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MICROSOFT WORD

PAPER FORMAT

e Page Layout:

= AR 72010 b
Home Insert I Page Layout i'eferences Mailings Review View

s @ ]'j B =) Breaks ~ @ D Indent Spacing 7]

— £ Line Numbers ~ — £ = -

| [ |2 Align~

[&] Fonts eft: 0cm s Before: 0 pt 2 - * B croup
(] e Margins Orientation Size Columns ~__ 8 Watermark Page  Page ’ = <]| Position Wrap  Bring Send  Selection
D Effects - - = = be™ Hyphenatiop = - Color ~ Borders Right: 0 cm S p= After Opt = Text~ Forward ~ Backward Pane -k Rotate
Themes Page Setup ) Page Background Paragraph | Arrange |

Click on this button to enter Page Setup

Page Setup

Margins | Paper | Layout

Margins
Top: Bottom: 2em
Left: 2am =) Right: 2am
Gutter: 0cm =) Gutter position: Left

i Orientation |

Portrait  Landscape
Pages

Preview

Apply to: | Whole document [ v |
S L)

o Paper:

Page Setup

Margins Paper Layout

Paper size:
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|| - —— l
H First page: Other pages:
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Apply to: | Whole document n Frint Options...
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Custom Margins: [Page Layout — Page Setup ... - Margins]

| o
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ECDIDI'S By [— ’él Breaks + ’—m
= [ . Fage seup
. Fonts §:|51 Line Mumbers~ ———— 8  —— — """~~~
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DEffects = o > - be~ Hyphenation ~ Margins I Paper | Layout |
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Pages
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Left: 1.81 cm Right:1.91 cm
Wide Preview
Top: 2.54 cm Bottom:2.54 cm
Left: 5.08 cm Right:5.08 cm
Mirrored
Top: 2.54 cm Eottom:2.54 cm
Inside:3.18 cm Cutside:2.54 cm
Custom Margins
applyto: | Vihole document [
Set As Default [ ok ][ cancel
Custom Margins...

Headers and Footers: [Insert - Headers]

Wi -0

Mme Page Layout References Mailings Review View
i 2o»
Lk L = = o
= D (3] = [Cid

Cover Blank Page | Table | Picure Clip Shapes SmartArt Chart Screenshot | Hyperink Bookmark Cross-reference |[Header|footer  Page
Page~ Page Break - Art - - - MNumber -

Pages Tables 1Y Byilt-In a|ader & Footer
Navigation v x |I|J Blank
Search Document e
) Ty weu]
AEE < -k 1

This document does not B Blank (Three Columns)

contain headings. .

To create navigation tabs, B [Type sext] Py test] Mype test]

create headings in your

document by applying

Heading Styles. =
= Alphabet
n
. [Type the document title]
- Annual
= [Type the document tile] | [Year]
= Austere (Even Page)
- [ P
- Austere (Odd Page)
- o v oo o, T
- -
- £) More Headers from Office.com »
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e Page Number: [Insert - Page Numbers]

Em Pagelmout  Reterences  Maings  Rewew  View

A= D HED ™ 6 . A 5 elEla g 4 e T Q
L = ke — Ll — =l = i — (5} Date & Time /
Cover Blank Page Table Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer] Page Text Quick Wordart Drop i . Equation Symbol
Page~ Page Break - Art - - - JNumber~§ Box+ Parts+ - Cap - '#d Object - -
Pages Tables Tllustrations [ Top of Page v |l Text Symbols
Navigation v X [@ Bottom of Page [ 5 ! 6 ! 7 8 ! 9 ' 10 1
Search Document o~ =l Page Margins »
®] Current Position 3
AEE -~ Ao
ﬁ Eormat Page MNumbers...
;:\ Remove Page Numbers

This document does not

e  Cover page: [Insert — Pages — Cover Page]

W d9- o &N
Home | Insert |
=
[ﬁ = EH
Elank Page Table
Page Break w2
Pages I Tables
e Insert page break: [Insert — Pages — Page Break]
W 9- o &S
Home | Insert |
s =l
t;] [j S | BB

Cover Blank| Page Table
Page = Page | Break -

|Page5 Tables

TEXT

e Formatting text: select the text and then [Home - Font (e.g. ARIAL ©); Font Style (e.g. Bold - @); Size (18 - ®)].
W' @&~ O

j Home | Insert Page Layout References Mailings Review View
= A

Pﬁ:r % Cut PO il
i |Calibri - |10 le A | Aav | &)
I: ” =3 Copy . A
aste v 3 - -
~ < Format Painter L0z X e
Clipboard 5 Font (] Paragraph |

e Text Spacing and Alignment: [Home - Paragraph - Indentation and Spacing: General-Alignment: Justified;

Spacing-Line Spacing: 1.5 lines].

wWi'd 9 -0l
‘ Home | Insert Page Layout References Mailings Review View

! 1 & Cut Calibri *110 ~/A A7 | Aa- | B A

o, =3 Copy -
v aby . v r=. v

Pafte »}Format Painter 1 U abe *s x 4 A = Q

Clipboard (1 Font | | Paragraph I
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TABLE

Paragraph

T )

General

Indents and Spadng | Line and Page Breaks

lodignment:

Justified - I

Indentation
Left:
Right:

Before:
After:

Preview

Qutline level: |Body Text -

EI Special:

|0 cm ‘ | (none)

Mirror indents

Don't add space between paragra|

Line spacing:

o [

[Snge |
1.5 lines

]

[setaspefait | [ ok | [ cancel |

e Insert a table for example with 7 columns and 8 rows: [Insert — Table — Insert Table...].

Home I Insert IPageLayout

8023

Picture

Cover Blank Page Table
Page~ Page Break =
Insert Table

I O
I
I O
I O
I O
I O
I

References Mailings Review

PRl e

Shapes SmartArt Chart Screenshot

-

Illustrations

0 o o [

G Insert Table...

[ Draw Table

Convert Text to Table

Excel Spreadsheet

Cuick Tables »

[ el 1+

F
Insert Table

Table size
Mumber of columns:

Number of rows:

AutoFit behavior

() Fixed column width:

() AutoFit to window

Remember dimensions for new tables

Auto o

| o

J [ conca |

e To link two or more cells (even if the cells are on rows or on columns) select the cell that you want to

merge and right click — Merge Cells
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Calibri

B I

[

L 4

Cut

Copy

Paste Options:

=

Insert *
Delete Cells...

Select 3

Merge Cells

Borders and Shading...
Text Direction...

50 M

-

Cell Alignment

AutoFit »

p=gip=gibegp=gp=gbegpgpagbagh=gh=y

Table Properties...
- el

v

O (X | =

e Toapply a style, select first the whole table and [Table Tools — Design — Table Styles]
(] 7~ 3 | N 07 fBocumentl [Compatibility Mode
Home Insert Page Layout References Mailings Review View Chemistry Layout
Header Row First Column | === — - - =
[ Total Row [ tast Column EEEEE = = - =
) VTa‘h’\e Style O’p;m';’;s" o Table Styles
e Toalign text in a table: select the row or column and right click [Cell Alignment]
Calibri
B| I =
&
Sub lysis | No. ofd No of | v l
ub-group analysis o. of data sets o of cases/controls OR (95%c)) % Cut
Ethnicity 3 Copy
Caucasian 18 70103/127620 1.10 (1.06-1.15 [§% Paste Options:
East Asian 7 11093/11588 1.05 {1.01-1.09 =5
African 4 3569/4658 1.01 {(0.93-1.10 BT
nse 3
Other 2 514/686 1.18 (0.99-1.40 i
OR = Odds Ratio; 95%CI = 95% confidence interval; P(Z) = probability associated to Z test; P[Q)F DEIRTE TRy,
Cochran’s chi-square Q statistics test used to assess the heterogeneity in subgroups; PIQ)® = ®Cc Select b
statistics test used to assess the heterogeneity between subgroups. Merge Cells
Source: Yu Y, Chen Z, Wang H, Zhang Y. Quantitative assessment of common genetic variants on J
hormone receptor status with breast cancer risk. PLoS One 2013;8(8):e72154. doi: 10.1371/jourr Borders and Shading...

|Ift Text Direction...
Cell Alignment I EEE
AutoFit v (= ==
E‘ Table Properties... ===
e To apply single paragraph: select the whole table and [Home — Paragraph — Spacing — Line spacing =
Single]
e To put text to superscript: select the text and [Home - Font — Superscript]
@ 9~ 05w T T T
Insert Page Layout References Mailings Review View
—ij b Calibri *110 A" A | A | B
=3 Cop — i p . i
Pavste J Format Painter B/ 7 U *Ex 4 A
Clipboard Font u Paragraph
FORMULAS
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To insert a formula: [Insert — Symbols - Equation — Insert New Equation]:

BOEDHED2d« @ X B 233 5 BE4 L0

Cover Blank Page = Table | Picture Clip Shapes Smartart Chart Screenshot Hyperlink Bookmark Cross-reference | Header Footer Page | Tedt Quick Worda Drop -
Page~ Page Break | - At~ > S - Mumber-| Box- Partsw - Cap- '#Object~

I
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Pages Tables lustrations Links Header & F Built-In
v x R e T3 iAweaofGide
Navigation [ g 3 §
Search Document P - A=mr?
EE -
EREE i
This document does not - Binomial Theorem
contain headings, =
N -
To areate navigation tabs, (x+a)= z (I)rarr
creste headings in your 4 anvs
document by applying . k=0
Heading Styles. L L
n epsnsonos s
nx  nln—1)x%
= A+)r =1k ————
™ Fourier Series
] nmwx . nmn
F) =ao+ (aﬂcnsT‘ + by sin= )
7 n=1
< Pythagarean Theorem
i a?+b2=c?
] ‘Quadratic Formula
| —b +Vb? —4ac
P ek
N 2a

ice.com

TC Insert New Equation

Docl (Last saved by user Microsoft Word

™ B AR Equation Tools
Home  Tnsert  Pagelsyout  References  Mailings  Review  View Design
& e ) E = B TR T e Rl L O AR

€% Linear
Equation 3 o Fraction Script Radical Integral Large  Bracket Function Accent Limitand Operator Matrix
waton e nomartes | [ C1[2][V][¥] [e][%][-][e][<] [a][v][=][2] L e e S N B e
Tools 5 Symbols Structures

PREDEFINED STYLES & FORMATTING

e  Using predefined Styles and Formatting: [Home — Styles — Heading 1]

O
[ ]

Home | Inset  Pagelajout  References  Mailings  Review  View  Chemistry
I AaBbCcl AaBbCci AaBbCel AaBbCei AABSCC AABBCC AABBCC AaBbCcl %

" o 2 sz
1 TimesNewRom = 12 = A" A" | Aa- 4 iZ- (S 20 9 AaBbCA AaBbCel AaBbC AaBb( AaBb( AaBbCel AaRsCcl
P cormat pnter | B L L~ b 3, WA =E=E Q-+ || thomsl  Stong  TNoSpad. Headngl  THe  Sublile SubtieEm.. Emphais InlenseE.  Quole InemeQ. SublleRel. ItenseR. BookTae Tlstwa.. | Change
ipbosrd Font 3 Paragraph Shles .

INSERTING REFERENCES TO THE END OF DOCUMENT

e Insert reference at the end of the document: [References — Footnotes — Footnotes and Endnotes — Location =

Endnotes & End of document — Format = Number format =1, 2, 3, ... - Insert]

) i o - o & =
MOme Insert Page Layout Mailings Review View Chemistry
% [Zp Add Text ~ A.Bl [y Insert Endnote g ) Manage Sources ‘| Insert Table of Figures

2 update Table »\E MNext Footnote = [@ Style: APA Fiftt + =¥ Update Table
Table of Insert Insert .. o Insert
Contents = Footnote g Show Motes Citation = ﬁj Bibliography ~ Caption [ Cross-reference

Table of Contents I Footnotesl |.i | Citations & Bibliography Captions
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Footnote and Endnote ‘ &g

Location

(") Footnotes: |Bott0m of page El
| (@ Endnotes: |Er1d of document EI
Format

Number format: 1, 2,3, .. -
[ PP - |

Custom mark: | | l Symbol... ]

Startat: =

MNumbering: | Continuous El
Apply changes

Apply changes to: | Whole document El

| goeme | [ cancel || soply |

WORDART & DRAWING

e  WordArt: activate Drawing toolbar: [View — Toolbars — Drawing] and Insert WordArt

Wd9-0|= 02, patibility T Mics
ME Page Layout References Mailings Review View
- 5 D = = B = -
\% D — E CE ‘ ﬁ o g B = EI'E= =] A = A Af @S\gnature Line ﬁ Q
= =l EEl Ij[ } =] [+ =l = — [—— [ Date & Time
Cover Blank Page | Table | Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer  Page Text Qu Drop Equation Symbol
Page~ Page Break - Art - - - - - = Cap - '88 Object ~ =
Pages Tables Tlustrations w w | (et Symbols
Mavigation > X |[] | B WardArt ml‘“" Wordar, ".I"ln WordArt H T 1 -8 1 -8 1 10 1 i1
Search Document 2~ w
iy [vee] & 3
FIEIE .. Warilet WordArt WordArt worisr: Vot V¥ e —
El | oo | &I B
H
v YW
This document does not MRl W ¥ £ Wo p
contain headings. Wozdhrt wardarr -Wordlrt l‘t!Arl H
To create navigation tabs, E o w
create headings in your rfi , M “ mﬁ}ﬁ T
document by applying w ‘Vﬂ A” ;
Heading Styles. ‘
ez (a0 i g e §
- -

Me Page Layout References Mailings Review
NEEIEEE ER-T
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a5 B k& i+

Cover Blank Page Table Picture Clip | Shapes |SmartArt Chart Screenshot
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Lines
SNSNTLL TR RNNG G
Basic Shapes
EOOUCOOAMNODD
O0O0O000@AY ud
(OINLS e I

Block Arrows

2EG e LRI T
€ dvnpso >IN
Gl

Flowchart
O0<000ldSeoay
CUdN@B I ¢ AVED
Qoo

Callouts
D050 0.0 [0 5 A5 A%
A A g U0 AD AD (0

Stars and Banners

TEnd e O 8 £ B IR
OERIR

é New Drawing Canvas

PICTURES

e [Insert — lllustration - Picture] and choose the picture that you want to insert in the document.

e To align the image, right click on the Image and [Size and Position... - Text Wrapping & Square]:

f ™Y
Layout m
VWrapping style
In line with text Sguare Tight Through Top and bottom
Behind text  In front of text
Wrap text
@ Both sides () Left only () Right only () Largest only
|| | Distance from text
Top 0eam =) Left (0.32em 13
Botom [0em |2 Right [0.32am 2]
o) (o

e Set the dimensions of the picture for the Exercise 3 as follows: Height =6.75 cm & Weight 6.75 cm.

TABLE OF CONTENTS

e Preliminary request: format your title and subtitles using [Home — Styles — Heading(s)]

e Create the content of the document: place the mouse where you want to have the contents and [References —

Table of Contents — Table of Contents — Insert Tables of Contents... - Ok]
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File Home Insert
[Zp Add Text ~ [y Insert Endnote
=¥ update Table ﬁg Mext Footnote =
Table of Insert
Contents ~ Footnote IE—I Show Notes
Table of Contentsl Footnotes [F1

Review

,jManage Sources
([, style: APA Fiftt ~

£
Insert . o
Citation - @ Bibliography ~
Citations & Bibliography

View

[ 9 = 5 T
i Page Layout Mailings

Chemistry
|:] Insert Table of Figures
=¥ Update Table

Insert
Caption [f] Cross-reference

Captions

r
Table of Contents

P i

Index | Table of Contents ‘ Table of Figures I Table of Authorities |

Print Preview

Web Preview

Heading 1 ...
Heading 2

show page numbers
Right align page numbers
Tab leader: ‘ ....... |Z|
General
Formats: From template :

Show levels:

[iUse hyperiinks instead of page numbers
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POWERPOINT

& -

Page

Page Setup

Uz

. Accessories

, Cisco

. Crimson Editor

. CutePDF

. Epilnfo

. ESET

. Games

. Google Chrome

. Google Earth

. HomeCinema

. IfanView

. Maintenance

. MathWave
|A|| Microsoft Access 2010
[&] Microsoft Excel 2010
[N] Microsoft OneNote 2010

)| Microsoft Outlook 2010

| Microsoft PowerPoint 2010

| B Microsoft Publisher 2010
(W] Microsoft Word 2010
. Microsoft Office 2010 Tools

1  Back

Choose a design: [Design - Themes]

| - — G

Home Insert Transitions Animations Slide Show
O®
Slide
Setup Orientation

Review  View

Themes

To create a new PowerPoint presentation: [Start — Microsoft Office — Microsoft PowerPoint]

sorana
Documents
Pictures

Music

Favorites
Computer
Network
Connect To
Control Panel
Devices and Printers
Default Programs

Help and Support

[ colors -

~| [A]Fonts -

< [Oefreats - [T Hide Background Graphics

)

4 Background Styles ~

Background

o

9-0ls

To modify Slide Master: [View — Master Views - Slide Master]

(P

Home Insert Design Transitions Animations
[C] Ruler ?:I = Arrange All g?
[ cridiines = Grayscale ) Ry cascade E
Slide Motes Reading | Slide |Handout MNotes ) Zoom  Fitto ) Mew . Switch Macros
Sorter Page  View || Master | Master Master [ Guides Window | bl Black and White | window [ Move Split  windows +
Presentation Views | Master Views | Show ra Zoom Color/Grayscale Window Macros

To change the Fond Style: select the text box on which you want to apply the new style and [Home -

Font]. It is possible to change all predefined formatting.
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BT 9~ 61 premiatend st e
Slide Master I Home I Insert

Transitions Animations Review View Format
¥ cut R Lavout - = LIft Text Direction - S CwOoO - %& Ly shape Fill - 4 Find
3 Copy ~ CI B9 Reset = [ align Text - AL Lol G-
< Format Painter 5:;:'. [ Delete T Conwert to Smartart - | | % 1 F ¥y Bl %‘::k. b Shape Effects - | [ Select -
Clipboard I Slides Paragraph T Drawing a Editing

2 shape Outline ~ | 2, Replace -
Paste

CLICK t0 EDit MaStER.
titLE SfYL-!Eu

Click to edit Master subtitle style

Slide Master Home Insert

Transitions Animations Review View

wE i - -
SIS ) Delete _— ™ EColors_ | 3 sackoround styes - D i3
[F4 Rename Built-In -~
Insert Slide Insert Master Insert . il Hide Background Graphics Page Slide Close
Master  Layout [ Preserve Layout Placehold EONENNEN office Setup Orientation~ | Master View
Edit Master waster | Il MMM Grayscale Background [F] Page Setup Close
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, Adjacency

HEEENTE Angles
BN NEEN Apex
HONNNNEN Apothecary
Aspect
Austin
Elack Tie

EONEENNE civic

T ok —

= To validate the changes: [Slide Master — Close Master View]

File Slide Mafter Home Insert Transitions Animations Review View

s EY E o (] Elcomn~ —
= = R Delete | : B 1 Anl Colors = B Background Styles - @ -
[FA Rename — | BuiltIn =
Insert Slide Insert Master Insert : Hide Backaground Graphics Page Slide Close
Master  Layout (@ Preserve Layout Placeholdé BONNENEE office 0 9 & Setup Orientation ~ || Master View
Edit Master Master | IICICIEIMINMM  Grayscale Background n Page Setup Close

To insert a new slide: [Home — Slides — New Slide]
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(Gl ERIE

Insert Design  Transitions  Animations

Slide Show

Review

View Format

. — — [ ——
T resentation] M Microsoft PowerPoint T 'm(ub|

B % |J (= tayout = |0 oamime e - A A =, |14 Text Direction = ~NOoo IEj ‘_/ 2 shape Fill - 34 Find

" 2 copy B Reset [ align Text + AL LSO H & [ snape Outiine ~ | 3, Replace *

Peste f Format Painter ;N;:Vv Ssedion-| B 7 U § abe M- Aa- | A 2 Convert to smartart + | |4 VL T Ay v e S%,L‘";:. & Shape Effects + | [¢ Select =
Clipboara i Siides Font y Paragraph u Drawing | Eatting

Slides Outline x

Statistics GLOSSaRY

|
|
|
|
|
|
|
o
Q
|
|
|
|
|
|
|

Statistics GLOSSaRY
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Sorana D. BOLBOACA
To apply a transition to a presentation: [Transitions — Choose a Transition Type — Apply to All]
Bld9-06- Presentation - Microsoft PowerPoint g To0is | =l X ]
Home Insert Design Animations Slide Show Review View Format @ 0

(EP ]! = _ = _ - T = & Sound: [NoSound] ~ Advance Slide

k J =] ‘ = ‘ :ﬁ ﬂ ‘2' Lﬁ ”I | EJ fﬂ Lﬁj g] N— 00.70 [¥] on Mouse Click
Preview None cut Fade Push Wipe split Reveal Random Bars Shape Uncover Cover Flash = O:g;:sv [ Atter: (00:00.00 >
Preview Transition to This Slide
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Design Transitions Animations

Pra;engtiﬂnl - Microsoft PowerPoint
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Slide Show

Review View
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€ T Q&P

Table Picture Clip Screenshot Photo Shapes SmartArt Chart | Hyperlink Action Text Header WardArt Date Object = Equation Sym Video Audio
= Art = lbum ~ = Box & Footer = &Ti = = =
Tables Images Illustrations Links Text Symbols Media
Slides Outline x
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Slide || Notes and Handouts
Indude on slide
Statistics GLOSsaRy [7] pate and time
o (@ Update automatically
Language: Calendar type:
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Fixed Preview
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Slide pumber
|~ Footer
=

To insert an action button: [Insert — lllustrations - Shapes — Action Buttons]
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Table Picture Clip  Screenshot Photo
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Shapes
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martArt Chart
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| Recently Used Shapes |
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Lines
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Block Arrows
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Equation Shapes

F=R=-=g

Flowchart
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Stars and Banners
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Callouts

DO OO MAdid: A0

Action Buttons
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_Action Button: Home

e To use predefined WordArt: [Insert — Text - WordArt]
ME Page Layout

B

Cover
Page =

D =
=l
Blank Page

Page Break
Pages

=

Table Picture  Clij

Tables

ElE
EE]

p
Art

References

=N Nt

Mailings

Review

View
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Chemistry

23 5 &E4

Shapes SmartArt Chart Sereenshot | Hyperlink Bookmark Cross-reference | Header Footer  Page Text  Quick |Wordart |Drop

- Number~ Box+ Parts~+ Cap - 48 Object ~
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lllustrations
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MICROSOFT EXCEL

BASIC FORMATTING

e Tocreate a new workbook: [Start — All Programs — Microsoft Office - Microsoft Excel 2010]
e Torename a sheet(1):

e Select the sheet whose tab you want to rename (the selected worksheet is active and the current sheet name
appears in bold letters).

e Double-click the sheet tab. (You also can right-click the sheet tab and select Rename on its shortcut menu.
The current name on the sheet tab appears selected.)

e Replace the current name on the sheet tab by typing a new sheet name. (When you begin typing a new
name, the previous name disappears.)
e Press Enter.

e Other option used to rename a sheet (2): [Home — Cells — Format — Organize Sheets — Rename Sheet]

" R

=1 & cut = R "i"
B 53 Copy ~
Paste Insert Delete] Format
- = Format Painter - = -
Clipboard ] Cells

:Iv Em K ’_E——\

Insert Delete [Format

- - -

Cell 5ize
[ RrowHeight.
AutoFit Row Height
=3 Column Width..,
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide 4

Organize Sheets

Eename Sheet

Move or Copy Sheet...

Tab Color 4
Protection
[y Protect Sheet...
(2| Lock Cell |

& Format Cells... |

e Toinsert a background: select the sheet and [Page Layout — Background]
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1 0 - = T —

Kaﬂ n Colors ~
LT Fonts -

Themes

- [O]es

Themes

Insert

Page Layout

Formulas Data

Margins Orientation

ects v v

Review Vv

G @

Size Print Breaks| Background

b Area~ v.
Page Setup

To hide a sheet: select the sheet and [Home — Cells — Format — Visibility — Hide&Unhide — Hide Sheet]

T
B
dCell MNote ; Insert Delete |Format
Cell Size i
30 Row Height.. |
T | u | AutoFit Row Height |
B Column Width..,
AutoFit Column Width
Default Width...
Visibility
Hide Rows Hide & Unhide »
Hide Columns Organize Sheets

Hide Sheet

Unhide Rows
Unhide Columns

Unhide Sheet...

Protection
[y Protect Sheet...

Lack Cell

®f  Format Cells...

Rename Sheet
Move or Copy Sheet...
Tab Color 4

To insert the tab to a sheet: select the sheet named Data and [Home - Cells — Format — Organize Sheets — Tab

color] and choose the red color.

leutral = @‘
.|| EH
inked Cell Note - Ins'ert Delvete Fur:nat
Cell Size
30 RowHeight..
T | U | AutaFit Row Height
= Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide 3
Organize Sheets
Rename Sheet
Move or Copy Sheet..,
Theme Colors Tab Calor 13
H HENENNENEN| ptedion

Standard Colors
EE>s sEEEEE

Mo Color

1% More Colors...

(8 Protect Sheet...

Lock Cell

% Format Cells...
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To formatting a cell/column/row: [Home — Cells — Format — Format Cells...]

-

| Cell Size

[ Row Height...
y AutoFit Row Height

3 Column Width...

AutoFit Column Width

QEfEUlt Width... Format Cells @lﬂ
o tumber | Alignment | Font | Border | Fil [ Protection
Visibility Cotegory:
Hide & Unhide b T m— || e
- Accounting Decimal places: | § z
Organize Sheets Date
E;semage [T use 1000 Separator ;)
EE name Sheet ;rnaec:ggc Negative numbers:
Text
Move or Copy Sheet.., Soecal
Tab Color 4
Protection J
\.;.ij Protect Sheet.., Number is used for general display of numbers. Currency and Accounting offer spedialized
formatting for monetary value.
5| Lock Cell
B Format Cells...
Category | Example What to do?
Number | 256 Write the number in the cell [Format Cells ...Number - Number]
N.B. Aligned implicit to the right of the cell.
Date 12-Oct-06 [Format Cells ... Number - Date]
Press CTRL+; (semicolon) to enter today's date.
Time 12:00 PM [Format Cells ... Number - Time]
To enter a time based on the 12-hour clock, type the time + a space + “a”’/“p” (a
= AM — ante meridian — before midday; p = PM — after midday) ;
To enter the current time, press CTRL+SHIFT+: (colon).
Text Your name | Putsome text hear (e.g. your first name) [Format Cells — Number - Text].
N.B. The text is aligned implicit to the left of the cell.
Scientific | 0.00000058 | Enter a number less than 1 [Format Cells ... - Number - Scientific]

To delete a sheet:
Right click on the sheet named and choose Delete option
[Home - Cells — Delete — Delete Sheet]

e B o 53

Insert | Delete

- -

-

| 5% Delete Cells... I
'i':"' Delete Sheet Columns
L Delete Sheet
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BUILDING GRAPHS

Basic steps for creating graph in Microsoft Excel:

ok wNE

Input your data in an Excel file.

Choose a type of graph to create.

Switch axes if necessary.

Adjust your labels and legends, if desired.
Change the axis measurement option, if desired.
Reorder data, if needed.

Input your data in an Excel file.

o Copy data from another file and Paste them in Excel file.

o Introduce data in Excel file.
In the example below, in Column A, we have a list of type of hepatitis while in columns B, C, D, and E we have
the number of cases according to the county (where AB = Alba lulia, BH = Bihor, BN = Bistrita Nasaud, CJ =
Cluj-Napoca). For example, Column B, Row 2 (cell B2) illustrates that in Alba lulia County were 166 subjects
with Hepatitis A.

A B C D E
1 AB BH BN cl
2 Hepatitis A 166 171 16 50
3 |Hepatitis B 13 14 9 9
4 |Hepatitis C 1 25 4 7
5 |Other Hepatitis 0 ) ) 0
& |Chronic Hepatitis 0 o 12 9
7 Chronic carriers of HBEsAg 21 53 14 2

Choose a type of graph to create.

To represent these data we will use a Bar chart. To make a bar graph, select the data (inclusive the name of
the rows and the name of the columns) and [Insert - Bar] and choose the type of the chart you wish. For
exemplification we will use Stacked Bar.

A B C D E
1 [ AB BH BN
2 .Hepatitis i} 166 171 16 50
3 Hepatitis B 13 14 9 9
4 Hepatitis C 1 25 4 7
5 Other Hepatitis 0 8 ] 0
& Chronic Hepatitis 0 0 12 9
7 |Chronic carriers of HBsAg g 53 14 2
]
9
10 Chronic carriers of HBsAg
11
12 Chronic Hepatitis
13 . N AB

Other He patitis
14 H BH
15 Hepatitis C BN
16
17 Hepatitis B mo
18
19 He patitis A q
ji 0 100 200 300 400 500
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3. Switch axes if necessary.
If you want to switch what appears on the X and Y axes, right click on the bar graph, click ‘Select Data,” and
click ‘Switch Row/Column.’
A B C D E F G H 1 1 K L M N

1 AB BH BN

2 |Hepatitis A 166 171 16 50

3 HepatitisB 13 14 9 9

4 Hepatitis C 1 25 4 7

5 | Other Hepatitis 0 8 6 0| -
6 | Chronic Hepatitis 0 0 12 9|| Select Data Source m
7 |Ch i i f HB: 21 53 14 2 :
3 roncamerEe e Chart data range: | =Sheet1!SAS1:5ES7 _
9

e - i ET

12 B Hepatitis B Legend Entries (Series) Horizontal (Category) Axis Labels

5 o [ s | e [ Xaewe | - [7] [ o |

& W Hepatitis C Hepatitis A | |AB

15 "

= BH Hepatitis B | EH

B Other Hepatitis Hepatitis C = |BN

1 Other Hepatitis [oh ]

ii AB B Chronic Hepatitis Chronic Hepatitis -

20/l 100 w0 300 o ]
21
4. Adjust your labels and legends, if desired.

To change the layout of the labeling and legend, click on the created graph, then click the ‘Layout’ tab. Here
you can choose what layout you prefer for the chart title, axis titles, and legend.

)

S Wicrozoht

Chart Tools

To include a title select Chart Title.

-19-

Home Insert Page Layout Formulas Data Review View Design Layout Farmat
Chart Area - & Picture [#] Chart V 7
] Pa] o] ] (B ] ] (i i
%Format Selection @Shapes - 'halt Floor
Chart  Axis Legend Data Data Axes  Gridlines Plot Trendline
@Resetto Match Style [ES Text Box Title = Titles = - Labels~ Table~ - - Area~ 3-D Rotation
Current Selection Insert Labels Axes Eackground
Chart 1 - fe |
A B C D E F G H I ]
1 AB BH BN CJ
2 Hepatitis A 166 171 16 50
3 Hepatitis B 13 14 9 9
4 |Hepatitis C 1 25 4 7
5 Other Hepatitis 0 8 6 0
6 Chronic Hepatitis 0 0 12 9
7 Chronic carriers of HBsAg 21 53 14 2
8 — —
]
10 cl B Hepatitis A
11
= B Hepatitis B
13 BN
= N Hepatitis C
15
BH
iz B Other Hepatitis
17
o AB B Chronic Hepatitis
19
20 o 100 200 300
21 4
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— — I
| |7 | R o = Bookl - Microsoft Excel Chart Tools
Home Insert Page Layout Formulas Data Review View Design | Layout | Format
Chart Area - N A = M | [ E = il | 3
hal 3 S Y O Y
%Format Selection
Picture Shapes Text Chart | Axis Legend Data Data Axes  Gridlines Plot Chart
&4 Reset to Match Style - Box | |Title~ |Titles~ = Labels~ Table~ M M Area~ Wall
Current Selection Insert Mone Axes Backeg
| Chart 1 - I | Do not display a chart Title
A B C I__-. Centered Overlay Title G H 1
T T Overlay centered Title on
1 " AB BH chart without resizing chart
2 Hepatitis A 166 - Above Chart
3 Hepatitis B 13 i Display Title at top of chart
4 |Hepatitis C 1 are.a and résize chart
5 |Other Hepatitis [ Uore Title Options.
6 | Chronic Hepatitis [} 0 12
7 Chronic carriers of HBsAg 2 53 14 2
8 (. 7
9
& cl M Hepatitis A
11
12 B Hepatitis B
13 BN
= B Hepatitis C
15
BH
e B Other Hepatitis
17
18
AB B Chronic Hepatitis
19
20 t t t
(] 100 200 300
21 —
To define axis select Axis Titles.
@l H ) - - Bookl - Microsoft Excel Chart Tools “
Home Insert Page Layout Formulas Data Review View Design | Layout ‘ Format

Chart Area
@‘u Format Selection

& Reset to Match Style .

@A

Picture Shapes Text

Box

—

[}
Chart
Title - |Titles =

Legend Data

Data

o] ] (] [m] (] ] & (@& O) [

Axes  Gridlines
< Labels ~ Table ~ < <

Plot
Area

3D
Rotation

Chart Trer

Floor

Chart
Wall

None
Do not display an Axis Title

Title Below Axis
Display Title below Horizontal Axis and
resize chart

Mare Primary Horizontal Axis Title Options...

Current Selection Insert |[&]  Primary Horizontal Axis Title »
[ Chart1 - ( £ | |3 Primary Vertical axis Title >
A B ) D H F

1 AB BH BN (o] =
2 Hepatitis A 166 171 16 50
3 |Hepatitis B 13 14 9 9
4 Hepatitis C 1 25 4 7
5  Other Hepatitis 0 3 6 ]
6 Chronic Hepatitis [] 0 12 9
7 |Chronic carriers of HBsAg 21 53 14 2
8 - -]
9
001 ¢ W Hepatitis A
11
i B Hepatitis B
13 BN
i W Hepatitis C
15

BH
49 W Other Hepatitis
17
18] | a8 B Chronic Hepatitis
19
20 1} 100 200 300
21 |Lh

Change the axis measurement option, if desired.
To change the type of measurement shown on the Y axis or X axis, right click on the axis and click on Format
Axis. Here you can change the minimum and maximum value as well as major am minor units (Axis Options)
or you can decide if you want to display number with 2 decimals or with 0 decimal (Number).
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EH9-™- = ~ Bookl - Microsoft Excel ChartiTools ‘
Home Insert Page Layout Formulas Data Review View Design ‘ Layout Format
T e e =
4 || i B - |l e e s
Change  Save As Switch select | ||"EEL | |-EE | | =L L
Chart Type Template | Row/Column Data
Type Data Chart Layouts Chart Styles
| Chart1 - & |
A B c D E F G H I J K L M
— Format Axis
2 |Hepatitis A 166 171 16 50
3 |Hepatitis B 13 14 9 9 e Axis Options
4 |Hepatitis C 1 25 4 7 N M
jumber inimum: ) @ Fi
5 [Other Hepatitis 0 g 6 0 @ Aute ©
6 |Chronic Hepatitis 0 0 12 of || F Meximum: (2 Ayta
7 |Chronic carriers of HBsAg 2 53 14 2 | | Line color Major unit: @) Auto
9 [] values in reverse order
Shadow
10 cl B Hepatitis A [] Logarithmic scale Base:
Glow and Soft Edges
= BN M Hepatitis B 3-D Format Show display units label on chart
13
Al t .
s N e sk e e 2]
15 BH Epatiis Minor tick mark type:
Aodis labels: Next to Axis
16 W Other Hepatitis - _n
17| | AB Vertical axis crosses:
18 @ Autpmatic
T T B Chronic Hepatitis -
13 100 200 3 ) Axis valug:
20 Mumber of cases () Maximum axis value
21 R
22
23
24
25
26
27 Close
28

Reorder data, if needed.

To sort the data so that the software choices appear in descending order, click on the column that is most
important (in this case | picked column H), and [Data — Sort & Filter — Custom sort...] and sort for example in
descending order. You need to do this operation when you want to create Pie to Pie or Bar to Pie.

G H | 1 K L M N o] P
Hepatitis C
AB 1
BN 4
(o] 7
BH 25
i B
Sort ==
“’gl Add Level ” W Delete Level ” 153 Copy Level ” v My data has headers
Column Sort On Order

Sortby | Hepatitis C

|ZH | Values

[+] |iargestio smai

=

][ Cancel
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Hepatitis C

BN
11%

AB
3%

7. Formatting the background.

e  Formatting the border: select the graph and right click [Format Plot Area — Border Color —Solid line].

=

LT g
Format Plot Area
B Hepatitis A Fill
Border Color
- B He patitis B
= Border Styles
=
3 M He patitis C 1 Shadow
Glow and Soft Edges
B Other He patitis
3-D Format
B Chronic Hepatitis
MNumber of cases

Border Color
) Noline

Solid line

() Gradient line
() Automatic

Color:

Transparency: []—

e  Filling with a solid color: right click on the Chart Area (white background) and [Fill — Solid Fill] and choose

the color that you want.
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u v w X Y z AA AB AC AD AE AF AG AH Al 4
. " — - 2
Disease [Pertussis |average arfibiotics costs S—r— L2 [
2012 a2 2952]
2011 86 3096, Fil
2010 29 1044 Border Color
2009| 10| 360
Border Styles Sold fil
2008 51 1836 o Gradient fil
Shadow Picture or texture il
Glow and Soft Edges Pattern fil
Average antibiotics costs 25 Format © Automatic
o . et s
% 100 Type: lnear  [v]
£
=
E L Angle: 50°
A d i. L Gradient stops
§ 40 i
8 ° J j L
= 20
K] ~|  Positon: 0% |5
3 . ot .
z o0 T T T T T ) =
2007 2008 2009 2010 2011 2012 2013 Brightness: O v |
20 C F =
Transparency: | 0% |5
Year
Rotate with shape
L

e  Gridlines. Gridlines are horizontal and vertical lines that help us to see where precisely a particular data
marker is in relation with the axes. The default for most chart types involves some gridlines but we can
add or remove them as we wish: select the chart and go to Chart Tolls and choose Gridlines.

‘ .:A_LILH_L
Design ‘ Layout ‘ Format

Design | Layout ‘ Format M @ J J J J J M Chart

‘ — —  Char

Chart Nal idli Cha Chal 3D i es  Up/Dow
] il | i ld (] (] [l s | o o] arveae el rioar- Rotation | e e Bars
Axves Gridlines A':Ieoatv ‘hJIH F;Ih:t F:-Z‘:;.;Il:\-iﬁ Tren:jline Lines Il|w1[; n BEar::r‘ AIE] Primary Horizontal Gridlines » Analysis Pro
A@ Primary Horizontal Gridlines » None r @ Primary Vertical Gridiines - None . . .
I&] Primary Vertical Gridlines N Do not display Horizontal Gridlines [ 1% AB AC AD A Do nat display Vertical Gridlines

u@

-

AB

AC AD £ Major Gridlines

e Display Harizontal Gridlines for Major units
—| Minor Gridlines

iliE| Display Horizontal Gridlines for Minor units
=1 Major & Minor Gridlines

= Display Horizontal Gridlines for Major and

Minor units

Moare Primary Horizontal Gridlines Options...

Major Gridlines
Display Vertical Gridlines for Major units

Minor Gridlines
Display Vertical Gridlines for Minor units

Major & Minor Gridlines
Display Vertical Gridlines for Major and
Minor units

i

More Primary Vertical Gridlines Options...

For our example we choose to include the major vertical gridlines:

Average antibiotics costs

120

100

80

60

40

20

Number of cases with pertusis

2007
-20

2008 2009 2010 2011 2012 2013

Year

e Data labels: can be attached to data points (such as series name, category name, or value). To add labels,

select first the data point to which you want to add labels and right click and choose add data labels:
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Average antibiotics costs

120 - A A7 Series "Pertussi -
-
g 100 > A-D-Z-F
T
E 20
g - o o Delete
% 80 g &4 Resetto Match Style
2

40 .
% ﬁ nh Change Series Chart Type...
L 20 : El select Data...
£ $
£
2_=' 1]

2007 2008 2009 2010 2011 20 Add Data Labels
-20

Add Trendline...
#f Format Data Series...
If you choose Format Data Labels you will be able to display the desired label. For our example, we
choose to display the Bubble Size:

Year

u v w X ¥ z AL AB AC AD AE AF AG AH Al Al
Disease  |Pertussis |Average antibiotics costs Format Data Labels M
2012| 82| 2952
2011 86 3096 Label Options | | Laber Options
2010| 29 1044 Number Label Contains
2009| 10| 360) il [C] series Name
2008] 51 1836, [7] x value
Border Color [ ¥ value
Border Styles Bubble Size
Average antibiotics costs shadow
120 Glow and Soft Edges Label Position
.E 100 3-D Format @) Center
H Airment O Left
lignmen’ _
=% ? ® mont
% 0 © Above
§ ) Below
g 40
'E 0 [7] Indude legend key in label
X Separator |, Iz‘
ZOZUDT 2008 2009 2010 2011 2012 2013
Year
\
Predefined Functions

Functions are predefined formulas that perform calculations by using specific values, called arguments, in a

particular order or structure. Functions can be used to perform simple or complex calculations.

Any function has the following structure: equal sign (=) followed by the function name, an opening parenthesis,
the arguments for the function separated by commas, and a closing parenthesis. Arguments can be numbers, text,
logical values such as TRUE or FALSE, arrays, error values such as #N/A, or cell references. The argument you designate

must produce a valid value for that function. Arguments can also be constants, formulas, or other functions.

The main types of operators are:
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1. Arithmetic operators: addition (+), subtraction (-), negation (-), multiplication (* - asterisk), division (/ - forward

slash), percent (%), exponentiation (» - caret).

2. Comparison operators: equal sign (=), greater than sign (>), less than sign (<), greater than or equal to sign (>=),

less than or equal to sign (<=), not equal to sign (<>).
3. Text operator: ampersand (&).

4. Reference operators: colon (: - range operator - produces a reference to all cells between two references,
including the two references), comma (, - union operator - combines multiple references into one reference),

space (intersection operator, which produces one reference to cells common to the two references).

Formulas calculate values in a specific order. The equal sign tells Excel that the succeeding characters constitute a
formula. Following the equal sign there are the elements to be calculated (the operands), which are separated by
calculation operators. Excel calculates the formula from left to right, according to a specific order for each operator in
the formula: reference operators (colon, single space, and comma), negation, percent, exponentiation, multiplication
and division, addition and subtraction, concatenation and comparison. To change the order use round brackets to

identify explain Excel which part to calculate first.
The most useful functions in medical statistics are presented in Table 1.

Click on an empty cell. To open the function wizard: [Formulas — Insert Function] and select the desired function

by click OK (Figure 1). The shortcut is Shift+F3 or click on the INSERT FUNCTION icon next to the formula bar (Figure 2).

The wizard window allows searching a function using some keyword (1) such as “arithmetic mean” (Figure 1); the
wizard will recommend us some functions related to the used keywords. If we did not have any idea about the
keywords, the name of the function could be choose using the drop down list (2) and we will find all statistical
function in the list of Statistical. If we want to use some of the functions recently used we could select the Most
Recently Used category — this is a list of the last used 10 functions. As a function was selected, a brief description is

available (3) while a full description of the function could be found on the Internet (4).

Insert Function ? P

Search for a function:

J_ 1\13nmmenc mean Qo ]
B | =
Or select a category: | Recommended Bﬂ 2 f

Select a function:
- |
AVERAGEIFS |
AVERAGE
HARMEAN
AVERAGEA
NORM.INV

~~L | NORM.DIST >
§ 3 (\ AVERAGEIF(range,criteria,average_range)

AT Finds average(arithmetic mean) for the cells specified by a given condition or
aiteria,

r

ﬁ/_{ Help on this function [ = ] | —

Figure 1. Insert Function window.
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Table 1. Statistics functions.

Function

Descriptive statistics

Statistical parameter

=SUM(data_range)

Total sample

=COUNT(data range)

Sample size (n)

=AVERAGE(data_range)®

Arithmetic mean

=MODE(data_range) Mode
=MEDIAN(data_range) Median
=MAX(data_range)-MIN(data_range) Range

=VARP(data_range)
=VAR(data_range)

Population variance
Sample variance

=STDEVP(data_range)
=STDEV(data_range)

Population standard deviation
Sample standard deviation

=CONFIDENCE(0.05,STDEV(data_range),COUNT(data_range))

Return the value that must be extracted and added from the
mean to find the lower an upper bounds of confidence
interval

=quartile(data_range,x)

=quartile(data_range, 3)-quartile(data_range, 1)

Quartiles — where 1<x<4,Q1 = minimum, Q2 = median, Q4 =
maximum
Interquartile range

=SKEW/(data_range)

Skewness (if data are normal distributed the skewness is 0)

=KURT(data_range)

Kurtosis — this function return the excess kurtosis (if data are
normal distributed the KURT must return 0; a negative value
indicate a platykurtotic shape while a positive value is
indicative of leptokurtotic distributions)

=frequency(data_range,bins_range)

Counts how many of the values in the data occur within each
interval

Measures of associations

=CORREL(Y data_range, X data_range)

Compute the Pearson correlation coefficient between Y and
X

=SLOPE(Y data_range, X data_range)

Compute the slope (b) for Y =a + b-X

=INTERCEPT(Y data_range, X data_range)

Compute the intercept (a) forY =a + b-X

Functions that produce p-values

=TDIST(t df.2)

Two sided p-value for t-statistics (df=degrees of freedom)

=2*(1-NORMSDIST(ABS(z)))

P-value for two-tailed z-test (z value need to be previously
calculated)

=CHIDIST(X’, df)

Chi-Square distribution (X2 = the Chi-Square value, df =
degrees of freedom)

=CHITEST(observed_frequency, expected_frequency)

P-value for testing observed vs. expected frequencies.

=FDIST(F, df1, df2)

P-value for F distribution (dfl = degrees of freedom for
numerator; df2 = degrees of freedom for numerator)

Other useful functions

=SQRT(number)

Finds the square root of a number

=IF(logical_expression, results-if-true, result-if-false)

Returns one value if a specified condition evaluates to true,
or another value if it evaluates to false

=COUNTIF(data_range, criterion)

Returns the absolute frequency of cases that accomplished
the imposed criterion

=SUMIF(data_range, criterion, reference)

Sums values that accomplished a given criterion

data_range = the array where you have data in Excel (for example A2:A101)

Once a function has been selected, the Function Arguments dialog box will be available (Figure 2).
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E] Home
J

Insert

Page Layout Formulas Data Review Wiew

=

040 0

i =

=

e

Function Library Defined Mames
LA =AVERAGE(BZ:BI61— m

H | i) K L

average.

AVERAGE -

A B C D E F G
1 |Id Birth weight (g) ’
21 A000D Function Arguments
£ 2 3500 AVERAGE
4 | 3 2300

Mumberl B2:B15

5 4 3300
6|5 4200 MNumber2
7|6 1600
8|7 4200
S| 8 4100
10| 9 4000
11 10 4600
12 |11 2615 contain numbers.,
13 |12 3200
14 13 3200
15 14 3750

16

17| [ncE(e2E16) |

18
19

User Defined Formulas

Formula result = 3468.928571

Help on this function

Returns the average (arithmetic mean) of its arguments, fvhich can be numbers or names, arra

Numberl: number1,number2,... are 1 to 255 numeric arguments for which you want the

/ Collapse dialog =

{4000;3500;2300;3300;4200; 1600;4...

= 3468.9285H—

Current argument

Figure 2. Function arguments

dialog box.

Three types of cell reference can be used when a formula is defined in Excel:

1. Relative reference will change column and row as formula is copied to other cells.

2. Absolute reference is the one that does not change when the formula is copied to other cells. If you refer to a cell

in a certain row and column (for example $A$1) and then copy the formula elsewhere, it will still refer to exactly

the same cell. Absolute reference could be also applied to range (e.g. SAS$1:5DS1). An absolute address is defined

by using the $ symbol

3. Mixed reference is the one that is half absolute and half relative (e.g. AS1 or SA1).

The following are some example of user defined functions useful in medical practice:

e  Body Mass Index (BMI, also called Quetelet Index) [1]:

BMI = Weight (Kg)/Height (m?)

The interpretation of this indicator is as follows [2]:

o

BMI< 15 (kg/mz) — very severely underweight

15(kg/m’) < BMI < 16(kg/m’) — severely underweight

16(kg/m2) <BMI< 18.5(kg/m2) — underweight

18.5(kg/m?) < BMI < 25(kg/m”) — normal

25(kg/m?) < BMI < 30(kg/m?) — overweight

30(kg/m’) < BMI < 35(kg/m’°) — moderately obese
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o 35(kg/m’) < BMI < 40(kg/m>) — severely obese
o BMI2 4O(kg/m2) — very severely obese

e Ponderal Index (PI, also known as Corpulence Index) [3]: provide the relationship between mass and height and

has the following formulas:
Pl = weight(kg)/height(mS) —normal values for 12 month of infant [10.3-13.9]
Pl = 100*(weight(kg)*(1/3))/height(cm) — normal values [2.175 - 2.4]
Pl = height(inches)/((weight(pounds))*(1/3)) — normal values: [12.49 - 13.92]

e HC/AC ratio [4]: is a means of distinguishing different patterns of growth retardation with a high ratio implying

malnutrition of the fetus

HC/AC = Head Circumference/Abdominal Circumference

The main useful statistical formulas that could be translated in a user defined formula in Excel are as follow:
e Amplitude (Range): = MAX(data_range) — MIN(data_range)
e Central value: = (MAX(data_range) + MIN(data_range))/2
e Standard error: = STDEV(data_range)/SQRT(COUNT(data_range))

e Coefficient of variation (CV, also known as relative variability): = 100*STDEV(data_range)/AVERAGE(data_range))
(computed whenever data follow a normal distribution) [5]. This indicator assesses the variability of data and is
not proper to be computed when experimental data take both positive and negative values. When data did not
follow a normal distribution, Quartile Variation Coefficient (QVC) must be computed (QVC): = 100*(Q3-
Q1)/(Q3+Q1), where Q3 = 3" quartile, Q1 = 1 quartile [6].

3. IF Function

One particular case of a logic function that could be very useful when you deal with medical data is the IF
function. This function is very useful whenever different criteria are applied on a set of variables to return different

answers.

The syntax of the function is as follows: = IF(logical_test, value_if true, value_if false), where logical_test is the
test performed on a value or expression and could comprise the following operators: = (equal to), > (higher than), <
(smaller than), > (higher than or equal to), < (smaller than or equal to), <> (not equal to). An example with two
quantitative criteria is presented in Figure 3 (Q: The patient has hypertension? — is considered that a patient has
hypertension if SBP 2140 mmHg or DBP>90 mmHg) while an example with a combination of qualitative and
guantitative criteria is presented in Figure 4 (Q: The patient has a cardiovascular risk? A person has a cardiac risk if the
age of the person is greater than 30 year AND the person smoke AND the person has hypertension AND the person has
glycemia higher or equal to 100 mg/dl.). In each example an operator is used; OR will return the results if one of

criterion is accomplished while AND will return a true value if all criterion ware accomplished. In the first example
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(Figure 3), a patient that has a SBP > 140 mmHg and a DBP < 90 mmHg is consider at having hypertension (the same

result is obtained if SBP < 140 mmHg and DBP = 90 mmHg or SBP > 140 mmHg and DBP > 90 mmHg). In the second

example (Figure 4), a patient will be considering of having a cardiac risk if his/her age is higher than 30 years, he/she is

a smoker, he/she has hypertension and he/she has a value of glycemia > 100 mg/dl. Thus, all criteria must be

accomplished to be considered of having cardiac risk. If one criterion is not accomplished the person is considered not

having a cardiac risk (such as, a person with age > 30 years, non-smoker, with hypertension and with glycemia higher

than or equal to 100 mg/dl).

IF - X « fx | =IF(OR(F2>=140,G2>=90),"yes","no")
A B F G H I J K L M N 0 P Q R
Year of SEX SBP DBP HT GLYCEMIA || Function Arguments ? 2
, diagnosis| (F/M) |(mmHg) | (mmHg) (yesino)| (mgidi) Logical test with two
IF
2 2005|F 90 60" "na"} 160 i
3 S006|F 100 50 710 Logical_test |OR(F2>=140,G2>=90)
4 2008|F 90 60 170 Value_if_true |“yes”
5 2009|F 90 60 71 Value.if false L1
6 2009|F 170 70 160
7 2008|F 110 70 72 = "no”
3 2007|F 110 a0 a7| | Checks whether a condition €| i i
g 2004]F 115 80 198 1AMk The value returned if logical test is 3
10 2004]F 120 80 118
11 2004]F 120 90 77 . . .
12 2004]F 130 50 183 The value returned if logical test is
13 2006|M 110 70 180| | Formula result = no
14 2005(M 110 70 161 -
15 2004]M 120 80 168 | Hel2on this function [ o [ concel |
16 2004|M 110 80 187 - :
Figure 3. IF function by example: two criteria
IF - K " Jx | =IF(AND(C2530,E2="yes",H2="yes",12>=100),"yes","no")
A B C D E F G H | J
Cardiac
Year of SEX | AGE |OBESITY|SMOKING| SBP DBP HT |GLYCEMIA risk
diagnosis | (F/M ears esino esino) |(mmH mmH esino mg/dl
g (F/M) |lyears) (yesino) | (yesino) |(mmHg)| (mmHg) |(yesino) (mgidl) | 5.5
| 2005]F 40]no ves 90 60[no 160] es","na")
2006|F 40|no no 100 60(no 21U|
oo ool 1
1 Function Arguments - l"@ | i

rlma|alalalala|lalalal==
O S o o o B Do 90N e R —

1‘ Formula result = no

= Logical test with 4 criteria

Logical_test |0 E2="yes" H2="yes" I2>=[100)
Value_if_true | "ygs"

Value_if false |"no

Checks whether a condition is met, and returns one value if TRUE, and another value if

Logical_tast pamm e oo e b
The value returned if logi

FALSE,

cal test is

| Help on this function [

Figure 4. IF function by example: four criteria.
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