Excel 2003

Excel 2003 is the spreadsheet software in the Microsoft 2003 Office
Suite. It allows you to store, organize, and analyze numerical
information.
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|dentifying basic parts of the Excel window

Introduction

Microsoft Excel 2003 is a spreadsheet application in the Microsoft Office Suite. A spreadsheet is
an accounting program for the computer. Spreadsheets are primarily used to work with numbers
and text. Spreadsheets can help organize information, like alphabetizing a list of names or
ordering records, or calculate and analyze information using mathematical formulas.

By the end of this lesson, students should be able to:

e |dentify the parts of the Excel window
e Understand the differences between a Workbook and a Worksheet
e Understand a cell and its importance to Excel

e Move around a workbook

Excel 2003

|dentifying basic parts of the Excel window
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Workbook
Also called a spreadsheet, the Workbook is a unique file created by Excel.

Title bar

Microsoft Excel - Book1

The Title bar displays both the name of the application and the name of the
spreadsheet.

Menu bar
%] File Edit Wiew Insert Formatk Tools Data  Window  Help - 0 X

The Menu bar displays all the menus available for use in Excel 2003. The contents of
any menu can be displayed by clicking on the menu name with the left mouse button.

Toolbar

Some commands in the menus have pictures or icons associated with them. These
pictures may also appear as shortcuts in the Toolbar.
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Column Headings
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Each Excel spreadsheet contains 256 columns. Each column is named by a letter or
combination of letters.

Row Headings
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Each spreadsheet contains 65,536 rows. Each row is named by a number.
Name Box
B4 -
Shows the address of the current selection or active cell.

Formula Bar

i

Displays information entered-or being entered as you type-in the current or active cell.
The contents of a cell can also be edited in the Formula bar.

Cell
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A cell is an intersection of a column and row. Each cell has a unique cell address. In
the picture above, the cell address of the selected cell is B3. The heavy border around
the selected cell is called the cell pointer.



Navigation Buttons and Sheet Tabs
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Navigation buttons allow you to move to another worksheet in an Excel workbook.
Used to display the first, previous, next or last worksheets in the workbook.

Sheet tabs separate a workbook into specific worksheets. A Workbook defaults to
three worksheets. A Workbook must contain at least one worksheet.

Workbooks and Worksheets

A Workbook automatically shows in the workspace when you open Microsoft Excel
2003. Each workbook contains three worksheets. A worksheet is a grid of cells,
consisting of 65,536 rows by 256 columns. Spreadsheet information--text, numbers or

mathematical formulas--is entered in the different cells.
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Column headings are referenced by alphabetic characters in the gray boxes that run
across the Excel screen, beginning with the Column A and ending with Column IV.

Rows are referenced by numbers that appear on the left and then run down the Excel
screen. The first row is named Row 1 and the last row is named 65536.

¥ Important Terms

e A workbook is made up of three worksheets.
e The worksheets are labeled Sheet1, Sheet2, and Sheet3.
e Each Excel worksheet is made up of columns and rows.

e In order to access a worksheet, click on the tab that says Sheet#.

The Cell

An Excel worksheet is made up of columns and rows. Where these columns and rows
intersect, they form little boxes called cells. The active cell, or the cell that can be
acted upon, reveals a dark border. All other cells reveal a light gray border. Each cell
has a name. Its name is comprised of two parts: the column letter and the row
number.
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Row Cell Pointer Column Heading

Heading Cell Address

In the following picture the cell C3, formed by the intersection of column C and row 3,
contains the dark border. It is the active cell.
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# Important Terms

e Each cell has a unique cell address composed of a cell's column and row.
e The active cell is the cell that receives the data or command you give it.
e A darkened border, called the cell pointer, identifies it.

Moving around the worksheet

You can move around the spreadsheet in several different ways.

To Move the Cell Pointer:
e To activate any cell, point to a cell with the mouse and click.

e To move the pointer one cell to the left, right, up, or down, use the keyboard arrow keys.

To Scroll Through the worksheet:

The vertical scroll bar located along the right edge of the screen is used to move up
or down the spreadsheet. The horizontal scroll bar located at the bottom of the
screen is used to move left or right across the spreadsheet.
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The PageUp and PageDown keys on the keyboard are used to move the cursor up or
down one screen at a time. Other keys that move the active cell are Home, which

moves to the first column on the current row, and Ctrl+Home, which moves the cursor
to the top left corner of the spreadsheet or cell A1.

To Move between worksheets

As mentioned, each Workbook defaults to three worksheets. These worksheets are

represented by tabs-named Sheet1, Sheet2 and Sheet3-that appear at the bottom of
the Excel window.

To Move from one worksheet to another worksheet:

Click on the sheet tab (Sheet1, Sheet2 or Sheet 3) that you want to display
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Create, open and save workbooks

Introduction

By the end of this lesson, learners should be able to:

e State the differences between New, Open, Close Save and Save As

e Create a workbook



e Save a workbook
e Open a workbook

e Close a workbook

Understanding File Terms

The File menu contains all the operations that we will discuss in this lesson: New,
Open, Close, Save and Save As.

| File | Edit  Wiew Insert Fo
L1 Mew... ChrlH
5 oCpen... Chel+-0
Close
=l Save Chrl4-5
Save As...
New

Used to create a new Workbook.
Open

Used to open an existing file from a floppy disk or hard drive of your computer.
Close

Used to close a spreadsheet.
Save As

Used when to save a new file for the first time or save an existing file with a different
name.

Save

Used to save a file that has had changes made to it. If you close the workbook without
saving then any changes made will be lost.

Creating a workbook

A blank workbook is displayed when Microsoft Excel is first opened. You can type
information or design a layout directly in this blank workbook.



To Create an Excel Workbook:

e Choose File = New from the menu bar.
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Save As...

e The New Workbook task pane opens on the right side of the screen.

E3 Microsoft Excel - Book1

E File Edit Wiew Insert Formak Tools Data  Window  Help -8 X
PNEE RS RTI s B S0 |8x -2hef
: i -0 -|B J U|ES=E|EE|-A-
A1 - 2

1 A, B | c | D l? EHew Workbook *
: s @|® | A

3 New

4 |1 Elank warkboo

5 ] From existing workboak. ..

? —  Templates

Search online For:

S |

9 Elg, q A

10 “8y Templates on Office Cnline

11 EJ N my computer, ..

12 ¥ (@ onomy Web sites,.

M 4 » W Sheetl  Sheetz |« 2| -

Ready LM

e Choose Blank Workbook under the New category heading.
e A blank workbook opens in the Excel window. The New Workbook task pane is closed.

Saving a workbook

Every workbook created in Excel must be saved and assigned a name to distinguish it
from other workbooks. The first time you save a workbook, Excel will prompt you to
assign a name through the Save As operation. Once assigned a name, any additional
changes made to the text, numbers or formulas need to be saved using

the Saveoperation.



To Save a new Workbook:

e Choose File = Save As from the menu bar.
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Chooge the Save As command
when saving an Excel file for
the first time.

¢ The Save As Dialog Box appears.

e Click on the Save In: dropdown menu and locate where the file will be saved. Choose 3
1/2 Floppy (A:) to save the file to a floppy disk or Local Disk (C:) to save the file to your
computer.

e Type a name for your file in the File Name: box.

e Click the Save button.
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To Save Changes Made to an Existing Workbook:

e (Choose File =+ Save from the menu bar, or

Click the = Save button on the Standard toolbar.

v" If you're saving the file for the first time and you do not choose a file name,
Microsoft Excel will assign a file name for you.



v’ It is a good idea to Save frequently when working in a spreadsheet. Losing
information is never fun! You can quickly save your spreadsheet by using the quick-
key combination Ctrl + S.

Opening a workbook

You can open any workbook that has previously been saved and given a name.

To Open an Existing Excel 2003 Workbook:

e (Choose File = Open from the menu bar.
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¢ The Open dialog box opens.
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¢ Inthe Look in list, click the drive, folder, or Internet location that contains the file you
want to open.

¢ In the folder list, open the folder that contains the file. Once the file is displayed, click on
the file you want to open.

e Click the Open button.

Closing a Workbook



To close an existing Excel 2003 Workbook:

e (Choose File = Close from the menu bar. The workbook in the Excel window is closed.
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v" Excel 2003 will prompt you to save information if any has been typed between the
last save and the time you close the file.

Enter, edit and delete data

Introduction

By the end of this lesson, learners should be able to:

e Enter text in a cell
e Edit information in a cell
¢ Delete information in a cell

e Select multiple cells

Entering Text in a Cell

You can enter three types of data in a cell: text, numbers, and formulas. Text is any
entry that is not a number or formula. Numbers are values used when making
calculations. Formulas are mathematical calculations.

To Enter Data into a Cell:
e (Click the cell where you want to type information.

e Type the data. An insertion point appears in the cell as the data is typed.

Sue _ 454 Street
Tol | 1555 Street

Insertion point



e The data can be typed in either the cell or the Formula bar.

Text can be entered in the cell ar in the Formula bar.

TRNET - REVE AR AF MW R A AL N RT Y

: Aria -10/- B I p|===|E=]5. A
- Xﬂ A To
A | o | ¢ | o | E | F | G |
First Name l-ast Name Address Phone
John Jones 123 Street 555-5555
Jane Srmith 345 Street 555-1234
Jog Srmith 456 Street/555-5675

To|” I

o e (LD R —

e Data being typed appears in the both active cell and in the formula bar.
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Text appears in both active cell and in the Formula Bar as it is typed.

¢ Notice the Cancel and Enter buttons in the formula bar.

Mame box Fomula bar
BR - XJ &

-
Cancel button Enter button

o Click the Enter button '™ to end the entry and turn off the formula bar buttons.

v" Excel's AutoComplete feature keeps track of previously-entered text. If the first
few characters you type in a cell match an existing entry in that column, Microsoft
Excel fills in the remaining characters for you.

Editing Information in a Cell

Information in a spreadsheet is likely to change over time. Information can be
changed in either of two ways.



Quick and Easy Method:

e (lick the cell that contains the information to be changed.

¢ Type the new entry. The old entry is replaced by the new entry.

If the original entry is long and requires only a minor adjustment (in spelling, for
example), then you can directly edit the information in the cell.

To Edit Information in a Cell:

Method 1: Direct Cell Editing

¢ Double-click on the cell that contains the information to be changed.
e The cell is opened for direct editing.
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Double-click on the cell and edit information
directly in the cell

e Make the necessary corrections.

o Press Enter or click the Enter button on the Formula bar ¥ to complete the entry.
Method 2: Formula Bar Editing

¢ Click the cell that contains the information to be changed.

e Edit the entry in the formula bar.
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Deleting Information in a Cell

To Delete Data that Already Appears in a Cell:

Click the cell that contains the information to be deleted.

Press the Delete key, or
Right-click and choose Clear Contents from the shortcut menu.
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To Delete Data Being Typed But Not Yet Added to the Cell:

Cancel an entry by pressing the Escape key.

Performing Undo and Redo

Sometimes, you might do something to a spreadsheet that you didn't mean to do, like
type the wrong number in a cell. Excel 2003 allows you to undo an operation. Use

the 2.7 Undo button on the Standard toolbar to recover an error. The last single

action is recoverable.

To Undo Recent Actions (typing, formatting, etc), One at a Time:

Click the 9 - Undo button.

To Undo Several Recent Actions at Once:

Click the arrow next to the Undo button.



e Select the desired Undo operation(s) from the list.
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e Microsoft Excel reverses the selected action and all actions that appear in the list above
it.

An Undo operation can be cancelled by applying a Redo. This is useful when an
Undo operation was mistakenly applied. Remember, a Redo is possible only if you
have not changed an Excel spreadsheet since the last Undo operation was
completed:

To Redo an Undo Operation:

e Press the ¢ - Redo button.
To Redo several recent Undo actions at once:

e (lick the arrow next to Redo button.
e Select the desired Redo operation from the list.

e Microsoft Excel reverses the Undo operation.

Selecting Multiple Cells

The currently-selected cell in Excel is called the active cell. You can also select a
group of adjacent cells, or a cell range. Many operations can be done against a cell
range: move it, copy, it, delete it or format it. A cell range can be defined in different
ways: select a specific range of cells, select multiple columns or rows, or select the
entire worksheet.

To Select a Range of Cells:

e Move to the first cell in the range.

e The mouse pointer becomes a large cross.

e C(Click-and-hold the left mouse button and drag left or right, up or down to the last cell you
want to select.

¢ Release the mouse button.



e The cells you selected are shaded.
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To Select All Cells in a Column or Row:

e (Click the gray Column heading to select the entire column. (Click and drag the cursor
across other column headings to select those columns).
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John Jones 123 Street 555-5555
Jane Srmith 345 Street 555-1234
Joe Srmith 456 Street/555-5675
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Click on the gray column heading
to select the entire column.

e Click the gray Row heading to select the entire row. (Click and drag the cursor down
through the row headings select those rows).
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Click on the gray row heading to select the entire row.

To Select the Entire Worksheet:

e C(Click the gray rectangle in the upper left corner to select entire worksheet.
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v" If the cells and columns you want to select are not directly next to one another,
select one of the ranges you want to select, and hold down the Control key while
selecting other ranges.
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Moving, Copying and Deleting Cell Contents

Introduction

By the end of this lesson, learners should be able to:

Cut
Copy

Copy and paste cell contents
Cut and paste cell contents

Move cell contents using drag-and-drop

Cut, copy, paste defined

Cut, Copy and Paste are very useful operations in Excel. You can quickly copy
and/or cut information in cells (text, numbers or formulas) and paste them into
other cells. These operations save you a lot of time from having to type and
retype the same information.

The Cut, Copy and Paste buttons are located on the Standard toolbar.
Cut, Copy, and Paste Buftons on the Standard Toolbar
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The Cut, Copy and Paste operations also appear as choices in the Edit menu:
Edit | Wiew Insert  Farmal

=) Undo Clear  Chrl+Z

£ Cut Chrl+x
53 Copy Chri+C
['.'5- Office Clipboard. ..

&, Paste Chrl+y

Paste Special. ..

The Cut, Copy and Paste operations can also be performed through shortcut
keys:

Ctrl+X

Ctrl+C



Paste Ctrl+V

Copy and Paste Cell Contents

The Copy feature allows you to copy selected information from the spreadsheet and

temporarily place it on the Clipboard, which is a temporary storage file in your
computer's memory. The Paste feature allows you to select any of the collected items
on the Clipboard and paste it in a cell of the same or different spreadsheet.

To Copy and Paste:

e Select a cell or cells to be duplicated.

e Click on the =2 Copy button on the standard toolbar.
e The border of the copied cell(s) takes on the appearance of marching ants.
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Mlarching ants appear during the copy process

Click on the cell where you want to place the duplicated information. The cell will be
highlighted. If you are copying contents into more than one cell, click the first

cell where you want to place the duplicated information.
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e Press the Enter key. Your information is copied to the new location.



v" Be careful if you paste copied cell information into cells that already contain data. If
you do, the existing data is overwritten.

v" You can copy information from many different sources including Web sites, emails
or other Office applications like Word and PowerPoint and paste it into an Excel
spreadsheet.

Cut and Paste Cell Contents

The Cut feature allows you to remove information from cells in the spreadsheet.
Information that is cut can be pasted in another cell, as long as the pasting occurs
before you perform another operation. If you don't paste the cut information
immediately, it is removed from the Office clipboard.

To Cut and Paste:
e Select a cell or cells to be cut.
e Click on the Cut ) button on the Standard toolbar.
e The information in the cell is deleted.
e The border of the cut cell(s) take on the appearance of marching ants.

e Click on the cell where you want to place the duplicated information. The cell will be
highlighted. If you want to paste the contents into more than one cell, click the first
cell where you want to place the duplicated information.
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¢ Press the Enter key. Your information is pasted to the new location.

v" You do not have to paste information that has been cut. You can use Cut to delete
information from a cell.

Moving Information Using Drag-and-Drop

Another way to move information from one cell to another is to use the drag-and-drop
method. You use the cursor to point to the information to be moved and then drag the
cell to its new location.



To Use Drag and Drop:

Highlight and select the cell(s) you want to move to a new location.

Position the mouse pointer near one of the outside edges of the selected cell(s). The
mouse pointer changes from a large, white cross and becomes a slender, black cross
with arrows at all ends.

A | B | ¢ | A | B | ¢ |
1 1
2 [Savings 2451 2 |Savings +, 2481
3 on 3 1i
4 Large, white cross 4 Slender, black cross
g L with arrows at all ends

Keep the mouse pointer on the outer edge of the selected cell, click and hold the left
mouse button and dragthe cell(s) to a new location.
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Savings 245!

Release the mouse button to move the information to its new location.

Creating Simple Formulas

Introduction

By the end of this lesson, learners should be able to:

Understand the parts of an Excel formula

Create a simple addition formula

Create a simple subtraction formula using the Point-and-Click Method
Create simple multiplication formulas

Create simple division formulas

About Formulas

In school, you learned formulas used to calculate math problems. Microsoft Excel
uses these same formulas to perform calculations in a spreadsheet.



A formula can be a combination of values (numbers or cell references) and math
operators (+, -, /, ¥, =) into an algebraic expression. Excel requires every formula
to begin with an equal sign (=).

The following table illustrates the mathematical operators learned in school and
those represented in Excel 20083.

School Excel 2003

Addition + +
Subtraction - -
Multiplication X *
Division / /
Equals = =

The result of a formula-the answer to 2+3, for example-displays in the cell on the
Excel worksheet. The formula is visible only in the formula bar. A formula's result
will change as different numbers are entered into the cells included in the

formula's definition.
B4 » X & SUMEBTE3)

Creating a Simple Addition Formula

A simple formula in Excel contains one mathematical operation only: one number plus
a second number equals a third number. Writing a simple formula is really no more
difficult than that: 1+1. The only difference in Excel is that all formulas must begin
with the equal sign (=). It is not enough to type 1+1 in Excel because what will
appear in the cell is "1+1." You must begin the equation with an equal sign, or =1+1.
This holds true for any formula, simple or complicated, that adds, subtracts, multiplies
or divides.

Let's add two numbers to create a third, 128+345=473. In Excel, this would be
expressed by the formula,=128+345, as shown below.

=) - B =128+345

A | B | ¢ [ D |

4773
L]

Fe | LD B —

The formula, =128+345,

produces an answer of 473.

To Create a Simple Formula that Adds Two Numbers:

Click the cell where the formula will be defined.
Type the equal sign (=) to let Excel know a formula is being defined.
Type the first number to be added (128, for example)

Type the addition sign (+) to let Excel know that an add operation is to be performed.
Type the second number to be added (345, for example

Press Enter or click the Enter button on the Formula bar to complete the formula.



Creating a Simple Addition Formula (continued)

But what if a column contains many numbers, each of which regularly changes? You
don't want to write a new formula each time a number is changed. Luckily, Excel 2003
lets you include cell references in formulas.

A formula can add the value of two cells-B2 and B3, for example. Type any two values
in these two cells and the formula will adjust the answer accordingly.

Using this method to calculate two numbers-128 and 345, for example-requires that
you type 128 in cell B2, for example, and 345 in cell B3. The Excel formula, =B2+B3,
would then be defined in cell B4.

Sk »* XK & =SUM{BEZ2+E3)
A | B | ¢ | D |
1
2
3
4 |=5UmMB2+E3)|
]
B
Ba - A
Type the
formula, =B2+B3, A | B | C | D |
in cell B4 and 1
press Enter to see 2 128
the result. 3 345
i 473
]
)

To Create a Simple Formula that Adds the Contents of Two Cells:

* Type the numbers you want to calculate in separate cells (for example, type 128 in cell
B2 and 345 in cell B3).

e Click the cell where the answer will appear (B4, for example).
e Type the equal sign (=) to let Excel know a formula is being defined.
e Type the cell number that contains the first number to be added (B2, for example).

e Type the addition sign (+) to let Excel know that an add operation is to be performed.
e Type the cell number that contains the first number to be added (B3, for example).

e Press Enter or click the Enter button on the Formula bar to complete the formula.

Creating a Simple Subtraction Formula Using the Point-
and-Click Method

Formulas can be created by using either numbers or cell references in the definition.
You can also use the mouse to select the cells to be used in the formula instead of



typing the cell number or cell reference. Using this method, we are going to write a
simple formula that subtracts one cell from another: =B3-B2.

AYERAGE |+ X o & =B3-B2
A | B | ¢ | D | E |
; T~ 128 Formula =B3-B2 subtracts
3 f’""’g‘;{gf cell B3 from cell B2
4 |=B3E |
5
3

To Create a Simple Formula using the Point and Click Method:

Type the numbers you want to calculate in separate cells (for example, type 128 in cell
B2 and 345 in cell B3).

Click the cell where the answer will appear (B4, for example).
Type the equal sign (=) to let Excel know a formula is being defined.

Click on the first cell to be included in the formula (B3, for example).

Type the subtraction sign (-) to let Excel know that a subtraction operation is to be
performed.

Click on the next cell in the formula (B2, for example).

If you include multiple cells in the formula, repeat steps 4 and 5 until the entire formula is
entered.

Press Enter or click the Enter button on the Formula bar to complete the formula.

Creating Simple Multiplication Formulas

Creating multiplication formulas is very similar to addition and subtraction formulas.
To multiply two cells the formula, B2 and B3, you would need to insert a
multiplication operator * between them, =B2*B3.

A |8 | ¢ [ D | E |
Formula =B2*B3 multiplies

cell B2 by the cell B3

:

=B2"B3 |
ol

oM b= LD —

To Create a Simple Formula that Multiplies the Contents of Two Cells:

Type the numbers you want to calculate in separate cells (for example, type 128 in cell
B2 and 345 in cell B3).

Click the cell where the answer will appear (B4, for example).
Type =

Click on the first cell to be included in the formula (B2, for example).
Type a mathematical operator (Ex: the multiplication symbol *). The operator displays
in the cell and Formula bar.



Click on the next cell in the formula (B3, for example).
If you include multiple cells in the formula, repeat steps 4 and 5 until the entire formula is
entered.

Press Enter or click the Enter button on the Formula bar to complete the formula.

Creating Simple Division Formulas

Creating division formulas is very similar to the addition, subtraction and multiplication
formulas. To divide the contents of cell B2 by cell B3, you would need to insert a
division operator / between them, =B2/B3.

To Create a Simple Formula that Divides One Cell by Another:

A |8 | ¢ | b | E |

oM LD —

| S 2,81 Formula =B2/B3 divides cell
L 345; B2 by cell B3.

|=EEEIEE l

Type the numbers you want to calculate in separate cells (for example, type 128 in cell
B2 and 345 in cell B3).

Click the cell where the answer will appear (B4, for example).
Type the equal sign (=) to let Excel know a formula is being defined.

Click on the first cell to be included in the formula (B2, for example).

Type a mathematical operator (Ex: the division symbol /). The operator displays in the
cell and Formula bar.

Click on the next cell in the formula (B3, for example).

If you include multiple cells in the formula, repeat steps 4 and 5 until the entire formula is
entered.

Very Important: Press Enter or click the Enter button on the Formula bar. This step
ends the formula.

Creating Complex Formulas

Introduction

By the end of this lesson, learners should be able to:

Create complex formulas
Fill a formula to another cell
Copy and paste a formula to another cell

Revise a formula



e Create an absolute reference

Complex Formulas Defined

Simple formulas have one mathematical operation. Complex formulas involve more
than one mathematical operation.

The order of mathematical operations is very important. If you enter a formula that
contains several operations--like adding, subtracting and dividing--Excel 2003 knows
to work those operations in a specific order. The order of operations is:

1. Operations enclosed in parenthesis

2. Exponential calculations (to the power of)

3. Multiplication and division, whichever comes first
4

. Addition and subtraction, whichever comes first

Using this order, let us see how the formula 120/(8-5)*4-2 is calculated in the following
picture:

- L
120’!‘(8 5) 4-2 Perform the operation in parentheses
| first: 8-5=3

formula becomes

A
1 20!3 4-2 Because the division comes before the
| multiplication, divide 120/3=40

forrmula becomes

40*%4-2 Mext, the multiplication takes place
| hefore the subtraction: 40*4=160

forrmula becomes
160-2
| Finally, 160-2=158

The final answer is 158

Let's take a look at another example:
2%(6-4) =?

Is the answer 8 or 4? Well, if you ignored the parentheses and calculated in the order
in which the numbers appear, 2*6-4, you'd get the wrong answer, 8. You must follow
the order of operations to get the correct answer.

To Calculate the Correct Answer:

e (Calculate the operation in parenthesis (6-4), where the answer is 2.



e Multiply the answer obtained in step #1, which is 2, to the numeric 2* that opened the
equation. In other words, multiply 2*2.

e The answer is 4.

v~ When using formulas with cell references, the results change each time the
numbers are edited.

v~ Remember: In Excel, never do math "in your head" and type the answer in a cell
where you would expect to have a formula calculate the answer.

Complex Formulas Defined (continued)

Before moving on, let's explore some more formulas to make sure you understand the
order of operations by which Excel calculates the answer.

Multiply 5*3 before performing the
division operation because the
multiplication sign comes before the
division sign. The answer is 7.5.
5%3/2
Divide 5/3 before performing the
multiplication operation because the
division sign comes before the
multiplication sign. The answer
1s3.333333.
5/3*2
Perform the operation in parentheses
(3*2) first and divide 5 by this result.
The answer 1s0.833333.
5/(3*2)
Add 5+3 before performing the
subtraction operation because the
addition sign comes before the
subtraction sign. The answer is 6.
5+3-2
Subtract 5-2 before performing the
addition operation because the
subtaction sign comes before the
addition sign. The answer is 6.
5-2+3
Multiply 2*3 before performing the
subtraction operation because the
multiplication sign is of a higher order
than the subtaction sign. The answer
is -1.
5-2*3
Perform the operation in parenthesis
(5-2) first and then multiply by 3. The
(5-2)*3 answer is 9.

Creating Complex Formulas

Excel 2003 automatically follows a standard order of operations in a complex formula.
If you want a certain portion of the formula to be calculated first, put it in parentheses.



If we wanted to add the contents of cell B2 and cell B3, for example, and then take
that answer and multiply it by the data in cell A4, then we would need to define the
following formula: =(B2+B3)*A4.

SUM > X J A& =(B2+B3)"A4
A | B | ¢ | b [ E [ F |
34
5

|=§EEE+E}3!*A4| The formula =(B2+B3)"A4 first adds
T 128 and 345 and then multiplies
the answer by 97.

[l Rt N S

e Enter the numbers you want to calculate.

e C(Click the cell where you want the formula result to appear.
e Type the equal sign (=) to let Excel know a formula is being defined.

e Type an open parenthesis, or (

e Click on the first cell to be included in the formula (cell B2, for example).

e Type the addition sign (+) to let Excel know that an add operation is to be
performed.

e C(Click on the second cell in the formula. The reference B3 displays where you
want your result.

e Endthe B2+B3 operation by adding the close parenthesis, or)

e Type the next mathematical operator, or the multiplication symbol (*) to let
Excel know that an multiply operation is to be performed.
e Click on the third cell to be included in the formula, cell A4.
e Very Important: Press Enter or click the Enter button '™ on the Formula bar.
This step ends the formula.
v" Try changing one of the values in the formula and watch the answer to the formula
change.

Filling Formulas to Other Cells

Sometimes, you will write a formula that gets used a lot in different places of a
worksheet. For example, a spreadsheet may contain several columns of numbers.
Each column will contain a formula that adds all the numbers in it. You could write the
formula several times, once in each column. Or you could copy-and-paste it into each
column. The fill formula method allows you to copy a formula and fill it into many
different consecutive cells at the same time.

The mouse pointer changes to a black crosshair when passed over the fill handle, or
the square box in the lower right corner of the cell.



BS - o =(B2+B3)7 A

A | B | ¢ | Db | E | F
1
2 128
i 345
4 o7
5 | 45551
G A The mouse pointer changes to
7 a black cc_:rsshairwhen passed
5 over the fill handle.
9 Fill Handle
10
11
12

To Use the Fill Handle to Copy a Formula to a Surrounding Cell:
e C(Click on the cell that contains the formula to be copied.
e Position the mouse pointer over the fill handle.

e Click and hold the left mouse button, and then drag the contents to the cell that's to
receive the fill formula.

¢ Release the mouse button.

e Select the Copy Cells option in the fill formula drop-down menu.

BS - A =(B2+B37"A4
A~ | 8 | ¢ | b | E | F | 6 | H |
1
2 128
3 345
4 o7
5 [ 45851 0 0 ol
3] B,
7
g [E] copvcee
d Copy the formula in cell B and fill it C' Fill Eormatting only
1? into cells C5, D5, and ES. Ol Fil without Formatting
12

The cell references in a formula are automatically updated when the formula is copied
to other cells in the spreadsheet.

v" You can also use copy and paste to copy a formula to other cells. Click next to
learn more about the copy and paste method.

Copy and Paste Formulas

The process to copy and paste a formula is identical to that process used to copy and
paste text.



To Copy and Paste a Formula:

e Select the cell that contains the formula to be copied.

e Click the 52 Copy button. Marching "ants" appear around the copied cell(s).

EJ Microsoft Fxcel - Book2

5 File Edit Miew Insert  Formak  Tools D

RN RV -2
: Arial -0 .| B I U|=
B - & =SUM(B2-B3)
A | B | ¢ | D

Sales 24567

1
2
3 |Expenses 1234
g E 33 ,333;

Mlarching ants appear during the copy process

e Select the cell where the copied formula is to be pasted.

e Press the Enter key. The formula is copied to the new location.

Revising Formulas

You can revise any formula that was previously written in a worksheet.

To Revise a Formula using the Keyboard:
¢ Double-click the cell that contains the formula you want to revise.

e The cursor can now move left and right between the values in the formula in cell B5.

S * X Jf & =B2+83

A E | ¢ | D
1
2 |Sales 34 567.00
3 |Expenses 1,234.00] 3512400
4
g =B2+E3 1
- |
= To replace cell B2 with cell C3 in your

formula, type C3 where B2 appears

: and then delete B2.
10
11

e Make the necessary changes to the formula.

e Press the Enter key or click the Enter button to accept the new formula.



Creating an Absolute Reference

In earlier lessons we saw how cell references in formulas automatically adjust to new
locations when the formula is pasted into different cells.

Sometimes, when you copy and paste a formula, you don't want one or more cell
references to change. Absolute reference solves this problem. Absolute cell
references in a formula always refer to the same cell or cell range in a formula. If a
formula is copied to a different location, the absolute reference remains the same.

An absolute reference is designated in the formula by the addition of a dollar sign ($).
It can precede the column reference or the row reference, or both. Examples of
absolute referencing include:

The column and the row do not change
$A%$2 when copied.

A$2 The row does not change when copied.

$A2 The column does not change when copied.

To Create an Absolute Reference:
e Enter the numbers you want to calculate (e,g., 34,567 in cell B2 and 1,234 in cell B3).

e Then, create a simple formula (=B2+B3).

BS - = =B2+B3

A | B | ¢ | D | E |
Sales 34 567 .00 456 234 .00
Expenses 1,234.00 21543.00

I 35 801 .I:Il:l_l

A (O e LD D —

e To create an absolute reference in the formula just created, insert a $ value before the B
(column reference) and 2 (row reference) in the reference to B2 so the new formula
reads, (=$B$2+B3)

LM - ¥ & =iBf2+B3
A | B | ¢ | D | E |

1
2 |Sales 34 567.00 45 234.00
3 |Expenses 1,234.00 21,643.00
4
5 =5E52+6B3 1
B R
7 Insert a § value before the B and 2 to create
g an absolute column reference (3B) and
g absolute row reference ($2).
10




e Copy and Paste the formula to another adjacent cell. The formula now includes an
absolute reference to B2, (=$B$2+D3).

D5 - & =hBh2+03

A | B | 0 |
1
2 |[Sales 34 567.00 45 234.00
3 |Expenses 1.234.00 21 543.00
4
5 . -32.801.00;
5]
i The pasted cell retains the absolute
g reference to cell $B%2 while the second
q reference has changed from B3 to D3.
10
11
12

Using functions

Introduction

By the end of this lesson, learners should be able to:

e Understand definition of a function
e Use Excel 2003 functions in calculations
e Access Excel 2003 functions

e Find the sum of a range of data

Using Functions

A function is a pre-defined formula that helps perform common mathematical
functions. Functions save you the time of writing lengthy formulas. You could use an
Excel function called Average, for example, to quickly find the average of range of
numbers. Or you could use the Sum function to find the sum of a cell range. Excel
2003 contains many different functions.

Each function has a specific order, called syntax, which must be strictly followed for
the function to work correctly.

Syntax Order:

1. All functions begin with the = sign.

2. After the = sign define the function name (e.g., Sum).
3. One or more arguments-numbers, text or cell references-enclosed by
parentheses. If there is more than one argument, separate each by a comma.



An example of a function with one argument that adds a range of cells, B3 through
B10:

—SUM(B3:B10)
e ~

equal sign  function name  argument

An example of a function with more than one argument that calculates the average
of numbers in a range of cells, B3 through B10, and C3 through C10:

~AVG(B3:B10, C3:CT0)

1
equal sign  function name  argument

Excel literally has hundreds of different functions to assist with your calculations.
Building formulas can be difficult and time-consuming. Excel's functions can save you
a lot of time and headaches.

Excel's Different Functions

There are many different functions in Excel 2003. Some of the more common
functions include:

Statistical Functions:

e SUM - summation adds a range of cells together.

e AVERAGE - average calculates the average of a range of cells.
e COUNT - counts the number of chosen data in a range of cells.
e MAX - identifies the largest number in a range of cells.

¢ MIN - identifies the smallest number in a range of cells.

Financial Functions:

¢ |Interest Rates
e Loan Payments
e Depreciation Amounts

Date and Time functions:

e DATE - Converts a serial number to a day of the month

e Day of Week

e DAYS360 - Calculates the number of days between two dates based on a 360-day year
e TIME - Returns the serial number of a particular time

¢ HOUR - Converts a serial number to an hour

e MINUTE - Converts a serial number to a minute

e TODAY - Returns the serial number of today's date

¢ MONTH - Converts a serial number to a month

e YEAR - Converts a serial number to a year



v You don't have to memorize the functions but should have an idea of what each
can do for you.

Finding the Sum of a Range of Data

The AutoSum function allows you to create a formula that includes a cell range-
many cells in a column, for example, or many cells in a row.

NS HRASRP S R A9 BT ]aL 0

g ol -0 -|B I U|SE==|#EE .8
: : = AukaSum
= h A 128
A |8 | ¢ | o [ E—T F | G |

1

2

3 Highlight the range of numbers to be added

4 and click the AutoSum button in the

g standard toolbar.

]

7

To Calculate the AutoSum of a Range of Data:

e Type the numbers to be included in the formula in separate cells of column B (Ex: type
128 in cell B2, 345 in cell B3, 243 in cell B4, 97 in cell BS and 187 cell B6).

¢ Click on the first cell (B2) to be included in the formula.

e Using the point-click-drag method, drag the mouse to define a cell range from cell B2
through cell B6.

¢ On the Standard toolbar, click the Sum button.

e The sum of the numbers is added to cell B7, or the cell immediately beneath the defined
range of numbers.

¢ Notice the formula, =SUM(B2:B6), has been defined to cell B7.

BY - & =SUM(EZ:BE)
A | B | ¢ | o | E |
1
2 128
3 245 The AutoSum of cells B2
through BE is added to cell
4 243 B7. Notice the formula,
5 o7 =SUM({B2:B6), defined in
F 1687 cell BY.
g I ’IEIIIIIII!

Finding the Average of a Range of Numbers

The Average function calculates the average of a range of numbers. The Average
function can be selected from the AutoSum drop-down menu.



To Calculate the Average of a Range of Data:

Type the numbers to be included in the formula in separate cells of column B (Ex: type
128 in cell B2, 345 in cell B3, 243 in cell B4, 97 in cell B5S and 187 cell B6).

Click on the first cell (B2) to be included in the formula.

Using the point-click-drag method, drag the mouse to define a cell range from cell B2
through cell B6.

On the Standard toolbar, click on the drop-down part of the AutoSum button.

3 -

Select the Average function from the drop-down Functions list.

A=A RERE IS RN AR TN R A R - N Y

: Arial ~-10 - B I U |EEE=E|EE| - S0
B2 - f 128 | fiverage . |
A | B | C | D | E | F Count i

Max

Min

More Functions.. .

| o e LD D —

The average of the numbers is added to cell B7, or the cell immediately beneath the
defined range of numbers.

Notice the formula, =AVERAGE(B2:B6), has been defined to cell B7.

NN BERE = RN NN S AN R

i Arial -0 - B I O EE =|iE =
BY - # =AVERAGE(BZ:BR)
A | B | ¢ | b [ E |
1
E 128 The Average of cells B2
3 35| through B6 is added to cell BT.
4 243
g g7| Motice the formula,
= 187 =AVERAGE(BZ:B6), defined
incell BY.
; I EEIIII!

Accessing Excel 2003 Functions

To Access Other Functions in Excel:

Using the point-click-drag method, select a cell range to be included in the formula.

On the Standard toolbar, click on the drop-down part of the AutoSum button.
If you don't see the function you want to use (Sum, Average, Count, Max, Min), display
additional functions by selecting More Functions.
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The Insert Function dialog box opens.

Ma

Min

More Functions., T,

L)

There are three ways to locate a function in the Insert Function dialog box:

You can type a question in the Search for a function box and click GO, or

You can scroll through the alphabetical list of functions in the Select a function field,

or

You can select a function category in the Select a category drop-down list and
review the corresponding function names in the Select a function field.

Insert Function

Search for a function;

Type a brief description of what vou want to do and then
click Go

O seleck a cateqory: | Date & Time W |

Select a function:

DATEVALLE
DAY
DAYS360
HOLR.
MINUTE
MOMTH

Functions associated with the
Date & Time category.

|

(£

DATE(year,month,day)

Returns the number that represents the date in Microsaft Office Excel
date-time code,

Help on this funckion o

l [ Cancel

Working with multiple worksheets

Introduction

Select the function you want to use and then click the OK button.



By the end of this lesson, learners should be able to:

* Name Worksheets

e Insert and Delete Worksheets

e Group and Ungroup Worksheets
e Copy and Move Worksheets

Naming Worksheets

At the beginning of this course, we learned that the tabs displayed at the bottom of the
screen are named Sheet1, Sheet2 and Sheet3. These are not very informative
names. Excel 2003 allows you to define a meaningful name for each worksheet in a
workbook-Checkbook, Reports, Accounts-so you can quickly locate information.

To Name a Worksheet:
e Double-click the sheet tab to select it. The text is highlighted by a black box.

1B »
M 4 » W) Sheetl /Sheet? f Sheets /| | > ‘
MLIM

Ready

e Type a new name for the worksheet.

16 | 1‘

M 4 » »Checkbook { Sheetz £ Sheetz |< | ¥
Ready LM

e Press the Enter key.
e The worksheet now assumes the descriptive name defined.

Inserting Worksheets

By default, each new workbook in Excel 2003 defaults to three worksheets named
Sheet1, Sheet2 and Sheet3. You have the ability to insert new worksheets if needed

or delete others you no longer want.



To Insert a New Worksheet:

e (Choose Insert = Worksheet from the menu bar.

Insert | Format Tools D

Rows

Columns

| Warksheet N |

[ﬂ Chart... 63

S Function...
Marne »
Picture F

% Hyperlink...  Chrl+k

bt
W

e A new worksheet tab is added to the bottom of the screen. It will be named Sheet4,
Sheet5 or whatever the next sequential sheet number may be in the workbook.

Deleting Worksheets

Any worksheet can be deleted from a workbook, including those that have data in it.
Remember, a workbook must contain at least one worksheet.

To Delete One or More Worksheets:

¢ (lick on the sheet(s) you want to delete.



e Choose Edit = Delete Sheet from the menu bar.

Edit | Wiew Insert  Farmat

Zan't Undo Chrl+Z

L3 I Zan't Repeat Chel

#£ cut Chrl43

=4 Copy ChrliC

L‘.‘E- Office Clipboard. ..

[ Paste Chel+
Paste Special. ..

I Paste as Hvperlink,

Fill 3
Clear 3
Delete, ..

| Delete Sheet " |

Move ar Copy Sheet, L‘"g

34 Find... Chrl+F
Replace. .. Ckrl+H
Go To.., Ckrl+ia
Links. ..
I ohiject

e The following dialog box appears if the sheet being deleted contains information on it.

Microsoft Excel

! "-'., Caka may exist in the sheetls) selected For deletion, To permanently delete the data, press Delete,

[ Delete l [ Cancel ]

e C(Click the Delete button to remove the worksheet and all the data in it.

v" Another way to delete or insert a worksheet is to right-click on the sheet to be
deleted and then select Delete orlnsert from the shortcut menu.

a9

A0 Insert...

41 | Delete

42

a3 Rename

44 Mowe or Copy...
45 Select All sheets
il

A7 Tab Caolar..,

43 G Wiew Code

4 4 » M} Sheetl f Sheet2 ' Sheera 7

Ready

Grouping and Ungrouping Worksheets



A workbook is a multi-page Excel document that contains multiple worksheets.
Sometimes you will want to work with the worksheets one at a time as if each is a
single unit. Other times, the same information or formatting may need to be added to
every worksheet. You can type and retype the same information in each worksheet, or
apply identical formatting, or you can group the worksheet and enter the information

once.

Worksheets can also be combined together into a group. Grouping worksheets
allows you to apply identical formulas and/or formatting across all the worksheets in
the group. When you group worksheets, any changes made to one worksheet will
also be changed in any other worksheets in the group. If many worksheets are to
have the same data--regions, departments, quarters, months, weeks and days, for
example--then you type it once and it will appear on every worksheet included in the

rouping.
A | B | ¢ | o | E | F | groping
1 January February March  April May
2 [Income A | B | C | D | E | F l
3 1 January February March  April May
4 |Rent 2 |Income A | B | C l
5 |Power 3 1 January February M:
B [Cable 4 [Rent 2 [Income
7 [Phone 5 |Power 3
g E |Cable 4 |Rent
9 [Food 7 |Phone 5 [Power
10 |Gas 8 B [Cable
11 |Car Payment 9 |Food 7 |Phone
12 |Misc. 10 |Gas g
13 11 |Car Payment 9 |Food
14 |Savings 12 |Misc. 10 |Gas
15 13 11 |Car Payment
16 |Total Remaining 14 |Savings 12 |Misc.
17 15 13
18 16 |Total Remaining 14 |Savings
M4 @tl A Sheet2 ,{She@ 17 15
S ' ' 18 16 |Total Remaining
H o4 H\SheetlSheetB 7
18

To Group Worksheets:

e To select one worksheet, click on the sheet tab.

4 4 » »l Sheetl / Sheet2

e To select more than one worksheet, hold the Control key down and click on one or more
worksheet tabs in the workbook.
e To select all worksheets in a workbook, right-click on any worksheet tab and
choose Select All Sheets from the shortcut menu.

When finished entering, moving, copying or formatting the data, you will need
to ungroup worksheets. If you do not ungroup the sheets, any work you do in one
sheet will be duplicated in all the others.

To Ungroup Worksheets:

e Right-click on any of the selected worksheet tabs.

e Choose Ungroup Sheets from the shortcut menu.



Moving Worksheets

When you move a sheet, you are moving it to a new location in this or another
workbook.

To Move a Workbook:

e Select the worksheet you want to move/copy.

e Choose Edit = Move or Copy from the menu bar.

Edit | ¥iew Insert  Faormakt

= Can't Undo Chrl+2

L3 I Zan't Bepeat Chel

& Cut Chrl+3
=3 Copy Chrl+C
@ COffice Clipboard. ..

| Paste Chrl+y

Paste Special. .,
I Paste as Hyperlink

Fill 2
lear »
Delete. ..

Delete Sheet

| Maove ar Copy Sheet., ..

34 End... Chrl4+F
Replace. .. Ckrl+H
G@o To.., Ckrl+3
Links. ..
I Chject

e Inthe Move or Copy dialog box, use the drop down boxes to select the name of the
workbook you will move the sheet to (the current workbook is the default). Also define
where you want the sheet positioned in the workbook.

Move or Copy E'
Move selected sheets

To book;

|Bu:u:uk2 w |

Before sheek:

heckboaok,
Sheetz
Sheet3

(rmove ko end)

[]create a copy

[ 04 ] [ Cancel




e Check Create a copy to copy it.
e Click the OK button to move the worksheet to its new location.

Copying Worksheets

When you copy a sheet, you make an exact copy of it.

To Copy a Worksheet:

e Select the worksheet you want to move/copy.

e Choose Edit =+ Move or Copy from the menu bar.

e Inthe Move or Copy dialog box, use the drop down boxes to select the name of the
workbook you will copy the sheet to (the current workbook is the default). Also define
where you want the sheet positioned in the workbook.

e Click the Create a copy checkbox.

Mowe or Copy [Z|
Move selected sheets

To book;

|Bl:u:nk1 w |

Before sheet:

Sheetl
Sheetz
Sheet3
(move bo end)

[ ok ][ Cancel ]

Click OK to create an exact copy of the worksheet and move it to the location specified.

Inserting and Deleting Rows and Columns

Introduction

By the end of this lesson, learners should be able to:

e |nsert rows and columns

e Delete rows and columns

Inserting a row



You can insert a row in a spreadsheet anywhere you need it. Excel moves the
existing rows down to make room for the new one.

To Insert a Row:

e (Click anywhere in the row below where you want to insert the new row.
e Choose Insert =+ Rows from the menu bar.

] Fle Edit  Wiew | Insert | Format  Tools  Data  Window
) gl (3 B 79 -
¢ Arial d Columns l"s %
Ad - Worksheet '
AT Bl
1 . :
Function. ..
5 |Zales 534 50 Je | Function
3 |Expenses| $1.27 Mame b
4 |Total !$35|B[ Picture X
g % Hyperlink. ..  Chrl4K
7 | ¥
o
=)

Click in the row below where you want to insert
10 a new row and then choose Insert => Rows
from the menu bar.

e A new row is inserted above the cell(s) you originally selected.
OR

e Click anywhere in the row below where you want to insert the new row.



e Right-click and choose Insert from the shortcut menu.

A B | ¢ | b | E |
1
2 |Sales 34 567.00
3 |Expenses §$1.234.00
(4 |Tatal |$35:BD1. il
5] K cu
% 53 Copy
E [T, Paste
i Paste Special. .,
% | Insert... o
— by
E Delete, ..
13 Clear Contents
14
E | Insert Comment
ﬁ ;ﬁf‘ Format Cells. ..
% Pick From Drop-down List, .,
E &dd Watch
ﬂ Create List, ..,
21 : '
2 % Hyperlink...
23 ﬂ Look Up...
A

e The Insert dialog box opens.

Insert [‘S_<|

Inserk
() shift cells vight
() shift cells down

) Entire calumn

[ 04 ][ Cancel ]

e Choose the Entire Row radio button.
e Click the OK button.
e A new row is inserted above the cell(s) you originally selected.

A | B | ¢ |

Sales F34 A67 .00
Expenses| $1,234.00

Tatal %35 501 .IIIIII

A blank row is inserted between
rows 3 and 4.

0|~ |30 | | e | LD RO | —

v" Select multiple rows before choosing Insert to add rows quickly. Excel inserts the
same number of new rows that you originally selected.



Inserting a column

In Excel, you can insert a column anywhere you need it. Excel moves the existing

columns to make room for the new one.

To Insert a Column:

¢ (Click anywhere in the column where you want to insert a new column.

e Choose Insert == Columns from the menu bar.

|E_1 File Edit YWiew | Insert | Format  Tools  Daka  Win

ARWEA - NEWET I *AN

| arial N ==
12 - Wiarksheet by I

A Bl chart... ]

1 Maonthly Bills 8 Function...

2 Rent

3 Gas Name

'4 EIECtriC Eictur'e

5 Grocieries @ Hyperlnk Chrlk

5] Insurance e YPEMIK-- i

7 | Car Payment i |

g Cable 35.00 35.00

g Internet 0.00 a0.00

10| Credit Cards £5.00 185.00

11 Day care 500000 500.00

12 Gasoline EiEI.EIEII EEI.IZIEI!

13 Misc. 250.00 300.00

14 Total 2158500 2.325.00

15

16 [ Monthly Wage 2.400.00

17

18 Savings 24500

19

e A new column is inserted to the left of the existing column.

OR

e Click anywhere in the column where you want to insert a new column.



Right-click and choose Insert from the shortcut menu.

@ File Edit Yiew Insert Format Tools Data  Window  Help
TRNER - REWEIN: DEVEAR N SR A R Y
i Arial - 10 v|BIE|§§§|‘E§§§|_*
4 - H B0
A | B | ¢ | b | E |
1 Monthly Bills | January | March
2 Rent GO0.00 GO0.00
3 Gas 45.00 55.00
4 Electric 50.00 L
5 Grocieries 130.00 d& | Cut
B Insurance 110.00 =3 Copy
7 | Car Payment 250.00 | past
5 Cable oo | Beste
g Internet 50.00 Paste Special. ..
10| Credit Cards 55.00 | Insert... |
11 Day care A00.00 b
12|  Gasoline 80.00 Delete...
13 Misc. 250.00 Clear Contents
14 Total 216500 2
15 _d| Insert Comment
16 | Monthly Wage 2 400.00 S Format Cells,.,
17 - Pick From Crop-down List...
15 Savings 245.00
19 Add Wakch
20 Create List, ..
3; S Hypetlink. ..
23 4 LockUp...
24

Insert

Inserk
() shift cells right
() shift cells down

{:} Enkire row

The Insert dialog box opens.

X

] [ Cancel

|

Click the OK button.

Click the Entire Column radio button in the Insert dialog box.



e A new column is inserted to the left of the existing column.

A . B | ¢ | D | E
1 Monthly Bills | January March
2 Rent BOO.00 B00.00
3 Gas 45.00 55.00
4 Electric EEI.EIEII | B0.00
5 Grocieries 130.00 15III.IIIIII
B Insurance 110.00 110.00
7 | Car Payment 250.00 250.00
g Cable 35.00 35.00
= Internet 50.00 50.00
10| Credit Cards £5.00 155.00
11 Day care 500.00 S00.00
12 Gasoline 80.00 B0.00
13 Misc. 250.00 300.00
14 Total 2.155.00 232500
15 A new column is inserted
16 | Monthly Wage 2.400.00 between the January and
17 March columns.
15 Savings 24500
19

v" You can also select multiple columns before choosing Insert to add columns
quickly. Excel inserts the same number of new columns that you originally selected.

Deleting columns and rows

Columns and rows are deleted in much the same manner as inserting columns and
rOWs.

To Delete a Row and All Information in It
e Select a cell in the row to be deleted.

e Choose Edit =+ Delete from the menu bar.



Click the Entire Row radio button in the Delete dialog box.

A | B | ¢ | D |
1 Monthly Bills | January | March
2 Rent GOC.00 GO0.00
3 Gas 4500 55.00
4 Electric ! 50.00 g0.00
5 Grocieries 1.30.00 160.00
5] Insuran '
g Cabl Delete
9 Intern} o cele feft
10 Credit C () shift cells up
11 Day cal
12 Gasoli :
13 Misc) (O Entire column
14 Tota
15 [ O, ] [ Cancel
16 [ Monthly Ve oo
17
18 Savings 24500
19

Click the OK button.
To Delete a Column and All Information in it:

Select a cell in the column to be deleted.

Choose Edit =+ Delete from the menu bar.

Click the Entire Column radio button in the Delete dialog box.

Click the OK button.

A | B | ¢ | b | E |
1 Monthly Bills | January March
2 Rent BOO.0O0 BOO.0O0
3 Gas 4500 5500
4 Electric EEI.EIIIII _| RO.00
o Grocieries 120.00 150.00
G Insurance 110.00 110.00
7 | Car Payment 250.00 250.00
a Cable '
g Internet
10| Credit Cards Delete
11 Day care () shift cells lsFt
12 Gasoline () shift cells up
13 Misc. _
14| Total 2| Ofntratom
15 @ Entire calumn
1? Monthly Wage 2, [ o l [ —
18 Savings JeT0
19



Changing Column Width and Row Height

Introduction

By the end of this lesson, learners should be able to:

¢ (Change column width

e Change row height

Adjusting column widths

By default, Excel's columns are 8.43 characters wide, but each individual column can
be enlarged to 240 characters wide.

If the data being entered in a cell is wider or narrower than the default column width,
you can adjust the column width so it is wide enough to contain the data.

B2 - B 12345675
A | B | ¢ | D |
Monthly Bills | Janua March
Rent I #ﬁﬁ"#ﬁ#‘#! G00.00
Gas 45.00 55.00
Electric This example shows a case

(Grocieries where the number entered
in cell B2 is larger than the

0| =~ |30 | | b | DO RO —

Insurance column width.
Car Payment | ___.__  ___.__
Cable 35.00 35.00

v" You can adjust column width manually or use AutoFit.

To Manually Adjust a Column Width:

® Place your mouse pointer to the right side of the gray column header.
e The mouse pointer changes to the adjustment tool (double-headed arrow).

A | B & ¢ | D | E |
1 Monthly Bills | January M?rhf.h\
2 Rent GO0.00  BOOD.0O
3 Gas 45.00 5£6.00 TFTE 'm“?f,ﬁ,%““er
4 Electric |  s0.00 FO.OO changes
5 | Grocleries | 13000  1s0.0n | clustmentiool
5] Insurance 110.00 110.00




e Drag the Adjustment tool left or right to the desired width and release the mouse button.

A | B | ¢ |

1 Monthly Bills January March
2 Rent GO0.00 E00.00
i Gas 4500 &5.00
4 Electric ! a0.00 G0.00
5 Grocieries 130.00 150.00
B Insurance 110.00 110.00
7 | Car Payment 25000 25000
a Cable

g Internat Motice the difference in the
10| Credit Cards width of columns B and C.
11 Nawv rara

To AutoFit the Column Width:

e Place your mouse pointer to the right side of the column header.

e The mouse pointer changes to the adjustment tool (double-headed arrow).

e Double-click the column header border.

e Excel "AutoFits" the column, making the entire column slightly larger than the largest
entry contained in it.

v To access AutoFit from the menu bar, choose Format = Column = AutoFit
Selection.

Adjusting row height

Changing the row height is very much like adjusting a column width. There will be
times when you want to enlarge a row to visually provide some space between it and
another row above or below it.

To Adjust Row Height of a Single Row:

* Place your mouse pointer to the lower edge of the row heading you want to adjust.
e The mouse pointer changes to the adjustment tool (double-headed arrow).

A, B [ ¢ |
1 Maonthly Bills January March
2 Rent GO0.00 E00.00
3 Gas 45.00 o5.00
4 Electric 0.00 G0.00
5 Grocieries 00 150.00
B Insurance Hanmn Aannn
7 Car Payment The mouse pointer changes to
g Cable the Adjustment tool.
g Internet R AR
10| Credit Caris =500 15500

e Drag the Adjustment tool up or down to the desired height and release the mouse
button.



A E | ¢ |
1 Monthly Bills 1 January March
2 Rent GO0.00 G0O0.00
3 Gas 45.00 55.00
4 Electric 50.00 g0.00
5 Grocieries T T
b Insurance ) _ _
7| CarPayment  iole e ference i
B Cable and the other rows in
9 Internet the spreadsheet.
10| Credit Cards

To AutoFit the Row Height:

® Place your mouse pointer to the lower edge of the row heading you want to adjust.

e The mouse pointer changes to the adjustment tool (double-headed arrow).

e Double-click to adjust the row height to "AutoFit" the font size.

e Excel 2003 "AutoFits" the row, making the entire row slightly larger than the largest entry
contained in the row.

Inserting and Deleting Cells

Introduction

By the end of this lesson, learners should be able to:

e |nsert cells
e Delete cells

e Merge cells

Inserting a cell

When working in an Excel 2003 worksheet, you may need to insert or delete
cells without inserting or deleting entire rows or columns.

To Insert Cells:

e Select the location where the new cell(s) should be inserted. It can be a single cell or a
range of cells.

e Right-click and choose Insert.

Note: You could also choose Insert = Cell on the menu bar.



A | B ¢ | b | E | F |

1
2
3 Sales 34 557.00
4 Expenses|  1,234.00
5 I 25,801, "'_I
B & Cut
i 24 Copy
g [ Paste
10| Right-click on the cell (C5) Pashe Special. .,
11 where the new cell is to be

inserted. | Insett, .. P
12 Ry
13| Click the Insert option in Delete. ..
14 the drop-down menu. Clear Contents
1 g | Insert Comment
17 [P Format Cells...
13 Pick Fram Drop-down List, ..
ED Add ﬂatch
21 Create List, ..,
gg % Hyperlink. ..
24 ﬂ Lock Up, ..
25

The Insert dialog box opens. Select either:
Shift cells right to shift cells in the same row to the right.
Shift cells down to shift selected cells and all cells in the column below it downward.

Insert ['5_(|

Insert
() shift cells right

{:} Entire row
) Entire calumn

[ Ok ][ Cancel ]

Insert dialog box

Choose an option and click the OK button.

Your result displays in the spreadsheet.

A | B [ ¢ | D |

Sales 34 567 .00
Expenses | 1,234.00

Inserted — 3 A01 .IIIIII

Cell

a0~ | T || b | LD B | —



v" Remember, you can also use the Insert dialog box to insert or delete columns and
rOws.

Deleting a cell

To Physically Delete the Cell from the Spreadsheet:

¢ Right-click and choose Delete.

A | 8 | e | b [ E [ F |

1
2]
3 Sales 34 567 .00
4 Expenses| 1.234.00
3
6 | :
7] 35,801.00 & cCut
8| =5 Copy

4 .
10 [ Paste
11 Paste Special...

Insert,..
| Delete... |

I
g

Clear Conkents

[ 12]
13
14
15
16
17| A Insert Comment
g | S Format Cells..,
E Pick From Drop-down List.. .
20
? Create Lisk. ..
£ % Hyperlink. ..
23
BT ﬂ. Loak Up. ..
5]

e The Delete dialog box opens. Select either
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Shift cells up to shift selected cells and all cells in the column above it upward.

A | B | ¢ | o | E |
1
2
3 Sales 34 557 .00
4 Expenses | 1,234.00
5 |
b ——
7 35,501.00
S Delete E'
10 Dielete
11 | ¥ou can delete .
12 multiple cells at the {:}Sh'FtEEHSIEFt
15 same time. (&) 5hift cells up:
14 () Ertire row
15 ) Entire column
15
17 [ Ik ] [ Cancel
13
19

e Choose an option and click the OK button.
e Your result displays in your spreadsheet.

Merging cells

In Excel 2003, you have another alignment option available to you: merge and
center. This is performed when you want to select one or more cells and merge them
into a larger cell. The contents will be centered across the new merged cell.

The picture below shows why we might want to merge two cells. The spreadsheet
presents Last Month and This Month Sales and Expenses for Sally. Notice that Sally's
name appears above the Last Month column. To evenly center Sally's name across
the two cells we would perform a merge and center.

A | B ] c | D | E | F |
1 mally We would like to
2 Last Month [ This Maonth see Sally's name
3 Sales 34567.00 3256400 CojlEe] oyerboth
4 Expenses 1,234.00 3,251.00
5
B
7 35.5801.00 35815.00
g
g

To Merge Two Cells Into One:

e Select the cells that you want to merge. It can be cells in a column, row or both columns

and rows.



e Click the = Merge and Center button on the standard toolbar.

IRNET= NERETC REVE-AR ey e A R L N YAy

o -10 - B I U|E=S=[E]EE A
C1 v A Sally Wy ]
= Merge and Center

1 sally I Highlight the cells to be

2 Last Manth This kMaonth merged and then click the

3 Sales 34567.00 32 564.00 Metfﬁe a&dgegffr f—;gtm“

4 Expenses 123400 325100 O ¢ Sancardioohar

5 If you do not see the button,

g select the downward pointing

arrow at the end of the

7 35,801.00  35815.00 toolbar to view the buttons

i that may not be visible. Select
g Add/Remove buttons.

e The two cells are now merged into one.

A | B c | D E
Sally 1
Last Maonth This MMaonth
Sales 34 55700 32564.00

Expenses 1,234.00 3.251.00

35,801.00  35815.00

00 =4 |37 | | b | LD B | —

Text and Cell Alignments

Introduction

By the end of this lesson, learners should be able to:

e Change horizontal cell alignment
e Change vertical cell alignment
e Change text control

e Change text orientation

Using the Standard Toolbar to Align Text and Numbers
in Cells

You've probably noticed by now that Excel 2003 left-aligns text (labels) and right-
aligns numbers (values). This makes data easier to read.



1

2

3 Sales 34 557,00

4 Expenses 1.234.00

5 | |

2] Text, by default, is Numbers, by default,
7 left-aligned in are right-aligned in

a Excel 2003. Excel 2003.

You do not have to leave the defaults. Text and numbers can be defined as left-
aligned, right-aligned or centered in Excel 2003. The picture below shows the
difference between these alignment types when applied to labels.

right-aligned text
left-aligned text

centered text

Text and numbers may be aligned using the left-align, center and right-align buttons of
the Formatting toolbar:

Merge and Center
Ex|

Right-align
nter

Left-align

To Align Text or Numbers in a Cell:
e Select a cell or range of cells

e Click on either the Left-Align, Center or Right-Align buttons in the standard toolbar.
e The text or numbers in the cell(s) take on the selected alignment treatment.

Changing Horizontal Cell Alignment

We've previously seen how to align text or numbers using the left-align, center and
right-align buttons in the standard toolbar. You can also define alignment in
the Alignment tab of the Format Cells dialog box.

A | = | C | D

b (LD B —

G-

& |Harizantal Alignment |Horizontal Left Haorizontal Center Haorizontal Right




v" The Horizontal section features a drop-down that contains the same left,
center, and right alignment options in the picture above and several more:

Fill

"Fills" the cell with the current contents by repeating the contents for the width of the
cell.

Justify

If the text is larger than the cell width, Justify wraps the text in the cell and adjusts the
spacing within each line so that all lines are as wide as the cell.

Center Across Selection

Contents of the cell furthest to the left are centered across the selection of cells.
Similar to merge and center, except the cells are not merged.

To Change Horizontal Alignment using the Format Cells Dialog Box:

e Select a cell or range of cells.

e Choose Format =+ Cells from the menu bar.

EJ File Edit Yiew Insert | Format | Tools Data  indow  Help
AR=A = NEWENTE WY ERCTONCTTN W Y
: rial - 10 - Raw V= sE . A
A3 - 3 Zolumn 3

A | E Sheet 3 | E |

; AukoFormat. ..
onditional Formatting. ..
sales Style... a6, 00

4 Expenses 1.,234.00 3,251.00
5
B
7 35.801.00 35.815.00
a

(You could also right-click and choose Format Cells from the shortcut menu.)
e The Format Cells dialog box opens.



¢ Click the Alignment tab.

Format Cells Elg|
Border | Patterns | Probection
Texk abigriment Orienkation
Huorizontal; e
General v/ Lot *
Yertical: _ :[J - Z rot —— b
_Bul.tcum b | >tC .
ckril .
Text control | [+~
[] wrap text .
[ shrink to fit 0 v |Degrees
[ terge cells
Right-to-left
Text direction:
Context v
Cox ) [conet )

e Click the Horizontal drop-down menu and select a horizontal alignment treatment.
e Click OK to apply the horizontal alignment to the selected cell(s).

Changing Vertical Cell Alignment

You can also define vertical alignment in a cell, similar to how it is done for horizontal
alignment. In Vertical alignment, information in a cell can be located at the top of the
cell, middle of the cell or bottom of the cell. The default is bottom.

A | B | C | D |

1

g Some examples of Vertical Alignment of information in a cell.

4

Yertical Justify
“ertical Center
5 |verical Alignment Yertical Baottom
B

To Change Vertical Alignment using the Format Cells Dialog Box:
e Select a cell or range of cells.

e (Choose Format =+ Cells from the menu bar.

(You could also right-click and choose Format Cells from the shortcut menu.)

e The Format Cells dialog box opens.
¢ Click the Alignment tab.



¢ Click the Vertical drop-down menu and select a vertical alignment treatment.
¢ Click OK to apply the vertical alignment to the selected cell(s).

Changing Text Control

Text Control allows you to control the way Excel 2003 presents information in a cell.
There are three types of Text control: Wrapped Text, Shrink-to-Fit and Merge Cells.

A | E | C

1
2 Text Control Examples:
i
4

This is an

example of Wrapped Text Example
5 |wrapped text.
B
| shrink o fit wxampls Shrink-to-fit E:-{Elmple
g
9

» The Wrapped Text wraps the contents of a cell across several lines if it's too large
than the column width. It increases the height of the cell as well.

# Shrink-to-Fit shrinks the text so it fits into the cell; the more text in the cell the
smaller it will appear in the cell.

» Merge Cells can also be applied by using the == Merge and Center button on the
standard toolbar.

To Change Text Control using the Format Cells Dialog Box:
e Select a cell or range of cells.

¢ (Choose Format = Cells from the menu bar.

¢ The Format Cells dialog box opens.

e (Click the Alignment tab.

¢ Click on either the Wrapped Text, Shrink-to-Fit or Merge Cells check boxes-or any
combination of them-as needed.

e Click the OK button.

Changing Text Orientation

The fourth type of cell alignment in the Format Cells dialog box is Text Orientation,
which allows text to be oriented 90 degrees in either direction up or down.
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e, Text oriented at 0 Degrees (by default).

10

11

12 Text Orientation Examples

13

To Change Text Orientation using the Format Cells Dialog Box:
e Select a cell or cell range to be subject to text control alignment.

e Choose Format -+ Cells from the menu bar.

e The Format Cells dialog box opens.

e C(Click the Alignment tab.

e Increase or decrease the number shown in the Degrees field or spin box.
¢ Click the OK button.

Formatting Numbers

Introduction

By the end of this lesson, learners should be able to:

e Format the display of numbers
e Format the date
e Format the time

e Format the display of percentages

Formatting Numbers in the Format Cells Dialog Box

Numbers in Excel can assume many different formats: Date, Time, Percentage or
Decimals.

To Format the Appearance of Numbers in a Cell:

e Select a cell or range of cells.



e Choose Format = Cells from the menu bar.

5 File Edit Wiew Insert | Format | Tools Data  indow  Help
A= NEWE I1e Ny ECTRNETTN W Y
: arial - 10 - Row PEE| . AL
A3 - 3 Colurmn 3

A B Sheet » | E |

; AutoFormat. ..
Conditional Formatting. ..
oales Skyle... 664,00

4 Expenses 1,234.00 a3,261.00
g
B
7 35,601.00 35,615.00
a

(You could also right-click and choose Format Cells from the shortcut menu.)

e The Format Cells dialog box opens.
e Click the Number tab.

Format Cells

lw' Alignment Fonk Border || Patterns | Protection

Cateqaory: Sample |

Format Cells

Mumber | Alignment Fonk Border | Patterns | Protection
Cateqory: Sample

General

Currency Decimal places: |z =
Accounting

Dake

Tirne [] use 1000 Separator {3
Percentage Meqative numbers;

Fraction = '

Scientific -1224.10

Text 1234.10

Special (1234.100

Cuskanm (1234100

Mumber is used For general display of numbers, Currency and Accounking
affer specialized fFarmatting for monetary wvalue.

[ 04 ][ Cancel ]

e Use the Decimal places scroll bar to select the number of decimal places (e.g., 2 would
display 13.50, 3 would display 13.500).
e Click the Use 1000 Separator box if you want commas (1,000) inserted in the number.



e Use the Negative numbers drop-down list to indicate how numbers less than zero are
to be displayed.
e Click the OK button.

Formatting Date in the Format Cells Dialog Box

The date can be formatted in many different ways in Excel 2003. Here are a few ways
it can appear:

October 6, 2003
10/06/03
10-Oct-03

To Format the Appearance of a Date in a Cell:
e Select a cell or range of cells.

e Choose Format =+ Cells from the menu bar.
e The Format Cells dialog box opens.

e Click the Number tab.

e Click Date in the Category drop-down list.

Format Cells

Mumber | Alignrent || Fank || Border || Patterns || Protection |

Category: Sample

General
Mumber
Currency

P.l:l:l:uuntini

Time
Percentage
Fraction
Scientific
Texk
Special _
Custom Locale {locakion);

English {United States) W

14-Mar-01 bt

Diake Formats display date and time serial numbers as date values, Except For
items that have an asterisk (*), applied formats do nok switch date orders
with the operating syskem,

[ 04 ][ Cancel ]

e Select the desired date format from the Type drop-down list.
e Click the OK button.

Formatting Time in the Format Cells Dialog Box



The time can be formatted in many different ways in Excel 2003. Here are a few ways
it can appear:

13:30
1:30 PM

To Format the Appearance of Time in a Cell:

e Select the range of cells you want to format.

e Choose Format =+ Cells from the menu bar.
e The Format Cells dialog box opens.

e Click the Number tab.

e Click Time in the Category drop-down list.

Format Cells

Mumber | Alignment " Fonk " Border || Patterns " Protection |
Cateqaory: Sample

General

Murnber

Currency Twpe:

Accounting *1:30:55 FM ~

Date 13:30 =
s

Percentage 153055

Fr?"ct"t"F'? 1:30:55 PM =

Scienkific 30557

Text 37:30:55 v

Special -

CLuskan Locale {location):

Enaglish (United States) w

Time Farmats display date and time serial numbers as time values, Except For
items that have an asterisk {*), applied formats do nok switch date or time
arders with the operating svwstem.

[ ok ][ Cancel ]

e Select the desired time format from the Type drop-down list.
e Click the OK button.

Formatting Percentage in the Format Cells Dialog Box

There may be times you want to display certain numbers as a percentage. For
example, what percentage of credit cards bills account for your total monthly
expenses?



To Express Numbers as a Percentage in a Spreadsheet:

Select a cell or range of cells.

Choose Format =+ Cells from the menu bar.
The Format Cells dialog box opens.
Click the Number tab.
Click Percentage in the Category drop-down list.

A B | C | D | E |
1
2
3 [Mumbers 1 0.023529
4 2.20 0.052941
o] G 0141176 Highlight the
B 45 0105852 cells to format
7 g 0211765 as a Percentage
a 12 0.282353
g 775 D.182353_
10 425
11
12

! Arial -0 - B J U EE=E=A|EE|-A
3 - B 0.023529
A B | C | 0 | E |
1
2
3 [Mumbers 1 0.023529
4
5
b Format Cells
7
g Mumber | Alignment Fonk Border | Patterns || Prokeckion
J Cateqary: Sample
10 General 2.35%
11 Number
12 Currency Decimal places: | S NG =
13 Accounting
Date
14 Tirme
15 Percentage
Fraction
16 Scientific
17 Text
13 Special
19 Zuskarm
20
21
22 Percentage Formats mulkiply the cell walue by 100 and displays the resulk wikh
23 a percent symbal,
24
25
20
57 [ ok ] [ Zancel ]
28

Define the Decimal Places that will appear to the right of each number.



e C(Click the OK button.

A E | C | D | E |
1
2
3 [Mumbers 1 2.35% The numbers in
4 225 5.29%] the cell reflect
5 3] 14.12%| thatofa
B 45 10.59% Percentage
r =] 21.18%
g 12 28.24%
g 776 18.24%_
10 425
11

Applying Font, Color and Borders to Cells

Introduction

By the end of this lesson, learners should be able to:

e Apply fonts
e Apply a font color
e Apply borders

Change font type, size and color

In Excel 2003 a font consists of three elements: Typeface, or the style of the
letter; Size of the letter; and Color of the letter. The default font in a spreadsheet
is Arial 10 points, but the typeface and size can be changed easily.

Selecting a Font Typeface:

The amount of typefaces available for use varies depending on the software installed
on your computer.



A | B8 [ ¢ | o [ E |
1
2
3 Examples of different typefaces:
4
5 Arial
B Century dchoolbook
7 Courier
& Impact
= Monceype (breive
10 Tines Mew Eoman
11 Verdana
12

To Apply a Typeface to Information in a Cell:

e Select a cell or range of cells.

e Click on the down arrow to the right of the Font Name list box on the Formatting toolbar.
Arial -

e A drop-down list of available fonts appears.

- L E L@ EM -]tz - B I U =

- B Arial ) T ﬂggnc}rﬁﬂ ~ :

L B | ¢ | |& Albertus MT =
& Albertus MT Lt

Examples of differen T AL'-EERIAH
& Antique Olive Compact

E‘ & Antigue Olive Roman

Centurj; Schoolbooﬁ 8 ~pple Chancery

Courier i Arial Black

Impact . T Arial Marro

Monatype (orsive % Arial Rounded MT Bold

Times New Roman | | % prjal Unicode MS v

Yerdana -

e Click on the Typeface of your choice.
e The selection list closes and the new font is applied to the selected cells.

Change font type, size and color (continued)

To Apply a Font Size to Information in a Cell:

The "Font Size" list varies from typeface to typeface. The Arial font sizes, for example,
are 8,9, 10, 11,12, 14, 16, 18, 20, 22, 24, 26, 28, 36, 48, 72.



A | B | ¢ | b | E |
1
2
3 Examples of different sizes:
4
5 Avrial, &
B Avial, 10
7 Arial, 12
8 Arial, 14
g Arial, 16
10 Arial, 18
11 Arial, 20
12

e Select a cell or range of cells.

Click on the down arrow to the right of the font size list box on the Formatting toolbar.

10 -

e A drop down list of available font sizes appears.

i pwial - |~ B £ U

g A

0 el L
Tl

12
14
16
18
20
22
24
26 ¥

e Click on the Font Size of your choice.
e The selection list closes and the new font size is applied to the selected cells.

Change font type, size and color (continued)

To Apply Color to Information in Cells:
e Select a cell or range of cells.

e Click on the down arrow to the right of the font color list box.

é"’



e A drop-down list of available colors appear.

| | | Automatic | I

EEEEENEN|
EEEEEKEEN
. . . . . IDarth.lE
EECEEEEE
EEOCOCOEED

¢ Click on the color of your choice.
e The selection list closes and the new font color is applied to the selected cells.

Underline, italics and bold

In addition to the typeface, size and color, you can also apply Bold, italics,
and/or underline font style attributes to any text or numbers in cells.

To Select a Font Style:
e Select a cell or range of cells.

e Click on any of the following options on the Formatting toolbar.
B I 1O

¢ Bold button (Ctrl + B).
e Jtalics button (Ctrl + I).
e Underline button (Ctrl + U).

e The attribute(s) selected (bold, italics, or underline) are applied to the font.

v’ The Bold, /talics, and Underline buttons on the Formatting toolbar are like toggle
switches. Click once to turn it on, click again to turn it off.

Design and apply styles

Styles can save a lot of time when formatting a spreadsheet. A Style is a unique
collection of font attributes (Number, Alignment, Font, Border, Patterns and
Protection). Many different styles can be created in a spreadsheet, each with different
attributes and names. When applied to a cell, information in it resembles the attributes
defined for that style.

To Apply a style:

e Select the cell or range of cells.



e Choose Format =+ Style from the menu bar.

Farmat | Tools Daka  Window

S Cells... Chrl+1
Row F
Colurmn »
Sheet »
AutoFormat, ..
onditional Formatting. ..

Skvle. . M

e Select a style from the Style name drop-down list.

Style r>—_<|
Style name: | T - | OK

Skyvle includes

Furmber zeneral
aligrment  General, Bottom Aligned
Font Arial 10

Border Mo Borders

Patterns Mo Shading

Frotection  Locked

v" You can change the style attributes (Number, Alignment, Font, Border, Patterns
and Protection) for any Style Name.

v" You can create new styles by clicking on the Add button in the Style dialog box.

Adding a border to cells

Borders can be applied to cells in your worksheet in order to emphasize important
data or assign names to columns or rows.

To Add a Border to a Cell or Cell Range:

e Select a cell or range of cells.

e Click on the down arrow next to the Borders button.



e The Border drop-down appears.

= HEA

,_j Draw Borders, .,

¢ Choose a borderline style from the Border drop-down menu.

e The selected cells display the chosen border.

Adding Color to Cells

Colors can be applied to cells in your worksheet in order to emphasize important
data or assign names to columns or rows.

To Add Color to a Cell:

e Select a cell or range of cells.

¢ Click the down arrow next to the Fill Color button. A Fill Color drop-down menu
displays.

ENEEEEER
ENEEEEEN
EEEEEEERE
EECEEEEN
BOOO00 .

e Choose a fill color from the Fill Color drop-down menu.

Bz uEsEESEEE L -[LA-

| L | bl | v | 'S Mo Fill
EEEEEEER
AENEEEEER
] EEEEEEE
ONEEEEN
| redlDooEmO

The color red in the cells shown at

the left was selected from the Color
drop-down menu.

e The selected cells display the color.



Creating a Chart

Introduction

By the end of this lesson, learners should be able to:

¢ |dentify the parts of a chart

o Identify different types of charts
e Create an Embedded Chart

e Create a Chart Sheet

Understanding the Different Chart Types

Excel 2003 allows you to create many different kinds of charts.
Area Chart

An area chart emphasizes the trend of each value over time. An area chart also
shows the relationship of parts to a whole.

Column Chart

A column chart uses vertical bars or columns to display values over different
categories. They are excellent at showing variations in value over time.

[
ah
#




Bar Chart

A bar chart is similar to a column chart except these use horizontal instead of vertical
bars. Like the column chart, the bar chart shows variations in value over time.

=
=

Line Chart

N [V

A line chart shows trends and variations in data over time. A line chart displays a
series of points that are connected over time.

Pell7
Al

Pie Chart

A pie chart displays the contribution of each value to the total. Pie charts are a very
effective way to display information when you want to represent different parts of the
whole, or the percentages of a total.

g%

Other Charts

Other charts that can be created in Excel 2003 include: Doughnut; Stock XY
(scatter); Bubble; Radar; Surface; or Cone, Cylinder, and Pyramid charts.



|dentifying the Parts of a Chart

Have you ever read something you didn't fully understand but when you saw a chart
or graph, the concept became clear and understandable? Charts are a visual
representation of data in a worksheet. Charts make it easy to see comparisons,
patterns, and trends in the data.

A l & ! D | E | F | 6 | H
1 Asia Africa North Ame
2/ Quarter 1 F1B,000.00 $12,000.00 15,0000
:1,' Quarter 2 f14.750.00 $13.500.00 $12,200.00 Source Data
AN Cluarter 3 $12 500.00 $15,000.00 $13,250.00
5 w £13,000.00 $14 500.00 £14 000,
G Chart Title
7
0 World Wide Widgets
g
10 $18,000.00
11
12 F16,000.00
13 $14,000.00 4— [ ]
14 Legend
15 $12,000.00 1 — 3
15 Value Axis ——F10,000.00 1— e
17 | Africa
18 $8,000.00 = | |OMaorth America
19 $6,000.00 =
20
21 $4,000.00 1— |
22 ™
7 $2,000.00 4 — “Data Series
24 $0.00 ' _ '
a5 Cuarter 1 Cuarter 2 Cuarter 3 Cuarter 4
25
g; Category Axis
29

Source Data

The range of cells that make up a chart. The chart is updated automatically whenever
the information in these cells change.

Title
The title of the chart.
Legend

The chart key, which identifies each color on the chart represents.



Axis

The vertical and horizontal parts of a chart. The vertical axis is often referred to as the
Y axis, and the horizontal axis is referred to as the X axis.

Data Series

The actual charted values, usually rows or columns of the source data.

Value Axis

The axis that represents the values or units of the source data.
Category Axis

The axis identifying each data series.

Creating a Chart Using the Chart Toolbar

Charts can be created in a number of ways in Excel 2003. The quickest way to create
and edit your charts is to use the Chart Toolbar.

To Show the Chart Toolbar:

e (Choose View = Toolbars =+ Chart on the menu bar.

Wiew | Imsert  Format  Tool

Mormal

L Page Break Preview

| Toolbars [ Standard
Zoom, .. Formatking

£

Borders

| Chart

[,
Conkrol Tu:n:ull:u:u)c:b“'5
Drawing
External Data

Forms

Formula auditing



Parts of the Chart Toolbar:

Chart Type

Format

By Row By Column

|Chart.ﬁ.rea -|@|M-|@|E|qﬁ »
Legend Angle
Chart Objects List Box Data Table Text

Chart Objects List Box

This list box lets you select different parts of a chart for editing.
Format Chart Area

Used to format that part of the chart which is currently selected.

Chart Type

A drop-down menu that lets you select different types of charts. The chart type can be
changed at any time.

Legend

Used to show or hide the chart legend.
Data Table

Used to show or hide the actual Source Data used to create the chart.
By Row

Plots the Data Series using the row labels (Y-axis).
By Column

Plots the Data Series using the column labels (X-axis).

Angle Text

Use to rotate the angle of the X-axis and Y-axis labels.

Creating an Embedded Chart



Charts can be created in either of two ways in Excel 2003: Embedded Charts and
a Chart Sheet. Excel creates an embedded chart by default. An embedded chart is
placed on the same worksheet as the source data used to create it.

To Embed a Chart in a Worksheet:

e (Choose View =+ Toolbars =+ Chart on the menu bar.
e Select the range of cells that you want to chart. Your source data should include at least
three categories or numbers.

A B | C | O E |
1 Asia Africa North America
2 |Quarter 1 $16,000.00 $12 000.00 $15,000.00
3 |Quarter 2 $14 760.00 $13 500.00 $12 200.00
4 |Quarter 3 $12 500.00 $15,000.00 $13,250.00
5 |Quarter 4 $13,000.00 514 500.00 $14,EIEIEI.EIEI_
5]
7
S e e
10

e Click the chart type pull down on the chart toolbar and select the chart that you would

like to use.

5]

7

] e EET I
S ——

11 M S I
12 —
13 o,
14 Ij'EhEanh.Eurt"
15 2 T
" 2@ 0
17 240
19

e Open the chart options dialog box: Chart =+ Options to add a title to your chart.

Chart | Window  Help

Chart Type. ..

Chart Options. .
| -

3-D Yiew. ..

»
L




e Select the Titles tab and type the title of the chart in the Chart Title text box.

Chart Options

[ Thles || axes | Gridines | Legend | Datalabels | Data Table
Chart titls:

- |
Category (3 axis:

| Ruorter 3 o Farth Americ]
Walue () axis: B Adricn

| chvarter @ Asia

| Blumitar 1

$0.00 15,000 $10,00 $15,00 $20,00
| O 000 000 000
Coc ) [ come |

v~ Different charts work best with different data. A pie chart, for example, can only
display one data series at a time.

v" Excel 2003 includes a 4-step Chart Wizard that you can use to guide you through
the steps for creating a chart. Highlight the cell range you want to chart,
choose Insert = Chart on the menu bar and follow the instructions in the wizard.

Creating a chart sheet

Sometimes, you may want to create a chart and place it on a separate sheet in the
workbook. This is called aChart Sheet. Chart sheets can make your charts stand out,
particularly when working with complicated spreadsheets.

To Move an Embedded Chart to a Chart Sheet:

e Create an embedded chart.
e Select the chart to be moved to a chart sheet.

e (Choose Chart =+ Location from the menu bar.

Chart | Window  Help

Chart Type. ..
Source Data...,

Chart Options. ..

Location. .. [

add Data..,
add Trendline. .
3D View. ..




e Inthe Chart Location dialog box, select the As a nhew sheet radio button.

(The As object in radio button adds the chart as an embedded object on the
worksheet.)

Chart Location

Place chart:
9
|.I_I_ (%) As new sheet: ||
o
% () s object in: ‘Sheet1 vl
o | [ Cancel ]

e Click the OK button. The chart is displayed on a separate Chart Sheet in the Workbook.

E_W File Edit ew Insert Format  Tools  Chart  Window Help  title for chark - _ 5 X
0o B B zul==s=s=Ea-0-4H
= A
-~
| | | | | |
o karth Amerid
i | Africa
o Asia
Cluarter 1
P “
4 4 » ¢ Chartl { Sheetl / Sheet2 / Sheet / < >
Ready TR

v" You can also use the Chart Location dialog box to rename the Chart Sheet.

Moving, Resizing, and Deleting Charts

Introduction



By the end of this lesson, learners should be able to:

e Move a chart
e Resize a chart

e Delete a chart

Moving a chart

An embedded chart can be moved anywhere on a worksheet. The easiest way to
move a chart is to drag it around the worksheet.

To Move a Chart:

e C(Click anywhere on the white space in the chart and use the cursor to drag the chart
anywhere on the worksheet.

A, B | C | D

1 & Asia Africa North America
2 |Cuarter 1 $16,000.00 F12.000.00 515 ,000.00
3 |Cluarter 2 $14 .750.00 $13 .500.00 $12,200.00
4 |Cuarter 3 $12 500.00 $15,000.00 $13,250.00
5 Quarter 4] $13,000.00 $14 500.00 $14,000.00)
B
7 e
g i R :

[ X | m Y :
g *\\

10 $18,000.00 : Move Cursor

1| $1500000 :
]| g e
13 '

14 || 31200000 1 o Azia Outline of .
15 || $10,000.00 - o Chart being -
g [ns=] T
16 $5,000.00 - . moved. :
m OMarth Ametica i
17 $5,000.00 - !
13 $4,000.00 :
>0 $2,000.00 i
2 $0.00 - i
22 :
gi & S e e e
25 | | | ||

e Release the mouse button to place the graph in its new location.

Resizing a Chart

Charts can be resized-made larger or smaller-to fit on a worksheet. Chart Titles are
sized in proportion to how large or small you make the chart. And within the Chart
Area, the Legend and/or Plot Area can be made larger or smaller. Chart Titles can be
moved but not resized.



To Resize a Chart:

¢ (Click anywhere on the white space of the chart area, plot area or legend you want to
move or resize.

$15,000.00
$16,000.00
$14 00000 H H H
$12,00000 H o
$10,00000 H M H
a,00000 H M H
se,00000 H M H
$4,00000 H M H
$2,00000 H M H

$0.00 H

.,
&
&

— | Chart Area

O Aziz

I | Africa Legend

OMarth America

] Plot Area

M & b
\?{‘é\ @*}‘-‘{é G&“:é\

oF

e Point the mouse to one of the Grab Handles or Resize Cursor-the pointer changes to a
double-headed arrow-to resize the chart.

] |
F18,000.00 .\
£16,000.00

(Srab
14,000.00 1 — —
14, Handles
F12,000.00 H - o
O &zia
£10,000.00 H - -
| Africa
$2,000.00 H — - _
. 0O Marth America
$6,000.00 - -
F4,00000 H - o
$2,000.00 - — | H -
F0.00 + T T T L
A T
G-@ G-@- @@ O—“‘%
Resize
n i Cursor

e Use the mouse to drag the sizing handle until the chart is resized to the desired size.

Deleting a Chart

Any embedded chart or chart sheet can be deleted from a worksheet. A chart sheet
is deleted in the same manner a worksheet is deleted. This section discusses how to
delete an embedded chart.

To Delete a Chart:

e (lick anywhere on the white space of the chart area to select the chart.



e Press the Delete key on your keyboard.

v" If you have difficulty deleting a chart, click anywhere outside of the chart and then
select the chart again.

Editing Charts

Introduction

By the end of this lesson, learners should be able to:

e (Change Chart Data
e Change the Chart Title
e Change the Data Series Names or Legend Names

e Change the Chart Type

Changing Chart Data

When you add a chart to your worksheet, Excel creates a link between the chart and
your source data. Any changes made to the original source data are automatically
reflected in the chart.

A E | C | D E
1 ! Asia Africa North America
2 [Cuarter 1 $16,000.00 §12,000.00 $15,000.00
3 [Cuarter 2 $14 750.00 $13,500.00 $12,200.00
4 [Quarter 3 $12 500.0 $15,000.00 13,250.00
5 Quarter 41 $13,000.0 $ﬁf1,5EIIII.EIEI $14,000.00)
5
7 [ \‘\\ | [ |
2 F15,000.00 \
3 $16,000.00
1'1:' $14,000.00 H - -
$12,000.00 H = - =

12 O Aszia
13 $10,000.00 — — - o i
14 £5,000.00 H - || L _

. O Marth Ametica |
15 ss,00000 H M H Sy .
16 F4,000.00 H = - =
1; $2,000.00 H - - =
19 F0.00 T T T L,
=0 (\g?\ (@\"la (\él:b {@':u
21 G&“ @SF' @SF' @{ﬁ'
22
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To Change Chart Values Directly in Worksheet Cells:

Open the worksheet that contains the chart to be changed.

e Click in the cell whose value will change and type the new value.

e Press Enter to accept the new value.

Changing Chart Data (continued)

To Add Data to an Existing Chart:

Rows or columns of data can be added to an existing chart by selecting the Add
Data option on the Chart Menu.

e Input any new Source Data into the worksheet (e.g., a new column called South

America).
A B | C | D E
1 Asia Africa North America South America
2 [Cuarter 1 $16,000.00 512 ,000.00 5145,000.00 511 .4135.00
3 [Quarter 2 $14 780.00 $13,500.00 $12,200.00 §9 7858 00
4 [Cuarter 3 $12 ,500.00 $15,000.00 $13,260.00 $13,245.00
5 [Quarter 4 $13,000.00 $14 500.00 £14 ,000.00 $1?,941.DD_
B
e Click on the chart to select it for editing.
e Choose Chart =+ Add Data from the menu bar.
E‘_W File Edit Wiew Insert Format Tools | Chart | Window  Help
P G5 (30 G [3 % Ea g | ChartTeee. z -0l @ e
Chart Area | - b Chart Cptions. ..
A, B | Location. .. | E
1 Asia LI nerica South America
" add Data...
2 [Quarter 1 $16,000.00 | l,\'IXS_15,IIIIZIIII.IIIIII $11,413.00
3 [Cuarter 2 $14 750.00 3-D Migw. .. 12 ,200.00 $9,765.00
4 [Quarter 3 $12 500.00 ¥ 13,250.00 $13,245.00
5 Ouarterd] $13,000.00 BT 50010 14,000,000 $17,941.00]
B

e The Add Data dialog box appears.
e Select the cell range of new data to be added to the chart. Marching ants appear around
the cell range. The selected cells are added to the Add Data dialog box.



B | D | E

=
]

ica North America | South America .
F12000.00 §15,000.00} $11,413.DD:
F13 500.00 $12,2EIEI.EIIIIE $5,765.003
F15,000.00 $13,260.004 $13,245.00
k14 500.00 $14,000.00 : _______ $17.941.00,
Add Data x|

Select the new data you wish to add to the chart,
Include the cells conkaining row or column labels
if wou wank those labels bo appear on the chart,

Range: | =Sheet11$E41:$E45|

[ 04 ][ Cancel ]

e C(Click the OK button to add the new data to the chart.

Changing the Chart Title

The Chart Title can be changed at any time to a name that's meaningful to you.

To Change the Chart Title on the Chart:

e (Click on the Chart Title.
$20,000.00
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$18,000.00
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$14,000.00
$12,000.00
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e Click anywhere in the title name and make any changes to the text.

Worldwide Widget Sales

$20,000.00
$15,000.00
$16,000.00 g
$14,000.00 H
$12,000.00 H
$10,000.00 H
$8,000.00 H
$6,000.00 H
$4,000.00 H
$2,000.00 H
$0.00 H

O Asia

| Africa

O Morth Ametica
0O Zouth America

e Click anywhere outside of the title to apply your changes.

Changing the Data Series Names or Legend Text

Data Series Names and Legend Text are changed in much the same manner as
when you changed Chart Values in the worksheet.

To Change the Data Series Names or Legend Text on the Worksheet:

e (lick the cell that contains the Data Series nhame or Legend that you want to change.

A | C |
1 Africa Nor
2 [Quarter 1 $12,000.00
3 |Guarter 2 $13 50000
4 [Quarter 3 $15,000.00
g |Quarter 4 §14 500.00
B
7
A Worldwide Widget Sales
9
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11 A
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15 O Marth America
16 O South Ametica
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21
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e Type the new name.

e Press the Enter key to add the new name to the chart.

Changing the Chart

Type

There are 14 different types of charts in Excel 2003, and, with each chart type, there
can be several variations. You can see that you can create any number of different
charts. The Chart Type can be changed at any time with a couple of clicks of the

mouse.

To Select a Different Chart Type:

e C(Click on the chart to select it for editing.

e Click on the Chart Type dropdown list box and select a different chart.
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5 Quarter 41 f13 I §14 50000
G I"Line Chart
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g Worldvrmoe—wwmogecsales
g
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14 F12,000.00 4 | Africa
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15 %2 000,00 4 O korth America
16 $6,000.00 4 O South America
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19 F0.00 4
20
21 @SP“
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53| ® n n

The new chart replaces that one selected for change.
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