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Theme colors are great 
for creating color 
gradients

Use a color wheel to find colors 
that go well together, such as 
complimentary colors



Sticking to a strong color palette is a great way to create a professional and 
visually-pleasing product

COLD TONES

WARM TONES

JEWEL TONES

PASTELS

RAINBOW

GRAYSCALE

BLUE AND RED



Title is the darkest 
color on the page

Font colors are black or 
white, depending on 
which is easier to read



Different but 
complementary colors 
used to distinguish 
categories

Data alternates 
between light color and 
white; data are easiest 
to read when color is 
light

Consistent color flow:
darkest is most general 
information while 
lightest is most specific





The headers are sans-
serif; everything else is 
serif





Lack of borders creates 
a muddled and 

unprofessional looking 
spreadsheet

Too many border 
inserts too much black 

to see the contents

The perfect amount of 
borders will create 
clear separation 
between components 
while not making data 
difficult to read





Left Aligned Center Aligned Right Aligned
Titles (rarely) Titles (most often)

Numbers
Text

Labels
Headers

Sentences







Function Function Code

Addition +

Subtraction -

Multiplication *

Division /

Exponent POWER(#, n)

Exponential EXP(#)

Natural Log LN(#)

Blocking (#)

Concatenation &

Sum SUM(#)

Multiple numbers in a row Nk:Nn

https://support.office.com/en-us/article/excel-functions-alphabetical-b3944572-255d-4efb-bb96-c6d90033e188

https://support.office.com/en-us/article/excel-functions-alphabetical-b3944572-255d-4efb-bb96-c6d90033e188


Function Function Code

Absolute Value ABS(#)

Cosine, Arccosine, Hyperbolic Cosine COS(#), ACOS(#), COSH(#)

Sine, Arcsine, Hyperbolic Sine SIN(#), ASIN(#), ASINH(#)

Convert Degrees to Radians RADIANS(#)

Convert Radians to Degrees DEGREES(#)

Random Number Between 0 and 1 RAND()

Square Root SQRT(#)

Pi PI()

Multiplying Matrices MMULT(matrix_1, matrix_2)

Transpose Matrix TRANSPOSE(matrix)

Inverse Matrix MINVERSE(matrix)

Determinant MDETERM(matrix

https://support.office.com/en-us/article/excel-functions-alphabetical-b3944572-255d-4efb-bb96-c6d90033e188

https://support.office.com/en-us/article/excel-functions-alphabetical-b3944572-255d-4efb-bb96-c6d90033e188




https://bettersolutions.com/excel/functions/matrix-category.htm

https://bettersolutions.com/excel/functions/matrix-category.htm


https://bettersolutions.com/excel/functions/matrix-category.htm

https://bettersolutions.com/excel/functions/matrix-category.htm


Statistic Function Code

Mean =AVERAGE(#)

Mean, excluding some numbers =AVERAGEIF(#, “qualifying factors [<, >, 
=]”)

Median =MEDIAN(#)

Mode =MODE(#)

Standard Deviation =STEDV(#)

Standard Error =MIN(#)/SQRT(n)

Minimum =MIN(#)

Maximum =MAX(#)



https://www.youtube.com/watch?v=q0ckcKsSPXU

https://www.youtube.com/watch?v=q0ckcKsSPXU


https://www.dummies.com/software/microsoft-office/excel/how-to-perform-z-test-calculations-in-excel/

https://www.dummies.com/software/microsoft-office/excel/how-to-perform-z-test-calculations-in-excel/




https://archsmarter.com/9-steps-beautiful-spreadsheets/
https://www.techrepublic.com/blog/windows-and-office/20-excel-tips-for-creating-stylish-spreadsheets/
https://www.youtube.com/watch?v=IHvMKv9mcTs
https://support.microsoft.com/en-gb/office/math-and-trigonometry-functions-reference-ee158fd6-33be-42c9-9ae5-d635c3ae8c16
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