ S

"1, °C'G/)*3$ /0°( $)
1. °C 2> /)* 38 /0°*. ")


https://www.pcc.edu/
https://www.pcc.edu/
http://creativecommons.org/licenses/by/4.0




CHAPTER 3: MA'H
OF FINANCE






WHY IT MATTERS:
FINANCE

Why study in terest formulas?

*1d. $) 0# (.&O0F. )3.1$".0~0 10 *)dO # 2

w0 1 [# %) #) OF (& O# 1.#/S 5 . L¥

) . '$) .)00F*3) /0*. .$2/$) O# ($*¥) 5O
N0 $)$)" 2.5 0(,0$)" *7 .N O# .1.$".0* * 51

. (/! **'5{?ESGG, .38&Q


https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2017/03/31152056/fridge.jpg
https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2017/03/31152056/fridge.jpg

F(* % %% $

# O#*1"#0 *! | 5%)" f?2ESGG &/ (/. I ' "$2)
51. 1..)0 1"00 1051 #/$00 3#)51. O# )
.$)0S # .)0°0%%3) *)0. 0/, $:/0#0, 5()0/ (1/0

( ! *03*!11"5 /S #0d/ ?>B 3& 0 f?ESGG , .
3 &Q

00# ™ ' $" *4/0~O0# /( .1.$".0% $/'$/0 0
*'5 f2@GGO $)'1$)" "04) ! /S #)5*1 0" 51.
<O#. *10 O# 03* 'O # *7 ./ O* #' 5*1 15 O#
18" . 0% 15(0# $' * 4/0*. 00# '8.,$ *{?2@GGS
* 32.# 3% #." 5*1 @>0%$)0./0%) 0# 11" ,.$)
3)0/5*1 0%, 5*7 0# ') 3$04$) 2@ (*)O#/31 '$&
0# "3 .,.% O 10 @>0(/'$& ,.005#$"#,. )0" O
, 5%10 0%8. *0# .S

#)5 *1 $/ *2. OH#$. *0$%)S # $" *4 /0% *7
JO*. . $0'$) 02Co S 10.. $)"0# 1) ,.$)00
51' )O0#00# . $0'$) 3.8/ %1/0'$& )S # $)0./0
3%"  *(*1) # (Y)O#O ) O#. 3$" 4
(MO#5, 5()0!* 0%0'*I AD (\)O#/S *1 3% .#* 3
(1#9$)0./03$" 1(1'0 *) O# f2@GG 0$&0,.3! 0#
1$".0%S

#$#*7 .$/ 00.T )0$)"0**3)!* 03*5 ./O 15%)"
$0*%) @>0 FLX(5 *1. .*O#.0 * 1/$)" O# /0*. d/'$)
*1 . $0 0?2C0*,*1) $)" $)0./0T 00 . 0#$)& -1$ &'5N
51.$ . ($/('0$)"Q

)*. 0% (& )P *( $/$10*a 3$") O*
&)*3 0# 0*0' */0 ¥ "O#. [ ).$%S # .)0°0**3)



(* % %% $ F

/$01 0$*) $/ O# /$ /0 0%1' 0 1 "HO# ! /)
$)0./0#2 )"l  $)0*O0# (Y)O#5, 5()0 . 5 S
$(, '5(1'0$,50# )1( .13 & $)0311"5 ./ 5O0#
3 &5, 5()0S
104 x 17.99 = 1870.96

# *0#.03*/ ).$/$)2'2 $)0./0+(1'/S  3$"
. 2$/$0 O#S/)/$* 0% | 3#S# *7.$/ 0# /0 ' 10.
0&$)" & 00# *O# . *0%$*)/S

)O#$/ (*1'O513%"" .)03*3 5/0* '1'0 $)0./0W
(G ) *(*1)S ) /0)$)"$)0./0.0/3%"#"',
51 *( (*. ) *( *)/1(.0 ,*0)0$"5 / 2%)"
51 *0* *)5* $" ,1.#///11# ] | '$) /0 ./
) 2 )5*1.#%S

00.$ 10$*)/

#$/ #,0. *0P)/(0.$'0&)!\*¥ * % &*
) L)  40*&0%] 5 2% $,0)0 ) $/ U
1) . 00.310%*) #. '$& AS> )$0 00/ \

T AS> 1'$ )/S

#$/ #,0. *0$)/(0.$'0&)L¥(* * &*

(# ™™ 10 09" 151) J)9"0) %
1/ 1) . =% +*8&Y$ )/ S



http://www.opentextbookstore.com/mathinsociety/2.5/MathinSociety.pdf
https://creativecommons.org/licenses/by-sa/3.0/us/
https://courses.lumenlearning.com/wmopen-mathforliberalarts/
https://creativecommons.org/licenses/by/4.0/

SIMPLE AND
COMPOUND INTEREST

Learning Out comes

F 'O/ %) Wa( .$¢+ " $)/ - ./H) $¢+°
$) - . 1*1-1%(

F /-9 "$1))$) - .. )- $*

F "0/  *(+ *0) $) - ./

#20%3*&3$0#(*)5 2.5 55 #%' ')$)"5 *1.
# &* & *. '1'0$)" 5*1. ()O#5 4,)$01./ ¥


https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2017/02/02232307/interest.jpg
https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2017/02/02232307/interest.jpg

"& % $ % F

0% . -1$./ *'5 $0#(0$0 3#) 3 /0.0 /2$)"O
CN$)" ! * L 0%, ()00 *. ) * )0 3 ) (%
(O# (0$/S

Simple Interest

$/ 1//$)" $)0 . /0 /0 .0/ 350# 0#-$) $+' O *. (*1)0 5+1.
*1)0 /0 .0/ 3$04S #$11'  /0.0$)" $) 2/0( )00 *. O#

/0.0$)" (*1)0*1 * )S )0./00 $) $0/ (*/0 /${, !*.(O

$ '1'0 / ,. )OHO# ,.9)$, 'S * 4( 'O$g

*x 3 s> 1% 1$) ) " 0* ., 5 $0 3$0# Co

$)0./00 0#)0# (*1)0*1$)0. /046 3*1' , 53*1' %1/0
Co * 255N 2>>\>S>C] j fCS # 0*0' (*1)353*1'

., 531" f?>>CO0# *$'$)',.$)$,', '1/0# $)0./0S


https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2016/11/23200620/money-1604921_1280.jpg
https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2016/11/23200620/money-1604921_1280.jpg

F " "& - %$ %

48;70190 ?480 9 DH>?

I:P()T
STA:P0+I:P0+P0T:P0(1+T)

F $.#3%)/-./
F $.# ) (*0)) GH4)$+'+0.$)/ - ./
FsT o

$. M +$) $+'SI-/$)" (0)/T

F-$ & $-.1-1 S$ $(' ! (K
3(+G>_9 k>T

Examples

I -$) & ./* *-*2\< 99 ) " [ *-+4§/
$)<9 4 .2%/#<cP) - . /K *2(0 #3$)/-./28"
40 -)L

‘-, 1'e@



"& - %$ % F

w Fo o# ,.9)$,"
jTA>>
(j>S>A Ao.O

jfAS>\>S>A] | fGS *1 3$" .) fG $)0 . /0S

T 2$)" 19 * 2 *& [#-*0"# | #9. 3(+' $)
[ $'K

00 ()#. ) 30 ! X/ #%.
1-$9*1/#/ 3JK*0 )1%$ 2%/%%) #- G
B[O S/ K- **& K+0 N(/#>9:N+ <<



https://granite.pressbooks.pub/math502/?p=133#pb-interactive-content

F " "& %$ %

) 0$( /$(, ' $)0./0$/*)5H(*)! *. 40.('5/H#*.0
0.(™ )S ™" . 0.(* OS0! * $)0./00*

L $ %) $50(MO#FD-1.0.®* )1' /$/S )0#0

/O$)0./08" ) ."1')5S

* 4(, 'O %/ . /1)0$"5 = )( 0*0# ¥

$//1.\ *, )5* ™2))0] 5510 0# * #' .S
).01) ! * O# *)OO# $//1. "./ 0%, 5$)0./00 *0)
D15 S *)/# 2 (01.$05 00 03#S$#0$( 0# $//1.
, 5/ &O# *$'$)' *) 2 '1S

Exercises

O++* 4 *0- $4$. 03'$)" ) 2+-&H ) $..0.
N K-S J# (%) 4% 03 $IK*0* /D)
\HD99 *) | #/ +4 .>C $) - .1 )04 #]
(10- .$)>4 -.K*2(0 #$)/-./28"4*0 -)L
Q-1 'W).2 - , Y=>B?%R#2 *0/$NQ 1 'W
). 2 -R
@$ )W). 2- Y:=>B?R # 4 -H #0 2*0
) >c $) - . /G \:999S®>T  \>9 $) $)/- . /K *
*1-/# *0-. *161 4 -.H# 2 *O' SRR



"& %$ % F

X1\ >9$) $)/- . /K #)/ # * (/0- .H#
20 - $1 & M \:H999 4*0 *- $'$)"4 +$ H
©1$)"4*0 2%/ # [ */'* I\H SOKIES )W). 2 R

O-/#- 3+)/ $9) *0/ *'1$)" /#$. 3(+ )
)#- K

00 ()#. ) 30 I X/ #3.
1-$9*1/#/ 3K*0 )1$ 2%/%'%) #- G
+ +- ** + >N + <<

)").'$6 O#$/$ *1/$(, ' $)0./0%2.0$(S


https://granite.pressbooks.pub/math502/?p=133#pb-interactive-content

"&  %$ %

48;70 9 DHD>? :A0= %480

S=T
IZP()?“t
A=Py+1=PFPy+ Pyrt = Py(1 +rt)

F $.#38)-./
F $.# ) (*0)/ G 18) $+'+0.9)/ - ./

Fsy Py

$.H +-$)$+'S[-1$)" (*O)T
F-$S.MS)-./1-19% $(*
F/7$. 8

# 0. *1( .0- ())S4 -.H® #H/KT
S # S 0 (] HIBE TS+ -$F 1% #
$)/-.1-1 K




"M& - %$ % F

"$H 99@,7" 0=09?,20%,7D

Y - .l -/.- 00"4"$1) .) &&$
(* & * , EF VHBEI*I'S) - . 1/#]
26" +$ $)/# 4 -KI#E S -.15+39)

"-1 $(%)- () .H# 2% $1%
0+K

* 3(+H ?c +$ (*)/ #4 2 %0
$1$ $)/ */2'1 9kc+4() .K
6=+-12=0.5

= )0'- [/ +$,0- /-'42*0"  $1%
$)F1*0-:c+4() .K

4+-4=1

Example

S 0-4*/.SWH.T - %.%$.0 4 1#
Lot 1)) % *1-$L 3+).. K O+
0% /$) \H999 W)Y 2$/# =c ))0'- [ H



F " "& %$ %

+$ . (SW))0"4 H2% (/0- $4$)=4 -.K *2
O #$)/-./2$"4*0 -)L

' $-I8@

$) $)/-./% $"+$ .(BW)0"4 S/ 2%
4 -TH# =c $)/ - ./2%" $1$ $) */2*
+4() K

\o] £ o# ,.9)$"
jf2>>>

(j>s>@ @0.0 ,.#"5 .
*| F B5./jF#'15 ./

jf2>>>\>S>@]\F]j *13$" .)f2D>$)0./00%0 2.
2D>S O# ¥1.5 /S

#$.1$ * 3+$)./ # * '0I$NK



"&  %$ % F

00 "()#. ) 30 ! M/ #%.
1-$9*1/#/ 3K*0 )1$ 2$/9'%) #- G
2/+. G0N )8/ K+-.. **& K+0 N(/#>9;N + <<

Try It

$&H#- [ *]-A[HS +F (K



https://granite.pressbooks.pub/math502/?p=133#pb-interactive-content
https://www.myopenmath.com/multiembedq.php?id=72467&amp;theme=oea&amp;iframe_resize_id=mom2

F " "& % $ %

Try It

HY O RE)E #-"U\ 9 $)- L 1 %)
() #*)* 1\>99K $) /# )O'$) - ./-/
I# 4 - #-"$)K

'$-,1'e@
_\<9*Ig)/ - ./
Py \>99 +-%) $+*
-_0)&)* 2)
[ #

$)" [ =PyrtH2" /30 =500r1K *'1$)'H 2
"o 9R?PH*?cK $) /# /$( 2 .(*) #HAH#S.
$. 1 () #4$)- . IK# )O'- [ 2O

I1$(.1 #$.G;@) - ./K

Try It

$&H# - [ *]-A[HS. +* (K


https://www.myopenmath.com/multiembedq.php?id=929&amp;theme=oea&amp;iframe_resize_id=mom5

1"& % $ % F

Compound In terest

$0# /$(. $)0./00 33 . //1($)" 0#03 *&0 O#
$)0./03#)3 . $2 $0S ) /0). )& *1)00 b
$)0./03 )$/ 10%0$ "5 0**1. ') 0O) 3

)$)0./0*) 0#0%$)0./0$)!1101. 5/S #$/.$)2/0()0
*1$)0./08/"  *+0)$)" S

1,4 0#03 *$0f?>>>$) )& *1)0*7 .$)" Ao
$)0./00(*1)  (HO#5 S *33$"*1. (*)5"* 3T
# A0$)0./0$/ ) )1',. )O" .0\ ]_o#
0*0'$)0./00* ,$ 1.$)"0#5.S %) $0./0% $)"
,$ (MO#5 O # (H0#O 33$" ) Ao i ?@ j>S@Co, .
(*)O#S


https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2016/11/23200323/achievement-18134_1280.jpg
https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2016/11/23200323/achievement-18134_1280.jpg

F " "& %$ %

) O# :./0 (*)0#O

M >jf?>>>
M(j>S>@C\>S@Co]

M jf?>>>\>S>>@C] j f@SC>
M jf?>>> g f@SC> | f?>>@SC>

) 0# =./0 (O#O 3 33%" .) f@SC> $) $)0 . /00 . $/$)" *1.
*1)0 ') 0*f?>>@SC>S

YO# | *) (*)OHO

M sjf?>>@SC>
M jf?>>@SC>\>S>>@C] | f@SC?)\.*1)
M jf?>>@SC> g f@SC? | f?>>CS>?

*0$ O#0$)0# /%) (NO#3 ) (*. $)0./00#)
3 $ $)0# /O (MO#S #$/$/ 1/ 3 ) $)0./0
)0 *)'5 %) 0# *$'$)’ f25>>> 3 %$0 O 10 3 '+

) $)0./0 *) 0# f@SC> * $)0./0 3) O0# :./0
(O#S #$/$/0# &5 20" 0#0 *+*0)$)" $)0./0

"$2/ 1/S
'1'0$)"¥10 | 3(*. ()0#/"$2 /O0# K"*3$)'N



"& % $ % F

NS ) yI- .0 ) )$)" ")

? ?7>>>S>> @SC> ?7>>@SC>
@ ?>>@SC> @SC? ?>>CS>?

A ?2>>CS>? @ScC? ?7>>ESC@
B ?>>ESC@ @SC@ ?>?7>S>B
C ?>7>S>B @SCA ?>?@SCE
D ?>?@SCE @SCA ?>?CS?>

E ?>?CS?> @SCB ?>?ESDB

F ?>?ESDB @SCB ?>@>S?F
G ?>@>S?F @SccC ?>@@SEA
?> ?>@@SEA @SCD ?7>@CS@G
?? ?>@CS@G @SCD ?>@ESFC
2@ ?>@ESFC @SCE ?>A>SB@

3)00*/$(,'$!50# ,.* /[/1*. "1'08)" *(,*1)$)"O

1/ . 03)" 0 ''$& O# ¥ *2 $/0$( *)/1L(S)"S
1&$'30 (0# $/™* 0"$2$)*4 3 5/0*0 & /#*.010/3
) ) -10$*)0*.,/)00#$/0 % .,./)0/0# (*1)0
(*)510. $ (N)O#/00#)3 *1' 3.30 O# . 1./$2
-1 0$*)N

>] 2>>>

( 1\?0>S>>@Gh

*L,* 5. *™)%6 O#$/ [/ 0# .1./$2 '*( *
4,¥))0$ " "> 30#S !)*00 3 0#.*1"#0# /0 ,/0* 1$' )
4,'$ $0-1 0$*) I*. O# "*30# $) 0# )404(, 'S



F " "& - %$ %

Example

08 )  3+¥$$/ 0/ $*) I*- [# "~ *2/# *1\:999
+*$ %) )& ) * 1 -$)" <c $)/ - . /H
X+ *0) (M) #4K

'8, Ie@

F o \999

F . R9;> 9 :KR9;>S:999T

F . R9;>. :KR9;>S90;>S:999TT 9K; >
; S:999T

F < _ R9;>.  KR9;> S%9;>;S:999TT _
09; ><5:999T

F = _ R9;> < _ KR9;> SI9;>S:999TT _
K9, >=5:999T

- 19)" +//)H2 *0 %) 0
F ( _S®9;>T S\1:999T

*I$ [#//#\:9998)/ # 0/ $%)2 . oH#
J-1$)" (*0) K 1*0) :K99:> 4 $)" %)
5 1# "-*20# -] $1$ 4 sH $) 2 2 -
*(+ *0)$)" 5/ $(.+ -4 -K

)-  '$5%)"*0-- .0/ H2 *0' 2- %/



& %$ % F
Pu=R(L+§)"

) #$. ¥-(0' G

F( $ & )( -*! *+ *0)9)" + -9%*.
S/ #.$)*0- 3(+'T

F-$.# )0'$)/- /-]

F &M )0( -*! *+ *0).+ -4 -K

$ 2/ #$. 1% * 1% 2 CRIHFOH* L[#H ¥) +]*)
*(+ *0) $)/ - . /K

00 (V. ) 30 1 X/ #3.
1-$9*1/#/ 3JK*0 )1%$ 2%/%'%) #- G
#/+ O )B/ K- **& K+0 N(/#59:N.+ <<



https://granite.pressbooks.pub/math502/?p=133#pb-interactive-content

F " & % $ %

#$ O#S/ *.(1' 3 *& ) O $0 $/ (*. *((*) O* 1/

*(1' O#0 $)2¢'2/ O# )1( . *1'5 .JO .0#. O#) O#

(. * *(*1) )", $*/S $/0# )1( .*5

% (11 * *(*1) $)0./0S

/O
0#)$ K " S &$)" O#$/ #)" "$2 1/ O# /0) .

:8::@9/ 9 DH>?

Py =P (1+ )"

F Sk ') $)/# *0) ! /-
4 -.K

F oo$. B ./-19)" ') *Li#  *0)
S'* " Y $' + *B/H*-4$) S+ T

F-$. 8 )0'S)Y -./-1 %)  $('! *(

F &S #)0(  -*1 *(+ *0)$)"+ -$*.9)
9 4

L# *(+ *0)$)"$. *) ))0"4

S*) 4 -TH&_ K

LJ# *+*0)9)" 5. %

0- /-4 =K

#  *(+ *0)$)"$. *) (*)/ #4H
& K

# *(+ *0)$)"$. *) $4 He_




"M& %$ % F

<?>K

%'+ , 19%("™*,& , & , " * %% *

-, -H& I+ %S 1+, L ++-%+
i - ,%e 1!&, &, '& &
$, 0L+, * “R1& 1& * +,C

) O# ) 40 4(, 'O 3 /#*3 #*3 0* 1/ O# *(,*1)
$)0./0K1 0*) 0# ') ¥ .0$: 0 * *$0
0. @>5/S

Example

-/1$6 /1 *! +*$/S TS .19)".9%). /-00)
#1 ()4 )& . *1U-K /00"4 "$1. #$"#-
$)/-.1-1HO4*0 )* |/ L4 *0-$)1. /()
%=+  $6 ") [#*1/$(K O++* 4 *0 + *$/
\<999 $) +4%)" ?2c $)/ - . /H *(+ *0)



F " 1"& - %$ %

() #4K *2 (0 # 28" 40 #1 $)/#  *0)
1/-:94 -L

‘8-, 18@
)/ #$. 3(+'H

j -
Al 0% 9)308" 480

(j>S>D Do ))1'.0
"i?@ 2@ (Y)0#/ $) ?5.

. I$) 3d. **&$)"F#*3(1#3 d"#2 10.
] @> @> 5/

Py =3000(1 + 296)%7*% — §9930.61
SH0) 4 *0- ). 2 -[*[#) - .[+))4T

1$ * 2 '&/#-*0"# * | [#$. 3(+ + * '( $.
1¢ ' ™*2K



"& % $ % F

00 ()#. ) 30 ! -/ #%.
1-$9*1/#/ 3K*0 )1%$ 2%/%'%) #- G
#/+. O )/ Kt **& K+O N(/#>9:N+ ;<<

01 *, . O# (*1)0 * (5 . 1%(
*(*1)$)" "$)/0 O# (*1)0 5 *1 3*1' ) Lx(
I$(, ' $)0./0


https://granite.pressbooks.pub/math502/?p=133#pb-interactive-content

F " "& % $ %

;8 )0./0M?C Do *(*1)  (Y0#5]>SCo

, . (*)0#H] # (*)O#S

C fAG>> fB>BDSCC
?>  BF>> fCBCFS?G
?C fCE>> fEAD@S@F
@> fDD>> fGGA>SD?
@C fEC>> f?AAGBSG?
A>  fFB>> f?F>DESEA
AC fGA>> f@BAE>SDC

[5%1 )/ O2. ", $* *0$(0 **1)9)"
(&1 '" $7 ) $)0# *1)0 ') S*L( 5



"& %$ % F

. *MN$6 O#$/ / O# $7) 03 )'$) . "* 30# )
4,%))0$"'"* 30#S

Try It

* I

A7@2492 €;:909 ?>:9730
0>8:>.,7.@7, 2=

#)2 ) 1 x0T K I4$)"'$& B3 ¢/
$. .4 )0/ *%0 (07 $#45-5-5=125
KO/2#)2 ) | * 'O/ X [43)"'$&
1.005240H ¢/ 30 1-4/%0./* '0/

I#$. 4 (07 $+4%$)" 1.005 48/ 240/$(.1 *
(& [#9)". $-H2 Y#-)..l # +*2 -
X1%0- . $)/$6 0/ . K)/#$ . H2 -

0.9)"/# _.(* '0/ £ K 14%0 %0L2 )/ | *
0-  )0(  -H# & 4% 'K1402 )/ *



https://www.myopenmath.com/multiembedq.php?id=6693&amp;theme=oea&amp;iframe_resize_id=mom1
https://www.desmos.com/scientific

"&  %$ %

-$. )O(  -/*)* [#-+*2 -H#00./ # & 4
<[ # ($)()OK
* 10/ 1.005%240 2 [/4+ k9> ;=9 K

4SOV RO O [# ). 2-9)#
6'0- % 2G

/. $)$6 0 . #1 0 /%) 1
3+)) K 140 - )/ 0$)" /# .(*
0/ -HSISAKS "4 SIH-T " '$& G

hHy®H* 7Y K




"& %$ % F

Example

*0&)* 2/ #/4*02%") \ =91999 1% 4*0- #$'[.
0/ $)$) :A4-.K !40- *0) -). =c
¥+ *0) ,0- [-Y4H#2 (0 #2*0 4*0)
5+ R$I) 2% #440-"*L

'$-,I6@

YI#$. 3(+H2 [ ™ *&$)"*- oK

(j>S>B Bo
"iB B-1.0./$)?5.

j?F $) 3 &*30# ') 9$)?F5./
2FfB>0>>> # (*1)03 # 2 $) ?F5./

Y I#S. H2 [ ™ $) [* #1 [* . | O+ [#
0/ $MHH ) * 1 1% oK



F " "& % $ %

. 4 18 x4
40000 = P, (1 + %)
40000 = Py(2.0471)
40000
@’ 20471

= $19539.84

*4%0 2%0' ) | * + *$/ \BE<BA= )2 /*
#1 \ =999 %) A4 -.K

AL

$&# - [ |- 4[H#S. +F (K



https://www.myopenmath.com/multiembedq.php?id=6692&amp;theme=oea&amp;iframe_resize_id=mom2

"& %$ % F

$:@9/492

L 4%0 - )* [ $)+0//$)" 4%0- ) $-1*-(0' $)/ *
*) e | x x L I$Y) 4. I$HH
1$.$(+*/) ] * 1-4 - 100 *0/-*0)$)"

24) 0"/ $)" I#)". 281# 3+)) K )

"Y- H402 )/ *&+ . ()4 $(".
0-$)" '0'/ $. .4*0 )K .0- [*#(
$ +,8+&3& !, +S)0( -.!/-)4

$)"'5 -*TK *0)$)"9 K99:; <=>/*9KI9:; <
2%"0.0"4"$1 4*0 X ™. *O0"# Y ). 2 -HUOQ
&+ (- $9.%.2 4. /-K

Example

x4 [*1-W0)$)"$. *$(+ *-/) HS$M
Y [ [* ) - 4%0- 150" " [ %) $)/*
(Y. H.0+¥ 47*02 - $)1./$)"\:999 />c
$)/- .1 *(+ *0) (¥  #41-<94 - K



F " 1"& % $ %

s f?>>> 0# $)$0%$' ,*/$0
(j>S>C  Co
"j?@ 2@ (*)0#/ $) ? 5.
i A> /$) 3d. **&$)"F.0# (*1)0 10.A>5 ./

2 6-./ *+0/ -N& 2 6) 9 KR>N:;

SO # N [*1-%0) )" #$.F $I1- )1 '0.G

$1. P30/ D - *

rk -*0) D

>S>>B fB@>FSCG  f@CGS?C
>S>>B@ fBC@?SBC  fCASE?
>S>>B7E fBBEAS>G fCSAC

>S>>B?DE fBBDFS@F f>SCB
>S>>B?DDE = fBBDESF> >S>D
)*.*1) $)" fBBDESEB

1 4*0[- 2 *-&$)"$) )& H*F *0-. 4*02*0') [/
H0) /'K %*0-+0-+* . H#t ). 2 -2 "/ 4
*0)$)"/ *9RI=@ # .$9%6 ) $'$/ .H$.*,

PO V> * 111\ =>00 $)[/ /** K -/9$)4



" "M&  %$ % F

00 ()E. ) 30 ! X/ #%.
1-.$9*1/#/ 3K*0 )1$ 2%/%'%) #- G
+ - **& K+ SO;N + <<



https://granite.pressbooks.pub/math502/?p=133#pb-interactive-content

"&  %$ %

&>492 b@= 0>8:> .,7.@7, 2=

) ()4 .. H#%0 ) 1 *$ -*0)9%)"

*+ 14 4 #2 4*0 ) - | #$)". $) 4*0-

'0'/ *K* 3(+HS$)/# 3+ *1H2

) /o "0/
12x 30

Pyo = 1000(1 + %%5) ="

) 05 &4 0/ I#S. ) I# (%
"0/ - A+0I$)"$) 1 %0 " %) G




"&  %$ % F

) - HS S I# 0 H A+ ) I#
1% 2$)"G

999D S:1R>N:;;T S;;DOT

*IG $.PHK 6-./-*2H. %) X0 * 1 /#
($) ()0 *1K *24*0 )- *0) 4 *0-6)"
). 2-1*1#) - .1 ) K

11-$ O/$¥).

4. #+/- M) (I -$' /&) /1 #9)
* $/4S% + ) 3* *& [ T 4 1$ $++()H
) $.0. 0) - [-SOI$HW # - '$& <R
$. /.S W <R TS$)K

HS. #+1- NS). (I -$ /&)1 H* 1/ #

/% $ - - /.S% _0() 9$)" T 4 0()
J$)'H ) $. 0. 0) - G //-$0/$%)
'$). K

0/4, 7??7=4-@74:9>

M /(*/ 4,%))0 )0.5



http://www.opentextbookstore.com/mathinsociety/2.5/MathinSociety.pdf
https://creativecommons.org/licenses/by-sa/3.0/us/
https://creativecommons.org/licenses/by-sa/3.0/us/
https://courses.lumenlearning.com/wmopen-mathforliberalarts/
https://creativecommons.org/licenses/by/4.0/

F " "& %$ %

M *(*1) )0 ./0



ANNUITIES AND LOANS

Learning Out comes

F 'O/ [# ') % ))0$ 4 /-
4 $6 (0)/* 1/%(

F$ ) /2) *+*0)$)/ -./H ))0$M4H
) +4*0 /))0$/ 47$1) 6)) . )- $*

F .o/ # ™)1 %0 [ * '0/ ™)
+4() H™) ') H*$)/-./ -0 %
)

F o /-($) 248 # 0/ $9/*0. ! * "$1)
D) B

F *1 6)) $' ++'$ /$%) 1%/ %




F &% !

* (0% 103 .)d0 ' 0%,10 '." /(M (%5
$)0# )&0* 55 )0 O3/ 2!1* 0# 1101. 5 *$0%)"
(", (*L)0 X () 51 #, 5# &$)0*0# )&S
) 0#$// 0$%)0 33$" 4, O# (O# #$) /, $ &$)/
* *1)0/ 0#0 "$) $)0./0 2. 0$(O '$& .0$. ()0
*1)0/S 3% 4% #3(*0""/ ) L% )/0
$/0"()0* )O. '1'0 S

Savings Annuities

* (0% 1/03 .)d0 ' 0%,10 '." /1(* ()5 $)

O# )&0* 55 )0 O3/ 21* 0# 1101. 5 ,*$0%)"
(" ()0 ()5 1A #, 5# & $)0* 0# )&S
#5/$ $/ " . 19)". ))0$/4 S *0.0$. ()0, ")
'$& B>?&)*. ) . A( /%] 29$)" ))1$0$ /S


https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2017/02/03191150/430367107_5671e4c5a1_b.jpg
https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2017/02/03191150/430367107_5671e4c5a1_b.jpg

& % ! F

) )1$05 ) / $ . 1/$2'59%) !$./5/%(,' 3 55

' O#O0 /$  *(*1) $)0./0 | *"*3/ L*( O#
.1 0$1)/#$,

Pp=1+%)Pn

| 29)" )1$0® 3/$(, '5) 0*  *$00 O 0*

O# *1)03$0# # *(*1)$)", .$*N
P, = (1—|—%>Pm_1—|—d

&$)" 0#$/-10$%) L*(.  1.J$2 1*.(0* 4,'$ $0*|(
$/ $00.$&$.0#) 3$0¢+1) $)0./0S 03$" /$/0
0%/ 5 3-&$)" 3%0# ) 4(, ' .0#. 0#) 3*&9)" )
").'S


https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2016/12/02171735/7027606047_cac49c3b79_z.jpg
https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2016/12/02171735/7027606047_cac49c3b79_z.jpg

F &% !

Example

O++* 2 28" + *$/\99  # () # )
x0) +4$)" 2¢ $)) - . IK  .0( | #I]#
*0)/ $. *+ *0) 2%/ #/# .(! -,0) 4.

2 (& + *$1.0y... [ * [#-28.K -$/)
3¥SS/ K0/ #H/- + ) I#S.. )- $K

'$, 4@
)/ #$. 3(+'G
F -_9KR?S2cT
F& ;S; *(+ *0).N + *$/.+-4 -T
F_\99S*0- + *$/+-(*)/ #T
-$8)"*0//# - 0- .$1 ,0/ $%)"$1.
P = (1+ %) P14+ 100 = (1.005) Py,—q + 100

0@ 2 L I-1281#) (+ 14 *0) H2 )
"$) 0.9)"/ #$.-'/ $%)H$+G

Py=20
Py = (1.005) Py + 100 = 100

Py = (1.005) Py + 100 = (1.005)(100) + 100 = 100(1.005) + 100

Py = (1.005)P5 + 100 = (1.005)(100(1.005) + 100) + 100 = 100(1.005)2 +
100(1.005) + 100



& % ! F

K $)0$)" /H#S. + /1 )H /- ( + *$LH2[ #1
1 G

P, = 100(1.005)™! 4 100(1.005)™2 + L + 100(1.005) 4 100

Y¥I#-2* H V- ( (%) #H# 6-./ + *$/2%"
#1 - *+ *0) $) - /1= (W (Y #K#

N+ RS 28" #1 )OS - (W
* #K# ') # + *$/ ST 2*0" #1
5 )'4*) (%) #H.2 *-[#*1$) - . IK# (*. [/
- )+ R$I28"#1 -) )8 - . /4 /K
#$. O/ $H " 1. ™ | /* $- H/#0'% V
$ * )/ (& 'O/ $)/# )" ) )4
SB-1 * B+ B4 /#S)".H (0/$H4 */#.$ . * 1 /#
0/ $%) 4:R9>G

1.005P,, = 1.005 (100(1.005)”H +100(1.005)™ % + - - - + 100(1.005) + 100)
$.1-$0/$)" %) # -$H .S *1/# 0/ $%) 1.

1.005P,, = 100(1.005)™ +100(1.005)™ ! +- - - 4 100(1.005)> + 100(1.005)

*22 [''9) [#$5. 0+ 28K '$&/ (. ! -*( *O-
~$"$)' 0/ $HH) .0 /- | #.$

ST

1.005P,, 100(1.005)™+ 100(1.005)™ " 4 ---+ 100(1.005)

100(1.005)™ " + .-+ 100(1.005) +100

3’1:1
I



F &% !

oI HE () TN # S #) S
2#)2 .0 /- /H'19)"

1.005P,, — Py, = 100(1.005)™ — 100
5= P, *0/*1/# 1 (%) #' U.$K

P,,(1.005 — 1) = 100(1.005)™ — 100
(0.005)P,, = 100(1.005)™ — 100

*'1 | *. (
0.005P,,, = 100 ((1.005)™ — 1)

100 ((1.005)™ — 1)
9 —
ST 0.005

+OS) () #.28/#: H2#-  $.( .0-
$4 - . H"$1

Py 100((1.005)"2N —1)
N = 0.005

"9 R9>2 . -N&) 992 ./# + *$/ K;
2. &H#)0(  -*! + *$  #4 -K

). '$6$)" 0#$/ . /1'00 3" 0 O# /2%)"/ ))1$05%.(1'S



& % ! F

99@4?D:=8@7,

(1551
)

F oS B ) $/# *0)! /-
4 - K

F $. M -"0- + *$/SH (04 *0
+*$ #4 -H #() #H/ KT

F-$. )08 -./-19%) $(!*K

F&.#)0(  -*1 *(+ *0)$)"+ -$*.9)

Py =

—~~
3

% 4 -K
/g %+ *0)$)" ! -,0) 4% ) 3+$$1
JIH 01 #- - 1# ()0 y
e *0).$) 4 - .1 #- -+ *$(
$) 4 -K

* 4, 'O$I o) 9" -1) 5%$)do/0Ol

M 15%1 (& 5*1. ,*/$0/ 2 .5 (*)O#O 1/ (*)O#'5
“(*1) )"0 "j?@S

M 151 (& 5*1. */$0/ 2 .55.01/ 5.5
*(*1) $)"0 " j?S

M 151 (& 5*1. *$0/ 2 5-1.0.01/ -1.0.'5




F &% !

*(,*1)$)'0O "jBS
M 0S

When do y ou use this?

)OS/ $. .0( /| #/4*0 +0/ (*) 4 $) K
*0) & * -$*+  -$  S1-4(%) #H

4 -H ,0-/-H /KT ) 'I$ .8 H- -9

$)/- . IK

K+ *0) $)/ - ./ .0(.1 #/4*0+0/(*) 4

)M *0) & ) SIS K- )9

$)/ - . IK

F %+ *0) $) -./G) + *$/
F )03/ 4G )4 + *$/.K

Examples

- $/$%)' $)$1$0"' - /$-()/ 0)S T8
4 S A 2 - 1S *0) $) 24$ # I#
) 440$)1./$. 3¢+ /1-X$) (/3 .0y &




& % !

402%/#- 25/K 140 + *$/\:09  #(*) #$)F

) %) ?2¢$) - . IH#2 (0 #2$"40#1
$)H  *0) ! [-;94 -.L

'$-, 8@

)/ #$. 3(+'H

fr5s  OF (YO#5 430

(] :
>S>D Do ))1'.0

/$) 3d. *$)" ()O#5 H$0/0 3 d" *(*1)
17@  (wows

j@> 3 3)00# (*1)0 10.@>5./

0 /I$)" 14$. $)F1# 0/ $9G

a((1+5)™1)

A €
100( (1+958 ) 1)
20 — e
12

SIS 2 (07 $4 1 $(.& 1*- +0//9)" $/ H)F
I 3%)) K/$. $(+' *+0 /%% ) 2%
(& $/ $-1*) -$)/* (G



F &% !

# *0)/ 2%" "- *2/*\ =?H9=KRB !/-; 94 -.K

XIS [H#14%0 + *$ S */# ) | *
*1\: =[999 S\:99 (¥)/ # !*- ;=9 () #TK #
$I-) 12 Y2#14 *0 ) 0+28 # ) # 2
O #40+0/$)$. 4 $)/ - .1 =) K)I #$. . 9/
$.\=?H9=KRB V\:=1999 \;; HK9=KBK

#$. 3(+'$. 3+9%) ) /S #H-K* S [#]
#4-/2 .2 %& *0 [.+- [ '4) - *0) K
# ). 2- *L2#- 2 0. .(~$ (*

0-/ ./ #-*0)$)"2 .' 0O)$# )K *0
)2 *&M +-* (S #-2 4H Q .0- $!40



& % ! F

XL kD [# 1$ % %2 [#/4*0 -*0) *0 /! -
O'#! %)  0-/ ). 2-K

00 "()#. ) 30 ! M/ #%.
1-$9*1/#/ 3K*0 )1$ 2$/9'%) #- G
2/+. G- )8/ K+-.. **& K+0 N(/#>9;N + <>

Try It

.- 1/$1$)1 . /() ) +4 .<c$) - .IK


https://granite.pressbooks.pub/math502/?p=135#pb-interactive-content

F &% !

14*0 + *$/\> 48) */#$. *0) H#2 (O #
28" 440 #1 1/-:94 -L *2(0 #$. k¥
$)/- . /L

', 8@

> I# $4 + *$/
- 9k< <c))0'- [/

& <> $) 2 [ * 9" $4 + *$/H2["
*(+ *0) $4
9 2 2/ # (*0)/ ! [-194 -.
365*10
Py = (04 %% D, — 21,282.07

Try It

$&#- [*]-4/#$. +* ' (K

$))$', ')/ 05% "5. *() O#0 5 *1 #2
0%) (*1)0*/ 2$) 1,%).0%.()0S !5*1 &)*3 0#


https://www.myopenmath.com/multiembedq.php?id=6691&amp;theme=oea&amp;iframe_resize_id=mom1

& % ! F

1101. 2'1 *1 0#  *1)0OB ) /*'2 I*. O# (*)O#5
%)0.$ 10$%) (*1)0 0#0 3$" "$25*1 0# /$. ./1'0S )
O# ) 404(, 'O 33$" /#3 5*1 #*3 O#$/ 3.8/S

Example

*02 )/ *#1 \; 991999 $) 4*0-  *0)/ 2#)
450 - /$-$)<94 -.K*0-- /$()/ ) -).
AcS) - . IK *2(0 #*4*0) [ * + *$/ #
(Y #I¥( 14%0-- [$-()/ "L

Q-1 'W). 2 - , YAB@BOR#2 *'0/$HN 1 ‘W
). 2 R

@$ )W). 2 - YAB@B9R

YI#$. 3(+H2 [ **&$)"* K

(j>S>F Fo ))1'.0
"j?@ 1$) 3d. *$0%$)" (*)0#'5
j A> A>5./

74 jf@>>0>>># (103 3 )00*#2 $) A>5/

Y I#S. H 2 [ ™ $)" /*#1 [*. [ 0+ [#
0/ $HH) * 1 1% K



F &% !

d ((1 i %)30(12) B 1)

200,000 =

(52)
d <(1.00667)360 _ 1)
200,000 = (0.00667)
200, 000 = d(1491.57)
_ 200,000 _ 134 09

ST 1491.57

*4¥02%0°) | * + *$/\<=RB #(*) #/*
#1 \; 991999 $) <94 -.$!40- *0) -).Ac
$)/ - . IK

$ 2 /# *1$)" KL IHS. +* ($) M ¥ 29)"
1$ *K



&%

00 "()#. ) 30 ! M/ #%.
1-$9*1/#/ 3K*0 )1$ 2$/9'%) #- G
2/+. G )8/ K+-.. **& K+0 N(/#>9;N + ;<>

Try It

$&#- [*]-4/#$. +* (K



https://granite.pressbooks.pub/math502/?p=135#pb-interactive-content
https://www.myopenmath.com/multiembedq.php?id=6688&amp;theme=oea&amp;iframe_resize_id=mom1

F &% !

Payout Annuities

$08: A492 :90 D 1:8 99@4?40>

YO# '/0/ 0$%) 51" )  *10 )1$0$/S ) ) ))1$050
51 /0.0 3$0# )*0#$)"0 ,10 (*) 5 $)0* ) *1)0 ¥)
"1 /$10) ) 1,380#(*)5$)5 *1.  *1)0S

) O#$/ /0$%)0O 33$" ') *10 2 .$0%%) "

40/ )0$/4 S $O# 510 ))1$0® & /0.0 3$0#
5$) 0#  *1)00 ) ,1" ()5 *10 ¥ 0#  *1)0
% "L $1S)5.(9)9)" ()59 0#  *1)0 )/
$)0./0S 10. :4 (*)O*0$(0O0# *1)033$" ) 1,
(,05 S

510 ))1$0$/ . 05,$"5 1/ 10..0$.()0S #,/
51 #2 /2 fC>>0>>%1.0$.()00 ) 3 )0 0* 0&


https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2016/12/02204403/2411468004_2bae893f5e_z.jpg
https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2016/12/02204403/2411468004_2bae893f5e_z.jpg

& % ! F

()5*10 %1 0#  *1)0 # (Y)O# 0% '$2 S *13)0
0# (*)50*'/05*1L @>5/S #$/$/ , 510 ))1$0%5 #
(LS $2 ) /S(S.35 /3 $ 1%/ 28%)
)I$0$/S # 0/ . *($00 #.S

", D@7 99@4?D=8@7,

P 200+ ™)
’ (%)
F o8 # ") $) I# *0) |1 #
"$))$)"S. /- /%)" (*0)/ H*+8$) $+ K
F $. B -"0-2% #-2 'Si# (*0)/
440/ & *0/ #4 -H #*)/ #H/ KT
F-$ # )o'$)y -./-1 S$ $
*(K 3(+' G>_9 k>T
F&S.#)0( -*! *(+ *0)$)"+ -$*.9)

%) 4 -K
F oS B)( -*14 -.2 +)/*/&
28/#- 2 .
$& 3$0# ))1$0$ /0 0%,*1) $)"!. -1) 5$/)*0 '35/

4,'$$05"9D 10$/ 0.($) 5#3*0)5*10& O#
3$0#.3 /S



F &% !

(309/:D @ @>0 734>

4*0/ )0$/ $. .O( | #/4*0/& () 4
15[ #  *0) % - "0-. #0 S 1-4
) #H A-H 0-/-H KT ) "[I# -.1.$
- 9%)"$) - . /K

F %+ *0) $) -./G) + *$/
F )03/ 4G )4 + *$/.K
F 4*0/ ))0$/ 4G )A2%/ #- 2

Example

/- - /$$)"H 40 2 )/ | * ' /% /& \:999
1-4 (N # 1% [*'*1:9 4 -, 1% 4 *0-
- 1$-()/ ) K#  *0)/ -).?c$) -.I/K

*2(0 #2%"40) $)4 *0- *0)/2#)4 *0O
- /1$-L

Q-1 'W). 2 - . Y:?2>=jR#2 *0/$HQ 1 'W
). 2 R

@3$ W). 2 - _Y;?2>=jR




& % !

)/ #$. 3(+'H

fross  OF (1)0#5330#.3"

(>JS>D Do ))1'.0

vjo@ 19 34d. *3)"(0#5380#. 370 3d"
; *(*1) (*)OH#'5

j@> /%) 3.08&$)" 3$0#.3 1% @> 5/

[ **&$)" I*- og*2(0 #(*) 4) ./ *
$)m 01 # "$)$)K

0//$)" 1#$.$)FI# 0/ $%G

1000 (1 —(1+ %)—20(1%)

P = (0.06)
12
1000 x (1 _ (1.005)—240)
P S
0 (0.005)
1000 x (1 — 0.302)
P — —
D (0.005) $139, 600

*028") | *#1 \:i<B R99$)4*0- *0)/2#)
440 - /$K



F &% !

# +* ' *1 2 .2%& $). I$N.H O
S(( -4%0 ) ) S # ) S (]
¥ $)4*0- .(*. '0'/ ) 1 *$ *0)$)'K
*I$ [#/4*028/#- 2 | */'* 1\; =91499 S\:999
() #1129 %) #TK# $1-) 2 )
2#/4 *0+0" *0 /) 2#/4 *0./-1 2% #$.#
$)/- .1 =) K)I #. . $/$.\; =91999 V \:<BR99
_\:99 H99 $) $)/- . /K

$ 2(* *O/1#$. +* ' ($)/ #$.1$ *K

00 ()#. ) 30 ! -/ #%.
1-$9*1/#/ 3K*0 )1%$ 2%/%'%) #- G
H/+. O )8/ K- **& K+O N(/#>IN+ <>



https://granite.pressbooks.pub/math502/?p=135#pb-interactive-content

&% !

Try It

$&# - [ *[- 4 [H#S. +F (K

AT7@7?492 902,748.0C;:909 7> :9
D@=.7.@72=

S/ HI#. - * (. H®) | *-$.)0( -.
[F)" $1 +%2 - K % [ 0 *-. #1
A L 0L %) (- #]S.
SU-) I #) [ # .0 - I$9 0/MNK X
O/ * I #$. SWT H X 28/]NW K #
0/ $. %)) -1# _&4*[#  $
+ $)/K

L 40- 'O/ % $H4 . - [$Y). B $
SA+$ "4 0 % 28/# (0 $$) S+ ATHY

0 k9> WE 4x0[ 14+ K I#$)" '$8G
09> h SWE9

14%0- '0'/ **4 4 2.%1 '0 / | $(H



https://www.myopenmath.com/multiembedq.php?id=6687&amp;theme=oea&amp;iframe_resize_id=mom1

F &% !

[#)0.0"44 *O#$//# SWT& /- YO( -/*
)"l $IH *4%0[ #$/G 90> 43 ;=9 SWT

$1 $/ -4 V 40 #0 " [ 09>WP°
9K9; 9B?

Example

*0 &)* 2 4*0 2$" #1 \>99 1999 $) 4*0-  *0)/

2#)4 *0- [$K *02 )/ * CI*I& (M) #4
281~ 2 LK # *O) L *- [ *'*1<94 - K
*0- - [$-()/ ) -). Ac $)/ - .IK *2

(0 #2%"40 '/ *2%/#-2  #(*) #L
Q-1 'W).2 - , Y=B=@@jR#2 *0/$HNN 1 'W
). 2 -R

@$ W). 2 - _Y=B=@jR

)/ #5. 3(+H2 [ **&$)"* K



& %

(j>S>F Fo ))1'.0
" ?7@ /$) 3 d. 3%0#.3%)" (*)0#'5
jA> A>5./

> fC>>0>>>3 . "$))$)" 3$0# f{C>>0>>>

Y I#S. H2 [ ™ 9" [* #1 [*.

0/ $HH) * 1 1% K

[ O+ [#

12
500, 000 = )
d (1 . (1.00667)_360)
500, 000 =
! (0.00667)
500,000 = d(136.232)
500, 000
L. 21
s7 9= 36032 — 23670
*0 2 *0' ' *2%/#- 2\< R@K:

*-<94 - K

I$ 2 C&IHFOH * | [#S. 3(+

1$2 #- K

#(*) #



F &% !

00 "()#. ) 30 ! M/ #%.
1-$9*1/#/ 3K*0 )1$ 2$/9'%) #- G
2/+. G )8/ K+-.. **& K+0 N(/#>9;N + ;<>

Try It

$&H#- [ *]-A[HS +F (K



https://granite.pressbooks.pub/math502/?p=135#pb-interactive-content
https://www.myopenmath.com/multiembedq.php?id=6681&amp;theme=oea&amp;iframe_resize_id=mom2

& % ! F

Try It

fx."$1 . \:99 99/* 0)$1 -.$MUH ) .+ $6.

I#1$/$. /0. [ *"$1 )0'.  #'- HS+. I

/#) 3:94 - K 1 # 0)$1-94 ) ) =c

$)-. IH# (0 # )/ #4"$1$) . #' - #$+,
#4 -L

_0)&) 2)
- o= —c)0'-
& $) 2 [- * 93" )o'
. B - H#B+.

9 194 -,

9 99199 2 [-./-1%)"2%/#\:99 999
100, 000 = d(l_(lf_;%f ) )

1

1) 1 "$1\@HCAKA  #4 - #/[# 4 )
"$1 3$). #'- #$+K

[$. 2% [#)* I$)" [#/0.0"4 H* .$).] .+ $4
J#IYAS) - IS 0. 1 *-. #% - #$H 24
(& .1# *$'$)' %)/ $9'./$) 6)$/'4K | /#$.
A # o+ $6 /#/H\:99999SH=T \=K99
4 -2+ #1 )1 $ 'K



F &% !

Loans

9 AD974:9,7 :,9>

YO# "/0/ 0$904 " )  *10, 510 ))1$0$/S ) O#$/
/ 0$%)0* 3$" ' ) *10  *)2)0$*) ' * ) \ '+

(*0$6 ™ )/ * $)/0"()0™* VS 4( '/$)'1l 10*

* ) #5( (*.0""IS #/ 0 H$-1/ *)0 , 5
0%, 5 5%)O ¥ ™ )O* *0#."*)05,/3#. O#
$)0./0$/'1'0 1,1%0S

) ". 0 0#$)" *10™ )/ $/0#00#5 1/ 4 05 0# /(
(1 / , 510 ))1$0% */ 3#50 $("$) O# 0'4 #
f250>>>%0 0 )&0 ) /0.0 0&$)" *10 ,5( )0/
3#$ )$)"$)0./0 /, .0* | 510 ))1$0® ) 10.C
5./5%. ') 3/6.*S'$,040 *1)O ) $("$) 0#0


https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2016/12/02205943/approved-1049259_1920.png
https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2016/12/02205943/approved-1049259_1920.png

& % ! F

51 . 0$)" /0# )& ) .') .$/ 0%)" /5 *1S
4 .Y . %) 2/0/ f250>>> 1B $) 541d. 0$)" /
0# )&OSL, 5$)0./0S # .') .0&/, 5()0/1)03$'
o# ') $/6.S

19> =8@7,

d(l—(H—%)_Nk

(%)

F o$. B ) $)/#  *0) /] #
"$))$)" S/ # +-3) $+'H* (*0)/ * | /#
T K

F$ 40- ') +4() S4 *0- () #4
+4() H))O'+4() HIT

F-$.# )0'$) -./-1 % $(!*K

F&$.#)0(  -*1 *+ *0)$)"+ -$*.9)
Y4 -K

F oS #') [#*1/# *)H$)4 -.K

Py =

$& 1*0 O# *(*1)$)" . -1) 5 $ )0 '35/
4,'$$0'5 "9D 10$/ 0.($) 5 #3*0)5*1 (&
, 5()0/S



F &% !

(309/:D @ @>0 734>

# )1 %0 .0(./  #/4*0 (& %)
+4() . %) - "0'-. #0 S 1-4 (% #H
4 -H,0-/-HIKT) - +49)"$)/ - . I1%/] #
l*)K

F o*+ *0) $)/ -./G) + *$/
F ))0$/ 4G )4 + *$.

F 4*0/ ))0$/ 4G )A2%/ #- 2
F *).G )4+4()

Example

*00) 1 e\ 99 4+-(N # . -+40) K
14*0 )" /)0 [*™*) [<c$) - ./!* 29
() #.S>4-TH#2 3+)$1 *! - )4 *0

Pl L) * J#-2 % H2#/ (*0)/ *) )4 *0
+A*X1N2%/#\; 99+ - (*))  #L
Q-1 'W).2- , Y;B<@R#2 *0/$ N1 'W



& % !

). 2 R
@$ W) 2 - Y B<@R
)/ #$. 3(+'H

fé» 0# (Y)O#5™ ), 5()0

(] ,
S5sp A0 L0

" 2@ /(f))o#flisd. *$)" (*)O#5, 5()0/03d" *(,*1)

jC /%) 3d. (&))" (NO#5, 5()0/!*.C5./

[ % *&$)" 5 oH# . /- /S)" (O)/* 1/# *)K
200 (1 - (1+%%) ")

i @
200 (1 . (1.0025)—60)
Fo= (0.0025)
p = 200000861 o o0
ot (0.0025) ’

* ) I \:H:;9%)K

*028"+4 [ */"* 1\; 999 S\; 99 + - (*) #I*



F &% !

2 ) #£T FI# ™*) *+)4d K# $I1-)

12 )] # (*0)/4 *0+4 )/ # (0)/* /#
*)$. [ # $) - .1+$K )/#S. .H4*0[- +49%)"
\;; B9OWA::H 9 \AA9S)/ - . //*/'K

IS5 1HS. 3(+ - 3(5) $)/ #$.1% *K
'$&#- [*1$52/#$.1$ *K

Try It

& H# - | *]-4[#S. +* ' (K

Example

*02 )/ */1& *0/ \:= 9199 (- /"" S #¥
SYTK# $) - . /-1 %/ #™*)$. 2cH ) | #


https://youtu.be/5NiNcdYytvY
https://www.myopenmath.com/multiembedq.php?id=6685&amp;theme=oea&amp;iframe_resize_id=mom1

& % ! F

) $. 1 %<9 4 - K *2 (0 # 28" 40- (*) #4
+4() . L

' $-,18@
YI#$. 3(+H2 [ **&$)"* K

(j>S>D Do ))1'.0
" ?7@ /$) 3 d., 5%)" (*)0#5
jA> A>5./

>j f2B>0>>> 0# /0.0$)" %) (*1)0

Y I#S. H2 [ ™ $)" /*#1 [* . | O+ I#
0/ $HH ) * 1 1% K

1(1- 0 )

140,000 = (Oi—%é

d (1 _ (1.005)—360)
140,000 = 0005}
140,000 = d(166.792)
g = 20,000 _ gos9 37

a 166.792



F &% !

*028" (& +4() . *1\ABK@ + (*) #1*-<9
4 -.K

*0[- +4%)" [ */" * 1 \<9;HRK9 /* [# ™)
*(+)4G \ A<BK@ + (*)/ # !I*- <?9 (*)/ #.K *0
- +4$)" [ %" * 1 \<9; H@K9 V \i=91999 _
\?;HRKIP) $)/- . /*1-/# 'S *1/# *)K

$ 2 (*- 0/ [#$. 3(+ #- K

Try It

$&H#- [ *]-A[HS +F (K

Try It

¥$)  *0"#/ \< 1999 *1) 2 10)$/0- *) - $/K
0. #- - $/. * S)[1-4"™*HH . I~ $.


https://youtu.be/BYCECTyUc68
https://www.myopenmath.com/multiembedq.php?id=6684&amp;theme=oea&amp;iframe_resize_id=mom5




F &% !

(.@7, 7492 ?30 ,7,9.0

$0# /O $0 $/ *10) /$.' 0* 0.($) 3#0 O#
(PP ) ) 3% 10.4)L(.M5 IS %,
4(, "OSME 1. #/ #( ), ')0*/"$0$):25 .JO

5+1

51 ($"#0 3)0 0% &)*3 #*3 (L#* 0# * ) ')
3$"#2, $ %7 ) #* 3(L#5*L#20%, 51.50# /'S

* 0.$) 0% . (H)$)"™ ) ) 0./ )1( .
%15 /03 :/0) 0%&*30# *), 5()0/0O$!3 *do
' 5 &* 30#(S ((.0#0%5 *0$*)*5 *1.
%), 5()0/™0*3.J0# %) ') W *.0$%) $/ "$)"
0*"* 03 ./$)0./0S *. 4(, 'O $!*5. , 5()0/ 3 .
f20>>> (9)O#O 10. 55*13$"%&% 2 , $ *7 f2@0>>>

HO# %) ') S


https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2016/12/07163930/5445898743_bef11a7c87_z.jpg
https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2016/12/07163930/5445898743_bef11a7c87_z.jpg

& % ! F
£ 0.(3) O (9" ™ ) ') O3 )OHD&
a3 (L#™ )3$"0#/ * ), 5()0/ ' 0%, 5*7°9)
0# . ($)$)" 0$( *) O# * )Tb

Example

L= " 2e$) - -] #. A
\HDO9 (Y} HH#R (0 #2%"/# *) ')

94 -1 # )] # ™)L

' $-,18@

X [$) [ H#SH 2 - **&$)" - [# (*0)
XUL# %Y #) 48 <1 ANH99 (%) #
+4() . $) 94 - K )WH-2 % H2[ **&$)"
1% g 2#)

f?JO>>> O# (*)O#5™ ), 5()0

(j>S>D Do ))1'.0

/$) 3 d. *$)" ()O#5, 5()0/03d"
]?@ *(’*1) (*)O#'5

j2> 19 3d. (89 (O¥5, 5()0/1 %2> (~
5




F &% !

1000 (1 - (1+%59) )
Py =
06
(—2)
1000 (1 (1.005) 120)
Py =
(0.005)
1000 (1 — 0.5496
Py = ( ) = $90,073.45
SAT (0.005)

# %) ) 28/#:94 -.- ($)B)" N/ # %)
28" \B9 B@EK

#$. 3(+' $. 3+9%) $) /[#5.13 *G

10)0$(/ )3 .$)".($$)" ') -1/0$%)/. -1$

03*/0,/N

2S '1'0$)" 0# (NO#S5, 5()0/*) 0# * )
@S'1'09)"0# . ($))"™* ) ') | *o#
($ %% *$ *)O# ™)

v


https://youtu.be/fXLzeyCfAwE

& % ! F

Example

*0+' +0- #.. #% 28/ # \A 91999
(= /" | =c | * <9 4 -. 2$/# (¥ #4
+4() K #1281 # - (99" ") Y| #$-

*- /" 1 /->4 -L
'$-, 8@
$-./2 2%" "0/ [#S$-(*) #4+40) K
[- > *&$)"* K
(i>s>B Bo ))1'.0
"j?@ /$) O#5d. ,5%)" (*)O#'5
jA> A>5./

> f2F>0>>>0# /0.0$)" ¥ (*1)0

[0+/# 0/ $%) .* '11* K



F &% I

d (1 = (1 + %)—30(12))

180,000 = R
d (1 — (1.00333)—360)
0000 = (0.00333)
180,000 = d(209.562)
— 180,009 _ 5503

SBT  209.562

2 0#12 &*21# (N #4+4() .H2)
[-®) | # - (99" ) K 2) 1/ #
-(9)9)" ") 1 /->4 - H2#);>4 -.29%"
(99N # M F2 0 [# %)
Y TH#I 28" +$ <1 2%/# [# () #4

+4() *1-1#.; >4 - K



& % !

] * T~ " *
fECESGA 0% (0#5™ ), 5()03 1'0 2

(j>S>B Bo ))1'.0
"i?@ /$) O#5d. *$)" ()O#5, 5()0/

. /$) O#5d (&$)" ()05, 5()0/! * @C
j@c w5

S:9T
0.04\ —25(12)

858.93 (1 — (1+ 931) 7))

o = (204
12

858&%3(1-—(1.00333)_300>

Py =
(0.00333)

858.93 (1 — 0.369

Py = ( ) _ $155,793.91

(0.00333)



F &% !

# %) ") V/- >4 - H 2% ;> 4 -.
(99" #*I)H2%" \>> HB<IBK

1 -/#/>4 -.H# *0+' #.+3$ * II\:A 9999
V\>SHB<IB:  \; =HO?IB *1 /# =) ') K # 4
#1 +$ [ /T FUNASAR (B #!1%->4 -

S?29 (*)) #.THA- [ */'* 1\> B<HOH * \>:H<H9 V
\; =H9?KB \; @;BKD:¥2#// # 4#1 +$ *! -
#. )% -./K

= 3+) $)*1/#$. 3(+' $.1 ¢ ' #- G

(% ) . 05% "5, $ *7 O#*1"# ) (*.0$6 0%$¥)
*JJO(-I$5/$%) .1 0%, 5$)"*7  0\¥0) L¥(
W) (0" 2. 0$( O£F1"# . "1'., 5()0IS)
(*I$5/$%) . # O $ / ' 0%$9)" #,.$$
, 5()0 %) ) (*/$5%)" ™) [/ ").0 5 )
(~/1$5/$%) 'O/~ S

1541 3 )0 0% &)*3 (*. O '$ & *) O# '$)& '3 0* 2$ 3
O# 3/$0 a* 3$/ ) (~0$60%%) # 1' '1'0 Tb
5 5(*.0$6 0$*) #.0S *(S #$/3 /$0 ,* 2% / .$!
*Q Mk &% (x0$6 0$%) # 1'/S


https://youtu.be/-J1Ak2LLyRo

& % ! F

M* 3%/) (*0$60%*) # 1' '1'0 T

'$&H#- [*]-4/#$. +* (K

00.$ 10$*)/

#$/ #,0. MO$Y(0.$'0&)I¥(  * % &*
W) .)  40*&0%~] 5 2% $,0)0 ) $ U
1) . 00.$10$*) #. '$& AS> )$0 00/\

“AS> 1'$ )/S

#$ #.0. MO (0.$'0&)1LH(* *  &(*

(# MW 109" 1 51) J)9)"0) 9
1/ 1) . = +*&U$ ) S

0/4, 7??7=4-@?4:9>

M /(*/ ))1$05 S?


http://www.myamortizationchart.com/articles/how-is-an-amortization-schedule-calculated/
https://www.myopenmath.com/multiembedq.php?id=67133&amp;theme=oea&amp;iframe_resize_id=mom5
http://www.opentextbookstore.com/mathinsociety/2.5/MathinSociety.pdf
https://creativecommons.org/licenses/by-sa/3.0/us/
https://courses.lumenlearning.com/wmopen-mathforliberalarts/
https://creativecommons.org/licenses/by/4.0/

WHICH EQUATION TO
USE?

Which Formula t o Use?

* 3 0#0 3 #2 /1.25 O# I$ &$)/ * )
'1'0$%)/ 0#0 . 1/ O$0(G)*0 '3 5/ * 2$*1/ 3H$ #
*) 0%1/ 3#)5* . "$2) ,* (0% /*'2S. .

[ #$)0/ %) $$)" 3#$# -10$%) 0* 1/ O/ *) O#
3% $)"*0# ,* '(S


https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2017/02/03001020/chimpthink.png
https://s3-us-west-2.amazonaws.com/courses-images/wp-content/uploads/sites/1141/2017/02/03001020/chimpthink.png

( H& %! % 1& F

9>

# 1$/0 05,/ %1 * (/0% $)0$I5 . *)S *)
(10 '3 51 %)L 3%/ '$& *) O(*-/$5
\0# 1) 53% 1 **)]07)) \$S JOr(~" \
(% )]S ** &F.3*1'$& (MO#S*. )1,  5()0S
# % )I* (1 /IL(/0#05 *1(& * ), 5()0/%
"' /# 1'\2 5(*)0#05.0-1.0.0 0S] ) .
, 5$)"$)0. /0% 0# S

19> =8@7,

d(l—(H—%)_Nk)
(%)
F oS # ') S /# 0 [/ #
"$)$)" S/ # +-$) $+'H * () * | /#
*)T K
F o $ 40- %) +4() S& *0- () #4
a0y HNO'+4()  HIT
F-S.i N0'S) -./-1 % $('! =K
F &S B )0(  -*1 *(+ *0)$)"+ -$*. 9)
% 4 -K
F oS B) [H*1/# *)H$)4 -.K

Py =




F( H& %! % 1&

900>?0,=492 ..:@9?>

*1)0/ 0#0 " $) $)0. /0" $)0* 03 ($) 0"*.$/S #
/0 $/ %) 3#. 5*1 10 (*)59%) )  *1)0* ) '0
$0 /$00 O# *O#. $/ 3#1 B& ."1'., 5()0/ *.
380#.3 /1% 0#  *1)0/$) .0$.()0  *1)0S

)/~

M 1 5%1d. ' 00$)" O# (*) 5/$0 $) O# *1)0 3$0#
)0#$)" 10$)0./0 #)"$)"0# ') OO#)5ld.
Wk &) 0 *+*0) $) /- J ,F (S &F.
3% /'$& *(*1) O*  S*,*1) $)0./0
/I1(/0#05*1,10 () 5$)0#  *1)0%) ) 'O
$0/$00#. .)$)"$)0./0S

& % $ %
Py =P (1+5)""

F oS B ')  $/# )1 /-
4 - .K




( H& %! % !& F

F oS M ./-1$)" ') *1/#  *0)
ST BB S+ FSHA-48) $+ T
F-$.# )0'$) -./-1 %)  $(!*(
F &S i )0(  -*1 *(+ *0)$)"+ -$*.9$)

9 4

L/#  *(+ *0)$)"$. ¥) ))0"4
SY 4 -THE K
L% K+ *0)$)" S %)

,0-/-'4Hg_ =K

H# *(+ *0)$)"$. *) )/ #4H
& K

# *(+ *0)$)"$. *) $4 He_
<?>K

M# 4 ,0$93*1 */)*0#.$) 2/0()0/
3#. 0# $)0./0$/)*0. /0 W $) 0#*/ //5*1d.
wx 8%)" O$(+' $)/- /S




F( H& %! % 1&

" %3 %!'$ %

ST
IZP()?“t
A=Py+1=PFPy+ Pyrt = Py(1 +rt)

F $.#38)-./
F $.# ) (*0)/ G 18) $+'+0.9)/ - ./

Fst Do

$.H +-$)$+'S[-1$)" (*O)T
F-$S.MS)-./1-19% $(*
F /% %

# 0. *1( .0- ())S4 -.H® #H/KT
S # S 0 (] HIBE TS+ -$F 1% #
$)/-.1-1 K

))0$/$ .

M 15%1d. ,100$)" (*)5 intoO# *1)0*) ."1'.
I$/\(*)O#'5 X ))1 "5 X-1 .0 .'5] O# ) 51d. "**&$)"
0 .$ )0$/4 ,.* (S /$ ))1$0$/ . 3#)




51

51.

( H& %! % 1& F

./ 2%)" ()5 S/1"5$) ) ))1$05,* ' (O
*1)0/0.0/ (,050 ) #/(*)5$) O# 1101. S

N1$0$/ //1( 0#05*1,10 (*)5$)0#  *1)0%)
~"0'-. # 0 \2.5(*)0#05.0-1.0.0 0S]
) '0$0/$00#. .)$)"$)0./0S

& %* 1$ &

F oS B ') /4% *0)! /-

F $. B -"0- + *$/SE (04 *0
+*$/  #4 -H #(*) #H/ KT
F-$.8 )0'S) -./-19% $(!*K
F &M )0(  -*1 *(+ *0)$)"+ -$*.9)

% 4 -K

L/# *(+ *0)$)" ! -,0) 4% )/ 3+$%$/4
1 H .0 #- - T# C()O( - *
*+ *0).8) 4 - .1 #H- -+ 8 (

$) 4 -K




F( H& %! % 1&

M 15%1d. ,1"$)" () 5 out*! O# *1)0*) ."1'.

/$/0 O# yad. **&$)" 0 + 4+0/ ))0$/4

VXS 510 )1%0$/ . 1/ 1. 0#$)" '$&

.0$.()0$) *(O3#. 5*1/0.03$0# (*) 5 $) 51.
*1)00,1" (*) 5*10%) ."1'.  /$/0 ) 51.
*1)0 )/1, (,05 $)0# !101. S510 ))1$0$ /

/I1( O#05*1L0& (*) 5 1.5 O# *1)0 *)

"' /# 1'\2 5(9)0#05.0-1.0.0 0S] ) '0

O# ./0/$00#. )$)"$)0./0S

trI&% & %t 1$ &
a(1-(1+5)""")
P =
’ (%)

F oS ') $)/# 0 /] #
"$)$)"S. /-1%)" (*0)/ H*+$) $+ K

F S M -"0-2% #-2 'SI# (*0)
40/1& *0/ #4 -H #(*) #HI KT

F-$. 8 )0'$) -./-1 S$ $(
(K 3(+ G>c_9 RK>T

F&S.#)0( -*! *(+ *0)$)"+ -$*.9)
Y4 -K

F oS B)0( -*14 -.2 +)]*/&




( H& %! % & F

2%/#- 2

(( .O0# (0$(*0)0, .0* )3 .$)")5&S$)
*| -1 /0$*)O (*) 5 *. *O# .3%/ O $/ :./0 0**.. 0'5 $ )0$!5
3#0 O# -1/0$%) $/ . "5 /&$)"0 ) O#) 0.($) 3#0
L5 #38" /0 " 35¥10* /2 O# ,* ' (S

Try It

= #HXU[H# 128)" . )- $*H /-($) $ ¥
$. Y+ *0) $)/ - ./+* "(H .1%)". ))0%/ 4
+* '"(H +4 *0/ ))0$/ 4 +* '(H * ™).
+* (K #).*'1 #+* (K

K - 4- $1 )$#- $/) *1\; 9999H )
$)L1./ $/ /2c$) - ./K# $."$)"/*0.
$/ k- KUUH 28 #- 29)" (%) 4 I*- [0$/$%)
) 3+).. #.0-/-K*2(0 # )#
/& *0/ #,0-/-$ # #.<4 - *I
L

K 02 ) ./*04 ) 2 - K I/[#-1#)/&



F( #& %! %N '1&

*0/ ")H# $./*.1 \;, 99 (*) #9)
) *0)  -)$)"'<c $) - ./ *+ *0)
*)Y #4K *2 (0 #2%"# #1 .1 O+
1/-<4 - L

K $# S ()9 L /() I )W
+*6/ *(+)4 K #42)1 *$)1. /1 .%
™ 49 ) *0) %) > $)/ - ./
*(+ *0) ))0"4 2%/ #1# "™ *#1
\<91999 $) /# *0)/$)?4 -.K*2(0 #
0’ $H# + *$/)/# *0)/ L

=K $*$."™ $)"/*6)) ) 2*16 ,08+()/
[/ c¢c- [ *1- =4 -/ -(K!# )
I (%)) #4+4() .*'\99H#2 (0 #
) 2 ,08+() ).# 04L

>SK *2 (0 #2*0 4*0) [/ *.1 1-4
™ #93) ) *0) )P =c )/ -./[*
#1 \>K99.1 O0+%)/2*4 -.L

'$-, I'&+@

K #$. 6. +4*0/ ))0%/ 4+ "(K # ) +0"
*0/VA<<R9 0- /-K

K #3$.85. .19)". )0$/ 4+ (K 2%"#1
.1 0+\@HEh=K

<K #$.3$.*+ *0) $)/ - ./+* "(K# 2 *O
) [+ xS\, KA?K?K



( H& %! % !& F

=K #$.$. ).+ * "(K# )04\ =RIBK<
1) 2 ,08+()/

SK #$.$. .1$)" ))0$/ 4 +* (K *02 *0'
Y /% 10\ 99K?  #(¥) #

) O# 1*"*3$)" 28 *O 3,./)0 (. 4(, '/ * # 30
1/ O# ')"1" $) O# -1/0$%) 0* 0 .($) 3#$# 05, *!
10$%) 051/ 0%/*2 )  ,* '(S

00 ()#. ) 30 I X/ #S.
1-$9*1/#/ JK*0 )1$ 2%/%'%) #- G
#//+.ON )/ Kt-..  **& K+O N(/#>9N.+_<@B



https://granite.pressbooks.pub/math502/?p=379#pb-interactive-content

F( H& %! % 1&
) O# ) 40 28* 4(, 'O 3 /#*3 #*3 0* *2 1))
* (O#0#/03*/0"/O0# ./0/0" $/ 2$)",* ' (O
)O# [ *) /0" $/ 3$0#. 3',* '(S

00 "()V#. ) 30 ! A/ #$.
1-$9*1/#/ 3K*0 )1$ 2%/%$) #- G
#//+. K+-.. **& K+0 N(/#>9;N +

* I


https://granite.pressbooks.pub/math502/?p=379#pb-interactive-content
https://www.myopenmath.com/multiembedq.php?id=67287&amp;theme=oea&amp;iframe_resize_id=mom1

( H& %! % & F

Try It

$&# - [ *[- 4 [H#S. +F (K

Try It

$&# - [ %[ 4[HS +* (K
11-$ 0/$%).

4. #+/- NS (I -$'1&)I K / #$)
* $/4S%) + ) 3* *& [ T 4 1$ $++()H

) $.0. 0) - [-$OI$HW #- '$& <K

S, /.S W <R TS )K

#$. #+/- NS (I -$ /&) K* 1/ #

/% $ - - /.S 00 9" T 4 0()
I$)H ) $.0. 0) - G //-$0/$%)

'$). K



https://www.myopenmath.com/multiembedq.php?id=67306&amp;theme=oea&amp;iframe_resize_id=mom2
https://www.myopenmath.com/multiembedq.php?id=67133&amp;theme=oea&amp;iframe_resize_id=mom5
http://www.opentextbookstore.com/mathinsociety/2.5/MathinSociety.pdf
https://creativecommons.org/licenses/by-sa/3.0/us/
https://creativecommons.org/licenses/by-sa/3.0/us/
https://courses.lumenlearning.com/wmopen-mathforliberalarts/
https://creativecommons.org/licenses/by/4.0/

PUTTING IT TOGETHER:
FINANCE
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STATISTICS:
NORMAL
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only the green “stripe” between -0.78 and 0.13.




1$/$*) ; K

9. 0;?"=-708% 0A4>@r

&OF)&('(& #*) # N% *& ##* )* %
& ,#+ * (& & H& % )&(@&- -&+ # &+

B r (& #ME& ORY( *- %J4?24; % 15?<6@

10. O#$/ ' /*)O B1 /#*1' &)* 3 3$0#*10 -1 /0$*) O# 0
6/* ,* $$0$/ * 0 ) O* /1( *'5
FO$$0$/* 2 x %3 "$2) 2'10 O# ,* $$05

03 )2'1/ ) ' '1'0 S

# ,* $$05* 6F '* 3 h>S>F $/ BDSF?00 )
O# ,* $$05 *I 6k * 3 ?2SG@ $/ GES@DoO /*
0#,* $$05 03)0# ($/ GES@DohBDSF?0jC>SBC0S

",-@7,=D
2G+* @ ( .0- *1 #2 ()4 . ) -
1$/$%). I#- - [12) 11 '0)

I# (K



2G+™ (% 1$11 , $@ /' | #]
KOS/ BWA L - 0) - # ("
O-1K # /' (4 0. *.* $/ W
LR 28/# + - )+ ¢ $3K

Guided Pr actic e

K #1$./ # +* S BEWE /2 )

"ok< ) ;KL
K #/$.  SKB™ T, R<L
K #/$.  SAKS CKTL
)&.-%)(,
K $)" ) # BWA +-*  $/ *1H2

Y. | #I1# +* $¥* 10 *
NOB< $. K@ H) | # +* S 10
2 KS$ BA?K #- I-HHKE +* $¥
10 12 )1 #($. BAK@; _
K9?= *- A9R=C
K .$)" [ # BW.A 4+ $9/'H 2
I#11# +-*  $®* 10 %25 KB .



B@® ) 1'0 *25_ ;KR<$ B@AAK #/
( )./ #/1# +* $¥*! 10 12 )
/#($. KB@ANB.@D R?:*-? Kc

<K # +-* $* 5W* /2 )N ;K)
]1;KS$.  *0/B?k;cK

00.$ 10$*)/

45/ #,0. %S/ (0.$'0&)IK * % &*
W) L) 40*&0%~] 5 2% $,()0 ) $/ 1/
1) . 00.$10$*) #. '$& AS> )$0 00/\

*AS> 1'$ )/S

H$/ #.0. MO$) (0.$'0&)LH* *  &(*

(# MW 10 9" 1510 J)90) %
1/ 1) . = o+ 8UB ) S



http://www.opentextbookstore.com/mathinsociety/2.5/MathinSociety.pdf
https://creativecommons.org/licenses/by-sa/3.0/us/
https://courses.lumenlearning.com/wmopen-mathforliberalarts/
https://creativecommons.org/licenses/by/4.0/

EXERCISES

Review Exercises

?2S *./*  .0$)/0) .$6 0/0#2 ()™
C>>0) /0). 2%$0%$*)*?>>S *3
(% /* 03 )D>>) E>>T
@S»/$ )" 11mx 3) M 37-1'$05 (*
$ .$) 1/&5#/ ()3  $"#0* C@SC'/O 3$0#
* ESC' /O #3 *((*) . (' #1/1&$/$) O#
AESC BC'/.)"T
AS *1'0$*)nj?@CO ) =] @CO & *((*)
L 2'1/$)0# ?>> _2C>. )T
BS *1'0$*)nj>S>>@C ) =) >S>>>CR #*
*((*)y .2 '1/ 03 )>S>>@C ) >S>>A>T
CS ?2@*6 )*I/* #/ ()2 *1( *?2@ *60
3%0# /0) . 2%$0%*) *! S@C *6S3* *((*)
) 3$0# 03)?? ) ?2?2SC*6* [* T
DSnj>S>>@C ) =j>S>>>@0|{*) .
2'1/ 03 )>S>>BC ) >S>>CT
ES! x1'0$*)nj?2?A> ) =jCO#*3 *((*)
. 2'1/ 03 )>) ?2?7>>T
FS //1($)" ,*1'0$*) nj??A> ) =jCO#* 3
*((*) .2 "1/ 03 )??@C ) ??ACT



F)$

GS# ($ ) *9) CI0#1 ()3 $'#O
* EE"O3$0# /0) . 2$0$*)* D"S3
*((*) . *$)/$)0# CG"hE?".)"'T
?>S *1'0$*) nj>S@Co ) =] >S>CoCB#*
*(*) .2 '1/ 03 )>SACo ) >SBCoT
??S *1'0$*)nj?CDSC ) =|>S@C® #{(*)
.2'1/ 03 )?CC ) ?CDT

ol && %,-+% -%)(,- ) ')+ &
)+ **+ )1%' -1&2 )+ & (

&.& -l*+ 0 1( -#,.,%(# -$!

3 3 +.&!

2@S$2)( )DA ) /0) . 2% 0$*) *! ?DFO

) O# ,,.* 4%(0 ,. )0" *0#

$/0.$ 10$*) 0#0'$/ 03 h?>C ) CDES
?2AS,,.* 4$(0'53#0,. )O* ('

$/0.$10$%$/ 03)@/0) . 2$0%$*)/

) AI0) . 2$0$%)/1*(0# ()T
?BS$2)/0) . 2$0$%) *IEB ) ()*!

2@BO ,,4$(0'53#0,. )0" * O#

2'1/ . " 0.0#)?GFT
2CS$2)=jAG ) nj?>?0 ,.* 4$(0'5

3#0,. )0" *O# 2'1/ . '//O#) @AT
?2DS$2)()G@ ) /0) . 2$0$*) ?FGO

) O# % 4%(0 ,. )0" *0#

$/0.$ 10$*) 0#0'$/ 03 h@FD ) BE>S
?ES,,.* 4$(0'53#0,. )O* ) ('



)$ F

$/0.$10%$*)'$/ 03)ng?=) ng@=T
2FS$2)/0) . 2$0$%) *127A ) () F?0
L 4$(0'53#0,. )O" *0# 2'1/
. "/l 0#) h?BCT
2GS$2)( ) @A ) /0) . 2$0$*) ?CEO
) O# ,,.* 4$(0,. 0" *lo#
$/0.$10$%) 0#0'$/ 03 @A ) AAES
@>S$2)=jA ) njFBO ,,.* 4$(0'53#0
JO" KIO# 21/ . " 0.0#)G>T
@7?S,,* 4$(0'53#0,. )O* Y~ ('
$/0.$10%$*) $/ 03)n ) ng?=T
@@$2)( )??F ) 10) . 2$0$*) ?BCO
) O# ,,.* 4$(0,. 0" *lo#
$/0.$10$%) 0#0'$/ 03 h@E ) ??FS
@ASP2)/0) . 2$0$%)* F? ) () DEO
L 4$(0'53#0,. )0" 2 1/ .
" 0.0#)A?>T
@BS,* 4$(0'53#0,. )0* ) ('
$/0.$10$%)$/' //0#) @ /0) . 2% 0$*)/
LX(0# ()T
@C$2)ng?=j@BE ) ng@=jB@FO:) O#
LF 4$(0 ,. )0" *10# $/0.$10$%)
0#0'$/ 03)DD ) B@FS
@D$2 )nh?=jh?A? ) ng?=j @AAO
L 4$(0'53#0,. )O" *10# 2'1/
. ". 0.0#)hBGCT



F)$

$'" &&PWH*+) &, + 1 )
L%)( %(2 ).+-11-

@ES$2) $/0.$10$*) 3$0# () * E> )
/0) . 2$0$%)* D@0:) 2'1 3$0# 6
| *. ¥ h?SF@S

@FS#0 */ 6/ * *ASB()T

@GS2) $/0.$10$*) 3$0# () *I D> )

10) . 2$0$*)* GFO:) O# 6/ *. *I
2@>SEDS

A>S$2) $/0.$ 10$%) 3$0# ( )* D> )

/0) . 2$0$9)* @?0:) 2'l 3$0# 6
| *. 1 @S?GS

A?S $) O# 6/ *. *I 2FESAEO)$2
$/0.$ 10$*) 330# ( )*1 ?FC ) /0) .

2% 0$) *1 2S

A@S#0 */ 6/ * *hASF ()T

AASS$) 0# 6/ *. *1 2@CS?F0)"$2
$/0.$ 10$*) 330# ( )*1?2>? ) /0) .

2$ 0$*) *| D@S

ABS$2) $/0.$ 10$%) 350# ( ) *! 27E )
/0) . 2$0$%)* B@O:) 2'1 3$0# 6
/ *. *| h>SGBS

ACS$2) $/0.$10$%) 3$0# ( )*?2@D )
J0) . 2$0$)*25>>0:) 2 'l 3$0#
6'/* * h>SECS

ADS$) 0# 6/ *. *| @DBS?DQ M2FF )



=jDBS
AES$) 2 '1

)$ F

3%0# 6/*. *Ih>S@O %L

?BC ) =jCDS
AFS$) O# 6'/* * FGSEG'$2j?> ) =]

EGS

AGS$) O# ,.*

$'$0$ /O 1/ O# 01.*( 0#

IF) % 2S

B>S#0 $/ 0#

¥ 8805 6K /I0#)

g@SsS>@T

B?S#0 $/ 0#

. F $$05* 64 " 0.

0#) g@S>@T

B@S# 0 $/ 0#
h?SGET
BAS# 0 $/ 0#

¥ 8805 6K /I0#)

. F $$05* 64 " 0.

0#) h?SGET

BBS# 0 $/ 0#
g>S>GT
BCS# 0 $/ 0#
h>S>@T
BDS#0$/ \
BES#08%/ \
BFS#08%/ \
BGS#0$/ \
C>S#09%/ \
C?S#0 3%/ 0#
* 1..)

¥ 8805 6K /I0#)

¥ 8805 6K /I0#)

| 2SE?]T
k@S@@]T
| h?S?G]T
k h@SE?]T
| ASE?]T
* o $'$05 %1 0# L) *(
¥ 2'1 " 0.0#)CD !X

("5 $/0.$10 *1'0$*) 3$0# ()



F)$

D@ ) /0) . 2$0$*) BSCT
C@St0$/0# ,.* $$05*% 21 *I A@G *.

" 0.0 //1($)" )*.("5 $/0.$10 /0

330# () @G> ) /0) . 2$0$*) A@T
CAS#0$/0# ,.* $$05* " 00$)" 2

* 37S@ L.*(0# .)*(*10,10 *!

)*.("5 $/0.$10 /03%0#nj@SD ) =]

SGT

CBS$) 0# ,.* $'$0$/0 1/ 0# OL.*(0#
IR %) *)'$) L L S

CCS#O0$/0# ,.* $305* 6F 03 )
g?SGG ) g@S>@T

CDS#0$/0# ,.* $305* 6F 03 )
h?SGG ) g@S>@T

CES#0$/0# ,* $3$05* 6F 03 )
h?S@> ) h?SGET

CFS#0$/0# ,* $3$05* 6F 03 )
g@SAA ) h>SGET

CGS#HO$/0# ,.* $$05* 6, " 0.
0#) g>S>GT

D>S#0%/0# ,* $$05* 6+ ". 0.
0#) h>S>@T

D?S#0%/ \?SB@ Il @S>?]T

D@St0$/ \?SEE| | @S@@]T

DAS#0%/ \h@SAAII h?S?G]T

DBS#0$%/ \hAS>?1| | h>SE?|T

DCS#0$%/ \@SDD I ASE?]|T



)$ F

DDS#0$/0# ,* $'$05* 0# .)*(
* 1.) * 2'1 03 )CD) D?!¥
)*.("5 $/0.$10 *,1'0$*) 3$0# ( )
D@ ) /0) . 2$0%$*) BSCT
DES#0$/0# ,* $$05* 21 03 )
A>? ) A@GO //1($)" )*.("5 $/0.$10
/03304 () @G> /0) . 2$0%$* A@T

00.$ 10$*)/

45/ #,0. %S/ (0.$'0&)IK * % &*
W) L) 40*&0%~] 5 2% $,()0 ) $/ 1/
1) . 00.$10$*) #. '$& AS> )$0 00/\

*AS> 1'$ )/S



http://www.opentextbookstore.com/mathinsociety/2.5/MathinSociety.pdf
https://creativecommons.org/licenses/by-sa/3.0/us/




CHAPTER 7:
PROBABILITY






WHY IT MATTERS:
PROBABILITY

Why learn how to comput e
probability?
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COMPUTING THE
PROBABILITY OF AN
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probability that a person who tests positive actually has the
disease.
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A charity benefit is attended by 25 people and three gift certificates
are given away as door prizes: one gift certificate is in the amount
of $100, the second is worth $25 and the third is worth

$10. Assumingthat no person receives more than one prize, how
many different ways can the three gift certificates be awarded?
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| have nine paintings and have room to display only four of them at
a time on my wall. How many different ways could | do this?
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A charity benefit is attended by 25 people at which three $50 gift
certificates are given away as door prizes, Assuming no person
receives more than one prize, how many different ways can the gift

certificates be awarded?
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The United States Senate Appropriations Committee consists of 29
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the Appropriations Committee?
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In a certain state's lottery, 48 balls numbered 1 through 48 are
placed in @ machine and six of them are drawn at random. If the six
numbers drawn match the numbers that a playver had chosen, the
player wins $1,000,000. In this lottery, the order the number are
drawn in doesn’t matter. Compute the probability that you win the
million-dollar prize if you purchase a single lottery ticket.
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Compute the probability of randomly drawing five cards from a
deck and getting exactly one Ace.
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Suppose three people are in a room. What is the probability that
there is at least one shared birthday among these three people?
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In a certain state's lottery, 48 balls numbered 1 through 48 are
placed in a machine and six of them are drawn at random. If the six
numbers drawn match the numbers that a player had chosen, the
player wins $1,000,000. If they match 5 numbers, then win $1,000.
It costs 51 to buy a ticket. Find the expected value.
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A 40-year-old man in the U.5. has a 0.242% risk of dying during the
next year. Aninsurance company charges 5275 for a life-insurance
policy that pays a $100,000 death benefit. What is the expected
value for the person buying the insurance?
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