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Introduction to
Microsoft Excel

Microsoft Excel is a member of the spreadsheet family of
software. Spreadsheet software is used to store information
in columns and rows which can then be organized and/or
processed. Spreadsheets are designhed to work well with
numbers but often include text. Sometimes text in a
spreadsheet is called a label, because it is labeling columns
and rows of numbers. Numbers are called values
sometimes, and can include numbers for counts or
measurements, dates, times, and calculations from
numbers. Spreadsheets can help organize information, like
alphabetizing a list of names or other text or reordering
records according to a numeric field. However, spreadsheets
are more often used for calculating, such as totaling a
column of numbers or generating a more sophisticated
formula to calculate some statistical measure on a list of
numbers.

Spreadsheets and databases are in competition and have
similar features. Yet the way they work in the background is
different. When you work in a spreadsheet, you view the
data you are entering as a section. In a database, you only
see the data you are entering - you have to request a report
or different display to see more of the information. Other
differences are: (1) databases are more often used for
applications with long textual entries, (2) very large

applications (thousands of entries) are more often handled in

databases; and (3) spreadsheets are easier to learn to use
and get calculations from than a database program. This
latter reason is why many researchers and students prefer
spreadsheets for keeping track of their data over databases.
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Lesson 1 - Introduction to Microsoft Excel 6

It is impossible to give a complete listing of applications that can be done in
spreadsheets, but they include budgeting displays, checkbook registers, enrollment
records, inventories, coded surveys, field and laboratory research data, and financial and
accounting applications.

The capacities of Excel are as follows. You can have 256 columns of information. You can
have up to 65,536 rows. That comes out to over 16,777,216 cells of information and
that’s only on the first sheet! You can have 16 sheets of information in one workbook,
and the number of sheets can be increased, if needed. Excel refers to each file as a
workbook, because there can be multiple sheets (pages) in one file.

Starting Excel

There are 2 ways to start Microsoft Excel.

From the desktop: Clicking the icon if is present.

- ¥
From the ¥ stant button (located at leftmost bottom on your screen):

Press the start button on the keyboard or click it with the mouse and put the mouse

26

pointer over the word All Programs and click the icon.

The Excel Window

Many items you see on the Excel XP screen are standard in most other Microsoft
software programs like Word, PowerPoint and previous versions of Excel. Some
elements are specific to Excel XP.

Toolbars

Name Box Formula Bar Worksheet Window
Ed Microsoft Excel - Book1 3] x|
[2. File Edit Yew Insert Forma Tools Data  Window  Help -3 X
DEHEn SRy B o- @4z 2 -A- 2

Al - F

A B | ¢ | b | E | F | 6 | H [T
1 =
|2
3 Column
4 Cell Headings
| 5
| B |
7 *-\K
a Row Headings Office * -
9 Assistant T
10 s
11 i
1 4, » W]\Sheetl / Shest? / Shestd 14] LoEl
Readl \ TUM A
Navigation Sheet Tabs

Buttons
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Lesson 1 - Introduction to Microsoft Excel 7

Workbook
Also called a spreadsheet, the Workbook is a unique file created by Excel XP.

Title bar

i ricrosoitbxcel-dookz SI=TE]

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

Menu bar
File Edit Wiew Insert Format  Tools Data  window  Help

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

Each menu groups together related commands, sometimes using submenus to further
group commands:

¢ File - Create, open, save, print, and close workbooks.

e Edit - Perform editing functions on your workbook, including copying, cutting,
and pasting data and objects, moving to various locations in a workbook, and
undoing and redoing actions.

e View - Change the workbook's display size and style.

¢ Insert - Insert new worksheets, or additional space, such as new cells, columns,
or rows; also insert charts, comments, functions, hyperlinks and other objects
into your workbooks.

¢ Format - Apply formatting to worksheets and their contents.

e Tools - Use Excel's tools, such as the spell and grammar checker, macro
recorder, and protection and collaboration features, and set your Microsoft Excel
preferences.

e Data - Sort, filter, and otherwise arrange the data on your worksheets.

¢ Window - Switch between open workbook windows, or split the window of the
current workbook.

e Help - Access Microsoft Excel's online help.

To access a menu command, click the main menu to open it, and then select (click) the
command. Excel hides those commands you don't use frequently, so if you don't see a
command, click the double arrows at the bottom of the menu to expand it. Excel then
displays all the available commands. Once you select a command, Excel includes it with
the others you commonly use.

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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Ed Microsoft Excel - Bo

=

Column Headings

[ [ a~ 8 | c¢c | b | E | F |

Each Excel spreadsheet contains 256 columns. Each column is nhamed by a letter or
combination of letters.

Row Headings

b (LD RO —

Each spreadsheet contains 65,536 rows. Each row is named by a number.

Name Box

B3 -| A

Shows the address of the current selection or active cell.

Formula Bar

B3 - B

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.
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Cell

Fd Microsoft Excel - Book2
File Edit Wiew Insert Format  Tools

DEEdan &0aV & B«
Arial -0 - B I U\ =
B3 - f
A | B | ¢ | D

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

[4 4 » m[ySheetl / Sheetz £ Shest3 /
I | 1

MNavigation Worksheets

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.

Toolbars

The Microsoft Excel toolbars group together shortcuts to common commands; these
shortcuts take the form of buttons. You can click a toolbar button to quickly apply
formatting, save or print a workbook, copy or paste data, or accomplish another of a
variety of tasks.

EeEs &RV s BRC e = AEE AT
- hih - U P .
To show or hide a toolbar, open the View menu, select Toolbars, and then select the

toolbar you want to show or hide. You can also access the toolbar menu by right-clicking
anywhere on a visible toolbar.
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Deds LY B a = A& 2l il
B2 j = %f Standard
iy B C ] + Formatting ]
1 Chart
2 | I .I Clipboard
3 Control Toolbox
g Drawing
B External Data
Farms
7
8 Picture
q FivotTable
10 Rewiewing
11 Yisual Basic
12 Web
13 Wordark
1; 1-5tep RoboPDF
16 Snaglk
17 Cuskomize, ..
15
1

The most frequently used toolbars are the Standard toolbar and the Formatting
toolbar.

The Standard toolbar contains buttons for opening, saving, printing, and editing
workbooks.

DEEe RY saad Rz AN BB - 0.

The Formatting toolbar contains drop-down menus and buttons for applying formatting
to worksheets.

Arisl »10 » B 7 U EEFE S %, % EE L-DA~

By default, these two toolbars appear next to each other, just below the menu bar.
Other toolbars available in Excel are:

Chart - Create and work with charts.

Clipboard - View and select the contents of the clipboard.
Control Toolbox - Insert ActiveX controls into a form.

Drawing - Insert and format drawing objects.

External Data - Work with data imported from external sources.
Forms - Insert form objects.

Picture - Insert and format pictures.
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Lesson 1 - Introduction to Microsoft Excel

e Pivot Table - Create and work with pivot tables, interactive tables for large
amounts of data.

¢ Reviewing - Insert, edit, and delete comments for or by reviewers.

e Visual Basic - Record and run macros, and work with Microsoft Word Visual
Basic code.
Web - Navigate a Web document.
WordArt - Insert and format WordArt.

You can customize any of these toolbars by adding and removing buttons, or you can
create your own toolbars to group your favorite commands: Just right-click one of the
visible toolbars, select Customize from the menu that appears, and, in the Customize
dialog, select the Commands tab to add or remove commands.

Each of Excel's toolbars can be moved simply by clicking and dragging the title bar (if
the toolbar is floating) or the move handle (if the toolbar is docked).

The move handle is located at the left edge of the toolbar. When you move the mouse
over it, the pointer changes to horizontal and vertical arrows, indicating you can drag
the toolbar.

il 4% 100 - @&mrial ~10 ~ B I U

1. Drag the toolbar off the row. The toolbar changes from docked to floating.

Y Formatting

|ig

Al 10« B 27U EESHEH 8%, B9 EEL-OA-

2. Click the title bar and drag the toolbar back into place.

If you drag a toolbar to a full row, the surrounding toolbars will shrink to make room for
it. To access a button that's no longer visible, click the chevrons at the right edge of the
toolbar.

@& = A2l il ik = ::[’:E.ﬁ.rial

45 100 -
F I

Add or Remove Butkons -

)
3 Tip:
To quickly remove buttons you don't use, or add new buttons, select Add or Remove

Buttons. In the menu, uncheck the buttons you don't need, or select new buttons to
add. Select Customize to choose from all the available commands.
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Lesson 1 - Introduction to Microsoft Excel

Workbooks and Worksheets

A Workbook automatically shows in the workspace when you open Microsoft Excel
XP. 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.

A | B | ¢ | D | E | F |

) b |3 R —

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 Row 65536.

# Important Terms

e A workbook is made up of three worksheets.

e The worksheets are labeled Sheetl, 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.
E3 Microsoft Excel - Book2 =10l =|
@ Fle Edit ‘“ew Insert Format Tools Data  Window Help Acrobat - & X
DSy ely $BaRa-< - @=-2{@e 2
Arial -0 - B 7T U S=E=EHE . -H-A- P
3 - #x
: AV B e | b | E | F [ 6 |73
= l
:|3: :

Raw Cell Pointer

Column Heading
Heading

Cell Address
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Lesson 1 - Introduction to Microsoft Excel

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.

A | B [ | b [ E [ F |

1

o e L k| —

# 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.

E R e T
Vertical
scroll bar
Horizontal
scroll bar

e N
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Lesson 1 - Introduction to Microsoft Excel

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 Al.

To Move between worksheets

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

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

To Move from one worksheet to another worksheet:
e Click on the sheet tab (Sheetl, Sheet2 or Sheet 3) that you want to display

19 -
%ﬁl\m sheetz £ shests / | 4] | L|J_‘
=

Ready LM

Challenge

e Display the contents of every menu in the menu bar and note the icons
associated with specific menu choices. Then, try and find the pictures or
shortcuts in the standard toolbar.

e Click on each of the three worksheet tabs-Sheet1, Shhet2 and Sheet3-to become
familiar moving from sheet-to-sheet in the workbook.

e Page Up (PgUp) and Page Down (PgDn) to get used to scrolling in a worksheet.

e Use the horizontal and vertical scrollbars to practices scrolling up, down, left and
right in the worksheet.

Cisco SysTems
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Create, Open, and
Save Workbooks

Understanding File Terms

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

Ed Microsoft Excel - Book1

File | Edit Wiew Insert  Format  Tools  Data  Window  Help
D e, . Chrl+M - EE
ol @ Cpen... L
E Close
= 5ave Chrl+5
Save As. F
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.
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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 XP is first opened. You can type
information or design a layout directly in this blank workbook.

To Create an Excel XP Workbook:

e Choose File =+ New from the menu bar.

Fd Microsoft Excel - Book2

@ File | Edit YWiew Insert Format  Tools  Data  Window

[ u = CErlr

Ll (B Cpen... ChrHD

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

F Microsoft Excel - Book2 - O] x|
@ File Edit Yiew Insert Format Tools Data  Window Help  Acrobat = & X
DEEan SRy FBR-< - @ -2 ik 2
atial -0 - B J U S=E=EEHE ~-H-A-7
A - F
A, B | C | ] | # & New Workbook r X

1 - — Open a workbook

E project_plan

3 Chikl35h

4 unisys_corparake_weh_redesian
3 existing_goodwill_course_outlines
? = More workbooks. .,

3 Select < New

g Blank Workbook [ Elank Workbook /

under the —-

10 New category Mew from existing workbook

11 15 Choose workboak. .,
M4 4 » w[\Sheetl / Sheetz 7| 4| | [
Ready LR i

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.
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Lesson 2 — Create, Open, and Save Workbooks

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 Save operation.

To Save a new Workbook:

e Choose File = Save As from the menu bar.

E3 Microsoft Excel - Book2

File | Edt WView Insert Format Tools Data Window Help
DIEI Mew. .. Cri+N B - 1§
aril =2 Open... Chrl+0 $ =%
Close
E =
E zave Chrl+5
|_| 56"1"8 Ell! |.- F

Choose the Save As Command when saving an
Excel file for the first time.

The Save As Dialog Box appears.

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.

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

Click the Save button.

Save In: box

Save In: I__'] applications EI - f"£| a = |m_| " Tools ~
Bookz
J I Jchacking_a-:cuun]:
History

= |
l-_r'._ = Fil= namea: Finnkz]

File Name: box

[ s |
My Nebwork. J
Places SavE a5 Lype: [Mxrn:-snft Exial Workbook EI Cancel

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.
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Lesson 2 — Create, Open, and Save Workbooks 18

v ltisa 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 XP Workbook:

e Choose File =+ Open from the menu bar.

Ed Microsoft Excel - Book2

File | Edt Yiew Insert Format  Tools  Data  Window
D New... ChreM |
ail2 Open.. o |
E Close
Save Crl+5
Save As... :

e The Open dialog box opens.

open 2x|
Look In: b :
o0 ox Lockip: | appbeations I e-0Q % .- Took~
Folder List Rt )Bookz
<9 B checking_account
History
My Documents
)
Desktop
#
Favortes
File Name: box r“é File name: I j I—_—Iw &
My Netweork,
Placas Files of Lype: I.n.l Microsoft Excel Files E‘ LI/

e In the 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.
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Lesson 2 — Create, Open, and Save Workbooks

Closing a Workbook
To close an existing Excel XP Workbook:

e Choose File = Close from the menu bar. The workbook in the Excel window is closed.

Fd Microsoft Excel - Book2

@ File | Edit  Wiew Insert  Format  Tools  Daka  Window
My 0 Mew... Chl+h

ol & Cpen... el |,

| Close |

v" Excel XP will prompt you to save information if any has been typed between the last save
and the time you close the file.

Challenge

e Create a new blank file and save as to c:\my documents as "test.xls"
e Close the file "test.xIs"

e Open the file "test.xls"

e Save the file "test.xls"
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Enter, Edit and
Delete Data

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.

Ll b S e T ] ] A

[T T 1789 Street 55

Insertion point

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

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

% By z - ] s
arial ~iwf-IB F O - H LA, 2
B4 > XA To

c D E F G (=l

123 Street 555-5555
456 Street 555-1213 b

s

i
2
3

4]

5]
B
7

4« » w[ySheet1 {Shestz £ Sheets / [«] | HiN
Edit

LESSON
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Lesson 3 — Enter, Edit, and Delete Data

¢ Data being typed appears in the both active cell and in the formula bar.

Text appears in the both active cell
and in the formula bar as it is typed.

B4 ')(J/L

123 Street 555-5555
456 Street 555-1213

I-- 789 Street 555-6769

r

c | b | E

M=)

GRS

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

Mame box Formula bar

| B4 | X v =

Cancel hutmﬁ E}er button
e 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.

Entering More Than One Line of Text in a Cell
To enter more than one line of text in one cell:
e Type the first line in the cell

File Edit Mjew Insert  Format  Tools  Data  indo

¥ 4B - E
* X J & Cash
A B C D] E
Cash

e Hold the Alt key and press Enter button
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Lesson 3 — Enter, Edit, and Delete Data

File Edit Wiew Insert Formak Tools  Data Windo

v & B oo z
= X/ & Cash
A B
Cash

1
2
3
4
5
R
Notice the column header is covered because the formula bar is expanded to two lines.

e Type the next line in the cell

File Edit Wiew Insert Format Tools  Data

= ol % By o
* X & Cash
A B Youcher
1 [Cash |
2 Woucher
3
4
]

In this example, the next line typed is “Voucher.”

e Press the Enter button to finish.

File Edit Mjew Inserk  Formak  Tools  Daka
DEEaS8 SGRY & & -
A - B

A =] C D

Cash
“oucher

1
2
3
4
&

v’ To enter more than two lines of text, just repeat the second and third steps for each line.
Pointer Shapes to Remember

As with other Microsoft programs, the shape of the pointer changes as you are working with
the program. Each pointer shape is communicating something about how Excel is working. The
shape of the pointer when you click and drag a cell will greatly influence the results of the click
and drag. The following table document includes a table that describes each of the pointer
shapes that you may encounter in your Excel work.
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Lesson 3 — Enter, Edit, and Delete Data

Shape Meaning Action

th The default pointer shape. Move cell pointer or
select a range of cells

:I: When the pointer is on a border (column, row, Adjust the column
or window), the pointer changes to a two- width, row height, or
headed black pointer. When adjusting row window size

height, the arrow goes up and down. When
adjusting column width, the arrows point right

to left.
I When you are editing the contents of a cell, Move the insertion
the pointer will change to an I-beam. point within the cell
o The pointer turns to a four-headed arrow when With the pointer over
you have a graphic that may be moved the graphic, click and
drag to the new
location
O Appears when you are pointing to the border of Click and drag cell to a
a cell. new location
:.l Appears when you are at the "fill corner" of a Click and drag the fill
i cell or range of cells. corner to AutoFill other
cells with similar
information

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

e Double-click on the cell that contains the information to be changed.
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Lesson 3 — Enter, Edit, and Delete Data

e The cell is opened for direct editing.

A | B | ¢ | D | E
First Name Addess |[Phone
Jay 123 Street 555-5555
Lisa 456 Street 555-1213

[Taby 1789 Street 5556789

Double-click on-the cell and
edit information directly in the cell.

=0 e L D —

e Make the necessary corrections.
« Press Enter or click the Enter button on the Formula bar ¥ to complete the entry.

Method 2: Formula Bar Editing

e Click the cell that contains the information to be changed.
e Edit the entry in the formula bar.

~ioix]
Fle Edt View [Insert Format Tools Data Window Help Acrobat - & X
DN HSR|ERY | IRR-F|v-|@x-4|wEd »
Arial = 10 = Bfg i : : l'_d_'l'l = _v&vév }:
B4 v X A Tony| ~_
A [ B | C | E [ F | 6 |3

1 First Name Addess Phone

2 Jﬂy 123 StrEEt 555‘5555 Edit information J
3 Lisa 456 Street 555-1213 in the Formula bar

4 lTnni !?BB Street 5556789

5

B

? -
4 4 » »[\Sheetl f Sheetz f Sheet3 / |4 | _r|_|J
Edit UM 4

Deleting Information in a Cell

To Delete Data that Already Appears in a Cell:

e Click the cell that contains the information to be deleted.
e Click on the information displayed in the formula bar.

e Click the Cancel button % to delete an entry and turn off the formula buttons.

OR

e Click the cell that contains the information to be deleted.
e Press the Delete key, or
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Lesson 3 — Enter, Edit, and Delete Data

¢ Right-click and choose Clear Contents from the shortcut menu.

Right-click with the £ cut
mouse and choose : )
Clear Contents to Copy
delete information

Pask
from a cell. B aste

Paste Special. .

Fd Microsoft Excel - Insert...

& mle Edit vie Delete. .. ls Data Wi
0O &= =i %:]| Clear Contents | B <f )«
Arial ‘A Insert Comment E = =
E4 -
F5 Format Cells. ..

A | - Pick Frormn List... ID
1 Firs ione
2 Jay Add atch E-5555
3 L|SE % u':lfperlink. . 5'1 21 3
4 Ton IO STEETT =-G785
]

To Delete Data Being Typed But Not Yet Added to the Cell:
e 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 XP allows you to undo an operation. Use the 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:

e Click the = Undo button.
To Undo Several Recent Actions at Once:

e Click the arrow next to the Undo button.
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Lesson 3 — Enter, Edit, and Delete Data

e Select the desired Undo operation(s) from the list.

JDﬁﬂ@ﬁéﬁﬁ’Jﬁﬁaﬁﬂuvzﬁmn
Li

B3 j = Tom vping "Donna® in B10
Twping "Rick” in B9
| A |LI ¢ | D Typing "Jessica” in B8
1 Tvping "Susan” in B7
2 Typing "Mary" in B&
_I Typing "Bill" in BS
3 Tom - Typing "Tony" in B4
4 Tony Typing "Tom" in B3
5 Bill Delete
Delete
6 1 Marr Delete
il Susan Typing "hhh" in C18
8 Jessica Twping "gaq" in C17
; Typing "fFF* in C16
i Rick Tvping "eee" iNnC15
10 Donna Typing "ddd" in C14
11 . :
15| Select the Undo operation | Undo 1 Action
13 from the Undo drop-down list.
14 |

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

e Release the mouse button.
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Lesson 3 — Enter, Edit, and Delete Data

e The cells you selected are shaded.

A, E | ¢ | D
1 First Name Addess FPhone
2 Jay 123 Street 555-5555
3 Lisa 456 Street 555-1213
4 Tany 7889 Street 5655-6759 1
5
£

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).

A C | D ]
[First Name JAddess Phone
Jay 123 Street 555-5555
|Liza 486 Street 555-1213
Tany 789 Street 555-6789

MO0 | O | e (DD B —

Click on the gray column heading to
select the entire cofumn.

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

A | B | ¢ | b | E |
1 First Name Addess Phone
Jay 123 Street 555-5555
3 Lisa 45F Street B55-1213
4 Tony 708 Street 555-6789
g
G

Click on the gray row heading to
select the entire row.
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Lesson 3 — Enter, Edit, and Delete Data

To Select the Entire Worksheet:

e Click the gray rectangle in the upper left corner to select entire worksheet.

@ File Edit ‘View Insert Format Tools Data  Window

Doy SR_RY $BR-T 9§
Arial -10 - B I U E = = B
=7 - e
JOA B | € D | E |
1 First Name Addess Phone
2 Jay 123 Street 555-5555
3 Lisa 456 Street 555-1213
4 Tony 789 Street 555-6789
g Click on the gray rectangle
7 to select the entire worksheet

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.

~ N ¢ I

First Name Addess
Jay 123 Street 555-2555
Lisa 456 Street 555-1213
Taony 789 Street B55-6784

|| b (LD R —

Ranges in Excel are used in a variety of ways. You can select a range to apply the same
formatting to all the cells (such as font, size, color, borders, and shading), or you can enter the
same data into each of the cells in the range using the Ctrl + Enter shortcut:

1. Select the range.

2. Type the data.
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Lesson 3 — Enter, Edit, and Delete Data

3. Press Ctrl + Enter.

M ;M M M
L T b T R
M 7 (7 " "

Ranges are also used in performing calculations. When you enter a formula in the formula bar,
you designhate a range by typing the first cell in the range, followed by a colon (:), followed by
the last cell in the range. For example:

A1:F3

The range above includes cells Al through A3, B1 through B3, C1 through C3, and so on
through cell F3.

Challenge
e Type the following data in the spreadsheet:

In cell B1, type Name

In cell C1, type Address

In cell D1, type Phone

In cell B2, type Jay

In cell C2, type 123 Street
In cell D2, type 555-5555
In cell B3, type Lisa

In cell C3, type 456 Street
In cell D3, type 555-1213

e Edit the label entered in cell B1 using the Direct Cell Editing method. Change Name to
First Name.

e Delete the phone number that appears in cell D3.

e Undo the last operation.

e Edit the phone number entered in cell D3 using the Formula Bar Editing method. Change
the phone number to 555-1214.

e Select all the contents of any column or row.
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Moving, Copying,
and Deleting Cell
Contents

Cut, Copy, Paste Defined

Cut, Copy and Paste are very useful operations in Excel
XP. 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 FPaste Buttons on the Standard Toolbar

DEHa8 SRV 2B

\_,\H
& i
”rf' . ~,

The Cut, Copy and Paste operations also appear as
choices in the Edit menu:

Ed Microsoft Excel - Book1

Eile | Edit | Wiew Insert Formak  Tools  Daka  wWindow
D= R
Arial U £ = = B3
= = 4 cut Chrl4+-3

ih Copy Chrl4-C

% Cffice Clipboard. .. ] | E |

1 [ Paste Chrl+y
g Paste Special...
4

LESSON
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Copy and Paste Cell
Contents

Cut and Paste Cell Contents
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Drag-and-Drop
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Lesson 4 — Moving, Copying, and Deleting Cell Contents

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

Cut Ctrl+X
Copy 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.

Eq}
e Click on the Copy button on the standard toolbar.
The border of the copied cell(s) takes on the appearance of marching ants.

Fd Microsoft Excel - Book2

) Fle Edt view Insert Format Tools Data
DEdat SRY $B2Ra-<

-0 + B I U =

==

Arial
B4 - £ =SUM(BZ-B3)
A | B | ¢ | D | 1
1
2 |Sales 34567
3 |Expenses 1234
4 [ 333332I
5

marching 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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Lesson 4 — Moving, Copying, and Deleting Cell Contents

B3 Microsoft Excel - Book2

File Edit Wiew Insert Format Tools Data Y
DSRa8 SRy bR

Arial ~-10 - B 7T U EE=
B4 - i =5UM(BZ-ES)

A B | ¢ | Do | 1
1
2 |Sales 34567 click where the
3 |Expenses 1234 information will
4 33 333 be pasted. Notice
5 the marching ants

= remains

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.

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.

Click on the Cut ibutton on the Standard toolbar.

The information in the cell is deleted.

The border of the cut cell(s) take on the appearance of marching ants.

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.

File Edt View Insert Formak Jools Data Y

DEeEs8 &RV FBR-<C

Arial -0 - B I U E
B4 - i =SUM(B2-B3)
A | B | ¢ | D

1]
1]

1
| 2 |Sales 34567 click where the

3 |Expenses 1234)  information will
II 33,3334 be pasted. Notice
5]

the marching ants
remains
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Lesson 4 — Moving, Copying, and Deleting Cell Contents

e Press the Enter key. Your information is pasted to the new location.

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:

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

e 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.

2 |Savings 245! 2 [Savings 4 245!
-1
3 1 "J'"l" 3 1 slender, black cross
% Large, white cross ;_1_ 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 drag the cell(s) to a new location.

- r

17
18 |Savings 2451
19

g? Ci9:019 %

Drag and Drop in Excel

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

MS Excel contains a feature called AutoFill, which copies a logical series of values, labels or
formulas. The AutoFill handle can be located at the bottom right corner of the Active Cell(s).

Place the pointer over the small square in the bottom right corner of the Active Cell(s). The
pointer will change to a cross hair. Click and Drag in any direction. The data to be entered
automatically will pop-up. Then release the mouse.

EXAMPLES:

If you Enter: The result will be:
Monday Tuesday, Wednesday, Thursday, etc.
January February, March, April, etc.
1 Qtr 2 Qtr, 3 Qtr, 4 Qtr
1/2/00 1/3/00, 1/4/00, 1/5/00, etc.
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Lesson 4 — Moving, Copying, and Deleting Cell Contents

HOT CHOCOLATES

JANUARY .-
TYPE | |
Dark 2000 4500 1590 4360 2100 1500
White 1900 3700 3400 5000 3200 1900
Milk 3000 B010 4750 BE500 S500 3000

To get numbers in a specific sequential order (1,2,3 or 10,20,30), you MUST set up a two cell
pattern for AutoFill to follow.

Type the first two numbers in the sequence in two separate cell. Select both cells and THEN
AutofFill.

k]  bhl

Challenge

Type the words cut in cell A1, copy in cell B1 and paste in cell C1.
Highlight a cell range to include cell A1 and cell B1.

Move the cell range to cell D1 and cell E1.

Cut the information in cell E1 (it should be the word, copy).

Paste the cut information in cell Al.

Copy the contents of cell Al (it should be the word, copy).

Paste the copied information in cell F1.
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Inserting,
Deleting, and

Hiding 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.

Fd Microsoft Excel - Book1

@) Fle Edit Yiew | Insert | Format  Took Data  Winde

D Ea [ R

*%E

Ad - Columns
A | B symbol..
1
2 |Sales 34 5 f*  Eunction...

3 Ex?enses 1.2 [arne 3
4 |Total -] 35'8% Hyperlink..., Ctrl+kK

Insert -> Rows from the menu bar.

‘:E,‘:.nm-qmm

Click in the row below where you want
to insert 8 new row and then choose

e A new row is inserted above the cell(s) you

originally selected.

LESSON

+ + + o+
In This Lesson:

Inserting a Row
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OR

e Click anywhere in the row below where you want to insert the new row.
¢ Right-click and choose Insert from the shortcut menu.

A | B | ¢ | Db |
1
2 |Sales 34 55700
3 |Expenses  1.234.00
4 (Total I 25 8M il
] ® oot
? Copy
a B Paste
g Paste Special. ..
10
11 | Insert...
12 Delete. ..
13 Clear Conkents
14
15 4 Insert Comment
16 Format Cells. ..
1; Pick From Lisk, .,
19 add Watch
20 % Hyperlink. ..
M 4 » PII\\ShEEtl £ Sheew—gr=mneewr

e The Insert dialog box opens.

Inzert

™ shift cells right
™ Shifk cells dawn

f" Entire l:l:ulumn

(0] 4 I Cancel

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

A B | & |
|Sales 34 567 .00
E}{pensea 1.234.00

—

Total 35,801.00 @

A blank row is inserted
between rows 3 and 4.
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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:

e Click anywhere in the column where you want to insert a new column.
e Choose Insert - Columns from the menu bar.

File Edit Wiew | Insert | Format Tools Data

D E’; Ifl'] ﬁ Rows g =
9 - | Columns |

A | Svmbaol. .. D

1 | Monthly Bills _

5 Rant fi  Function...

3 as Mame »

g GELEEE;:;;S W H';.fperli_nk;.. -+

5 Insurance T "o

7 | CarFPayment 240 240

g Cable 35 a5

9 Internet a0 I g0 |

10| Credit Cards a5 185

11 Day care a00 a00

12 Gasoline tall RO

13 hisc. 260 300

14 Taotal 2,155 2,325

15

16 | Monthly Wage 2,400

17

18 Savings 245

19

¢ 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.
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Lesson 5 — Inserting, Deleting, and Hiding Rows and Columns

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

F3 Microsoft Excel - Book1

File Edit Wiew Insert Format  Tools Data  Window  Help

hedaxw &R Y O - T -2l

4 - f B0
A | B | ¢ | D | E |
1 | Monthly Bills | January = March
2 Rent GO0 GO0
3 Gas 45 a5
4 Electric bl | 5] |
g Eroceries 130 1A £ Cut
B Ingurance 110 M| 2=
5 O
7 | CarPayment 250 25| 2 Cop¥
5 Cable 5 382 Paste
) Internet a0 all Paste Special,.,
10| Credit Cards a5 15 —
11 Day care 500 5EI| S
12 Gasoline a0 Al Delete...
13 Misc. 250 a0 Clear Contents
14 Taotal 2,155 23
15 d  Insert Comrment
16 | Monthly Wage 2 400 Format Cells. ..
17 _ )
18 Savings 245 Pick Fromm List. ..
19 Add Watch
20 ; Hyperlink...
M 4 » |4 Sheetl  Sheet? # Sheetd / % t O

e The Insert dialog box opens.

insert I e

Insert
™ shift cells right
£~ shift cells down

" Entire (a1

K I Cancel

e Click the Entire Column radio button in the Insert dialog box.
e Click the OK button.
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Lesson 5 — Inserting, Deleting, and Hiding Rows and Columns

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

| A | B [¢ D | E
1 | Monthly Bills January March
| 2 | Rent 600 600

3 Gas 45 55
4| Electric 50 I l 60
5 | Groceries 130 150
| 6 | Insurance 110 110
7 | Car Payment 250 250

8 | Cable 35 35
9 | Internet 50 50
10| Credit Cards 55 155

11|  Day care 500 500
121 Gasoline 80 60
113 | Misc. 250 300
14 Total 2,155 2,325

15

16 Monthly Wage 2,400 A new column is
17 | inserted between the
T : January and March
]lg | Savings 245 o

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:

Select a cell in the row to be deleted.
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 600 600

3 5as 45 55

4 Electic | a0 B0
| 5 | Groceries 130 150

] Insurance 11100 1177
Z Car Payment 2lx
| 8 Cable Delete
[ 9 | Intemet € shift cells left
10| Credit Cards £ Shift cells up
| 11| Day care

12 Gasaline it Wi
E iz " Entire column

14 Total
15 | K I Cancel
E Monthly Wage ey
17|
| 18| Savings 245
19 |
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Lesson 5 — Inserting, Deleting, and Hiding Rows and Columns

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

e 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.

A | B | ¢ | D | E |
1 | Monthly Bills | January March
2 Rent B0 B0
3 Gas 45 55
4 Electric 50 I _l B0
g Groceries 130 150
B Insurance 110 110
7 | Car Payment 250 21|
B Cahle a5 Delete
d Intermet S " shift cells left
10| Credit Cards a5 " Shift cells up
11 Day care a00
12 Gasoline 80 " Entire row
13 Mlise. 250 :
1 g Total 2155 I—IOK -
16 | Monthly Wage 2,400
17
15 Savings 245
19

e Click the OK button.

Hiding Columns and Rows

At times, there may be information in your worksheet which you no longer need to see. At
other times, you might be printing your worksheet and want to print only columns A-F and
columns H-J, skipping column G. Rather than rearrange your worksheet for either of these
examples, you can simply hide the information. You can also hide information in specific cells.
The following topics are included in this document:

Hiding Columns

If there is information on your worksheet you do not need to see or if you want to print only
certain columns, you can hide those columns you do not want to see or print.

1. Select a cell within the column(s) to be hidden
2. From the Format menu, select Column » Hide
The column is hidden.

Hiding Columns: Quick Menu Option

1. Right click the column ID (e.g., B) » select Hide
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Lesson 5 — Inserting, Deleting, and Hiding Rows and Columns

Redisplaying Columns

1. Select at least one cell from both of the columns around the hidden column(s) to be
redisplayed, e.g., if column B is hidden, select a cell from both columns A and C
HINT: If you cannot select the appropriate cells, you can use the Go To command.

2. From the Format menu, select Column » Unhide
The column reappears.

Redisplaying Columns: Quick Menu Option

1. Hold your cursor over ID for a column on either side of the hidden column
The cursor will change to an open, double sided arrow as shown here.

EE[

2. Windows: Right click » select Unhide

Redisplaying Column A: Quick Menu Option

This option works well for redisplaying column A, since there are not columns on both sides of
column A.

1. Hold you cursor over ID for column B toward the left side
The cursor will change to an open, double sided arrow as shown here.

E‘%'I[

2. Right click » select Unhide

Hiding Rows

If there is information on your worksheet you do not need to see or if you want to print only
certain rows, you can hide those rows you do not want to see or print.

1. Select a cell within the row(s) to be hidden
2. From the Format menu, select Row » Hide
The row is hidden.

Hiding Rows: Quick Menu Option

1. Right click the row ID (e.g., 5) » select Hide

Redisplaying Rows

1. Select at least one cell from both of the rows around the hidden row(s) to be redisplayed,
e.g., if row 5 is hidden, select a cell from rows 4 and 6.
HINT: If you cannot select the appropriate cells, you can use the Go To command.

2. From the Format menu, select Row » Unhide
The row reappears.
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Lesson 5 — Inserting, Deleting, and Hiding Rows and Columns

Redisplaying Rows: Quick Menu Option

1. Hold your cursor over the ID for a row on either side of the hidden row
The cursor will change to an open, double sided arrow as shown here.
A
Ea
2. Right click » select Unhide

Redisplaying Row 1: Quick Menu Option
This option works well for redisplaying row 1, since there are not rows on both sides of row 1.

1. Hold your cursor over the ID for row 2 toward the top
The cursor will change to an open, double sided arrow as shown here.
I
=
2. Right click » select Unhide

Challenge
e In column A, type the following names in cells A1, A2, A3 and A4, respectively:

Mary, in cell Al
Bob, in cell A2
Susan, in cell A3
John, in cell A4

e In column B, type the following humbers next to each name entered in column A:

44, in cell B1, to the right of Mary's name
28, in cell B2, to the right of Bob's name
36, in cell B3, to the right of Susan's name
89, in cell B4, to the right of John's name

e Insert a column between columns A and B. Type the following numbers in the new
column B.

76, in cell B1, to the right of Mary's name
57, in cell B2, to the right of Bob's name
29, in cell B3, to the right of Susan's name
61, in cell B4, to the right of John's name

e Insert a row between rows 2 and 3. Type the following numbers in the new row 3.

Rick, in cell A3
45, in cell B3
58, in cell C3
61, in cell B4
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Changing Column
Width and Row
Height

LESSON

+ + + o+

In This Lesson:

Adjusting Column Widths

Adjusting Column Widths Adjusting Row Helght

+ + + o+

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.

E3d Microsoft Excel - Book1

&) Fle Edt View Insert Format Tools Data |

PBEIYEY B - @ =
B2 - # BO04512542

| A B C D
1 | Monthly Bills Januar March
2 Rent I##ﬁ#'#m! 600

3| Gas 45 55
4 Electric This example shows a case
5 | Groceries where the number entered
B Insurance in cell B2 is larger than the
7 Car F'a*jfrnent column width

v You can adjust column width manually or use
AutoFit.

To Manually Adjust a Column Width:

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



Lesson 6 — Changing Column Width and Row Height

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

A | B ¢ | D | E |
Monthly Bills  January Fiy A ||

Fent BO0 BO0

5as 45 55

The mouse pointer

Lap i S S

Electric 1 &0 ED | changes to the
Groceries 130 150 adjustment toal.
Insurance 110 110

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

| A | B C | D |

| 1 | Monthly Bills January March

2 | Rent 600 BO0

3 Gas 45 55

4 |  Electric ! 50 B0
5 | Groceries 130 150

6 | Insurance 110 110
| 7 | Car Payment 240 240
| 8 | Cable Notice the difference In

) | Internet width columns B and C
10| Credit Cards

To AutoFit the Column Width:

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

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

Double-click the column header border.

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:

e Place your mouse pointer to the lower edge of the row heading you want to adjust.
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Lesson 6 — Changing Column Width and Row Height

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

| A | B [ ¢ | b0 |
Monthly Bills_January March

| 277 Rent B00 600
| 3| 5 45 55

4 Electn 50 B0
' 5| Groceries The mouse painter
| B | Insurance changes to the

7 | Car Payment Adjustment tool,
8 | Cahle
| 9 | Internet 50 50

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

A | B | ¢ | D |

Monthly Bills January  March

Rent BO0O BO0
Gas 45 55
Electric _ - _
Croceries Motice the difference in

height between row 1

Insurance and the other rows in
Car Payment the spreadsheet.
Cable

To AutoFit the Row Height:

Place your mouse pointer to the lower edge of the row heading you want to adjust.
The mouse pointer changes to the adjustment tool (double-headed arrow).
Double-click to adjust the row height to "AutoFit" the font size.

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

e Type the sentence, "Mary had a little lamb," in cell B2.
e Define the row height of row 2 as 25.
e AutoFit the column width of column B.
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Inserting,
Deleting, Merging,
and Hiding Cells

Inserting a Cell

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

To Insert Cells:

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

Right-click and choose Insert.

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

A | B C D E
1
2
3 Sales 34 567.00
4 Expenses 1.234.00
5] 35 501,00
B ¥ Cut
; G Copy
3 Right-click on the [, Ppaste
cell (C5) where the
10 new cell is te ;_L._ Paste Special...
1 incerted
5 serted [ Insert...
13 Click the Insert Delete. ..
14 option in the
drop-down menu Clear Coptents
15 '
16 g Insert Comment
17 B4 Format Cells...
18
19 Pick From List...
20 | Add Wakch
H 4 » m[\Sheetl J sheetz [ cheet3| @ Hyperink... I

Ready

LESSON
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In This Lesson:
Inserting a Cell
Deleting a Cell
Merging Cells
Hiding Cell Contents
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Lesson 7 — Inserting, Deleting, Merging, and Hiding Cells

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

Inzert K1 E3 |

Inserk

Insert dialog box

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

A | B c | b |

Sales 34 567.00
Expenses 1,234.00

Inserted / 35|E|I:I1_|:II]

cell

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 ] o [ E ]
L1
| 2|
3 Sales 34 867.00
| 4 | Expenses 1234.00
L5 |
|6 | $
7 35801, -
5 | Copy
| 9 | [B Ppaste
|10 | Paste Special...
11
W Insert...
|13 | | Delete, ..
4] Clear Contents
15 o
| 16 | '3 Insert Commment
% Eormat Cells...
EER Pick From List...
20 Hypetlink...
W 4 b H[\Sheetl {Sheetz f Sheet 14l

Ready

The Delete dialog box opens. Select either:
Shift cells left to shift cells in the same row to the left.
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Lesson 7 — Inserting, Deleting, Merging, and Hiding Cells

o Shift cells up to shift selected cells and all cells in the column above it upward.

A | B [ ¢ [ o [ E [ F |

Sales 34 567.00
Expenses 123400

35 AN N
2%
Delete

You can delete " shift cells left
multiple cells at | | o e s

the same time. mlblioo ol o)
" Entire row
" Entire golurn

(074 I Cancel

O o ~-wmome @ = |00 O b —

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

Merging Cells

In Excel XP, 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 B0 ¢ [ b [ E T F ]

1 Sally ————— We would like to

2 Last Manth This Month =~ see Sally’s name
T Sales 34 567.00 32564.00 cente:red over both
4 Expenses 123400 325100 </ C1andDl
5 |

B
7] [ 380100 3581500

8

8
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Lesson 7 — Inserting, Deleting, Merging, and Hiding Cells

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.
T

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

DEESEY B v-az-4aR 2=l _-A-2
c1 M A Sally y

A B C | b] E | F | Merge and Center I:

| Sally )

Last Month This Mnnth.
Sales 34 567.00 32 564.00
Expenses 123400 3251.00

Highlight the cells to be
35,801.00 35815.00 merged and then click the

Merge and Center button

on the standard toolbar

= 0|00~ o0 | th | d= | L | b | =

The two cells are now merged into one.

A | B c | D E |
oally 1
Last Manth This Maonth
Sales 34 557.00) 32 564.00

Expenses 123400  3.251.00

35,801.000 35815.00

Hiding Cell Contents

You have the ability to hide the contents of individual cells if you do not need to view their
contents or you simply do not want to print certain cells.

Select the cell(s) to be hidden

From the Format menu, select Cells ...

The Format Cells dialog box appears.

From the Format Cells dialog box, select the Number tab
Under Category, select Custom

In the Type text box, type three semicolons ( ;;;

Click OK

The cell(s) is now hidden.

N

oUW

To redisplay cell information:

1. Select the cell(s) to be redisplayed
From the Format menu, select Cells ...
The Format Cells dialog box appears.
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Lesson 7 — Inserting, Deleting, Merging, and Hiding Cells

3. From the Format Cells dialog box, select the Number tab
4. Under Category, select the appropriate date, time, or number format
5. Click OK
The cell(s) reappears.
Challenge
e Type the name "Oscar" in cell B2.
e Type the name "Ben" in cell C2.
e Type the name "Ruth" in cell D2.
e Insert a cell between cell C2 and cell D2, and then "shift the cells right."
e Type the name "Mary" in new cell D2.
e Type the label "Sales People" in cell B1.
¢ Merge and Center cells B1, C1, D1 and E1.
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Creating Simple
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 XP.

School Excel XP

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

The result of a formula-the answer to 243, 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.

| B =% A& =sUM(B1:B3)

LESSON
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In This Lesson:
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Creating a Simple Addition
Formula

Creating a Simple
Subtraction Formula Using
the Point-and-Click Method
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Creating Simple Division
Formulas
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Lesson 8 — Creating Simple Formulas

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 XP, this would be expressed
by the formula, =128+345, as shown below.

B2 - A =128+345
A B | A | D

1

| 4?3_
3
4

L]

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.

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 XP 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.
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Lesson 8 — Creating Simple Formulas

SUM v X/ A& =sum{B2+E3)

A | B c | D

|

1-.

(2|

3 34

I‘ |=sum§EtE+_E53)

[ 5 | B5 v &
| 6] A | B | C

Type the formula, =B2+B3, in cell B4
and press Enter to see the result

473

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

e 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.

Type the cell number that contains the first number to be added (B2, for example).

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

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.

DAVERAGE | +| X  =| =B3-B2

A | B | ¢ | b [ E |

1

| 2 | L o..oJ28) Formula =B3-B2
3 345 subtracts cell B3
4 | |=E3-52 l from cell B2.

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).

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 Click on the first cell to be included in the formula (B3, for example).
e Type the subtraction sign (-) to let Excel know that a subtraction operation is to be
performed.
S . . . Cisco Systems
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Lesson 8 — Creating Simple Formulas 54

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

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

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

Creating Simple Multiplication Formulas

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

A | B | ¢ | D | E |

1
2 | ____.128|  Formula =B2*B3
3 s 3 4_5,i multiplies cell B2
4 | =62'B3 | by cell B3.

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

A |_ B | ¢ | b | E

1

2 | 12 Formula =B2/B3
3 s .3d5) divides cell B2
4| =T by cell B3.

5

B

Challenge

e Incell Al, type 1234

e Incell A2, type 15865

e Click the cell where you want the result to appear.

e Type a formula in cell A3 that adds cell A1 and cell A2

e Type a formula in cell A4 that subtracts cell A1 from cell A2
e Type a formula in cell A5 that multiplies cell Al by cell A2
e Type a formula in cell A6 that divides cell A2 by cell Al
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Creating Complex
Formulas

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 XP knows to
work those operations in a specific order. The order of

operations is:

rnlb ol

Operations enclosed in parenthesis

Exponential calculations (to the power of)
Multiplication and division, whichever comes first
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:

120/(8-5)*4-2
|

formula becormes
120/3%4-2
l

formula becomes

40%4-2
|

formula becores
160-2
l

The final answer is 158

Perform the operation in parentheses
first: 8-5=3

Because the division comes before the
multiplication, divide 120/3=40

Mext, the multiplication takes place
hefore the subtraction: 40%4=160

Finally, 160-2=158

LESSON
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Lesson 9 — Creating Complex Formulas

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.

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

5%3/2 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 is
3.333333.

5/(3*%2) Perform the
operation in
parentheses (3*2)
first and divide this
result by 5. The
answer is 0.833333.

5+3-2 Add 543 before
performing the
subtraction operation
because the addition
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Lesson 9 — Creating Complex Formulas

sign comes before
the subtraction sign.
The answer is 6.

5-2+3 Subtract 5-2 before

performing the
addition operation
because the
subtraction 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 subtraction
sign. The answer is -
1.

(5-2)*3 Perform the
operation in
parenthesis (5-2)
first and then
multiply by 3. The
answer is 9.

Creating Complex Formulas

Excel XP 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 v X/ i =(B2+B3)"Ad

A | B | ¢ | b | E |
1285
345
a7
=§BE+BE’-!*;'-LJ| The formula
T =(B2+B3)*A4

first adds 128 and 345
and then multiplies
the answer by 97

o 0| 00|~ OO L D =

Enter the numbers you want to calculate.
Click the cell where you want the formula result to appear.
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Lesson 9 — Creating Complex Formulas

Type the equal sign (=) to let Excel know a formula is being defined.

Type an open parenthesis, or (

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

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

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

result.

End the 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 (AutoFilling Formulas)

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 - & =(B2+4B3)"A4
| A B | I | D | E F
(1]

2 | 128 The mouse pointer changes
i. 345 to a black crosshair when
i a7 passed over the fill handle.

5 45881

5 I;#—

=
E Fill handle

)
10|

To Use the Fill Handle to Copy a Formula to a Surrounding Cell:

Click on the cell that contains the formula to be copied.

Position the mouse pointer over the fill handle.

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

e Release the mouse button.
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Lesson 9 — Creating Complex Formulas

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

BS - £ =(B2+B37Ad

A | B | ¢ | b | E | F | G
1
2 128 Copy Cells
3 345
4 97
g 458311 Fill Farmatting Cnly

£

? W Fill Withaut Formatting

Copy the formula in cell BS and
fill it into cells C5, D5 and ES.

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

Ed Microsoft Excel - Boolk:2

File Edit iew Insert Format  Tools  Daka o

Dedan &RV bR

firial ~10 - B I U == =
B4 - i =SUM(BE2-B3)
A [ B [ ¢ [ D0 T 1

1

2 |Sales 4567

3 |Expenses 1234

4 [ 33333!|

5

marching 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.
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Lesson 9 — Creating Complex Formulas

Revising Formulas
You can revise any formula that was previously written in a worksheet.
To Revise a Formula using the Keyboard:

e 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.

U * X < &~ =B:+83
A E | ¢ | D |

1
2 |Sales 34 56700
3 |Expenszes 1,234.00] 35,124.00
4
4] |:EE+EE -|
b
7
8 To replace cell B2 with cell C3
2 in your formula, type C3 where
10 B2 appears and then delete B2.
1

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

Relative and Absolute Cell References

Excel uses two types of cell references to create formulas. Each has its own purpose. Read on
to determine which type of cell reference to use for your formula.

Relative Cell References

This is the most widely used type of cell reference in formulas. Relative cell references are
basic cell references that adjust and change when copied or when using AutofFill.

Example:

=SUM(B5:B8), as shown below, changes to =SUM(C5:C8) when copied across to the next cell.

) E = =5UMBS Bd)

o __ B | C |
1 Smith's Ba
2| Saptemb
3
4 Region Books Periodicals
& | morth $15 678 [ERED
B | South §13 865 9776
T |East §25 401 £11.392
8 |Wvest 317 552 $4 025
8 [Product Total|  graase] |
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Lesson 9 — Creating Complex Formulas

s E = | =5LM{C3CE)

A B¢ ]
1 Smith's Ba
2| Septemb
3
4 Region Books Periedicals
3 | Maorth §15,678] FE, 706
B South §13,865) FO.TTE
T |East §25401) F11,302
8 | 'viesl §13,552 F4.028
8 [Product Total 372,405 f34,807]

Absolute Cell References

Situations arise in which the cell reference must remain the same when copied or when using
AutoFill. Dollar signs are used to hold a column and/or row reference constant.

Example:

In the example below, when calculating commissions for sales staff, you would not want cell
B10 to change when copying the formula down. You want both the column and the row to
remain the same to refer to that exact cell. By using $B$10 in the formula, neither changes
when copied.

A B | C |
1 [Commissions - November 2000
2
3 Total Sales | Commission
4 |Bob 26,000[=B4-$E810]_|
5 |Sally 35,350
B |Joseph 42 000
7 |Celia 28,800
g
9
10 |Rate: 10%

C5 - =| =B5"$E510

A B I gr |
1 |Commissions - Novembdr 2000
2 Cell B10 does not change
3 Tot:  whenfilled.
4 |Boh 2,000 2R00
5 |Sally 35,35EI| 3535_'
B |Joseph 42 000 4200
7 |Celia 28,800 2880
a
g
10 |Rate: 10%

A more complicated example:

Let's pretend that you need to calculate the prices of items in stock with two different price
discounts. Take a look at the worksheet below.
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A B | c o__E | F

1 Sale Price Comparisons

F

3 hem#  Product Price Discount A Discount B
Lhm Scootar F55.99 I=5L‘4-5'§J-'1'-':1512

5 TEOL Tricycle §129.95

B 7BB Soccer Ball $12.35

7 (4554 Crybaby Doll 32193

8 578 Art kit 31495

9

10 Discounts

1 A B

12 10% 15%

Examine the formula in cell E4. By making the first cell reference $C4, you keep the column
from changing when copied across, but allow the row to change when copying down to
accommodate the prices of the different items going down. By making the last cell reference
A$12, you keep the row number from changing when copied down, but allow the column to
change and reflect discount B when copied across. Confused? Check out the graphics below

and the cell results.

Copied Across

F4 | m | =§C4-5C4"BH2 ~
A B G 1] E F |

| 1| Sale Price Comparisons

2|

3 Mem#  Product Price Discount A _Discount B
4 [1254  Scooer §59.99 $63.99
| 57894  Tricycle §129.95

6 |7AE Soceer Ball §12.35

7 |4094 Crybaby Dall 521949

B |57B A Hit 514.95

)

10 | Discounts

11 A B

12] 10% 15%

Copied Down
E5 - = | =3C5-§C5ARI2
A B | c b E | F

1 Sale Price Comparisons

2

3 Mem#&  Product Price Discount A& Discount B
4 1254 Scooter 159,99 §53.99 350,99
| 5 |7894  Tocycle §120.95

B |73E Soceer Ball $1235 31112
| 7 4894 Crybaby Dell $21.99 §19.79

8 |57E Art ki $14.95 §13.45

)

10 Discounts

11 A =]

12| 10% 15%

Now, you might be thinking, why not just use 10% and 15% in the actual formulas? Wouldn't
that be easier? Yes, if you are sure the discount percentages will never change - which is
highly unlikely. It's more likely that eventually those percentages will need to be adjusted. By
referencing the cells containing 10% and 15% and not the actual numbers, when the
percentage changes all you need to do is change the percentage one time in cell A12 and/or
B12 instead of rebuilding all of your formulas. Excel would automatically update the discount
prices to reflect your discount percentage change.
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Lesson 9 — Creating Complex Formulas

Summary of absolute cell reference uses:

$A1

Allows the
row
reference
to change,
but not the
column
reference.

A$1

Allows the
column
reference
to change,
but not the
row
reference.

$AS1

Allows
neither the
column nor
the row
reference
to change.

There is a shortcut for placing absolute cell references in your formulas!

When you are typing your formula, after you type a cell reference - press the F4 key. Excel
automatically makes the cell reference absolute! By continuing to press F4, Excel will cycle
through all of the absolute reference possibilities. For example, in the first absolute cell
reference formula in this tutorial, =B4*$B$10, we could have typed, =B4*B10, then pressed
the F4 key to change B10 to $B$10. Continuing to press F4 would have resulted in B$10,
then $B10, and finally B10. Pressing F4 changes only the cell reference directly to the left of

your insertion point.

Challenge
e Type the following information:

In cell A1, type 12345
In cell A2, type 15865
In cell B1, type 9347

In cell B2, type 11942
In cell C1, type 19348
In cell C2, type 17103

e Create the following simple formulas:

In cell A3, write a formula to add cell A1 and cell A2

@ oan e Building skills for success
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Lesson 9 — Creating Complex Formulas

e Fill the formula in cell A3 to both cell B3 and cell C3
e Create the following complex formula:

In cell A5, write a formula that divides cell A1 by the sum of cells A3, B3 and C3

e In the formula defined in cell A5, create an absolute reference to all cells and rows
referenced in the following part of the formula: sum of cells A3, B3 and C3.

e Copy the formula and absolute reference in cell A5 and paste it into cell B5 and cell C5.

¢ Note how the formulas that appear in cell A5, cell B5 and cell C5 differ from one another.
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Functions

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 nhumbers. Or you could use the Sum
function to find the sum of a cell range. Excel XP 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)

equal sign function name argument

LESSON
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Excel’s Different Functions
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Lesson 10 — Functions

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:C10)

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 XP. Some of the more common functions include:
Statistical Functions:

SUM - summation adds a range of cells together.

AVERAGE - average calculates the average of a range of cells.
COUNT - counts the number of chosen data in a range of cells.
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:

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

Day of Week

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

HOUR - Converts a serial number to an hour

MINUTE - Converts a serial number to a minute

TODAY - Returns the serial number of today's date

MONTH - Converts a serial number to a month

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.
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Lesson 10 — Functions

DEESR EGRY s b|o- eEHH @G
B2 - A 128 A

1

2 128

3 345

4 243 Highlight the range of

5 g7 numbers to be added and
B 187 click the AutoSum button
= = n the standard toolbar

8

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 B5 and 187 cell B6).

e 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.

e 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.

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

B7 - A =SUM(BZ:EEB)
A B | ¢ | o | E |
1
2 128 The AutoSum of cells
3 345 B2 through B6 is added
4 243 to cell B7. Notice the
5 a7 formula, =SUM(B2:B6&),
B 187 defined in cell B?.
; I 1[II|:I_|

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:

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 B5 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.

e On the Standard toolbar, click on the drop-down part of the AutoSum button.
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Lesson 10 — Functions

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

hEeEdsx &RV & B - @

B2

-

B 120

= -4l limE

Surn

A,

B

C

D

| Awverage

OO0 | (M L R —

—
(o

Count
M
Min

Mare Functions. ..

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.

I 2001

Motice the formula,
=AVERAGE(B2:B6),
defined in cell BY.

BY - B =AVERAGE(RZ.BR)
A | B | ¢ | D | E |

1
2 128
3 245 The Average of cells
4 2473 B2 through B6 is|added
5 a7 tocell B7.
G 137
7
a8
)

Using the MAX, MIN, and COUNT for a Range of Numbers

The Max function obtains the maximum value while the Min function obtains the minimum
value. The Count function counts the number of entries inputted.

To use the MAX, MIN, and COUNT functions:

e Type the numbers to be included in the formula in separate cells. For this example, the data
inputted are as follows:

DSEY SRV |(FBR-<S o-o-|@ -8 6

2 -0 -[BrulEE=E8 %, @8
BE - 1%
A | B | ¢ [ b [ E [ F T & ]
1
[ 2 | 75 74 78
ER 45 45 54
| 4 | &6 58 &2
| 5 | 46 a5 268
6 | —1
7
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igan
L5 computer Building skills for success
J57 Institute; Paebon
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e Highlight cell B2 to cell B5 and click the drop-down part of the Auto Sum button and
choose Max to obtain the highest number of the given range.

DEHSRAY|LBA- | v o Q[T -2 | M@ -3
: Arial 10 - B I O =E=E=F % 1 Sum R
BZ - fe 75 Average
A | B | ¢ | D | E | F Count I

1
2| 75 74 78 = |
| 3 | 45 45 54 Min
i 86 58 54 More Functions...
|5 | 45 85 25
| 6 |
| 7|

g

e The highest number appears at cell B6.
¢ Notice the formula, =MAX(B2:B5), has been defined to cell B6.

BE v £ =MAXE2:B5)
A | B | ¢ | b | E |

1

2 75 74 78

3 45 45 54

4 a6 g5 52

5 45 a5 25

g [ BE!

e For getting the lowest number in column C, highlight cell C1 to cell C5 and go to drop down
part of the Auto Sum button and choose Min.

DEEAERY|IRA-<C |- o |@[E |2 § | il][H]we
 Arial -0 - B I U E=E=E %1 Surn -
2 - A 74 fverage
A | B e [ b | E [ F comt [

1
2 75 iz 78 Ha
Ex 45 45 54 | Min |
L 86 58 52 More Functions. .,
(5 45 &5 2
| B | 88
| 7

B

e The lowest number appears at cell C6.
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e Notice the formula, =MIN(C2:C5), has been defined to cell C6.

Ch - Fe =MIM(C2:CE)
A | B | ¢ | D | E

1
2 75 74 75
3 45 45 54
4 ah 4 52
5 4F 85 28
5 a6 45

| |
7
g

e To count how many entries does column D have, highlight cell D2 to cell D5 and from the

Auto Sum button drop down list, choose Count.

-

|

DS2H8|SRY 4 B2R-I oo @[z -2 3 8o
: pial -0 - B I U|EE=E= Sum
02 - i~ 7B Awerage
A | B | C | D | E | F | Counkt |

1
(2] 75 74 75 Ha
El 45 45 54 Min
L 86 58 &2 More Functions...
| 5 | 46 g4 2
| B | 86 45

7

o

e The number of entries appears at cell D6.
e Notice the formula, =COUNT(D2:D5), has been defined to cell D6.

= Arial ~10 -| B I U|EEE=E
D5 - e =COUNTIDZ:DS)
A | B | ¢ | b | E

1

2 75 74 /8

a 45 45 a4

4 ok 50 52

5 4k a5 28

= ok 45 4!

7

Using the IF Function

The IF function can give your formulas decision making abilities.

This function enables you to perform a calculation only IF a certa
completely different calculation if that condition is false.

in condition is true, and a

77 lligan
3 - € te
& s

Building skills for success

Cisco Systems

NETWORKING
ACADEMY



Lesson 10 — Functions

The syntax (the fancy name for the order and sequence) for the Excel IF function is
=IF(logical_test,value_if_true,value_if false)

where:

logical_test is any value or expression that can be evaluated to TRUE or FALSE

value_if_true is the value that is returned if logical_test is TRUE. If omitted TRUE is returned.

value_if_false is the value that is returned if logical_test is FALSE. If omitted FALSE is
returned.

IF Function Example

Let's say that we own a small grocery store that offers a home delivery service. It is obviously
more efficient and profitable for us if we deliver fewer large orders than several small orders.

We enter all the orders onto spreadsheets and if any person has orders totaling 500 or more in
a calendar month we will give them a discount of 10% because we are extremely generous.

C3 - f =IF(B3==500 "% ou have 10% discount”, "Sorry! Mo discount.™)
A B | G | b | E | F | &

Order Yalue Discount
100§Sorry! Mo discourt.
200 Sorry! Mo discount.
300 Sorry! Mo discount.
400 Sarry! Mo discount.
S00 Y ou have 10% discount
600 Y ou have 10% discount

OO0 | | O | e DD D —

As you can see in the example above, we have placed our IF function in cell C3, then
subsequently copied it down through to cell C7 using Autofill.

Using our syntax let's work through the formula.

The logical_test asks "Is the value of cell B3 greater than (>) or equal to (=) 500?"
value_if_true says "It's true! Enter 10% in the cell."

value_if_false says "That's not true. Enter ‘Sorry! No discount.’ in the cell."

Another way to perform the example above:

e Position the cell pointer at cell C3.
e (lick the drop-down part of the Auto Sum button and choose More Functions.
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NEHRSRAY| BRI oo @[T |2 4| W@ -
£ prial vlﬂvBIH‘§§§|$ Sum - d
3 - & Awerage
A | =] | c | D | Count: P
1
Z Order “alue Discount% S
| 3 | 100{ | Min
L 200 | Maore Functions. .. |
| 5 | 300
| B | 400
| 7 500
8 600

e After clicking More Functions, the following window appears and choose IF.

Search for a function:

Type a brief description of what vou want to do and then 50
click Go
Or select a cakeqary: |Most Recently sed j

Select a function:

IF{logical_test,y¥alue_if_true,value_if_false)
Checks whether a condition is met, and returns one value if TRUE, and
anokher walue if FALSE.

Help on this Funckion (0] I Cancel

e (lick OK and the following window appears.

Function Arguments

IF
Lugil:al_tesl:|| | =
'u'aIue_iF_trueI Al =
\-'alue_iF_FaIseI ik_] =

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

Logical_test is any value or expression that can be evaluated to TRUE or FALSE,

Formula result =

Help on this Function Ik I Cancel I

e Asyou fill the text boxes with arguments, notice the IF function slowly building its function call.
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D e owms | =r Lon ¥ v me — aw ov | | —

o 0 e .
- s DI ===FK$ %, W0 o0
~ X /[#&] =IF(B3>=500, You have 10% discount.”,"Sorry! No dis)
|

A N E | c b [ E [ F [ 6 [ H | LAl J |

1 e L
| 2 | Order “alue Discount¥
| 3 | 10004t "Sorryl Mo dig
4] 200
| 5 | 300
| 6 | 400
| 7 | 500
ER 500 Logical_test [53>=500 el = FaLse
19—0 Yalue_if_true I"‘(’Uu have 10% discount." _q‘_] = "You have 10% discc
I Value_if_False I"Sorry‘ hle dlis] Bel-

12
i Mturns ane walue if TRUE, and spakh 4‘../
| 14 | FALSE. —
15|
ﬁ Yalue_if_false is the value that is returned if Logical_test is FALSE, IF amitted, FALSE is
17 returned,
18
| 19 | Formula result =
% Help on this function Cancel
22

23

e Press OK and the result in C3 appear.
C3 - Fe =IF(B3>=500,"You have 10% discount.”,"Sorryl Mo discount.™)
A | B | C | o [ E [ F | & |

Order %alue Discount%a
1000Sorry! Mo discount. |
200
300
400
a00
GO0

OO0 O | e | DD | —

e AutoFill cell C3 and obtain the following result.

3 - e =IF(B3==500,"You have 10% discount”, "Sorry! Mo discount.™
A B | C | o | E | F | &

Crder Yalue Discount%
100{Sorry! Mo discount. |
200 Sorry! Mo discount.
300 Sarry! Mo discount.
400 Sorry! Mo discount.
500 You have 10% discount
600 You have 10% discount

OO0 3 e (L B —

Accessing Excel XP Functions
To Access Other Functions in Excel:

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

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

e 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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DSHasm SR_RY 48 o @=-|lame 2
= - f 128 Sum
A, | B | C | D | Awerage :I

Count

Max

Min

Moare Functions. ..

G000 |~ O e | R —

—
=

¢ The Paste Function dialog box opens.
e 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.

T 2x|

Search for a function:

Type a brief description of what ywou want to do and then 30 |
click G

Or select a category: IDate 2 Time: j

Select a function:

D'y

DAYS360 Functions assoclated with

HOLIR. the Date & Time category.

MINUTE

MOMTH |
DATE{year,month,day)

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

Helo on khis Funckion (] I Cancel

e Select the function you want to use and then click the OK button.
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Text and Cell
Alignment

Using the Standard Toolbar to Align Text and
Numbers in Cells

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

A B | C | 0 | E |
1
2
3 Sales 34 567.00
4 Expenses 1,234.00
5
B
7
5] Text, by default, Mumbers, by default,
9 is left-aligned in are right-aligned in
10 Excel XP. Excel XP.
11
12

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

right-aligned text
left—aligned text

centered text

LESSON
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In This Lesson:

Using the Standard Toolbar
to Align Text and Numbers in
Cells

Changing Horizontal Cell
Alignment

Changing Vertical Cell
Alignment

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

merge and center
=E==H
left-align center right-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.

“ B C D
1
g Some examples of Horizontal Alignment of information in a cell.
4
—

Horizontal

Alignement . .
& Horizontal Left Honizontal Center Horizontal Right
B

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 Alighment using the Format Cells Dialog Box:

e Select a cell or range of cells.
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e Choose Format - Cells from the menu bar.

"] Fle  Edi

DEEs
A3

Wigwy  Imsert | Format | Tools  Daka  Window  Help  Acrobat

5 B B

- F5 R k

Cells... Chrl4-1 | "B

A

B | Colurrn »
— ——————————————

fukaFarmat, ..
La:

Conditional Formatting. ..

¥
Sales 34 5670032 554 .10

OO | == | O |77 | ==

Expenses 123400 325100

35,801.00 35815.00

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

e The Format Cells dialog box opens.
lignment tab.

e C(Click the A

2x

Iyl I Border | Patterns F‘ru:uteu:ti-:unl

—2rientation
Horizonkal: —
IGeneraI j Indent: *
Y T
Yertical: ||;| 5 . .
Text —#
IBn:ntI:n:-m j X .
t .
[T Justify diskributed o+
Texk conkrol +* -
I Wrap bexk
I shririk ta Fit |D 5 Degrees
[ Merge cells
Right-to-left

Text direction

ICn:nntext j
O, I Cancel
Format Cells dialog box
e Click the H

orizontal drop-down menu and select a horizontal alignment treatment.

e Click OK to apply the horizontal alignment to the selected cell(s).

5, lligan)
Q : Computer/
QL I'l‘\'i't'?iglle-

e
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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
; Some examples of Vertical Alignment of information in a cell.
4
Yertical Justify

Vertical _

Alignment Yertical Center .
g Yertical Bottom
=]

To Change Vertical Alighment 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.

e Click the Alignment tab.

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

Changing Text Control

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

| A B C D E
; 1 fext Control examples:
This is an
example of —  Wrapped Text
wrapped
3 text.
d o
i_ Thriali-lartfil rnsmple, —  Shrink-to-fit
| B |

# 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.
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# 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:

Select a cell or range of cells.

Choose Format -* Cells from the menu bar.

The Format Cells dialog box opens.

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.

| A B | ¢ | D E | F
; 4 Text Orientation examples

_|

o

2 %

g 2

f] e,aa 5

& £, 0]

o g o

m G-_-,t} &

o W o

= D7 =

£ & o

o {@ ]

= a° 5

N 3
—1

Text oriented at 0 Degrees (default)

To Change Text Orientation using the Format Cells Dialog Box:

Select a cell or cell range to be subject to text control alignment.

Choose Format = Cells from the menu bar.

The Format Cells dialog box opens.

Click the Alignment tab.

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

(®)
~

You can also click and drag the red point in the text pane to a new location indicating the
orientation you want. The number in the Degrees field changes as you drag the pointer.
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Example:

From this action...

Format Cells

Mumber  Alignment l Fonk ] Border ] Patterns ] F‘ru:nte::tin:nn]
Text alignment Orientation
Haorizantal: [ [«
|General j ||:| il ',
T .
Wertical: = ~ *
x|y, .
|B|:|tt|:|m j I
. Drag the red point.
Texk conkrol |E—i| Degrees
[ Wrap text
[ Shrink ko fit
[ Merge cells
| O | Cancel
Result:
A |
Ly
%
Ly
o
2715
Challenge

Type any text you want in cell B2.

Change the row height of row 2 to 30.
Change the column width of column B to 20.
Apply a horizontal text alignment.

Apply a vertical text alignment.

Apply a text orientation of 90 degrees.
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Formatting
Numbers

Formatting Numbers in the Format Cells Dialog
Box

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

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

Choose Format - Cells from the menu bar.

@ Fil=  Edit Wiew Insert | Format | Tools Daka  MWindow  Help  Acrobat

DNEela & o celk... it | p ==
A3 - F Row 9
A B | Colurnn *
; La SutoFormat. ..
Canditional Farmatting, .,
{ Sales 34 EEO0 g2 .564.LILI

Expenses 123400 3251.00

35,801.00 35815.00

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

LESSON
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In This Lesson:

Formatting Numbers in the
Format Cells Dialog Box

Formatting Date in the
Format Cells Dialog Box

Formatting Time in the
Format Cells Dialog Box

Formatting Percentage in the
Format Cells Dialog Box

Formatting Peso Sign in the
Format Cells Dialog Box
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The Format Cells dialog box opens.

e Click the Number tab.

Format Cells ed |

lignrnent | Font | Border I Patterns | F'r-:ute-:tiu:unl

|-Sam|:|le I |

e Click Number in the Category drop-down list.

Murnber |.ﬁ.lignment | Faonk | Border I Patterns | F‘r-:utectiu:unl
Category: ample

|General ‘I 1.00

CUFrency Decimal places: Iz 5‘
Accounting

Dake

Time [ Use 1000 Separator ()
Percentage Megative numbers:

Fraction == '

Scientific

Text 123410

Special (1234100

Custarm = izzea0 =l

rumber is used for general display of numbers, Currency and Accounting
affer specialized Farmatting Far manetary walue,

| Ik I 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 XP. 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:

Cisco Systems

. NETWORKING
SEERAANAS ACADEMY

@ oan e Building skills for success



Lesson 12 — Formatting Numbers

Format Cells d |
Mumber |.ﬁ.lignment | Font I Border | Patkerns I F'ru:uteu:ti-:unl
Cateqaory: ~Sample
General | 10)5/ 2003
Murnber
Currency Twvpe:

r— [T Al
" 14-Mar-01
Tirne 14-Mar-01
Percentage Mar-01 J
Frackion March-01
Scientific March 14, 2001
Texk . -
L 511401 1:30 PM
Cﬂstum j Locale (location):
IEninsh (United States) j

Drate Formats display date and kime serial numbers as dake values, Except for
items that have an asterisk (*), applied formats do not swikch date orders
with the operating syskem.

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 Date in the Category drop-down list.

K I 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 XP. Here are a few ways it can

appear:

13:30
1:30 PM

To Format the Appearance of Time in a Cell:

Select the range of cells you want to format.
Choose Format -* Cells from the menu bar.
The Format Cells dialog box opens.

Click the Number tab.
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e Click Time in the Category drop-down list.

Murnber |.ﬁ.lignment | Fonk I Border | Patterns I F‘ru:uteu:ti-:unl
Cateqory: —Sample
ereral ﬂ 12:45:00 FM
Murnber
Currency Tvpe:
Accounting 13: 30 ;I
Date 1:30 PM
s
Percentage 1:30:55 PM
Fraction 3;:,.5'5 5
Scientific 3713055
;EZEEI 3/14j01 1:30 PM =l
CEstDm j Locale {locakion):
IEninsh (United States) j

Time formats display date and time serial numbers as time values, Except for
items that have an asterisk (*), applied farmats do nat swikch date ar kime
arders with the operating system.

(0] 4 I 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:

e Select a cell or range of cells.

A B [ € | D E |

1

2

3 _[Numbers 1] 0.023529] Highlight the

4 2251 0052941] cells to format

5 6l D.141176] as a Percentage.

2] 4.5) 0105652

7 o) 0.211765

8 12] 0.282353

9 7.75 ﬂ.132353.

10 425
11

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

2. ? Al -0 -/ B JUSEEEE -b-A-?
= AR Pl Format Cells 7| x|
| E | C Murnber |.ﬁ.lignment | Fonk | Border | Patterns | F‘ru:uteu:tiu:unl
Category: anmple
1[ 0023529 [General -
. Murnber
2.25) 0.052941 CUFrency Decimal places: Iz 5‘
Bl O.149176|  |Accounting
4.5 0.105852 ?i‘lf_'::
9] 0.211765 Percentage
12 0.282353 Fraction
775 0182353 Scientific
Texk
42.5 Special
Zuskormn ;I
Percentage Formats mulkiphy the cell value by 100 and displays the result with
a percent symbal,
5-Oct
12:45
(0.4 I Cancel
J—

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

Click the OK button.

A | B | ¢ | D | E
1
2
3 |Mumbers 1 2.353% The numbers
4 225 5294%( in the cell
5 Gl 14.118%| reflect that
E 45l 105885 of 2 Percentage.
7 ol 21.176%
a8 12| 28.235%
=) 770 18.235%.
10 425
11
12

Formatting Peso Sign in the Format Cells Dialog Box

In dealing with money in our spreadsheet, we need to format the cells to fit it in our currency
since there are no Peso sign available.
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Lesson 12 — Formatting Numbers

To Express Numbers with Peso sign in a Spreadsheet:

e Select a cell or range of cells.

Fd Microsoft Excel - Book?

File Edit Mjew Insert  Format  Tools

hEeEasm" &R Y % BB «

B2 - B 8777
A, B C ]
1
2 ariy
3 784
4 76
] 344
5] a01
7 1440
']
a
9
10
e Choose Format - Cells from the menu bar.
e The Format Cells dialog box opens.
e Click the Number tab.
e Click Custom in the Category drop-down list.
A B © D E F G H | d
1
2 520 Wl Format cells Px
3 1755
4 7B Number I.C\Iignment ] Fant ] Border ] Patterns l Protection l
5 564 Cakegory: Sample
B 3500 General 650
7 1470 Murmber
a Currency Type:
g Sgiguntlng |Genera|
1a Time
11 Percentage i)
Fraction 0.00
12 Scienkific #, 480
13 Text #,#40,00
14 Special # #0_;0#, 00
I ErEm— |7 o i fRede, 20 =l
16
17 4
18 Twpe the number Format code, using one of the existing codes as a starting
19 poink.
20
21
x
> Ok | Cancel
24
25

e Find the @ symbol by dragging down the scroll bar.
e From the @ symbol, select the format as indicated in the diagram.
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A |
Format Cells
76| | mumber | mignment | Font | Border | Patterns LrProtectlon ]
s | S he @ symhol.
1470 Mumber \
T e~ Salect fhis format

Dhate

Time
Percentage
Frackion
Scientific
Text

SEeciaI
[ e

Type the number Format code, using one of the existing codes as a starting
paoink.

— Scrollbar,

Ul R )
R, ##0.00_ % [ (# #20.00); (* d

o4 | Zancel |

th & DR = 5@ @m0k = o) O 80O O s Ok —

e In the Type box, replace the $ sign with P to format numbers in Pesos.

Type:
|_(P* #,##0.00_;_(P* (#,##0.00); _(P*

e Press OK.
The result will be like this. Adjust the column header to make your result presentable.

A B C O

1

2 F B50.00

3 F o 1,755.00

4 F 7B.00 1

g F &8R4 .00

G P 350000

7 P 1.470.00

a

Challenge

Type a Number in cell B2 and format it to have four decimal places.

Type a Date in cell B3 and format it to look like: October 6, 2003

Type a Time in cell B4 and format it to look like: 1:30:00 AM

Type a large number in cell B5 and a smaller number in cell C5. Then, in cell D5 define
a formula to divide cell B5 by cell C5. Format the answer in cell D5 to be a Percentage
with 1 decimal place.

e Copy the answer of D5 and paste it in E5 and convert it into Peso sign.

Cisco Systems
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Applying Font,
Color, and Borders
to Cells

Change Font Type, Size and Color

In Excel XP 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 B c 8] E

Examples of different typefaces:

Arial

Century Schoolbook
Courier

Impact

Monotype Corsive

Titnes Mew Foman
Werdana

o Bl e R e e T T s P VR

To Apply a Typeface to Information in a Cell:

e Select a cell or range of cells.

LESSON

+ + + +
In This Lesson:

Change Font Type, Size and
Color

Underline, Italics, and Bold
Design and Apply Styles
Adding a Border to Cells
Adding Color to Cells
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e Click on the down arrow to the right of the Font Name list box on the Formatting toolbar.

[4vial 2

e A drop-down list of available fonts appears.

@ File Edit ‘Wew Insert Format Tools Data  Window  Help  £text aligr

= @ = - 2 (T ‘10 - B I U
D16 - ADMUIELY
A | E ADMUIZSm

Ll |

i

T Arial Black

Examp

T Arial Marrow

Arial  Arial Unicode MS
Centuy T Batang

Couriel T Book Antiqua

Impact | o Booloman Old Style
Morotypd T Century

Times N| & Century Gothic

11 verdan T Century Schoolboolk hd|
12

L I I e 0 - TR T L

—
=

e Click on the Typeface of your choice.
e The selection list closes and the new font is applied to the selected cells.
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 | ¢ | D | E ]
1
2
3 Examples of different sizes:
4
5 Arial, 8
5 Arial 10
7 Aral 12
8 Arial 14
g Arial 16
10 Arial 18
11 Arial 20
12

e Select a cell or range of cells.
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e 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.

@ File Edit Miew Insert  Formak  Tools Daka  Window  Hel

= EH & = - 2 A - | ] B 7 U
BG - #e Arial 10 g |
A B | ¢ | Omgd E |
1 11
2 12
3 Examples of different si 1;
4 18
5 .&rigl 8 gg
] Arial 10 1 24
7 Arial 12 26 7|
g Arial 14
g Arial 16
10 Arial 18
" Arial 20
12

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.

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.

A -
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e A drop-down list of available colors appear.

@ File Edit Miew Insert  Formak  Tools  Data  iindow
Help - & X

= ¥ arial -w - B AL 2
55 - T .
T R —

] |. Aukamatic |_:
2 EEEEEEEN

3 ExamplesolmpEEEEE N

4 EEEEEEEN

5 Arial, HOLONRNODONENO

B Arial 10 OOO0OO0OOBEO

7 Arial 12

g Arial 14

g Arial 16

10 Arial 18

11 Arial 20 -

12
13
14
15

1R -
4 4 ¢ m|{ Sheets 4 Sheeti iz £ shi|4] | L|JJ

Read, LM o

e 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 7 U
Bold button (Ctrl + B).

Italics button (Ctrl + I).
Underline button (Ctrl + U).

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

@ File Edit ‘Miew Insert | Format | Tools Daka  Window  Hel
T - i’ Arial Cells. .. Zhrl+1 E E
B7 - A Flowy k

A | B | Caluran 3 :[
; Sheet 3
3 EKEIT'I"IFI'LES AutoFormat. ..
4 Conditional Farmatting. ..
a Arial, & Shyle
5] Arigl 10 =
7 Iﬂn .al 12 _|
8 Arial 14
g Arial 16
10 Arial 18
T Arial 20
12

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

2%

X,

Stvle name:

Style includes
Cancel |
v mumber eneral
Podif...
v alignment: General, Bokttom Aligned ;l
¥ Eart #Arial 10 Add
¥ Border Mo Borders Delete

i

¥ Patterns Mo Shading Merge. ..

¥ Protection  Locked
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Lesson 13 — Applying Font, Color, and Borders to Cells

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.

B-lAa- 2]

K

Craw Borders. ..

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

-iBix)

@ File Edit Wiew Insert Format Tools Data  window  Help  Acrobat

-8 %

E - Al -0 - B U =E8BHB-lA-*?
L18 - i

A Bl oDEFIGHIIT]T a4 | K

i |
=@=
ZHO

Draw Borders...

B [ =

The borders shown at left

are the treatments associated
| | | | with each button shown in
the Border drop-down menu,

) Y Y Y Y

1 -
4 4 » M[\Sheetl { sheetz £ Sheet3 / |41 | ﬂj_‘

Ready MM v

[gu]

The selected cells display the chosen border.
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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.

e Click the down arrow next to the Font Color button. A Font Color drop-down menu
displays.

E Mo Fil

AEEEEEEER

EEEEEEREE

EEEEEEEN

ENEEEE

BEO000O00B®EO
=T

e Choose a font color from the Font Color drop-down menu.

E2 Microsoft Excel - Book1 =10l x|

] Fle Edt View Insert Format Jools Data Window Help  Acrobat

-8 X
T +2 Al =10 - B F U |=F 'm&’f
B3 - f
A BI[DIEFIG H] 1 [ J [ K ] o Fil
1 EEEEEEEN
2 The color red in the cells EEEEEEEN
3 shown at left was selected IEIEI EEEEENR
4 from the Color drop-down BEOREEEE
2 menu. ENOO0EE0
7
8
9
10
11
12
13
14
15
16
17
18 &
19 o
M 4 » w]\Sheetl { Sheetz / Sheetd / |41 | L”J
Ready MM £

e The selected cells display the color.

Cisco Systems

@%&%‘-&um Building skills for success




Lesson 13 — Applying Font, Color, and Borders to Cells

Challenge

e Type the label, "Learning about fonts in Excel," in cell B2.

Change the font in cell B2 to have a typeface of Times New Roman, a size of 16 and a
color of red.

Type the word, "Underline," in cell B3 and apply an underline treatment to it.

Type the word, "Italics," in cell B4 and apply an italics treatment to it.

Type the word, "Bold," in cell B3 and apply a bold treatment to it.

Select a cell range that includes cells B2, B3, B4 and B5.

Add a border around the cell range.

Define a color of yellow around the cell range.
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Copying and
Deleting
Formatting

New features included in Office XP applications is the
Format Painter that allows you to copy the formatting to
other texts and values without going through again to
formatting process.

Formatting with the Painter: Single Cell

1. Select the cell that contains the formatting you want
to copy
2. On the Standard toolbar, click FORMAT PAINTER

<

The pointer changes shape to include a paint brush
next to it.

3. Click the cell to which you want the copied format
applied
NOTE: You can also select a range of cells by clicking
and dragging.

Example:

i I Excel - Hook:
File  Edit  “ew Insert Format Tools Data  Window  He
NEHS|GRY|[IBE-<T| - o-|@
firial -6 -| B I U= e

C4 - # 100
A | B ] C

L

E

P100.00 25

N~ m| e LWk —

LESSON

+ + + +
In This Lesson:

Formatting with the Painter:
Single Cell

Formatting with the Painter:
Multiple Cells

Clearing All Formatting from
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After the Format Painter is clicked, click on cell D4 and the formatting in cell C4 is then copied.

E3 Microsoft Excel - Book1

File Edit ‘iew Insert  Format  Tools  Data  Window  He

EEHH SRV IBR-T| oo @
Arial v1E~vBIH|§§§$
D4 - A 25

A, = C O

P 100.00 | P25.00 |

| ~om| &= |k —

Formatting with the Painter: Multiple Cells

4.
5.

Select the cell that contains the formatting you want to copy

On the Standard toolbar, double click FORMAT PAINTER <

The pointer changes shape to include a paint brush next to it.

. Click the cell where you want the copied format applied

You can also select a range of cells by clicking and dragging.

Repeat step 3 for additional cells in which you want the format applied

When done, to turn off the Painter, click FORMAT PAINTER < again

Clearing All Formatting from a Cell

If you want to remove all formatting from a cell but leave the contents (text, value, or
formulas), use the following command.

1.
2.

Select the cells that you want to clear the formatting from
From the Edit menu, select Clear » Formats

Cisco Systems
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Creating a Chart

Charts are graphical representations of worksheet data. You
can use charts to present complicated data to people who
want to interpret the data quickly.

When you create a chart, you can either embed it in a
worksheet, or create a new chart sheet in the workbook. If

the chart is in a separate sheet, you can set it up with its
own printing options, such as wide carriage or in color.

Understanding the Different Chart Types

Excel XP 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.

e f5] BN
s |

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.

LESSON

+ + + +
In This Lesson:

Understanding the Different
Chart Types

Creating Charts
Chart Items

+ + + o+
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il
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=

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

T

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

b1
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.

Cisco Systems
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Other Charts

‘&

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

Creating Charts

Excel has a special feature called the Chart Wizard to help you create charts in your
workbooks. The Chart Wizard is a series of dialog boxes; from each dialog box you choose the
options you want, then the Chart Wizard creates the chart based on the choices you make.

Figure 1. To create a chart, select the data you want Excel to plot, then click on the Chart
Wizard button on the Standard toolbar.

—hart Wizard button |

DR ERY | $BREI -~ A& =445 0O

“ Comic Sans M35 =10 v| B I U |§ = = | & % , +'3'3 4 |+ ChTaE w:'z;;;,,j-
az ;l =
— A ] B c D E | F | & | H
1 Units sold this guarfer
2
3 o] 30
1 26 15
L]
B |Totals 75 65 30

Figure 2. After you click on the Chart Wizard button, Excel opens the Chart Wizard - Step
1 of 4 - Chart Type dialog box. The title bar in each Chart Wizard dialog box lets you know
which step you are up to. In the first step, you choose the chart type. You can choose a

standard type from the Standard Types tab, or a custom type from the Custom Types tab.

On the Standard Types tab, from the Chart type box, select the type of chart you want to
create, then from the Chart sub-type section, choose a sub-type. Once you have selected a

sub-type, you can see how your chart will look by clicking on the Press and hold to view
sample button.
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Chart Wizard - Step 1 of 4 - Chart Type

Standard Types | Cuskom Types I

Chart bype: Chart sub-type:

Colurnin

- WY (Scatber)

|‘ Area

i@ Doughnut
il Radar
e Surface

@ EBubble

[ﬁ;ﬁ_ Skock,

Clustered Column, Compares values across
cateqgories.

Press and hold to wiew sample |

_@J Cancel I = Bacl | Mext = I Finish |

Figure 3. The Custom Types tab lets you choose a custom chart type. There are a number of

built-in custom types, or you can define your own. The built-in custom types also contain
custom formatting.

Chart Wizard - Step 1 of 4 - Chart Type EE3

Standard Twpes  Custom Types |

Chart bype: Sample:
‘ Area Blocks -
‘ B Area

M B Column

lhly E5 Line - Timescale

(@ BEW Pie

3 Elue Pie

|ﬁ Colored Lines

Lliﬂ: Column - Area

|_“_ Columns with Depth

B Floating Bars _'J Diavid Ellen Mas
~5elect From :
A Field of 3D cones,
" User-defined ield of 3D cones

% Builk-in

_@J Cancel | z Bac | et = I Einish |

Figure 4. After you have selected a chart type, you can quickly create the chart by clicking on
the Finish button. If you do this, the Chart Wizard creates your chart using default settings.

If you would prefer to customize your chart with the help of the Chart Wizard, you should click
on the Next button in the first Chart Wizard dialog box.
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Chart Wizard - Step 1 of 4 - Chart Type ElE3

Standard Types | Custom Twpes I

Chart bype: Chatt sub-tvpe:

@ Doughnut

s Radar
@ Surface

@ Eubble

|5t Stock :J

Clustered column with a 3-D visual effect,

Press and hald ko view sample |

@ Cancel l < Bach |

Einish |

Figure 5. After you click on the Next button, Excel opens the Chart Wizard - Step 2 of 4 -
Chart Source Data dialog box. In this step, you specify which source data you want to use in
your chart.

On the Data Range tab, Excel indicates the cells you selected in the worksheet. If these are
not the cells that you want to base your chart on, change the cell range. To do this, you can
type a new range into the Data range text box, or you can select a new range from the
worksheet. If you want to select the new range from the worksheet, you will probably have to
collapse the dialog box so that you can see the data you want to select. To collapse the dialog
box, click on the collapse button at the right-hand end of the Data range text box.

Chart Wizard - Step 2 of 4 - Chart Source Data I

Data Range i Series I

B Februar:
O March

Draka range:

Series in:

Cancel = Back i Next = I EinisH i

Collapse button
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Figure 6. After you click on the collapse button, the dialog box collapses. All that remains is
the title bar and the Data range text box. You can now select data directly on the worksheet.
To expand the dialog box, click on the collapse button again.

Collapse button

Figure 7. The Series tab lets you change the series for the chart. If the sample is how you
want the chart to look, then you don't need to make any changes. If the sample shows that
the series in your chart will not be the way you want them, you can change them here. You
can also add and delete series using the options on this tab. Each text box contains a collapse
button so that you can collapse the dialog box if you need to.

When the chart source data is as you want it, all you have to do is click on the Next button.

Chart Wizard - Step 2 of 4 - Chart Source Data ElE3

Daka Range

B January
B Februar
O March

Diavid Ellen Mlax

Series
Mlarme; |=Sheet2!$.ﬁ.$3 :k_j
March
=] walues:  [=Sheetzi$B$3:$043 ]
Add I Remove |
Cateqory () axis labels: |=Sheet2!$B$2:$D$2 :NJ

Zancel | < Back | Mext = I Finish |
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Figure 8. Excel then opens the Chart Wizard - Step 3 of 4 - Chart Options dialog box. This
dialog box contains six tabs which let you choose options for different parts of the chart.

The Titles tab lets you add titles to the chart. Type into the appropriate text boxes any titles
that you want to appear on the chart; the preview chart shows how they will look. When you
have added any titles you want to include, click on the Axes tab.

Chart Wizard - Step 3 of 4 - Chart Options

Titles | fxes I aridines i Legend I Daka Labels i Data Tal:ulel

Chart; Litle:

IFirst Quarter Sales

Category (XY axis:

iSaIes Person

Setes i ) axls:

Unit=s

Value (2] axis;

Zold

{Urits Sold]

First Quarter Sales

Diavid

Ellzn

Sales Person

8 January
3 Februar
O March

Cancel

= Back “ Mext = I

Einish

Figure 9. The Axes tab lets you turn standard axes options on and off. When you select or

de-select an option, make sure you check the preview chart.

When the preview chart is as you want it, click on the Gridlines tab.

Chart Wizard - Step 3 of 4 - Chart Options

Titles Anes IGridIines i Legend I Craka Labels i Data Tal:ulel

HE|

—Prirary axis
IV Category () axis
% Aukomatic
" Categaory
" Time-scale

First Quarter Sales

Diavid

Sales Person

Ellzn

& January
& Februar
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Cancel

< Back “ Mexk = I

Einish
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Figure 10. The Gridlines tab contains options that let you turn the chart's gridlines on and
off.

When the preview chart is as you want it, click on the Legend tab.

Chart Wizard - Step 3 of 4 - Chart Options I

Titles i fixes atidlines |Legend I Drata Labels i Diaka Tal:ulel

Category (Ml axis———————
[ Major gridlines
[ Minor gridlines

First Quarter Sales

—Series (Y] axis-
I Majer gridines

' Unit:
I_ iifigla’ lJl'Idlll'iIE': S:I: 8 January
B Februar
Malue (Z) axis 5 O March

¥ Maior agridlines ]
[ Minot gridlines David Ellen Max

Sales Person

[ | 2-0r walls and gridlines |

Cancel = Back “ Mext = I Einish

Figure 11. The Legend tab lets you specify whether or not you want your chart to have a
legend. If you choose to have a legend, you can then choose its position.

When the preview chart is as you want it, click on the Data Labels tab.

Chart Wizard - Step 3 of 4 - Chart Options I

v show lzgend

First Quarter Sales

~Placement
i Eottom
i Carner
" Top
£ Al e
r.h LEHI 3 Februar
O March

Diavid Ellzn Max

Sales Person

Cancel = Back “ Mext = I Einish
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Figure 12. You can add data labels to the markers in your chart. Data labels show the value
represented by each chart marker. The Data Labels tab lets you specify whether or not you
want to include data labels in your chart.

When the preview chart is as you want it, click on the Data Table tab.

Chart Wizard - Step 3 of 4 - Chart Options EE I

Titles i Aes I itidlines i Legend  Data Labels |Data Tal:ulel

Data labels i
ey f‘-.l First Quarter Sales
" Sham value _
' Show pereent o
£ Show label
€ Show label and percent
£ Show bubble sizes

& January

& Februar
O March

I Legand key next-ta label David  Ellen M

Sales Person

Cancel < Back “ Mexk = I Einish

Figure 13. A data table is a grid that appears below a chart. The data table contains the data
on which the chart is based. The Data Table tab lets you specify whether or not you want to
include a data table with your chart.

When the preview chart is as you want it, click on the Next button.

Chart Wizard - Step 3 of 4 - Chart Options EE I

Zold
0
I' & January
0 L o = | Februar
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Figure 14. Excel then opens the Chart Wizard - Step 4 of 4 - Chart Location dialog box. In
this step, you specify whether you want the chart to be embedded as an object on an existing
worksheet, or as a new sheet that contains only the chart. In this example, we are inserting
the chart as an object on Sheet2 of our workbook.

When you have specified where you want the chart to go, click on the Finish button.

Chart Wizard - Step 4 of 4 - Chart Location EE |

-Place chart:

|_|_|_ " fisrew shest:  [Chart2

gl-LE (% ps ohject in: R - |
@ Zancel | < Back. | Mexk = | Eirish I

Figure 15. The Chart Wizard then creates the chart and opens the Chart toolbar. You can dock
the Chart toolbar at any edge of the window, or leave it as a floating toolbar.

You can see in this figure that the chart is too small to display properly, so the first thing we
want to do is resize it. To resize a chart, click on one of the sizing handles and drag.

20l al

— | |
_ First Quarter Sales
a0
Units Sold
= 0 EJanuary |m
B February
@January |19 |30 10 O March
g T e i aiimeinsang | THE 15 17
Sales
Person
n n [
chet B
Chart Area - EaBE %@

Figure 16. As you drag, a dashed outline shows the new size of the chart. When the outline is
the size you want the chart, release the mouse button.

If you make the chart broader or taller, the shape of the graph will change proportionally, but
the shape and size of the text in the chart labels will not be affected.
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Figure 17. You can move the chart by dragging it to a new position. As you drag, a dashed
outline shows the new position. When the chart is where you want it, release the mouse

button.
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Chart Items

Figure 18. Now that we have created a chart, let's look at the items that make up the chart.
You can edit, format, and hide most of these items.
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Chart area  Plotarea  Charttitle Gridlines
First Quarter Sales
Data 40
labels i
Diat B January
i i 20 4 P E February
MArers " 10 i O kdarch
xS Diavid Ellen bla
B January 19 30 10
B February 2B 14 12
O March a0 20 a
Data table
Challenge

Type the following information on the worksheet:

cell A2, type January
cell A3, type February

cell A4, type March

cell B1, type Bill

cell B2, type 3542
cell B3, type 7184
cell B4, type 6531
cell C1, type Mary
cell C2, type 2943
cell C3, type 6542
cell C4, type 7137
cell D1, type Bob

cell D2, type 3403
cell D3, type 7314
cell D4, type 6942

Legend

Categony
axis

Create an embedded Line Chart showing the numbers on the Y-axis and the months on

the X-axis.
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Modifying Charts

Once you have created a chart, you can modify itin a
number of ways. Sometimes the easiest way to modify a
chart is to re-open the dialog boxes that you used in the
Chart Wizard when creating the chart. There are also other
ways to modify charts, but before you can change chart
items, you must know how to select them.

Selecting Chart Items

Figure 1. Before you can modify a chart item, you must
select it. To do this, click on the chart item. In this example,
we have clicked on the legend.

After you click on an item, the item's name is displayed in
the name box and in the Chart Objects box on the Chart
toolbar. To see the name of an item, move the mouse
pointer over the item and leave it there for a few seconds.
The item's name displays as a ScreenTip.

LESSON
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In This Lesson:
Selecting Chart Items
Changing the Chart Type
Changing Chart Options
Changing Chart Values
Adding Chart Data
Deleting Chart Data
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Figure 2. You can also select chart items using the Chart Objects box on the Chart toolbar.
To do this, click on the chart, then click on the down arrow beside the Chart Objects box. This
displays a list of the chart items. Select the item you want from the list.
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Changing the Chart Type

Figure 3. To change the chart type, right-click on the chart area, then from the submenu that
appears select the Chart Type command.
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] | |
First Quarter Sales [ Farmst Chart frea..
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Figure 4. Excel then opens the Chart Type dialog box. Choose the chart type you want, then
click on the OK button.
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Figure 5. You can also change the chart type using the Chart Type button on the Chart
toolbar. This displays a menu of chart type options. You can drag this menu away from the
toolbar to leave it floating on the screen.

Chart Area

Chart Type button

S E s

Click here and drag

to float the menu
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s &
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Changing Chart Options

Efmw‘

Figure 6. When you created your chart using the Chart Wizard, the Chart Options dialog
box let you add various items, such as titles, gridlines, data labels, and a legend. You can add
or remove these items after you have created the chart by re-opening the Chart Options

dialog box. To do this, right-click on the chart area and from the shortcut menu that appears,
select the Chart Options command.
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Figure 7. This opens the Chart Options dialog box where you can add or remove chart items.
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Changing Chart Values

Excel automatically links charts to the source data used to create them, so it is very easy to
change the values represented by the chart-all you have to do is edit the worksheet data on
which the chart is based. As soon as you edit the worksheet data, Excel updates the chart. This
ensures that charts constantly reflect current worksheet data.

Adding Chart Data

After you have created a chart you may find that you need to add more data to it. You can do
this in a number of ways.

Adding data using drag-and-drop

You can add data to embedded charts by dragging new source data from the worksheet onto
the chart. The chart then automatically updates. You cannot use this method to update chart
sheets.

Figure 8. In this example, our chart shows the number of home units sold by three real estate
agents. We have added the sales for another agent to our worksheet data and want to add this
to the chart. We can do this by dragging the data onto the chart.

Select the data in the worksheet, then move the mouse pointer over an edge of the selection
until it becomes an arrow, then drag the selection onto the chart area. The mouse pointer then
displays a small plus sign (+) to show that you are copying data onto the chart. To add the
new data, release the mouse button.
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Figure 9. After you drop the new data onto the chart, Excel automatically updates it.
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Unifs sold this quarter
David Ellen M Cilla__ |
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Adding Data Using Copy and Paste

Figure 10. To add data to an embedded chart or a chart sheet, you can copy the data from
the worksheet and paste it into the chart. To do this, select the data you want to add, then
click on the Copy button on the Standard toolbar.
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Figure 11. When you have copied the data, select the embedded chart, or switch to the chart
sheet, and click on the Paste button on the Standard toolbar.
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Paste button

|
Dl ey b@ v -
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B "llg‘\?aste||

Figure 12. Excel then pastes the data into the chart. In this example, you can see that Excel
has added the data to our chart sheet.

Added Data

Dawvid Ellen flan Cilla

Deleting Chart Data

To delete data from a chart, all you have to do is delete the corresponding data from the
worksheet.

Figure 13. If you want to delete a data series from a chart but leave the corresponding data
intact in the worksheet, select the data series on the chart, then press the Delete key.
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First Quarter Sales
40
30 30
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Selected data series
Challenge

e Type the following information on the worksheet:

In cell A2, type Bill

In cell A3, type Bob

In cell A4, type Mary
In cell B1, type Phones
In cell B2, type 7630
In cell B3, type 2943
In cell B4, type 2301
In cell C1, type Cables
In cell C2, type 9873
In cell C3, type 3745
In cell C4, type 2019
In cell D1, type Internet
In cell D2, type 8374
In cell D3, type 2049
In cell D4, type 4038

e Create an embedded Bar Chart that plots Bill, Bob and Mary on the Y- axis. The Legend
will comprise Phones, Cables and Internet.

e Change any of the numbers in the Data Source (cells B2, B3, B4, C2, C3, C4, D2, D3 or
D4) and notice how the chart changes.

e Change any Data Series Name (Bill, Bob or Mary) or Legend Value (Phones, Cable or
Internet) and notice how the chart changes.

e Change the Chart Type from a Bar Chart to a Line Chart.
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Formatting Charts

LESSON

+ o+

+ o+

In This Lesson:

After you have created a chart, you can format its items to
improve its appearance and emphasize data.

Items
Many chart items share common formatting options, for
example, the formatting dialog boxes for data labels, data
tables, and chart titles all contain a Font tab which lets you
format the text associated with those chart items. The
formatting features which are common to more than one
chart item are covered in this lesson under the heading
Common Formatting.

+ o+

Some chart items, such as the chart area and data series,
have special formatting that applies only to that item. These
formatting features are covered in this lesson under the
heading Special Formatting.

Common Formatting

To format a chart item, you open a dialog box that contains
tabs with formatting options which are relevant to that item.
The Patterns, Font, Number, Alignment, and Scale tabs
are all relevant to more than one chart item, so we have
grouped them together as common formatting features.

Figure 1. To open a chart item's formatting dialog box,
right-click on the item and then choose the Format
command from the shortcut menu. The Format command
includes the name of the item; in this example, we clicked
on the chart title, so we choose the Format Chart Title
command from the shortcut menu.

Common Formatting
Special Formatting

Hiding and Displaying Chart

+ o+
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Patterns

The Patterns tab of the Format dialog box lets you add borders, colors, and fill effects to the
following chart items:

e the chart area;
e the plot area;
¢ the data table;
e the legend;

e data series;

¢ data labels;

e chart titles;

e gridlines;

® axes.

To format one of these chart items with borders, colors, or fill effects, right-click on the item
and select the Format command.

Figure 2. After you select an item's Format command, Excel opens the Format dialog box.

Now click on the Patterns tab to display it. In this example, we have opened the Patterns tab
of the Format Chart Title dialog box.
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Lesson 17 — Formatting Charts

Borders

Figure 3. The Border section of the Format dialog box lets you add a border to the selected
chart item. You can choose the style, color, and weight of the border. The Sample section of
the dialog box shows what the border will look like if you apply the current options to the chart

item.
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Colors

Figure 4. The Area section lets you fill the area of the selected chart item with color. Click on

the color you want.
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Fill effects

Figure 5. You can add special textures and gradient fills to the area of the selected chart item.
To do this, click on the Fill Effects button.

Format Chart Title EE
Patterns | Font I P.Iignmentl
-Border TArea
O antomatic ) gubomatic
i~ Mone  one
&
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coor: [ <]
Weight: |_ vl

v shadow

—Sample I Fill Effects...

QK I Cancel I

Figure 6. After you click on the Fill Effects button, Excel opens the Fill Effects dialog box.
This lets you add a gradient fill, texture, pattern, or picture to the selected chart item.

The Gradient tab lets you add a gradient, or gradually shaded fill, to the selected chart item.
From the Colors section, choose whether you want a one-color, two-color, or preset fill. In this
example, we have clicked on the Preset radio button and chosen the Early Sunset option
from the Preset colors box. Next, choose an option from the Shading styles section, then
choose one of the options from the Variants section. The Sample section shows what your
chart item will look like if you apply the currently selected options.

Fill Effects
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Figure 7. The Texture tab of the Fill Effects dialog box lets you add a texture to the selected
chart item. You can choose from the built-in textures, or if you have your own texture you can
open that by clicking on the Other Texture button.

The Sample section shows what your chart item will look like if you apply the currently
selected texture.
Fill Effects

Gradient  Texturs |Pattern I Pickure i

Texbure:

: | . ”

| Green marble

Other Texture... |

Sample:

Figure 8. The Pattern tab of the Fill Effects dialog box lets you add a pattern to the selected
chart item. From the Pattern options, choose the pattern you want, then from the
Foreground and Background boxes choose the colors you want.

The Sample section shows what your chart item will look like if you apply the currently
selected pattern.
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Figure 9. The Picture tab of the Fill Effects dialog box lets you use a picture as a fill for the
selected chart item. The picture will stretch to fill the chart item.

To add a picture, click on the Select Picture button, then from your own files, select the

picture you want to use as a fill. The Sample section shows what your chart item will look like
if you apply the currently selected picture.

When you have chosen the fill effect you want, click on the OK button in the Fill Effects dialog

box.
Fill Effects 7] |
Gradient I Texture I Pattern  Pickure |
Picture: :
iZancel I
DIOVE
Rkl Select Picture: ..
% Shrekch
Apply ta i
{7 Stack Sample:
[V (Sides
{7 Stack and scaleto ¥ Frent
0 nitsPickire ¥ End

Figure 10. Excel then returns you to the Format dialog box. To apply the formatting options
you chose, click on the OK button.
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Font
The Font tab of the Format dialog box lets you format the text of the following chart items:

e the chart area;
e the data table;
e the legend;

e data labels;

e chart titles;

e axes.

To format the text of one of these chart items, right-click on the item and select the Format
command.

Figure 11. After you select an item's Format command, Excel opens the Format dialog box.
In this example, we have opened the Format Legend dialog box. Now click on the Font tab to
display it.

Select the options you want for the text of the selected chart item. The Preview section shows
what the text will look like if you apply the currently selected options to the chart item. To
apply the options, click on the OK button.
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Alignment

The Alignment tab of the Format dialog box lets you align the text of the following chart
items:

e chart titles;
¢ data labels;
e axes.
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To align the text of one of these chart items, right-click on the item and select the Format

command.

Lesson 17 — Formatting Charts
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Figure 12. After you select an item's Format command, Excel opens the Format dialog box.

In this example, we have opened the Format Axis dialog box. Now click on the Alignment
tab to display it.

The alignment options vary depending on which chart item you are formatting. In this

example, we have used the Degrees spin box to rotate the text of the category axis. Let's now
see what happens when we click on the OK button.

Format Axis
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Figure 13. You can see that Excel has rotated the text on the category axis.
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Number

The Number tab of the Format dialog box lets you format the numbers of the following chart
items:

¢ data labels;
® axes.

To format the numbers of one of these chart items, right-click on the item and select the
Format command.

Figure 14. After you select an item's Format command, Excel opens the Format dialog box.
In this example, we have opened the Format Axis dialog box. Now click on the Number tab
to display it.

You can select a different number format from the category list. When you select a different
category, the link between the chart and the worksheet data is broken, and the Linked to

source check box is cleared. To re-establish the link, select the Linked to source check box.
Choose the options you want, then click on the OK button.
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Scale
The Scale tab of the Format dialog box lets you adjust the scale of the following chart items:

e gridlines;
® axes.

To adjust the scale of one of these chart items, right-click on the item and select the Format
command.
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Lesson 17 — Formatting Charts 128

Figure 15. After you select an item's Format command, Excel opens the Format dialog box.
In this example, we have opened the Format Gridlines dialog box. Now click on the Scale tab

to display it.

The options on the Scale tab of the Format Axis dialog box vary depending on which axis you
select.

Change the options you want to change, then click on the OK button.
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Special Formatting

So far we have looked at the formatting options which are relevant to more than one chart
item. Some chart items have their own special formatting options. These special options are
discussed below. Remember that to open an item's Format dialog box, right-click on the item
and from the submenu that appears, select the Format command.

Chart area

Figure 16. This figure shows the Format Chart Area dialog box. For information about the
first two tabs, see Patterns and Font earlier in this chapter. The options on the Properties
tab are described here.

The Object positioning section lets you specify how you want the chart to be positioned in
relation to the worksheet. If you want the chart to print when you print the worksheet, select
the Print object check box.

The Locked check box lets you protect the chart from changes. When you have selected the
options you want, click on the OK button.
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Format Chart Area [ 2] i

Patterns I Fank
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¥ Move and size with cells
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W print object
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Locking objects has no effect unless the sheet is
prokected. To protect the sheet, choose
Prokeckion From the Tools menu, and then choose
Prokeck Sheet, & password is optional,

(0] 4 I Cancel

Legend

Figure 17. This figure shows the Format Legend dialog box. For information about the first
two tabs, see Patterns and Font earlier in this chapter.

The options on the Placement tab let you position the legend where you want it. Choose an
option from the Type section, then click on the OK button.
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Figure 18. There are a number of formatting options that are unique to the data series in your

charts. To format a data series, right-click on one of its data markers, then from the submenu
that appears, select the Format Data Series command.
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Figure 19. This figure shows the Format Data Series dialog box. For information about the
first tab, see Patterns earlier in this chapter. The Axis tab lets you plot the data on the

primary axis, or a secondary axis. The sample chart shows the effect of each option when you
select it.
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Figure 20. The Y Error Bars tab lets you add lines that illustrate potential error amounts for
a data series. Choose the options you want, then click on the OK button.
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For help with an option, click on the question-mark button in the top-right corner of the dialog
box, then click on the option.

Format Data Series
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Figure 21. The Data Labels tab lets you customize data labels in a chart. Choose the options
you want, then click on the OK button.

For help with an option, click on the question-mark button in the top-right corner of the dialog
box, then click on the option.
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Figure 22. The Series Order tab lets you change the order of the data series in a chart. From
the Series order list box, select the series you want to move, then click on the Move Up or
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Move Down button. The sample chart shows what your chart will look like if you apply the
selected options.
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Figure 23. The Options tab lets you change the way the data markers of a series are

displayed. For example, you can make the markers overlap and you can increase the amount
of space between the markers.

For help with an option, click on the question-mark button in the top-right corner of the dialog
box, then click on the option.

When the sample chart is as you want it, click on the OK button to apply the changes.
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Hiding and Displaying Chart Items

Figure 24. You have the option of displaying or hiding most chart items, including titles, axes,
gridlines, data labels, the legend, and the data table. To hide an item, right-click on it and from
the shortcut menu that appears select the Clear command.
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oh Farmat Legend. ..

Figure 25. To display an item, right-click on the chart area and from the shortcut menu that

appears select the Chart Options command. Excel then opens the Chart Options dialog box
where you can choose the items you want to display.
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Working with
Multiple
Worksheets

Naming Worksheets

At the beginning of this course, we learned that the tabs
displayed at the bottom of the screen are named Sheetl,
Sheet2 and Sheet3. These are not very informative
names. Excel XP 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.

Ready

19
%ﬁ]\ﬁm,( Sheetz [ Sheetd / 14}

e Type a new name for the worksheet.

149
M 4 ¢ M|%Checkbook i Sheetz £ Sheet3 / | 4]

Ready

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

LESSON
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In This Lesson:
Naming Worksheets
Inserting Worksheets
Deleting Worksheets

Grouping and Ungrouping
Worksheets

Moving Worksheets
Copying Worksheets

Moving and Copying
Worksheets

Deleting Worksheets
Coloring Tabs
Protecting a Worksheet

Protecting Entire Workbook
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Inserting Worksheets

By default, each new workbook in Excel XP defaults to three worksheets named Sheetl,
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.

@ Fil= Edit “iew | Insert | Format Tools Data wWindow
Cells. ..
R R u =
A1 -
Colurnns
A E E
1 [ workhest |:[
2 1 [H_], Chart...
3 Symbal, ..
4
5
b fi  Function,..
7
ame .
g L.
9 d  Comment
10 Picture 1
11 N
12 £.% Diagram...
13 Obiect...
14 % Hypetlink. .. Cerl+HE
15
16
17

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:

e Click on the sheet(s) you want to delete.
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Lesson 18 — Working with Multiple Worksheets

e Choose Edit = Delete Sheet from the menu bar.

File | Edit | Miew Insert  Farmat
s

T oL P
- Copy kvl
Al (B Paste Chrl+Y :[

Delete. ..

| Delete Sheet |

¥

eI N e N = s e e A EA L RS R L) b

19
M 4 » [ Shestl 3 Sheet5 ! Sheetz /4

Ready

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

Microsoft Excel x|

! "_\ Data may exisk in the sheek{s) selected for deletion. To permanently delete the data, press Delete.
Cancel |

e 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 or Insert from the shortcut menu.

18]
19
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Ready
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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 grouping.

A | B | ¢ | b | E | F

When you group worksheets,
type the information once and it appears in every worksheet.

O e | ) (R —

_—l-—'_'_'_l_‘_‘-l-h_
M 4 b Sheetl f Sheetz SEEI:E_,-_"_:) | 4| F

When you group warksheets,
type the information once and it appears in every workshest.

i S

—t
M 4 » m[ Sheet1is Sheet? /Johests / | 4] F
0 u .

When you group warksheets,

2

3 |type the information once and it appears in every worksheet.
4 |
5

5

4 4 » [y sheetl £ sheet2 §) sheets Ei 141

To Group Worksheets:

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

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.
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Lesson 18 — Working with Multiple Worksheets

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.

Fd Microsoft Excel - Book1

File | Edit | Wiew Insert Format  Tools D
k7 Undo Typing 'd' inB6  Chrl+Z

>
-3 Repeat Delete Sheet  Chrl+y I

B # o ocu Chri+x
1 Copy Chrl4+C
2 @ Office Clipboard. ..
i (R Paste Chrl+Y
5 Paste Special. ..
G
! Fill 3

i

B -
q Clear 3
10 Delete. ..
11 | .
12 Delete Sheet
13 | Move ar Copy Sheet..,
1;_1 i Find... Chrl+F
15 Replace, .. Ckrl+H
17 GoTo.. Chrl+G
18
14
M4 b |
Ready

¢ In the 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 2=
Move selected sheets

To book:

IBDDkl j

Before sheet:

{move ko end)

|_ Create a copy

oK I Cancel |
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Lesson 18 — Working with Multiple Worksheets

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 In the 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.

Move or Copy 2 x

Maove selected sheets

To book;

Book1 j

Before sheet:

Sheetz
Sheet3
fmove to end)

| (04 I Zancel |

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

Moving and Copying Worksheets

To move a worksheet to a new location in the current workbook, use your mouse to drag and
drop the sheet tab:

1. Press and hold the mouse button over the sheet tab for the worksheet you want to move.
2. Holding down the mouse button, drag the mouse to the new location.

M March / January £ February /{]%Jril A May £ une /

3. Release the mouse button.

The sheet tab for the worksheet appears in the new location.
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Lesson 18 — Working with Multiple Worksheets

MY January 4 February % March ¢ 2pril £ May £ June /

You can also copy the worksheet to a new location by holding down Ctrl key while you drag
the sheet tab. To copy multiple sheets, press Ctrl while you select each sheet and then
release the Ctrl key. Then press the Ctrl key again and, holding it down, drag the group of
sheet tabs to the new location.

M January  February { March 4 april £ May £ June v@

Finally, release the mouse button, and then release the Ctrl key. The sheets are copied to the
new location.

aril £ May 4 June % January (2) ¢ February (23 /

To move or copy worksheets to a different workbook:

1. Open both workbooks—the one that currently contains the worksheets and the one that
you want to move or copy the worksheets to.

2. Activate the workbook that currently contains the worksheets by clicking its button on the
Windows taskbar.

& validation.xls

3. Select the sheets you want to move or copy.
4. From the Edit menu, select Move or Copy Sheet, or right-click the appropriate sheet tab
(or group of selected tabs) and select Move or Copy from the shortcut menu.

The Move or Copy dialog opens.

Mowve or Copy

Move selected sheets
To book;
monthly report,xls ﬂ

[ Create a copy

| Ik | Cancel |
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Lesson 18 — Working with Multiple Worksheets

5. From the To book drop-down menu, select the workbook you want to move or copy the
worksheet(s) to.

aﬁ
Tip:
You can move or copy the sheets to a new workbook by selecting (new book) instead.

6. Under Before sheet, select the location in the workbook where you want to move or copy
the sheets. The sheets will appear before the worksheet you select here.

7. To copy the worksheets to the new location, check the Create a copy checkbox, and then
click OK.

To move the worksheets, leave the box unchecked and simply click OK.

Coloring Tabs

Changing the Tab Color: Menu Option
1. From the Format menu, select Sheet »» Tab Color...

The Format Tab Color dialog box appears.

2. Select the desired color
3. Click OK

Changing the Tab Color: Mouse Option

1. Right click the appropriate SHEET tab » select Tab Color...

M 4 » ] my sheet { Sheet2? £ Sheetz /
The Format Tab Color dialog box appears.
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Lesson 18 — Working with Multiple Worksheets

2. Select the desired color
3. Click OK

Protecting a Worksheet

When you protect a worksheet, you prevent users from viewing or making changes to the
contents, depending on the protection options you use:

e If you want to prevent users from viewing certain rows or columns, hide them before you
protect the worksheet using the Hide command in the Format Rows or Columns
submenu.

e If you want to prevent users from viewing formulas in particular cells:

1. Select the cells whose formulas you want to hide.
2. From the Format menu, select Cells.

The Format Cells dialog opens.

3. Select the Protection tab.

Format Cells

Murmber l Alignment l Fonk ] Border l Patterns

v Locked
| Hidden

Lacking cells or hiding Farmulas has no effect unless the
worksheet is protecked, To protect the worksheet, choose
Protection from the Tools menu, and then choose Prokect
sheet, & password is opkional,

(0] 4 | Cancel |

Check the Hidden checkbox.
Click OK.

uie

¢ If you want users to be able to enter or edit data into certain cells, but not others, you
must unlock those cells you want them to be able to use before you protect the worksheet:

Select the cells you want users to be able to edit.
From the Format menu, select Cells.

N~
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Lesson 18 — Working with Multiple Worksheets

The Format Cells dialog opens.

3. Select the Protection tab.

Format Cells

Murmber l Alignment l Fonk ] Border l Patterns

v Locked
| Hidden

Lacking cells or hiding Farmulas has no effect unless the
worksheet is protecked, To protect the worksheet, choose
Protection from the Tools menu, and then choose Prokect
sheet, & password is opkional,

(0] 4 | Cancel |

4. Uncheck the Locked checkbox.
5. Click OK.

Once you've set the properties you want for the individual rows, columns, and cells in the
worksheet, you can protect the worksheet. To do so:

3. From the Tools menu, select Protection, and then select Protect Sheet from the
submenu.

The Protect Sheet dialog opens.

Protect Sheet

Protect worksheet for
[v Conkents

[v Objects
[v Scenarios

Password {optional):

| Ok | % Cancel |
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Lesson 18 — Working with Multiple Worksheets

2. To protect the contents of the worksheet, with the exception of any cells you unlocked,
make sure the Contents checkbox is checked.

3. Selecting Objects protects graphics, charts, and comments in the worksheet.

4. Selecting Scenarios prevents users from changing and deleting scenarios.

5. To password-protect the worksheet, enter a password into the Password field.

You'll be prompted to re-enter the password. Do so to confirm the password and click OK.
6. Click OK.

To remove protection from a worksheet, select Protection and then Unprotect Sheet from
the Tools menu. If you entered a password when you protected the sheet, you'll be prompted
to re-enter it now. Do so, and then click OK.

Protecting Entire Workbook

You can also protect the entire workbook, including all sheets and the window size.

1. Click on Tools, Protection, Workbook.

2. Enter desired password.

3. Click on OK.

4. A new window appears to re-enter your password and type again the password.
5. Click OK.

6.

Save the file to update changes.

Cisco Systems
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Freezing Panes
and Grouping
Columns and
Rows

Freezing the Panes

The Freeze Panes option is often used when you have
several columns or rows grouped together. In this situation,
if you go beyond one screen of information, you generally
lose the row or column headings so you may not know what
the information that you are looking at refers to. With the
Freeze Panes option, you can freeze either, or both, the rows
or the columns. This means that, regardless of where you
are in the worksheet, you can see the information in that
row and/or column at all times.

1. Select the first cell that you want to freeze
This should be the cell immediately below the last row
of the title and to the right of the last column of the
title.

2. From the Window menu, select Freeze Panes

Unfreezing Panes
1. From the Window menu, select Unfreeze Panes

In our example, we've selected cell A2 which is just below
the "Order ID" heading.

LESSON

+ + + o+
In This Lesson:
Freezing the Panes
Unfreezing the Panes

Grouping and Ungrouping
Columns and Rows

+ + + o+



Lesson 19 — Freezing Panes and Grouping Columns and Rows

=
J File Edit “ew Insert Format Tools Daka | wWindow Help Acrobat = |ﬁ’|ﬁ|
[DSEESRY & F - tenwndw  Plaaah| o |F @ BE 2
E:EIEE -w - B2 T HlglE|L-H-A- 2
Hide:
A2 [ =| 10245 Urihide..
A | B - b | E | F | g
1 |Order ID Product Split Quantity Discount Total Cost
3 10248 Singaporean Hokkien Fried M —————————— 10 0.00% o8
4 102438 | Mozzarella di Giovanni FLBDDkl 5 0.00% 174
5 10245 Tofu F18.60 9 0.00% 167.4
] 10249 Manjimup Dried Apples F42.40 400 0.00% 16596.00
7 10250 Jack's MNew England Clam Chowder $7.70 100 0.00% 77
2 10250 Manjirmup Dried Apples F42.40 35 15.00% 1,484.00
2 10250 Louisiana Fiery Hot Pepper Sauce $16.80 15 15.00% 252
10 10251 | Gustafs Knackebrdd $16.80 B 5.00% 100.58
11 10251 |Ravioli Angelo $15.60 15 5.00% 234
12 10251 |Lovisiana Fiery Hot Pepper Sauce F16.50 200 0.00% 33k
13 10252 Sir Rodney's Marmalade B64.50 40 500% 253200 ==
X |'1 [k | ;Inﬁgﬁegtll,{' Sheetz £ Sheetd / M|ﬁ1ﬁ| T nﬂ
JD[an[:‘.gc-j .ﬁ.gtDShapESv“\\qD'::'4@|é'£v£vfﬁﬁlm,
Ready 1 T mMlC T 4

Now when you scroll down, you should still continue to see the column headings.

Grouping and Ungrouping Columns and Rows

Grouping columns and Widths are ways to cover data in a worksheet.
To group columns:

1. Highlight the desired column headers.

2. Select Data >> Group and Outline >> Group.
Each dot appears above the selected column headers and above it is a bar witha ™ -
sign.

3. Click the ™ —= ™ sign to cover data.
The column headers are now covered and the ™ - ” sign becomes ™ + ” sign that
when clicked will open up to its previous view.

w

To ungroup columns:

Open up the covered columns.

Highlight the columns headers.

Select Data >> Group and Outline >> Ungroup.
The dots and bar disappears.

WN =
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Lesson 19 — Freezing Panes and Grouping Columns and Rows

Example: After following directions in To group columns section, notice the each dot above
Column Headers B to D and the bar above it.

L L ol Tl | =L W L - T I e B - I . B |

- Arial -0 - B 7T UIEEEE B % 5 %00
ﬂ =

2

i E F | ¢

1 Total

2 EI ?_l g 20

3 ) 7 a 20

4 ) 7 a 20

a o 7 a 20

B o 7 g 20

7 o 7 g 20

g ) 7 a 20

4 ) 7 a 20

10 o 7 a 20

11

12
Clicking the ™ - ” sign will result into this.
- Arial 10 - B F U E=E=ZE % %

2 7
3
z
A F | 5 | H |

1 Total

2 20

3 20

4 20

5 20

4] 20

7 20

o 20

4 20

10 20

11

Ungrouping the columns will return to its previous view.

S . . . Cisco Systems

@:‘%‘?ﬂ?’ Building skills for success




Lesson 19 — Freezing Panes and Grouping Columns and Rows

To group rows:

4. Highlight the desired row guides.
5. Select Data >> Group and Outline >> Group.

Each dot appears beside the selected row guides and beside it is a bar with a ™ = ™ sign.
6. Click the ™ = ™ sign to cover data.

The row guides are now covered and the ™ - " sign becomes ™ + " sign that

when clicked will open up to its previous view.

To ungroup rows:

1. Open up the covered columns.

2. Highlight the row guides.

Select Data >> Group and Outline >> Ungroup.
The dots and bar disappears.

Example: After following directions in To group rows section, notice the each dot beside Row
Guides 2 to 6 and the bar beside it.

4 - o
1 2 A B C D E
A
b7 S5 87
] a4 /S0 /B9
4 b78 ?E! obb
4 78 45 45
E 59 76 g
- / | Total 966 1085 1776
&)
ol
10
11
Clicking the ™ - ” sign will result into this.
1] 2] A B C D E
1
+ | 7 fTotal 966 1085 1776
ol
10
11
12
13

Ungrouping the rows will return to its previous view.
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Linking Sheets

LESSON

+ + + o+

In This Lesson:

Writing Formulas for Multiple

Worksheets

Formu!as can b_e used not only for small mathematl_cal Creating a Link to Another
operations within cells and worksheets but also to link to Worksheet (same file)
other worksheets and other workbook files.

Creating a Link to More Than

Writing Formulas for Multiple Worksheets One Worksheet (same file)

Writing Formulas for Other
While multiple worksheets can make working with your Workbook Files
workbook more manageable, writing formulas that include
information on different worksheets is a little complicated.
However, when writing formulas, you can create a link
between cells on one or more different worksheets within the
same workbook.

+ + + o+

Using Special Characters

Five symbols can be used when creating a formula that links
two separate worksheets. Each of these symbols can be
placed directly into the formula to complete its respective
function.

Character Function

Place between the worksheet name and cell
reference

Place around the file name and sheet name or
' when a sheet name contains a
space ('‘Budget 2001'1C4:C8)

[] Place around a file name
- Signifies a range (B3:C2 means B3 through C2)
+ Signifies a range (B3+C2 means B3 and C2)



Lesson 20 — Linking Sheets

Creating a Link to Another Worksheet (same file)
Excel allows you to create links to other worksheets. To do this, use the following steps:

1. Select the cell where you want the formula to appear
2. To create the formula, type the following:

=function_name(worksheet_name!cell_reference)

EXAMPLE: =SUM(Budget!C4:C8)
EXAMPLE: (with space in sheet name) =SUM('Budget 2003'1C4:C8)

3. To accept the formula, press [Enter]

Creating a Link to More Than One Worksheet (same file)

Excel allows you to create links to more than one worksheet at a time. To do this, use the
following steps:

1. Select the cell where you want the formula to appear
2. To create the formula, type the following:

=function_name(worksheet rangel!cell_reference)

EXAMPLE: =SUM(Budget:Salary!D2:D10)
EXAMPLE: (with space in sheet name) =SUM('July 2003:June 2004!'C4:C8)

NOTE: Be sure to include a plus sign (+) or colon (:) between the worksheet range.

3. To accept the formula, press [Enter]

Writing Formulas for Other Workbook Files
You can create a formula to reference cells between workbook files:

1. Select the cell where you want the formula to appear
2. To create the formula, type the following:

=function_name(‘'[workbook_name]worksheet_name’!cell_reference)
EXAMPLE: =SUM('[03Budget.xIs]Salary’!D2:D10)

NOTES: If the two files you are working with are in different directories, you must include the
file path in your formula.

=function_name('[file_path\workbook_name]worksheet_name'!cell_reference)

Cisco Systems
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Lesson 20 — Linking Sheets

EXAMPLE: =SUM('[E:\Accounting\03Budget.xls]Salary'!D2:D10)

NOTE: There is no difference in the formula if your sheet name contains a space.

3. To accept the formula, press [Enter]

Linking Sheets Example:

1. Create this worksheet on Sheetl of a new workbook.

L U - DU [NV N ¢ |

1 |Region 1997 Sales 1993 Sales 15999 Sales

2 |Marth 105 110 107
3 |South il 80 85

4 |East | 185 175 150/

5 |WWest 65 75 85

B |Total 430 440 427

The formula is cell B6 is =SUM(B2:B5), C6 is =SUM(C2:C5); and D6 is =SUM(D2:D5).

2. Click on Sheet2 in the same workbook and create this worksheet:

& [ B [ € |
11997 Sales 1998 Sales 1999 Sales
2
3

3. We're going to link cell A2 on sheet 2 to cell B6 on sheet 1. Click on in Cell A2 of
Sheet2, key in an =.

4. Change to Sheetl. Click on cell B6. The marquee will appear. Press enter. Your
link should appear in cell Sheet2!A2.

A | B | €

111997 Sales 1998 Sales 1999 Sales
% 430
3

Test the link. Change any of the numbers in cells B2:B5 on Sheetl. Be sure to press the
enter key after you key in the new number. The total in cell Sheet1!B6 should change as well
as the total in cell Sheet2!A2.

5. To complete the remainder of the links for Sheet2!B2 and B3, you could repeat the process
above. You can also:

6. Click on Sheet2!A2. Select A2:C2.
7. Click on Edit, Fill, Right. The remaining links should be pasted into place.

Always double-check that the correct cells have been linked. When you link between different
workbooks, the cell references will be absolute. Edit, Fill Right will work, and will save you a
lot of time, but you may need to edit each linked cell to correct the cell address. For instance,
if our Sheetl above was actually in a different workbook named Sales, and Sheet2 was in a
workbook named Total Sales, when you used Edit, Fill, Right, the links would be like this:
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Lesson 20 — Linking Sheets

A I B | c
11158597 Sales 1958 Zales 1959 Sales .
2 |=[Sales.xls]Sheet!1§BEE =[Sales xls]Sheet 115836 =[Sales.xls]Sheet115B5E

Notice that all 3 cells are linked to the same B6 cell. Edit the formulas:

A | B | 78 |
1 {1997 Sales 11998 Sales 11993 Sales |
2 |=[Sales.xls]Sheet115B86 =[Sales. xls]Sheet11FCH6 =[Sales. xlz]Sheet115D 6

and the links will now work correctly.
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Defining Page
Setup Options

Setting Page Margins

The Page Margins define where on the page Excel will
print the worksheet. By default, the top and bottom
margins are set at 1 inch in Excel XP. The left and right
margins are set at .75 inch. Margin settings can be
changed to whatever you want. Different margins can be
defined for each worksheet in the workbook.

To Change the Margins in the Page Setup Dialog Box:

e Select the correct worksheet.
e Choose File =+ Page Setup from the menu bar.

File | Edit Miew Insert Format Tools Data  Window Help  Acrobat

== Open... o | = B B | S
Close

Save Ctrl+s L E

1 erica

2 Save fs 15000

3 | Page Setup... 12200

4 ] 13250
Prink Area 3

5 ) | 14000

B E{ Print Presiew

7 &h print... Chrl+P

al

g 1 YProgram Files\Microsoft OFfice\OFficel.. \XLSGALRY

10 2 Dulprojeck_plan Brica

1; 3 \_goodwillproject_plan

13 4 \Documents and Settings)CwneriLocal 5., YChkx|35h

14 T T T ? T T

LESSON

+ + + +
In This Lesson:
Setting Page Margins

Changing the Page
Orientation and Paper Size

Creating Headers and
Footers

Creating Sheet Settings

+ + + o+



Lesson 21 — Defining Page Setup Options

e Select the Margins tab.

Page iMargiHSEl Header,l'F-:u:uterl sheek |

Top: Header: Brint. . |

Prink Prewview |

Qptions. .. |

Left: Right:

||:|.?5 5‘ ||:|.?5 5‘

Bokkam: Fooker:
Cenkter on page
[ Hatizonkally [ wertically

(0] 4 I Cancel

e Use the spin box controls to define the settings for each page margin-Top, Bottom, Left,
Right, Header and Footer.
e Click the OK button to change the margin settings.

Changing the Page Orientation and Paper Size

The Page tab of the Page Setup dialog box lets you change page orientation (portrait or

landscape) or paper size (e.g., letter size or legal size). The default paper size in Excel XP is
8.5 X 11 inches, with a portrait orientation (prints up and down on the long side of the page).
A landscape orientation, on the other hand, prints up and down on the short side of the page.

Orientakion

" Portrait ¥ Landscape

To Change Page Orientation:

e Select the correct worksheet.
e Choose File -+ Page Setup from the menu bar.
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Lesson 21 — Defining Page Setup Options

¢ Click on the Page tab.

______ P agel Matgins I Header ' Footer | Sheet |

Crientation B i |
% Parkrait " Landscape Print Praview |

Scaling Qptions, ., |

I

* adjust ko:  |100 % normal size

" Fit ko |1 5‘ pagels) wide by |1 5‘ Eall

Paper size: ILetter

=l
Print quality: ISEIIII dpi |
First page number: I.ﬁ.utl:u

(0] 4 I Cancel

Choose an Orientation (Portrait or Landscape) for the worksheet.

Select a Paper Size from the list of available paper size options that appear in the list box.
Click on the paper size.

Click the OK button to accept the page settings.

v’ The Page tab of the Page Setup dialog box lets you shrink the spreadsheet data so it fits on
a specified number of pages when you print. Click the Fit to: option button and enter the
desired number of pages wide and pages tall.

v’ The Page tab of the Page Setup dialog box lets define the resolution of the print job. Print
Quality is measured in dpi, or dots per inch. High dpi provides a better print quality.

Creating Headers and Footers

Headers and Footers can be added to any worksheet, although not required. A Header is any
information that appear at the top of each page. A Footer prints at the bottom of the page. If
you want a header or footer inserted onto a page then you will have to define them. Excel XP
defaults to no header and no footer.

To Create a Header:

e Choose File =+ Page Setup from the menu bar.
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Lesson 21 — Defining Page Setup Options

e Select the Header/Footer tab in the Page Setup dialog box.

| Sheet |
Prink... |

Prink Prewview |
Header: |

opkions. .,
Il{ru:une]l j ==

Cuskom Header. .. Zuskom Fooker. .. |

Foaker:

Il{nn:nne]l j

(0] 4 I Cancel

e Click the Header drop down list and select and of the predefined headers:

Header:

{none) -
fnone) -
Pane 1 —

Sheet? Chart 1
Confidential, 10/15/2003, Page 1

Bonkl LI

OR

click the Custom Header button to create your own header. Follow the instructions in the
Header dialog box to make your entry.
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Lesson 21 — Defining Page Setup Options 157

To Farmat texk: seleck the kext, then choose the fonk butkan, ik |
To insert a page number, date, time, file path, filename, or tab name: position the

insertion point in the edit box, then choose the appropriake bukton, |
To insert picture: press the Insert Pickure butkon, To Farmat waour pickure, place the

cursar in the edit box and press the Format Pickure bukton,

Cancel

Al #8lal mlel al® o =@

Left section: Center section; Right section:

e Click the OK button to return to the Page Setup dialog box.
To Create a Footer:

e Choose File =+ Page Setup from the menu bar.
e Select the Header/Footer tab in the Page Setup dialog box.
e Click the Footer drop down list and select one of the predefined footers.

Foaker:

{none) -
Confidential, 10/15/2003, Page 1 -
Biookl o

i Documents and SettingsiCwneriMy DocumentsiBook]
sheetz Chart 1, Page 1

Sheet? Chart 1, Confidential, Page 1

Bookl, Page 1 i

OR

Click the Custom Footer button to create your own footer. Follow the instructions in the
Footer dialog box to make your entry.

v You can insert Placeholder buttons into both the header and footer to format text, insert
page numbers, date, time, filename, or tab name. Excel replaces those placeholders with
the information each represents when the worksheet is printed. Follow the instructions in
the Header and Footer dialog boxes.

Creating Sheet Settings

The Sheet tab in the Page Setup dialog box provides additional print options you may want
to add to your worksheet.

Cisco Systems

Building skills for success

tute NETWORKING

ACADEMY

€
E::_

i
}.
A




Lesson 21 — Defining Page Setup Options

Page | Margins I Header/Footer

Print area: I }J Print... |
Print titles . i
Prink Prewviews |
Rows bo repeat at top: I :s_j |
Options. ..
Columns ko repeat at left: I :k_]
Prink
[ Gridiines [ Row and column headings
[ Black and white Camrments: II:NDHE} j
[~ Draft guality el errors as: Idisplayed vI
Page arder
* Down, then over EE E ET_EE
|
™ Cwer, then down ERE I

(0] 4 I Cancel

Print Area

By default, Excel prints from the Al to the last occupied cell in a worksheet. You can specify a
different range of cells to print.

Print Titles

Prints column and row labels on each page of the printout. Specify these rows or columns in
the Rows to Repeat at Top and Columns to Repeat at Left textboxes.

Print - Gridlines

Determines whether gridlines are printed. However, turning off gridlines does not affect their
appearance in Normal View.

Print - Black and White

If you used colors in your worksheet but don't want to waste the ink in your color printer, use
black and white.

Print - Draft Quality
Choose draft quality to print the worksheet without gridlines or graphics.
Print - Row and Column Headings

Click this option to include row numbers and columns letters in your printed document.
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Lesson 21 — Defining Page Setup Options

Page Order

Determines the order in which worksheets are printed.
Challenge

e Create a spreadsheet with whatever information you want to include on it.

Set the Print Margins to print 0.5" from the Top, 0.5" from the Bottom, 0.5" from the Left
and 0.5" from the Right.

Change the Print Orientation to portrait.

Change the Paper Size to Legal.

Create a Header that shows a page number.

Create a Custom Footer that shows the date in the Center Section.

Set Print Gridlines for the sheet to "yes."
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Print Management

Specifying a Print Area

In Excel XP you can print an entire workbook, a
worksheet, a cell range or a cell. Excel defaults to
printing the entire worksheet. But if you want to print
only a certain area of a spreadsheet then you can define

a print area.

To Specify a Print Area:

e Choose View — Page Break Preview from the
menu bar.

1

Toolbars

] . North |
Cuskomn Yiews. .. 12000
Zoom... 13500
¥ 15000
13000 14500




Lesson 22 — Print Management

A reduced image of the chart is displayed on the screen.
Click on one of four blue-colored borders and drag to highlight and select the area to print.

A E | =]

[ o [ e | F [ & |

Africa
16000

A=sia

Euarter 1
Gluarker 2 14750
Buarter 3 12500
4 15000

12000
13500
15000
14500

Horth America
15000
12200
13250

AEIENEY

The top blue

o (O | = (O A e (D

Cuarkerd

Chart Area |

Ruarker 3

Ruarker &

Quarker 1

0 So0g 40000 15000 ZEig

border was
dragged down

O Maorth Ameriza m hlghlight

| Africa

only the
Chart Area,

O furia

Choose File = Print Area

= Set Print Area on the menu bar.

File | Edit Wiew Insert Format Tools Data  Winoe.. = Acrobat -
= [ Hew Chrl+M = . T
— B — —

(& Open Chrl4

: Close I

2 : Once selected area
]

o [ save Cirk+S is highlighted,

: Save s, set the Print Area.

; Page Setup...

a .

|| Print Area L m Sek Prink Area

1l _ _

E EJ_ Frint Prewvigw Clear Print Area

t &5 Print... ChHl+P

Only that area you defined in the print range will print when the worksheet is submitted to the
printer for printing.

Previewing a Page Before Printing

Excel XP provides a Print Preview capability that shows a smaller picture of the printed page
directly on the computer screen. Print Preview is a good way for you to review the formatting
and make sure the columns, rows and margins appear exactly where you want them.

To Print Preview:

e Choose File - Print Preview on the menu bar, or

Click the Print Preview button on the standard toolbar.
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Lesson 22 — Print Management

E@ File i Edit  View Insert  Formak  Tools Data  Window Help  Acrobat
: 2| oCpen.. Chrl4-0 = - Iy
Close
[H save Chrl4-5 | E |
4 13240
5 Save As 14000
2] Page Setup...
%[& Prink Presview |
g | & Print... Ctel+P —

e In Print Preview window, the document is sized so the entire page is visible on the
screen. Simply check the spreadsheet for overall formatting and layout.

Fd Microsoft Excel - Book1 =10 x|

[ | Ereviu:uusl F'rinl;...l ietup...l Marginsl Fane BreakF‘regiewl Close | Hedl

v’ The Zoom button in Print Preview will enlarge the data so it can be read.

Inserting and Removing a Page Break

There are two different kinds of page breaks in Excel: soft page breaks and hard page breaks.
A soft page break is automatically inserted into a spreadsheet when there is too much data to
fit on one page. A hard page break is one that you can insert into a spreadhseet, wherever you
want it to appear.

To Insert a Page Break:

e Move the cursor to the row where a page break needs to be inserted. This row will be the
first row on the new page.
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e Choose Insert - Page Break from the menu bar.

@ File Edit Miew | Insert | Formak  Tools  Daks
DEEs & ;

7 - Rows
A | B Columns

Warksheet

[ﬂ Chart...

Symbal, ..

| Page Break

#% Function...

MName F

(rm Rl e R S S

4 Comment

—
(]

e A page break, indicated by a dashed line, is inserted into the worksheet.
To Delete a Page Break:

e Move the cursor to the row where a page break appears
e Choose Insert -+ Remove Page Break from the menu bar.

File Edit  Miew H‘ Format  Tools  Data  Sdindow
1 = Ifﬂ % Rows .l [ﬂ E

A7 - Colurins

A | B wWarksheet E
1
Chart..,

2 Janua [H—:" ner
3 Fehru | Remove Page Break, |
4 March #  Function,..
5 April v
B hlay
7 !June |
£ July Page breaks are
= August represented by
10 September  gashed lines.
11 Cctober
12 Movember
13 December
14

e The page break (represented by a dashed line) is removed from the page.

Printing a Worksheet or Workbook

Printing in Excel is much like printing in other Office applications like Microsoft Word. As
previously mentioned, Excel defaults to printing the entire worksheet.

To Print a Worksheet:
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Lesson 22 — Print Management

e Choose File = Print from the menu bar.

@ File | Edit Miew Insert  Formak  Tools Data  wWindow  Help  Acrobat

= = Open... k40 = &5 | =
Close

& save Chrl+s | E |

1 nerica

2 Save fs... 15000

3 Page Setup... 12200

4 ) 13250
Prink Area b

5 - 14000

E El Print Preview

; I|§ Print... i | ‘

e The Print dialog box opens.

it 2x|

—Prinker

Name: |l:$ HP Desklet 6700 | Froperties... |
Skatus: Idle Find Prinker. .. |

Type: HP Desklet 6702

Where: LPT1:

Cormmenkt: [ Print ko file
—Prink range i_opies

ol Mumnbet of copies: Iﬁ

" Pagels) From: I ﬂ To: I ﬂ

Print what ﬂg ﬂg 7 Collste
™ Seleckion ™ Entire workbook B

¥ nctive sheet(s)

Presiew | | O I Cancel

e Specify the Printer Name where the spreadsheet will print. If you only have one printer in
your home or office, Excel will default to that printer.

¢ In Print Range, choose whether to print All or a certain range of pages (Pages From n
to y, where n and y are the beginning and ending page numbers.

¢ In Print what, choose whether to print a Selection, the Active sheet or the Entire
Workbook (all worksheets in the workbook). Excel defaults to the Active Sheet.

e Choose the Number of Copies to print by clicking on the up or down arrows.

e Click the OK button to print the worksheet.

v’ Don't print your Excel spreadsheet without checking spelling first! Excel includes two tools
to help correct spelling errors: AutoCorrect and Spelling.

Challenge

e Type the following information on the worksheet:
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In
In
In
In
In
In

cell A2, type January
cell A3, type February

cell A4, type March
cell B1, type Bill
cell B2, type 3542
cell B3, type 7184
cell B4, type 6531
cell C1, type Mary
cell C2, type 2943
cell C3, type 6542
cell C4, type 7137
cell D1, type Bob
cell D2, type 3403
cell D3, type 7314
cell D4, type 6942

Create an embedded Area Chart as discussed in Lesson 16.

Define a Print Range that includes only the Area Chart and not the Source Data.
Use Print Preview to preview the chart prior to printing.

Reset the Print Range to include both the Source Data and the Area Chart.

Insert a Page Break between the Source Data and the embedded Area Chart.
Send two copies of the two-page worksheet to print at the default Printer Name.
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Working with
Excel’s List
Features

Excel has features that let you create and sort lists of related
information; in essence, this means that you can use Excel
as a database program. In this chapter, we will show you
how to create a list and then how to sort and filter the
information to display only the details you want to see.

Creating Lists

It is very easy to create a list that you can use as a database
in Excel. All you have to do is type the list data into your
worksheet. When you do this, keep the following points in
mind:

e Some of Excel's database capabilities can be used on only
one list at a time, so you should create each list on a
different worksheet.

e Excel uses blank rows to detect lists, so you should have at
least one blank row between your list and any other
worksheet data. Also, you should not put any blank rows or
columns within the list.

e The first row of your list should contain column labels that
are formatted differently to the list data; these labels
become the field names in your database and Excel uses
them to find and sort the information in the list. You must
not use a blank row to separate the column labels from the
first row of data in the list.

e When you enter your list data, make sure that the rows
contain similar items in each column. Also, do not put spaces
at the beginning of cells-this affects some of the database
capabilities.

LESSON

+ + + o+
In This Lesson:

Creating Lists

Sorting and Filtering Lists
Using Data Forms with Lists

Adding Subtotals to Lists
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Figure 1. Here is a list that we have created. Notice that the formatting of the column labels
differs from the formatting of the list data.

o

A | B | c | D | E | & | i
1 MOBERN MEGIA FROGNCTS
| 2 FURCHASE LIST
3
4 BATE BEFARTMENT NAME BESCKIFTION OF FUECRASE UNIT COST QUANTITYT TOTAI
| 5| January 1, 1997 Sales Orlovic, P. Electronic diaries £99.00 4
B | January 1, 1997 Sales Simms, A, Presantation folders £10.00 E0
| 7 | January 2, 1997 Publishin Hanha, G. Maps £1.99 10
_ﬂ January 3, 199?|Wareh0use !A!Ian, &, Storage pallets £5.75 10
| 9 | January 4, 1997 Training Pearce, H, Fecord books £12.99 z
(10| January 4, 1997 Training Pearce, H. Software £89.00 1
[ 11| January 4, 1997 Training Zaran, B. Cwverhead projector $299.00 1
12| January 4, 1997 Publishing Hanha, G, Books £12.99 1
| 13| January 4, 1997 Puhblishing Poberts, T. Books £63.95 1
4| January 7, 1997 Accounts Witney, 5. |Software £899,00 z k!
15| January 12, 1997 Publishing Hanha, G. Books £24.00 1
|16 | January 12, 1997 Programming Briscoe, F.  Software £1,299.00 z t
| 17 | January 12, 1997 Programming Briscoe, F,  Software $£865.00 1
|18 | January 12, 1997 Sales Orlowic, P. Books £36.45 4
| 19| January 12, 1997 Sales Orlowvic, P, Business card holders $£40.00 4
20| January 13, 1997 Publishing Hanha, G, Books £76.00 z
211 Janyary 14, 199 $£5.75 12 x
l4 47> [pif\Sheet1 {Sheet2 [ Sheets |« | i3
Feady (W=l [ ] [ | [

Sorting and Filtering Lists

The most useful databases, or lists, are those that let you sort and extract information so that
it can be used for a number of different purposes. For example, the list in the previous figure
contains records of a company's purchases. Each record contains a description of what was
bought, the department that bought it, the name of the person who bought it, how much it
cost, and which project it was for. The list is for January, and the records are organized in
order according to the date. Different people in the company would need to access this
information differently.

If you were a department manager, you might want to sort the records so that each
department's purchases were listed together and you could see how much your department
had spent over the month. If you were a project manager, you might want to sort the list
according to project numbers so that you could see how much each project cost in January.
Excel's sorting and filtering capabilities let you do this. You can sort lists to display the
information in a different order, and you can filter lists to display some information and hide
the rest.

Sorting Lists

Figure 2. Sometimes you may need to perform a simple sort, such as sorting a list based on
the contents of one column. To do this, you click on a cell in the column you want to sort, then
click on either the Sort Ascending or Sort Descending button on the Standard toolbar. The Sort
Ascending button sorts the list in ascending order (A-Z, 1-9) and the Sort Descending button
sorts the list in descending order (Z-A, 9-1).
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Lesson 23 — Working with Excel’s List Features 168

In this example, we want to sort the list alphabetically, based on the contents of the
Department column, so that we can group the purchases for each department. To do this, we
must click on a cell in the Department column, then click on the Sort Ascending button.

sort Descending
ot Ascendini

|3{.E@ n-l_‘u.|%|§|'2ﬁs%¢i—l|

"~ BZIUE=E=EEF %, W%
=| Publishing

I B | C | D

3l1A PROBNCT S

BEFAKTMENT NAME BESCRIFTION OF

Sales Orlovic, P. Electronic diaries
Sales Simms, A Presentation folder:
lPublizhing !Har‘ma, G, Maps

W arehouse Allan, C, Storage pallets

[ Training Pearce, H, Record books
Training Pearce, H. Software

Training Zoran, B, Cwverhead projector
Fublishing Hanna, G, Books

Publizshing Roberts, T. Books

Figure 3. After you click on the Sort Ascending or Sort Descending button, Excel detects and
selects the list, then rearranges the list based on the column you specified. In this example,
Excel has sorted the Department column in ascending alphabetical order. We can now see all
the purchases for each department grouped together.
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Lesson 23 — Working with Excel’s List Features

$ BB oo

aw| = 5 8l El

o-lBru=EE=EE9 %, W4
- | = T [ = = Z

=| Accounts
| B | C | E
JIA PROGNCT S
BEFARTMENT NAME BESCKIFTION OF
Accounts Witney, 5. Software
Accounts Fussell, O, Presentation folder:
laccounts !RLJ_SSE”, O,  Stationery
Marketing Carraway, L. White-board marke
Marketing Carraway, L. [Folders
Marketing Dorsey, M. Banners
Marketing Gotman, T. [Sample bags
Programrming Briscoe, F. | Software
Programrming Briscoe, F.  Software

169

Figure 4. Sometimes you will want to sort your list based on the contents of more than one
column. Here you can see our sample list. Let's look at how to sort it based on the Department
column, then the Name column, then the Total Cost column. This way we will be able to see
what each department is spending, and who is spending the most in each department.

BEFARTMENT NAME
Accounts lwitney, S.
Accounts Russell, O,
Accounts Russell, D.
Marketing Carraway, L.
Marketing Carraway, L,
Marketing Dorsey, M.
Marketing Gorman, T.
Programming Briscoe, F.
Programming Briscoe, F.
Publishing Hanna, .
Publishing Hanna, .
Publishing Roberts, T.
Fuhblishing |Hanna, G,

BE SCRIPTION OF PURCHASE UINIT COST GUANTITY TOTAL COST

Software $£99.00|
Presentation folders £10.00
Stationery £45.00
White-board markers £1,99
Folders £4.09
Banners £29.05
Sample bags £2.09
Software £1,299.00
Software $865.00|
Maps £1.99
Books £12.99
Books £69,95
Books £24.00

2 .

2

M/ A

mn
o
== = O DO s

s

$1J

$
£1,
£2,
2

708,
20,
£45,

£9,
19,
179,
495,
598,
865,
$£19,
12,99
$£69,05
£24.00

oo
oo
oo
o0&
o6
70
oo
oo
oo
Q0

Figure 5. To sort a list based on more than one column, click on a cell in the list that you want
to sort, then from the Data menu select the Sort command.
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Data | Window  Help

%ﬂ, Sork...

Filker 3

Farm...

Subkatals, ..

Yalidation, ..

Table. ..

Texk ko Columins. ..

Consalidate. .

aroup and Dutline 3

@ PivotTable and PivotChart Report, ..

Impart External Data 3

H

Figure 6. Excel then opens the Sort dialog box. In the Sort by section, select the first column
you want to sort by, then click on either the Ascending or Descending radio button to specify
the sort order you want to use. In this example, we are sorting in ascending order based on
the Department column, then in ascending order based on the Name column, then in
descending order based on the Total Cost column.

The My list has section lets you tell Excel whether or not your list has column labels, called a
header row.

When you have made your choices, click on the OK button to sort the list.

Sork by
IDepartment LI &% pscending
" pescending
Then by
|Name LI % fscending
" Descending
Then by
ITu:utaI Cosk =] (@
ol
My lisk has
¥ Headsr row ) Mo header row

Qpkions. .. | (0] 4 I Cancel

Figure 7. Excel has sorted the list according to the columns we specified in the Sort dialog
box. We can now see the information we wanted, but there is still a lot of superfluous
information on the screen. We can go one step further and filter the list to display only the
information we want to see.
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Lesson 23 — Working with Excel’s List Features 171

BESCRIFTION OF FURCHASE UNIT COST QUANTITT TOTAL COJT

Filtering Lists

BEFAKTMENT NAME

Accounts lrussell, 0.  Stationery
Accounts Russell, O, Presentation folders
Accounts Witney, S. Software

Marketing Carraway, L, Folders

Marketing Carraway, L, White-board markers
mMarketing Corsey, M, Banners

Marketing Garman, T, [Sample bags
Programming Briscoe, F.  Software
Programming Briscoe, F. Software

Publizhing Hanna, G, Books

Publishing Hanna, G. Books

Publishing Hanna, G. Maps

Publishing Hanna, G. Books

$£45.00 M $£45.00
$£10.00 2 $£20.00
$£8009.00 2 £1,798.00
£4.99 4 $£19.95
£1.99 5 $£0.95
+29.95 5] $£179.70
£2.09 £a0 $£1,495.00
£1,299.00 2 $£2,5958.00
$£865.00 1 $865.00
£76.00 2 $152.00
£24.00 1 £24.00
£1.99 10 $£19.90
£12.99 1 £12.99

Figure 8. The easiest way to filter a list is to select a cell in the list, then open the Data menu
and select the Filter command, then choose the AutoFilter command.

Data | indow  Help

2} sor.. Bl - 3,
Filar v AukoFilker
Farri...
Subtotals. . fdvanced Filker. .
Walidation. ..
Table...

Text to Calurns. ..

Consalidate. ..

G@roup and Cutline

PivotTable and PivotChart Report, ..

Import External Data

Figure 9. Excel then adds AutoFilter arrows to each column in the list. You use these arrows to
filter out the information you don't need.

Here is our sample list again; you may have noticed that we have hidden columns D, E, and F
so that you can see the relevant figures more easily.

@

aE'

i
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ﬂutofilterlarrows

| 1

BATE  -|DEFARTNENYNANE  +|TOTAL COSL|FROJECT HUHﬂE"l
January 28, 1997 |Accounts !RUSSEII, O, £45.00 PPN
January 21, 1997 Accounts Russell, D, £20.00 411

January 7, 1997 Accounts Witney, 5, £1,798.00 Y
January 15, 1997 Marketing Carraway, L. £19.965 411
January 15, 1997 Marketing Carraway, L. $£9.95 411
January 22, 1997 Marketing Dorsey, M, £179.70 332
January 23, 1997 Marketing Gorman, T, £1,495.00 195
January 12, 1997 Programming Briscoe, F. £2,5958.00 411
January 12, 1997 Programming Briscoe, F. £865.00 411
January 13, 1997 Publishing Hanna, G. £15Z2.00 411
January 12, 1997 Publishing Hanna, G. £24.00 411

January 2, 1997 Publishing Hanna, G, £19.90 411

January 4, 1997 Publishing Hanna, G. $£12.99 232

January 4, 1997 Publishing RFoberts, T. $69.95 332

January 1, 1997 Sales Orlowvic, P £396.00 RS
January 28, 1997 Sales Orlowvic, P, £359.80 411
January 12, 1997 Sales Orlowvic, P, £199.95 [
January 28, 1997 Sales Orlowvic, P £199.20 RPN
January 12, 1997 Sales Orlowvic, P £145.20 23z

Figure 10. Click on the AutoFilter arrow of the first column you want to filter. In this example,
we want to see only the sales department's purchases, so we select the Sales option from the

list.

BEPARTMENT NANE | TOTAL COJS3
(Al IRussell, D. $£45.0C
{Top 10...) Russell, D, £20.0r
(Custom...) -

Accounks ".-""."Itr'IE}"J S. $1_|?98||:”:
Marketing Carraway, L £19,9¢
Prograraming | C
Ak Carraway, L, £9.9°f
E# Darsey, M. $179.7C
Training Gormarn, T. £1,495.0C
Warchouse  |priscoe, F, $2,598.0C
Programming Briscoe, F. £865.0C
Publishing Hanna, G, £152.0C0

Figure 11. You can see that Excel has filtered the Department column and now displays only
those records for the sales department.

4 DATE = |DEFAKTMENZ|NAM
-_:l.i' January 1, 1997 Sales Orlow
20| January 28, 1997 Sales Orlow
21| January 12, 1997 Sales Orlow
22| January 28, 1997 Sales Orlow
23| January 12, 1997 Sales Orlow
24| Jdanuary 1, 1997 Sales Sirmnm
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Figure 12. Now click on the AutoFilter arrow of the next column you want to filter. In our
example, we want to see only those records for the name "Orlovic, P.", so we select this option
from the list.

|IDEFARTMENZINANME 5 TOTAL €OS%|

Sales LAl £306.00
Sales {Top 10...) £359.80
Sales £199,.96
Sales £199,.20
Sales Orlowvic, P, £145.80
Sales Simms, &, £500.00

Figure 13. Excel has filtered out all names except "Orlovic, P.".

|IDEFARTMENZINANME  +|TOTAL COJ%|

Sales Orlowvic, P £396.00
Sales Orlowic, P. £359.80
Sales Orlowic, P, £199.95
Sales Qrlovic, P, £199,.20
Sales Orlovic, P. £145.20

Figure 14. Finally, we want the Total Cost column to show only those records which are
greater than $200. To do this, we click on the AutoFilter arrow and choose the Custom option
from the list.

IDEFARTIENZINANE  +|TOTAL COJT
Sales Orlavic, P, [ (A
Sales Orlovic, P. %
Sales Orlowic, P. [$145,80
Sales Orlovic, P, $1gg.gg
Sales Orlovic, P, $359.BD

$396.00

Figure 15. Excel then opens the Custom AutoFilter dialog box where you can specify how
you want to filter the column. From the first box we selected the is greater than option, and in
the second box we typed 200 because we want to show only those records that are greater
than $200. After you select the options you want, click on the OK button.

Custom AutoEiltern @

Show rows where:
ZipCode

Iis greater than or equal to j |2IZIIZI LI

= and 0 or
| = =]

Use ? ko represent any single characker

Lse * to represent any series of characters

K I Cancel
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Figure 16. Excel has again filtered the information. We can now see that P. Orlovic from the
sales department has made two purchases over $200.

(DEPARTMENZ(NAME 5| TOTAL COS3

Sales Orlowvic, P. £396.00
Sales Orlowvic, P. £359.80

Removing filters

Figure 17. To remove a filter from a column, click on the AutoFilter arrow and select the A/l

option.

DEF’FIETHE::, NAME < TOTAL COJ%|
Orlavic, P. £395.00

chop 1) Orlovic, P £359.80

(Cuskam.,.) :

i Orlovic, P, £199.94

Marketing Orlowic, P, £199.80

Prograrmming :

Publishing D.rlmfn:, P £145.20

tilas Simms, A £E500.00

Training

YWarehouse

Figure 18. To remove filters from all columns in a list, but leave the AutoFilter arrows, open
the Data menu and select the Filter command, then from the submenu select the Show All
command.

Data | Window Help

Al sor... - 8] 2] | o [4] 100%
Filter 3 AutcFilter

Form... Show Al

Subtotals... fdvanced Filker...

Group and Outline »

Figure 19. To remove the AutoFilter arrows from the columns in a list, open the Data menu
and select the Filter command, then from the submenu select the AutoFilter command.

Data | wWindow  Help
24 Sort... - 21 21 | [ (45 tooss
3| Filter 3 |. AutoFilter

Farm. .. Show Al

Subtotals, .. fdvanced Filker ...

Group and Qutline »
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Lesson 23 — Working with Excel’s List Features

Using Data Forms with Lists

Long, detailed lists are often difficult to navigate because of their size. It can be very
frustrating to scroll across many columns just to see all of the information in a single record.
To overcome this difficulty, you can use data forms. A data form looks like a dialog box, but it
contains the column labels from your list rather than dialog box options. You can use data
forms to view the records in a list one at a time. You can also use data forms to add records to
and delete them from a list.

Viewing Records in a list

Figure 20. To view records using a data form, click on a cell in the list, then from the Data
menu select the Form command.

Data | Window  Help

%l Sort...
Eilker 3
Farn...
Subtatals, ..
Group and CQutline  »

Figure 21. Excel then opens a data form. You can see the first record in the current list. To
view the next record in the list, click on the Find Next button, and to view the previous record
in the list, click on the Find Prev button.

You can use the data form to search for records that match criteria you specify. To do this,
click on the Criteria button.

Sheet] |

Dake: 0100171997
Department; lSaIes
Marme: IOrIu:w'iu:, P,

Description of purchase; IEIectrn:nnin: diaries

Unit Cost: EE
Cuantiby: |4
Total Cast: {398
Frojeck Murnber; IN,I'.C'.
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Lesson 23 — Working with Excel’s List Features 176

Figure 22. After you click on the Criteria button, Excel clears the data form so that you can
specify the criteria you want the records to match. Notice that the word Criteria appears in the
top-right corner of the dialog box, and the Criteria button has become the Form button. You
can leave the criteria search by clicking on the Form button.

In this example, we are searching for records whose total cost is greater than $1000. To find
records that match this criterion, we must type >1000 into the appropriate text box and click
on the Find Next button.

Sheet1 HE|
Date: I ;I Critetia
Departrent: I e
Nome: I _Gew |
Description of purchase; l Restore |
Linit Cask: f
Find Presw I
Cankitsy; I
Find fexk |
Total Cost: { =1000]
F
Project Murmber; l __Erm_l
Close I

ke

Figure 23. Excel then displays the first record whose total cost is greater than $1000. At the
top-right of the dialog box, we can see that this is record number 10 of 27 records. To view the
next record that matches the criterion, we can click on the Find Next button again.

To close the data form, click on the Close button.

Sheetl HE]|
Date: [o701/1997 -] 10 of 27
Departrnent: i.ﬁ.n:n:n:nunts

Marne: I'-.-'-.-'ilznew;.-'J S,

Description of purchase; lSDFtware

Unit Cost: =R
Qankiky: i2
Total Cost: $1,795.00

Criteri
Project Mumber; IN,I'P. Criteria |
Close I

hd
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Lesson 23 — Working with Excel’s List Features

Adding Records to a List

Figure 24. You can add records to a list by typing them in on the worksheet, but it is often
easier to use a data form.

To add a new record to your list using a data form, click on a cell in the list, then open the
Data menu and select the Form command.

Data | Window  Help

%J, aork...
Filker 3
Form...
Subkotals, ..
iaroup and Cukline »

Figure 25. Excel opens the data form. You can see the first record in the list. To add a new
record, click on the New button.

Sheet1 E
Date: (0170171997

Department: lSaIes

MName: IOrIuvic, P,

Description of purchase: IEIectanic diaries

Uit Cost: (EE!
Cankiky |4
Total Cast: {398
Project Mumber: IN,n'.ﬁ.

Figure 26. After you click on the New button, Excel opens a new form so that you can type in
the information for the new record. To move from one field to the next, press the Tab key, or
use the mouse to click in the field.

When a column in the list contains a formula, you cannot type information on the form for the
corresponding field because its contents will depend on other field values. In this example, the
Total Cost column in our list contains a formula, so we can't type information in the Total Cost
field on the form. The value in this field is calculated automatically after we type in the values
for the Unit Cost and Quantity fields, which are the arguments of the formula.
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Sheetl EE|
Date: !| ] Mew Record
Departrment: i Mew

Marne: | Belete

Description of purchase: I

Linit Cask: |
Quankiky: i
Total Cost:

Project Mumber; I

Figure 27. After you have typed the new record, you can add it to the list by pressing the
Enter key. Excel then opens a blank form, ready for you to type another record.

To add the new record to the list and close the data form at the same time, click on the Close

button.
Sheetl |
Date: |o4jo1/a7 «|  MewRecord
Department: iSaIes Mew I
Marme: iHu:urau:e, F. Cieleta
Description of purchase: ISDFtware Bestare |
Unit Cost: |199
Fimd Pres I
Quankiky i1
Find fext |
Total Cost:
Criceri
Project Murbet {144 =fitera |
Close I
=]

Deleting Records from a List

Figure 28. You can remove records from a list by deleting them on the worksheet, but it is
often easier to use a data form.

To delete a record from your list using a data form, click on a cell in the list, then open the
Data menu and select the Form command.
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Daka | Window  Help

%l aork.
Filter 3
Farn. ..
Subtokals, ..
iaroup and Cukline  »

Figure 29. Excel opens the data form. You can see the first record in the list. Use the Find
Next and Find Prev buttons to display the record you want to delete, then click on the Delete
button. When you delete a record using a data form, the deletion is permanent and it cannot
be undone.

Sheet] |

Date: il 1 af 26
Department: lSales Mew
Mame: lOrIu:win:, F. Delete I
Description of purchase: IEIectrn:nnin: diaries Restare
Uit Cask: EE

Fimd Pres I
Quankiky |4

Find fext |
Total Cost: {396

“rikeri
Project Murbet {ruge =fitera |

Close I
|

Adding Subtotals to Lists

Sometimes you may want to summarize data in a list by showing subtotals for particular fields.
You can do this using the Subtotals command on the Data menu.

Figure 30. Before you can add subtotals to a list, you must sort the list based on the column
for which you want the subtotals. In this example, we want subtotals for each department. To
do this, we click on a cell in the Department column, then click on the Sort Ascending button to
sort the departments in ascending alphabetical order. (For more information about sorting a
list, see Sorting Lists earlier in this chapter.)
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4 BATE BEFARTMENT TOTAL COJST
§ | January 7, 1997(Accounts g £1,798.00
B | January 21, 1997 Accounts £20.00
7 | January 28, 1997 Accounts £45.00
8 | January 15, 1997 Marketing £19,96
9 | January 15, 1997 Marketing £9.95
10| January 22, 1997 Marketing $179.70
11| January 23, 1997 Marketing £1,495.00
12| January 12, 1997 Programming £2,598.00
13| January 12, 1997 Programming $£865.00
14| January 2, 1997 Publishing £19,90
15| January 4, 1997 Publishing £12.99
16| Jdanuary 4, 1997 Publishing £569.,95
17| January 12, 1997 Publishing £24.00

Figure 31. After you have sorted your list, you can add subtotals to it. To do this, click on a
cell in the list, then from the Data menu select the Subtotals command.

Data | Window  Help

Farrm...

| Subtakals. ..

Yalidation. ..

Table...

Text ko Columns, ..

Consolidate, ..

Group and Cutline 3
@ PivotTable and PivokChart Report, ..

Import External Data 3

Figure 32. Excel then opens the Subtotal dialog box. In our example, we want to add the
subtotals for each department, so from the At each change in list box, we selected the
Department option.

We want to add the values to produce subtotals, so from the Use function list box, we selected
the Sum option.

We want to include the subtotals at the bottom of the Total Cost column, so from the Add
subtotal to section we selected the Total Cost check box.

The check boxes at the bottom of the dialog box let you choose further options for the
subtotals. When you have selected the options you want, click on the OK button.
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Subtotal |
ft each change in:
!Department _l

= Cancel |
Ise funckion:
ISum _I Remove all |

Add subkotal o

Cuankity a
v
[ Project Mumber *

W Replace current subkatals

™ Page break betwesn groups
W Summary below data

Figure 33. Excel then adds the subtotals and an outline to your worksheet.

To remove subtotals from a list, click on the Remove All button in the Subtotal dialog box (see

Figure 32).
12 3 A [ B | G |
¢ MOBEKN MEBIA FROGBNCT S

2 \PURCHAJE LIST

3 {
4 bATE DEFARTMENT TOTAL COST
il & 5 | January 7, 1997 Accounts £1,798.00
B | January 21, 1997 Accounts £20.00
- | 7 | January 28, 1997|Accounts 1 £45,00
il g Accounts Total $£1,863.00,
[ - | 8 | January 15, 1997 Marketing £19.94
10 | January 15, 1997 Marketing £9,95
11| January 22, 1997 Marketing £179.70
« | 12| January 23, 1997 Marketing £1,495.00
=l s Marketing Total £1,704.61
[ - 14| January 12, 1997 Programming £2,598.00
= |15 | January 12, 1997 |Programrming 865,00
= B Programming Total $£3,463.00,
[ - | 17| January 2, 1997 Publishing £19.90
18| January 4, 1997 Publishing £12.,99
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More Functions

Excel Logic Functions

Excel logic functions give Excel the ability to think...Sort
of.

Logic functions are used when a decision has to be made,
usually when we are comparing our data against several
different possibilities.

IF Function - Returns one value if a condition you specify is
TRUE and another if it isn't. (see Using the IF Function in
Lesson 10 - Functions)

AND Function - Tests multiple arguments and returns TRUE
if ALL these arguments are TRUE and FALSE if ANY of them
are not true.

OR Function - Tests multiple arguments and returns TRUE
if ANY of the arguments are TRUE.

NOT Function - Reverses the logic of its argument: returns
FALSE for a TRUE argument and TRUE for a FALSE
argument.
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Excel AND Function

This Excel function returns a logical value, either TRUE or FALSE depending on the logical value
of each of its arguments.

The AND function can contain up to 30 separate arguments and if ALL of those arguments
are TRUE, the AND function returns TRUE, but if ANY of those arguments are FALSE, the AND
function returns

FALSE.

The syntax (the order and sequence) for the AND function is
=AND(logicall,logical2...)
where:

logicall through to logical30 are conditions you want to test that can be either TRUE or
FALSE and can be logical values, arrays or references.

Plain English Zone
In plain English the Excel AND function syntax can be read as:
AND(this is TRUE, so is this, and this as well) returns TRUE

AND(this is TRUE, so is this, this is not) returns FALSE

AND Function Example

Usually you will find that you will use the AND function in conjunction with the Excel IF
function, or as part of another Excel formula.

That is exactly what we're going to do here.

This is a small class of very bright pupils and they have undertaken exams in Maths, Physics
and Chemistry.

In order to be a Science Prize Winner they had to score greater than 75% for Maths, greater
than 75% for Physics and, because it was felt that the Chemistry exam was a little too easy
this year, they were required to score in excess of 80%.
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j =| =|FIAND{C3=75% D3=75% EF=80%) " es","No")
| B | ¢ | b | E [ F |
Marme Maths Physics Chemistry Prize Winner

lar Wyarrall a82% 6% T %Mo 1
John Smith 83% 852% 80% Mo

Michael Green 75% 73% 73% Mo

Ted Micholas B3 % 5% 81% Mo

Dian Kennedy o8% g1% a0% Mo

(sary Halbert 2% 95% T9% Mo

Gareth Edwards 83% 7% B84% Yes

As you can see in the example above, we have placed our AND function in cell F3, then
subsequently copied it down through to cell F9.

What we want to do is discover if any of the pupils have scored consistently high enough to be
a prizewinner.

In cell F3 IF ALL of our AND conditions are TRUE we want to return the text string "Yes", but
if ANY of our AND conditions are FALSE we want to return the text string "No."

Using our syntax let's work through the formula.

The logical_test asks is the value held in cell C3 greater than75%

AND

is the value held in cell D3 greater than75%

AND

is the value held in cell E3 greater than80%

value_if_true says "All those conditions are true! Enter "Yes" in the cell."

value_if_false says "One or more of those conditions are FALSE. Enter "No" in the cell"

Excel OR Function

The Excel OR function is similar in operation to the Excel AND function and returns a
logical value, either TRUE or FALSE depending on the logical value of each of its arguments.

The OR function can contain up to 30 separate arguments and if ANY of those arguments are
TRUE, the OR function returns TRUE, but if ALL of those arguments are FALSE, the OR
function returns FALSE.

The syntax (the order and sequence) for the OR function is
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=OR(logicall,logical2...)
where:

logicall through to logical30 are conditions you want to test that can be either TRUE or
FALSE and can be logical values, arrays or references.

Excel OR Function Example

As with the Excel AND function you will normally find that you will use the OR function in
conjunction with the IF function, or as part of another Excel formula.

Let's take our group of school children again.

This is a small class of very bright pupils and they have undertaken exams in Maths, Physics
and Chemistry.

This time we want to reward our pupils with a certificate of excellence if they have managed to
achieve a pass mark of greater than 85% in any of their three exams.

| =| =IF(OR(C3=85% D3=65% E3>65%),"Yes","No")

| B | ¢ | b [ E | F |
Name{% Maths Physics | Chemistry Cerificate of Excellence
lan YWorrall 52% 7B% 7% Mo

Jdohn Smith 89% 52% B0% Yes

bichael Green 75 % 78% 79% Mo

Ted Micholas B3 % 7B% 81% Mo

Dan Kennedy o8 % 81% g80% Yes

Gary Halbert 02 % 95% 79% Yes

Gareth Edwards B3% 7% 84 % Mo

As you can see in the example above, we have placed our OR function in cell F3, then
subsequently copied it down through to cell F9.

What we want to do is discover if any of the pupils have scored over 85% in any of their
exams. If they have we want to place a "Yes" text string in the cell, and if they haven't we
want to place a "No" text string in the cell.

Using our syntax let's work through the formula.

The logical_test asks is the value held in cell C3 greater than 85%
OR

is the value held in cell D3 greater than85%

OR

is the value held in cell E3 greater than85%

value_if_true says "One or more of those conditions are true! Enter "Yes" in the cell."
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value_if_false says "All of those conditions are FALSE. Enter "No" in the cell"

Excel NOT Function

In Excel, the Not function returns the reversed logical value.

The syntax for the Not function is:

Not( logical_value )

logical_value is an expression that either evaluates to TRUE or FALSE. If the Not function is
used with an expression of TRUE, then FALSE is returned. If the Not function is used with an

expression of FALSE, then TRUE is returned.

For example:

Let's take a look at an example:

Ed Microsoft Excel - Book1

J File Edit Wiew Insert Format Tools Data Window Help -|5’|ﬂ

=10l x|

IDEeE|(®E<C oo

= 8] &) |woe - 2

x>

—_—

|daab] [ 2 |V @
A - =|5
A B | ¢ ]
1 5l
2 |techonthenet
3
4
)
W1 4[> [M]\Sheet1 { Sheetz 7 sheetz /| 4|

R i

Based on the Excel spreadsheet above:

=Not(TRUE) would return FALSE.
=Not(FALSE) would return TRUE.
=Not(A1<10) would return FALSE.

=Not(A2="Microsoft")

would return TRUE.

=Not(A2="techonthenet")

would return FALSE.

=Not(5+1=7) would return TRUE.
o . . . Cisco SysTEMS
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Excel Math Functions

Aside from the usual functions that are discussed in Lesson 10, Excel offers lots of Math
functions. Here are some of the Math functions.

Count cells that match criteria -= COUNTIF Function
Match criterion exactly — COUNTIF Function

You can count cells that meet a specific criterion. In this example only the Pen orders will be

counted.

1. Select the cell in which you want to see the count (cell A12 in this example)

2. Type an equal sign (=) to start the formula

3. Type: COUNTIF(

4. Select the cells that contain the values to check for the criterion. In this example, cells

A1:A10 will be checked
Type a comma, to separate the arguments
Type the criterion. In this example, you're checking for text, so type the word in double
quotes: "Pen"
Note: upper and lower case are treated equally
7. Type a closing bracket
The completed formula is;: =COUNTIF(A1:A10,"Pen")
8. Press the Enter key to complete the entry
9. The result will be 4, the number of cells that contain "Pen"

[ )6

A B |[c| D
1 Item Qty
2 | Pen 5
3 | Pencil 9
4 | Binder 9
5| Pen 6
6 | Pen 15
7 | Binder 12
8 | Pencil 10
9 | Binder 6
10| Pen I -
11
12 :CDUNTIF{M:MD,”PEH”D
13 | COUNTIF(range, criteria) |

Match criterion in a string — COUNTIF Function

You can count cells that contain a criterion as part of the cell's contents. In this example all
Pen, Gel Pen, and Pencil orders will be counted, because they contain the string "pen".

1. Select the cell in which you want to see the count (cell A12 in this example)

2. Type an equal sign (=) to start the formula

3. Type: COUNTIF(

4. Select the cells that contain the values to check for the criterion. In this example, cells

A1:A10 will be checked
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8.
9.

Type a comma, to separate the arguments

Type the criterion. In this example, you're checking for text, so type the word in double
quotes, with one or more asterisk (*) wildcard characters: "*Pen*"

Note: upper and lower case are treated equally

Type a closing bracket

The completed formula is: =COUNTIF(A1:A10,"*Pen*")

Press the Enter key to complete the entry

The result will be 6, the number of cells that contain the string, "Pen"

Note: Instead of typing the criterion in a formula, you can refer to a cell. For example, the
formula in step 7 above could be changed to: =COUNTIF(A1:A10,"*" & B12 & "*") if cell
B12 contained the text — pen.

A B [c| D
1 ltem Qty
2 | Pen 5
3 | Pencil 9
4 | Binder 9
5| Pen 6
6 | GelPen 12
7 | Binder 12
8 | Pencil 10
9 | Binder 6
10| Pen J 11
1
12 :CDUNTIF{M:MD,"*Pen*"[}
13 | COUNTIF(range, criteria) |

Criterion and operator - COUNTIF Function

You can use an operator with a criterion. In this example only the rows where the quantity is
greater than or equal to ten will be counted.

A WNR

[ )05

Select the cell in which you want to see the count (cell A12 in this example)

Type an equal sign (=) to start the formula

Type: COUNTIF(

Select the cells that contain the values to check for the criterion. In this example, cells
B1:B10 will be checked

Type a comma, to separate the arguments

Type the criterion. In this example, you're checking for rows where the quantity is greater
than or equal to 10. The >= operator is used before the number, and the entire criterion is
enclosed in double quotes: ">=10"

Note: Even though this is a numerical criterion, it must enclosed in double quote marks.
Type a closing bracket

The completed formula is:
=COUNTIF(B1:B10,">=10")

Press the Enter key to complete the entry

mputer Building skills for success
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Note: Instead of typing the criterion in a formula, you can refer to a cell. For example, the
formula in step 8 above could be changed to: =COUNTIF(B1:B10,">=" & B12) if cell B12
contained the number — 10.

Or, you could use a function as part of the criterion.

For example: =COUNTIF(A1:A10,"<"&TODAY())

A B [c| D
1 ltem |Qty
2 | Pen 5
3 | Pencil 9
4 | Binder 9
5| Pen 6
6 | Pen 15
7 | Binder 12
8 | Pencil 10
9 | Binder 4]
10| Pen 11
11
12 :CDUNTIF{B1:B1D,":=:1D“[}
13 | COUNTIF(range, criteria) |

Match criteria in a range — COUNTIF Function

You can combine COUNTIF formulas, to count rows that are within a range of values. In this
example, the formula will count rows where the quantity is between 5 and 10 (inclusive).

1. Select the cell in which you want to see the count (cell A12 in this example)

2. Type a formula to count rows greater than or equal to 5:
=COUNTIF(B1:B10,">=5")

3. Type a minus sign

4. Type a formula to count rows greater than 10:
COUNTIF(B1:B10,">10")

5. The completed formula is:

=COUNTIF(B1:B10,">=5")-COUNTIF(B1:B10,">10")
6. Press the Enter key to complete the entry

Note: Instead of typing the criterion in a formula, you can refer to a cell. For example, the
formula in step 8 above could be changed to: =COUNTIF(B1:B10,">=" & B12) -
COUNTIF(B1:B10,">" & C12) if cell B12 contained the nhumber — 5 and cell C12 contained
the number — 10.

Excel SUMIF Function

The Excel SUMIF function is an extension of the standard Excel SUM function.
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What the Excel SUMIF function allows you to do is SUM data only if it meets certain criteria
that you have specified.

Let's say that you had a very small clothing store with only four departments, Sportswear,
Evening Wear, Swimwear and Children's clothes.

You have been provided with a list of sales, by department and month, for the first quarter of
the year, and what you would like to do is add up the sales for the quarter for the department
that you specify.

The syntax, or structure, for the SUMIF function is as follows:
SUMIF(Range,Criteria,Sum_range)

Where...

Range = the range of cells that you are evaluating for specific criteria

Criteria = the criteria you are looking for, and

Sum_Range = the range of cells that are to be summed if the criteria is met.

Now, when you are using this function this is what you are telling Excel to do.
1. Look in the range of cells that we did.

2. If any of the cells that we've match the criteria that we specified...then

3. Add up the corresponding cells in the second range and return the result.

Let's have a look at the example.

C16 i

=| =SUMIF(FE51: 38513, Swirmwear” $CH1:5CEH13)

A B [ ¢ [ 0o [ E [ F ]

1 |Manth Department  Sales
_ 2 |dan Sportswear 15,324
_ 3 |dan Evening YWear B 413
4 an S rweear 35,782
_ & |Jan Children's 102 354
_E |Feh Sportswear 16,090
_¢ |Feh Evening YWear 70,784
3 |Feh Swirmwe st 37 571
9 |Fehb Children's 107 472
10 Mar Sportswear 16,395
11 [ Mar Evening YWear 74 323
12 |Mar Swirmwear 39 450
13 |Mar Children's 112 BdB
14

15

16| I112,BD3!

You can see from the formula in the above example that we have looked for any instances of
the word "Swimwear" in the range B1:B13.
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Where this has occurred we have summed the sales figures from the range C1:C13, giving a
total sales figure for the Swimwear department of 112,803 for the quarter.

Excel SUMPRODUCT Function
Once you've been introduced to the Excel SUMPRODUCT Function you'll never look back.
This a little known but power packed Excel function.

As implied by its name the SUMPRODUCT function combines two of Excel's other, better
known, functions, SUM and PRODUCT.

Rather than waffle on too much let us dive straight into an example:

A | B |
1 |[Cost Per Unit No.of Units Sold
2 10 180
3 17 163
4 19 282
5 12 57
B 21 ala)

As you can see from the illustration above we have two columns Cost Per Unit and No. of
Units Sold. What we would like to know is the total cost of ALL the units sold.

Normally to achieve this we would insert an extra column, let's call it Total Cost and insert the
product function in the first cell and copy it down to the remaining cells.

2 [ =| =PRODUCT(A2 BZ)
A | B - c |

1 |[Cost Per Unit |No.of Units Sold Total Cost
) 10 150} 1500!
3 17 163 2771
4 19 282 5358
5 12 &7 R4
5 21 £ 1176

After doing that we would then SUM this third column to obtain the answer we were looking
for.
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CH [ = | =SUM(C2:CR)

A, | B - c |
1 [Cost Per Unit |No.of Units Sold Total Cost
2 10 150 1500
3 17 163 2771
4 19 262 356
5 12 &7 R4
5 21 £ 1176
7
8 Total | 11489]

Instead of doing that we are going to use SUMPRODUCT to provide us with the same answer
in a fraction of the time it took to perform the previous actions.

The SUMPRODUCT syntax is as follows:
=SUMPRODUCT(Arrayl,Array2,Array3...,) up to a maximum of 30 Array dimensions.

In our example we only have two arrays, which are the cell ranges A2:A6 and B2:B6 under
the respective columns headed Cost Per Unit and No. Of Units Sold.

In cell B8 type =SUMPRODUCT(A2:A6,B2:B6)

B | =| =SUMPRODUCT{AZ:AF B2: BE)
A | B | ¢ | D |
1 |Cost Per Unit Ho.of Units Sold
2 10 150
3 17 163
4 19 252
5 12 57
B 21 56
7
8 |Total | 11489]

The SUMPRODUCT function returns the same answer that we arrived at earlier.

If that was the only ability it had, it would still be pretty useful, however this function has
some other, much more productive capabilities.

The SUMPRODUCT function also has the ability to:

1. Act like the SUMIF function's elder brother on steroids.
2. Be used in a formula to instantly calculate weighted averages.

To find out how to perform SUMIF like functions with multiple criteria then read on:

Shown below is our criteria. As usual we will use a simple example.
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A | B | ¢ | D |
1 |Region Country Division |Units
2 |Maorth LIk Sales 1
3 [South LIk Sales 2
4 |East LIk Sales 3
& |yest LIk Sales [y 4
B |Morth LIS Sales o
7 |South LIS Sales B
g |East LIS oales 7
9 |[South LIS Sales a

We have three criteria to match in this example, Region, Country and Division.
When all three criteria are matched we want to bring back the number of units.

The easiest way to do this is to copy the headings and place them below the data. Obviously,
in this example, this is easy to do because there aren't many lines of data. If, however, you
have thousands of lines of data then just place your headings in a convenient place.

A | B | ¢ | D |
1 |Region Country Division Units
2 |Morth LIk Sales 1
3 |South % Y]’ Sales 2
4 |East LIk Sales 3
o [MYest LIk Sales 4
B [Marth LIS Sales 5
7 |South LIS oales B
o |East LIS Sales 7
9 |South L= Sales a
10
11
12 |Region Country Division Units
13 |South LIS Sales 14

This is where the magic occurs:

In cell D13 type
=SUMPRODUCT((A2:A9=$A$13)*(B2:B9=$B$13)*(C2:C9=$C$13)*(D2:D9))
What we are saying in this formula is

Find the rows where all of the following are correct;

South is in the cell range A2:A9,

US is in the cell range B2:B9, and

Sales is in the range C2:C9
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and then SUM the units.
In this case our criteria was matched in rows 7 and 9 and the total number of units was 14.

Once you have set your spreadsheet up like this, you just adjust the criteria in cells A13,B13,
and C13 accordingly.

Excel ROUND Function

Rounding numbers or the results of calculations in Excel is simple when you use the ROUND
function.

Let's say we had numbers in cells A1 and B1 and we wish to multiply them together and put
the result, rounded to 2 decimal places, into cell C1.

The structure of the Excel ROUND function is:
=ROUND(number,num_digits)

where number is the number or result of a calculation or reference to a cell where the result is
held

and num_digits is the number of digits to which you wish to round

In our example we would write the formula as:

=ROUND(A1*B1,2)
C1 | =| =ROUND(AT*E1 2)
A | B | ¢ | D |
1 5234 9123 4775

On occasions you might want to force your result to either round up or round down rather than
allow Excel to dictate which way the result should be rounded.

In those instances you can use either the ROUNDUP or the ROUNDDOWN function. The syntax
or structure of these functions is exactly the same as for the ROUND function.

Taking the same numbers as above, if we used the ROUNDDOWN function and rounded to two
decimal places again we would have the result of 47.74 returned.

How to quickly round to the nearest 10
Very often Excel users have the need to round to the nearest 10, 100 or 1000 etc.

Use the Excel ROUND function and use a negative number for the num_digits argument.
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Using the same numbers as in the previous examples, we decide to round to the nearest 10,
SO0 we are going to use -1 as my num_digits argument.

C1 | =| =ROUND(AT*E1 1)
A | B | ¢ | D
1 5234 9123 a0

If we wanted to round to the nearest 100 we would use -2.

Rounding to numbers other than multiples of 10

To round to numbers other than multiples of 10 using Excel's ROUND function is also
reasonably straightforward.

Again we will use the same numbers as above but this time we will round to the nearest 6.

We know that the result of the initial calculation was 47.749782, so rounding this to the
nearest multiple of 6 will give us the answer 48.

This is how we do it.
=ROUND((A1*B1)/6,0)*6

Strictly speaking it is not necessary to have A1*B1 in parentheses due to the order of
calculations in Excel, but we like to add them just for neatness. The screenshot below shows
the formula without the parentheses.

C1 [ = | =ROUND{AT*E1/E 07
A | B | ¢ | D |
1 5234 9123 48

Rounding Up or Down to multiples other than 10

It is possible to use the above formula in conjunction with either ROUNDUP or ROUNDDOWN,
but the formulas start to get unnecessarily messy, especially when there is no need to do it.

Excel has provided two functions that do just that and they are the Excel CEILING function and
the Excel FLOOR function.

Excel CEILING Function

Excel provides the CEILING function which returns a number rounded up based on a multiple
of significance.

We am going to use the same numbers that we used in the ROUND function examples.
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The syntax or structure of the CEILING function is:
=CEILING(number,significance)

where number is the number or result of a calculation or reference to a cell where the result is
held

and significance is the multiple of significance to which you wish to round up.

In this case we want to round up to the nearest multiple of 6, so my formula is

=CEILING(A1*B1,6)
which gives us the result of 48.
C1 [ =| =CEILING{A1*E1 5]
A | B | ¢ | D |
1 5234 9123 48

Excel FLOOR Function

Excel provides the FLOOR function which returns a number rounded down based on a
multiple of significance.

We are going to use the same numbers that we used in the ROUND function examples.
The syntax or structure of the FLOOR function is:
=FLOOR(number,significance)

where number is the number or result of a calculation or reference to a cell where the result is
held

and significance is the multiple of significance to which you wish to round down.
In this case we want to round down to the nearest multiple of 6, so my formula is
=FLOOR(A1*B1,6)

which gives us the result of 42.

C1 [ =| =FLOOR(A1*B1 5
A IwB [ C | D
1 5234 ° 9123 42
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Excel Lookup Functions

Excel lookup functions are mainly used when are dealing with lists of data, or when you
need to return a value.

Out of the seventeen functions that are categorized as Lookup and Reference we are
featuring just a handful here.

VLOOKUP Function - the VLOOKUP function works in the same manner that you would use to
find someone's number in the phone book.

It searches down the leftmost column of the data range you are searching, then reads across,
bringing back the data from the column you specified.

HLOOKUP Function - Works exactly the same way as the VLOOKUP function but turned 90
degrees. This time we search across the top row, then read downwards.

INDEX Function - at first site seems completely useless, but when combined with MATCH or
other functions you get awesome results.

The index function returns the value from a range when you specify the column and row
number.

MATCH Function - Returns the position within a range of cells where your specified value is
held. This can be either a row or a column of data.

OFFSET Function - Returns a reference to a range that is a specified humber of rows and
columns from an initial starting point.

Excel VLOOKUP Function

The VLOOKUP function is likely to become very familiar to you if you use Excel for any length
of time.

Along with SUM and SUMIF, VLOOKUP is one of the most used Excel functions.

The VLOOKUP function works by searching down the leftmost column of your data and then
reads across the row to find the value in the column you specify.

If you think of the process as similar to that which you would adopt when searching for a
phone number in a directory, you won't go far wrong.

In fact, let's use the phone directory scenario to illustrate the Excel VLOOKUP function in
action.

Below is a list of names and their corresponding phone numbers. We would like to be able to
type in a name and have the phone number automatically returned.
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A, B

1 |Name MNumber

2 |John McDonald 555-123-456
3 |Jim Robers 555-133-612
4 |Sarah Harding  555-123-457
5 |David Dgilyy 055-133-613
B |Chris Cringle  555-123-458
7 |David Beckham 555-133-614
g8 (Tim Henrman 555-123-459
9 |Louise Harris  555-133-615
10 |Debhie Harry  555-123-460

For this particular example we am going to use two cells, one for inputting the name of the
person who's number we want, and the second cell will be where we enter the VLOOKUP
function which will return the phone number.

1.

Click in cell B12 and type "David Beckham". (without the quotes)

2. Click in cell C12 and type "=VLOOKUP"
3. On the formula bar click on the = sign.

SUM | X I =D=vIL00KUP
A, | . C
1 |Name Number
2 |John McDonald 555-123-456
3 |Jim Roberts 555-133-612
4 |=arah Harding | 555-123-457
5 |David Dgilwy B55-133-613
B |Chris Cringle  |555-123-453
7 |David Beckham 555-133-514
8 |Tim Henman  555-123-459
9 |Louise Harris  555-133-615
10 |Debbie Harry  |555-123-460
11
12 David Beckham |:VLDDKU_F'|
As soon as you have clicked on the "=" sign the following dialog box appears.
LOOKLP
Lookup_vyalue IBlZ T :‘J = "David Beckham"
Table_array IF'-I:BIEI :k_] = {"Mame","Murnber";".
Col_index_num |2 }J =2
Range_lookup [False ] = FALSE
= "GEG-133-614"

Searches for a walue in the leftmost column of a table, and then returns a value in the same
rows From a column you specify, By default, the kable must be sorted in an ascending order.
Range_lookup is a lagical walue: ko find the closest match in the First calumn (sorted in
ascending order) = TRUE or omitted; find an exact match = FALSE.

E?JI Formula result =555-133-614 ok |

Cancel I
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If the dialog box has covered the data just left click near the top of the box and drag it out of
the way so you can once again see the data.

The cursor will be flashing in the Lookup_value box.

4. Now, because we are going to use cell B12 as the data entry box for the name of the
person who's number we are looking up we will enter B12. This can be typed in or
alternatively you can use your mouse and click on cell B12.

Click in the Table_array box and then select the range of cells from Al to B10.

Click in the Col_index_num box and type the number 2.

Click in the Range_lookup box and type in "False". In this example we wish to find an
exact match for the value we specified in the Lookup_value box. Had we been looking for
the closest match then we could have used "True" instead.

8. Click on the "OK" button.

9. The phone number 555-133-614 is returned. We can verify that this is correct by looking in
cell B7.

Now

Plain English Zone

In plain English this is what the Excel VLOOKUP function says:

Look down the Leftmost column within the data we have specified until you find the name
"David Beckham".

Now you've located "David Beckham", move along the row until you get to the second column
and return the value that is in that cell.

Excel HLOOKUP Function

The HLOOKUP function works exactly the same way as the VLOOKUP function but turned
clockwise 90 degrees.

HLOOKUP reads across the first or uppermost row of data searching for the column that
contains the value you have specified.

When it finds the specified value it then moves down the rows and returns the value from the
row number that you specified.

Let's look at an example of the Excel HLOOKUP function as this will make it clearer.

A | E | C | D
1 |[Name dim Tam M atthew
2 |Age 36 21 11
3 |Occupation  Pharmacist Lawyer | Student
4 |Marital Status harried Divarced | Single
2 . . . Cisco Systems
:&g.g—;gw Building skills for success
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In this simple table we have the field names in the first four rows and each record is kept in a
single column.

We would like to type in a client's name and have returned that client's occupation.

The syntax for the HLOOKUP function is
=HLOOKUP(Lookup_value,Table_array,Row_index_num Range_lookup)

where

Lookup_value is the value you are looking for in the first row of your array

Table_array is the range of cells you are searching

Row_index_num is the rows number from which the value should be returned

Range_lookup is an optional argument. Use FALSE to ensure you find an exact match or TRUE
to find the nearest value. If omitted then TRUE is the default value)

In cells A7 and B7 we are going to enter the headings Name and Occupation.
Cell A8 is where we will type in our clients name.

In cell B8 we enter the formula =HLOOKUP(A8,$A$1:$D$4,3,FALSE)

B [ =| =HLOOKUP(AZ $A51:5054 3 FALSE)
A | B | ¢ | D | E
Name Jim Tarn M atth ew
Age 36 21 1
Occupation  Pharmacist |Lawyer | Student
Marital Status Married Divorced | Single

(== et I N S

Name Occupation
hlatthens IStudent _l

We typed "Matthew" in cell A8 and so we have the value "Student" returned.

The Excel HLOOKUP function in this example has taken the value from cell A8, looked for it in
the top row of the range of cells $A$1:$D$4 then, when it has found it, has gone down to the
third row in our range of cells and returned to us the value that is in that cell.
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INDEX Function

The Excel Index function is used in a similar way to how you would use a grid reference on a
map.

Given the row number and the column number you know exactly which cell you are looking at
or referencing. The grid structure of Excel naturally makes the Index function quite intuitive.

The syntax of the Excel Index function can take two forms. These are either:

=INDEX(Array,Row_num,Column_num)
where
Array is the range of cells that you are working with
Row_num indicates the row you wish to use in your reference, and
Column_num indicates the column you wish to use in your reference
or

=INDEX(Reference,Row_num,Column_num,Area_num)

where
Reference is a reference to one or more cell ranges,
Row_num indicates the row you wish to use in your reference,
Column_num indicates the column you wish to use in your reference, and

Area_num indicates which area within Reference that you wish to use

To clear up any confusion, use the first form of the formula if the range of cells you are
working with are contained within one single block, and use the second form when the cells
you are working with are split into several individual blocks.

We are going to use the first form of the Index function in our example.

In our example below we have named the range of cells B2:F11 "IndexData".
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A

1

2 Row 1/Column 1 Column 2 Column 3 Column 4 | Column 5
3 Row 2 125 116 150 141
4 Row 3 107 139 113 140
5 Row 4 1149 145 146 127
B Row 4 128 127 115
7 Row b 111 150 101 100
g Row 7 139 101 104 104
=) Row 8 135 101 100 115
10 Row 9 113 149 126 137
11 Row 10 101 144 134 122
12

13

14 Rove Mumber 5

15 Colurmn Mumber 4

16 Result =INDEX(IndexData, $CH14 FCH1E)

In cells C14 and C15 we have placed the references for the row and column numbers
respectively.

Cell C16 contains the formula =INDEX(IndexData,$C$14,$C$15) wish is effectively saying,

"Within the array named IndexData, bring back the cell contents that are situated at the
intersection of row 5 and column 4"

In this case the resulting value is 139 which we have highlighted within the array.

Excel MATCH Function

Excel MATCH is a simple little function that returns the relative position of the cell within an
array rather than returning the actual value contained within the cell.

The syntax or structure for the Excel MATCH function is:
=MATCH(Lookup_value,Lookup_array,Match_type)

where

Lookup_value is the value you are looking up and wish to match within the array,

Lookup_array is the range of cells in which you are looking for the match, and

Match-type is either -1, 0, or 1

-1 will find the smallest value that is equal to or greater than the lookup value. The array must
have been sorted in descending order

0 will find the exact match. The array does not need to be sorted in any order.

Cisco SysTems

Y. Building skills for success




Lesson 24 — More Functions 203

1 will find the largest value that is equal to or less than the lookup value. The array must have
been sorted in ascending order.

In the example below we have the months January through to May in an array which we have
named "Months".

January  February [March April hday
Lookup Value April
Result 4
Formula =MATCHICA Manths 0)

We want to find out where "April" is positioned within the "Months" array so we enter "April as
the lookup value.

After entering our lookup value we type in the formula:
=MATCH(C4,Months,0)

We have used the Match type 0 because we wanted an exact match, and the value returned to
us is 4.

This represents that April is the fourth value along in the array.

Knowing the position of a particular cell comes in useful when you combine it with other Excel
functions.

For example you can combine the MATCH function with the INDEX function to perform lookups
without having the limitations that are present when using VLOOKUP.

Excel OFFSET Function

We use Excel's OFFSET function to return a reference to a cell or range of cells that is a specific
number of columns and rows from a specific starting point.

Imagine you have an old crinkled up piece of parchment...a Pirate map, complete with
instructions on how to find the buried treasure.

As with all good pirate maps you always start "on the spot marked with an X."
The instructions tell you to take three steps forward and one step sideways, to the right.

Now start digging, you scurvy landlubbers!
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lﬂ}s—i Buried Treasure

X

Buried Treasure =0OFFSET(E1Z -4 2)

This is exactly how Excel's Offset function works. You start at a particular cell, then move a
specific number of rows up or down, then move a specific number of columns left or right.

You will notice in the formula from the example above that the number of rows is a negative 4.
This is because, although it appears to us that we are moving upwards, as far as Excel is
concerned, we are moving from row 12 to row 8, i.e. backwards.

For columns if you are referencing a column to the left of your starting point, that would be
negative as well. In our case our column is to the right of our starting point and so is positive.

Let's look at the syntax of the Offset function and a quick and simple example.
The syntax is as follows:

=OFFSET(Reference,Rows,Cols,Height,Width)
where
Reference is the place from which you wish to start (your X marks the spot)
Rows is the number of rows you wish to move either up or down, and
Cols is the number of columns you wish to move either left or right.

The following two arguments are optional and are used when the resulting reference is greater
than one cell.

Height is the number of rows high you want the result to be, and
Width is the numbe of columns wide you want the result to be.

Some of you may be saying to yourselves, why should we go to all that trouble when we can
just link directly to the specific cell.

That is a great question...and we're going to show you an equally great answer.

Why Excel has included the Offset function and where it comes in handy is where you know the
position of the cell in relation to another one, but you don't know the exact cell address.

Let's work through an example to make this crystal clear.

Cisco SysTems

;@: A e Building skills for success

|I'l$ﬁllll¢~ NETWORKING

ACADEMY




Lesson 24 — More Functions 205

We are going to perform a reconciliation of data on two lists which we have extracted from
different sources and placed in an Excel worksheet next to each other. We have sorted both
lists in ascending order to make our tasks easier.

After placing these lists next to each other we have inserted an extra column and used Excel's
EXACT function to test if the values in each set of data are indeed the same.

A | E Ic| D g F G
1 |HMatural Code Total Year Matural Code Total Year
2 (42020 Room Rent Ext 1215.87 TRELE 42020 Room Rent Ext 121687
3 (42110 Room Rents Internal B4\~ B9 TRLE 42110 Room Rents Internal G444 59
4 |43200 Ups Provided 204045086 TRELE 43200 Ups Provided 20405086
5 (45000 Other Inc 11665.44 TELIE 45000 Cther Inc 11663, 44
B (46000 Minibreak 2B5RY 37 TRELE 46000 Minibrealk 2hokY. 37
7 [4R200 Int Lead Gen rey =355 TRUE 45200 Int Lead Gen rev [ et
8 51930 Heating Ol 240 TRLE 51930 Heating Qil 240
9 52310 Staff Uniforms g2.94 FALSE 53020 Zal Gr 3206548
10 |53020 Sal Gr BE206.45 FALSE 53030 Mational Insurances | 10196.81
11 |53030 Mational Insurances 10196.51 FALSE 53040 Bonuses 2101
12 153040 Bonuses 2101 FALSE 53050 Pensions 2515.84
13 |53050 Pensions 251584 FALSE 53060 BUPA Life Ass a7.0a
14 |53060 BUPA, Life Ass a7.08 FALSE 53100 Commissions 127592.4
15 153100 Commissions 12792 4 FALSE 53200 Staff Recruitment 24R35 .51
16 |53200 Staff Recruitment 24636.581 FALSE
17

As you can see, when we get to 52310 Staff Uniforms on the left hand side list we discover
that it is not present on the other side. This is one item that is causing the difference.

To enable us to continue checking we insert cells in the right hand list where the missing entry
should be and move all the other entries down one cell.

D10 | =| =EXACT(B10,G11)

A . B icl D g F <
1 |Matural Code L\\?sutal Year Natural Code Total Year
2 (42020 Room Rent Ext 1215.87 TRELE 42020 Room Rent Ext 121587
3 (42110 Foom Rents Internal E444 59 TRUE 42110 Room Rents Internal G444 55
4 (43200 Ups Provided 20405086 TRLE 43200 Ups Provided 20405086
5 (45000 Other Inc 11668.44 TRLE 45000 Cther Inc 1166344
B (46000 Minibreak 2656937 TRLE AB000 Minibreak 2656E9.37
7 (46200 Int Lead Gen rev 5] ettt TRELE 46200 Int Lead Gen rew BEESS
8 51930 Heating Oil 240 TRLE 51930 Heating Oil 240
9 (52310 Staff Uniforms g2.94 FALSE
10 153020 Sal Gr BE206.45 FALSE 53020 Sal Gr 320643
11 |53030 Mational Insurances 10196.581 FALSE 53030 Mational Insurances 1019631
12 |53040 Bonuses 21 FALSE 53040 Bonuges 21
13 |53050 Pensions 251684 FALSE 530580 Pensions 2515.84
14 53060 BUPA, Life Ass g7.08 FALSE 53060 BUPA Life Ass a7.03
15 153100 Commissions 12792.4 FALSE 53100 Commissions 12792.4
16 163200 Staff Recruitment 24636.51 FALSE 53200 Staff Recruitment 24636.51
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We've now moved the entries on the right hand side down one cell and although we can see
that they match, Excel is telling us that they don't. What's going on?

Take a look at the formula bar and you will see what the problem is. The formula bar is
displaying the formula for cell D10 and clearly it is no longer looking at row 10 for both lists.

Because we shifted the cells down on the right hand list, the formula is now looking at row 10
on the left hand list but looking at row 11 on the right hand list.

We need to ensure that when we find discrepancies between the lists and we add rows, the
formula will always look at both sides on the same row.

Changing the Excel formula to use the Offset function will accomplish what we want.

We change the formula in cell D2 to =EXACT(OFFSET(D2,0,-2),0FFSET(D2,0,3)) and then copy
this down to all the relevant cells in column D.

Now, whenever we insert cells and move the others down the Exact function will always
compare the cell two columns to it's left with the one 3 columns to its right.

010 j =| =EXACT(OFFSET(D10 0 -2 OFFSETDI0 030

A | E Icl D g F 5
1 |Natural Code Total Year Natural Code Total Year
2 42020 Room Rent Ext 121587 TRLUE 42020 Room Rent Ext 1215.87
3 (42110 Room Rents Internal G444 59 TRELUE 42110 Room Rents Internal E444 59
4 (43200 Ups Provided 20405086 TRLUE 43200 Ups Provided 20405086
5 (45000 Other Inc 11663, 44 TRLUE 45000 Other Inc 11668.44
B (46000 Minibreak 2656937 TRLUE 45000 Minibreak 2656937
746200 Int Lead Gen rev BRE5S TRUE 46200 Int Lead Gen rev 5] ettt
8 |51930 Heating Oil 240 TRLUE 51930 Heating Qil 240
9 52310 Staff Uniforms g2.94 FALSE
10 |53020 Sal Gr B5206.43 TRLUE 53020 Sal Gr BE206.45
11 153030 Mational Insurances 10196.81 TRELUE 53030 Mational Insurances 10196.581
12 153040 Bonuges 2101 TRLUE 53040 Bonuges 21
13 |53050 Pensions 2515.84 TRLUE 53050 Pensions 251684
14 |53060 BUPA, Life Ass g7.0a TRLUE 53060 BUPA Life Ass g7.08
15 |53100 Commissions 127924 TRUE 23100 Commissions 12792.4
16 |53200 Staff Recruitment 24636.51 TRLUE 53200 Staff Recruitment 24636.51
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Conditional
Formatting

What is Conditional Formatting?

Conditional formatting allows you to set rules for cell
formatting. If the rules (conditions) are met, then the
formatting is applied. You can have up to 3 rules in a cell.

For example, you can set conditional formatting so that a
cell turns blue if it contains a value higher than 75 and turns
green if it contains a value lower than 50.

A | B |
Date Value

5/5/2002 |G

B/B/2002 G0

57/2002 NEE

Apply Conditional Formatting to a Cell

L RS —

1. Select the cells to be formatted
2. Choose Format>Conditional Formatting...

A | B |
1 Date Value
2 | A/5/2002 76
J | 5/6/2002 Y 60
4 | 5772002 49

3. Leave the first drop-down box set to Cell Value Is

4. In the second drop-down box, choose one of the
operators. In this example, choose 'greater than'

5. In the text box, type a number or a cell reference. In this
example, type the value you want to check -- 75.

LESSON

+ + + +
In This Lesson:

What is Conditional
Formatting?

Conditional Formatting —
Based on Another Cell

Conditional Formatting -
Examples
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Conditional Formatting 2 x

ondition 1

ICEII Value Is j Igreater than j |75l T EY
Preview of format to use Mo Format Set Farmat |
when condition is true: =

Add == | Delete... | QK I Cancel |

6. Click the Format button

7. On the Patterns tab, select a colour for the conditional formatting -- blue, in this example.
You can also choose a Font format or a cell Border.

8. Click OK.

Format Cells

Cell shading
Color:

| Mo Color |

EEEEEEEN
EEEEEEER
EDDEEEENE
EOCOECDEYO
ODOoOoooooO

9. To add another conditional format, click the Add button.
10. Repeat steps 3 to 8, using the values and colours for the second conditional format.
11. Click OK, to return to the worksheet.

Conditional Formatting 2

—Condition 1

ICEII Value Is j Igreater than j |?5

when condition is true: Format...
—Condition 2

Wﬂﬁﬁj Iless than j |5|:|
mTonRnes | AaBbCovyzz
when condition is true: Format...

Add == | Delete... | | (8]4 [_:I Cancel |

L.
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Conditional Formatting - Based on Another Cell
Apply Conditional Formatting to a Row

You can apply conditional formatting that checks the value in one cell, and applies formatting
to other cells, based on that value. For example, you could color the entire row in a table, if
the values in column B are over a set value.

A | Bl C | D]
Date | Units Cost Total
5/5/2003 71 29 20589

BITI2003 41 7T 3157

H-P-LQM|—L

1. Select the cells to be formatted (A2:D4 in this example)
2. Choose Format | Conditional Formatting...

3. From the first drop-down list, choose Formula Is
4. In the text box, enter a formula that refers to the active cell in the selection.

In this example, the formula is: =$B2>75

Use an absolute reference to column B ($B), to ensure that the conditional formatting in all
columns refers to the value in column B. Otherwise, the formula will be adjusted in each
column, and won't work properly.

Conditional Formatting 2 x|

ondition 1

Ve < | [=52-75 =

LmmserEESE | meBRCovyZz |

when condition is true: Earmat...
@l Add == | Delete... | ITI Cancel |

5. Click the Format button.
6. Select the formatting options, click OK
7. Click OK

Conditional Formatting - Examples
Hide Errors

You can use conditional formatting to check for errors, and change the font color to match the
cell color. In this example, if column B contains a zero, the #DIV/0! error is displayed in
column C.
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AlB|] ¢ | b | E [ F |

1 |Days Units__ Dail
2| 1 ™ il Bl Conditional Formatting

3 0 0f #DnO "
— ondition 1
=1 4 58 15 ’_(IFDrmula s = | |=ISERROR(C2)
5 g9 29 3l —
1. Select cells C2:C5
2. Choose Format | Conditional Formatting
3. From the first dropdown, choose Formula Is
4. For the formula, enter a formula that refers to the active cell in the selection:

=ISERROR(C2)
or, to hide only #N/A errors: =ISNA(C2)

Click the Format button.
Select a font color to match the cell color.
Click OK, click OK

Now

Hide Duplicate Values

In a table, each row should have all data entered, to enable sorting and filtering. However, you
can hide the duplicate values, to make the list easier to read. In this example, when the table
is sorted by Region, the second (and subsequent) occurrences of each region name will have
white font color.

A | B |
1 | Region Name
[ 2 | Ontario fAnn
3 Ben
_4 | Quebec |Cam
5 Dan
— | ]
1. Select range A2:A5
2. Choose Format | Conditional Formatting
3. From the first dropdown, choose Formula Is
4. For the formula, enter =A2=A1
5. Click the Format button.
6. Select a font color to match the cell color.
7. Click OK, click OK
A | B |
1 | Region Name
2 | Ontaric Ann
3 Ben
4 | Quebec Cam
5| Dan
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Highlight Duplicates in Column
Use conditional formatting to highlight duplicate entries in a column:

Select range A2:A11

Choose Format | Conditional Formatting

From the first dropdown, choose Formula Is

For the formula, enter =COUNTIF($A$2:$A$11,A2)>1
Click the Format button.

Select a font color for highlighting.

Click OK, click OK

NounswNE

Al B | C | D | E |
Code
3 | Conditional Formatting

ondition 1

Wﬂ | =COUNTIF(¢a¢2:6A511,A2)>1

Preview of format to use Aal
when condition is true:

@I Add =>

o T = TR - - T TP I -

Highlight Items in a List
Use conditional formatting to highlight items that are in a list on the worksheet.:

Create a list of items you want to highlight.

Select range A2:A7

Choose Format | Conditional Formatting

From the first dropdown, choose Formula Is

For the formula, enter =COUNTIF($C$2:$C$4,A2)
or, if the list is named, use the name in the formula:
=COUNTIF(Codelist,A2)

apPpwnNn =

Click the Format button.
Select a font color for highlighting.
Click OK, click OK
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Lesson 25 — Conditional Formatting

Highlight Lottery Numbers

You can highlight the ticket numbers that have been drawn in a lottery. In this example the
ticket numbers are in cells B2:G4, and the drawn numbers are entered in cells B6:G6

Select cells B2:G4

Choose Format | Conditional Formatting
From the first dropdown, choose Formula Is
For the formula, use the CountIf function:
=COUNTIF($B%$6:$G$6,B2)
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Click the Format button.
Select formatting options (green pattern, in this example), click OK
Click OK

Nowu

A |B|C|D|E|F]| G|
No1 No2 Mol | Mod NoS Nob

Ticket! 2 15 26 27 36 48
Ticket2 1 12 13 15 24 34
Ticket3 3 5 20 28 37 40
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Drawn 3 15 25 26 47 49

Highlight Upcoming Expiry Dates

You can highlight payments that are due in the next thirty days. In this example, Due dates
are entered in cells A2:A4.

Select cells A2:A4

Choose Format | Conditional Formatting

From the first dropdown, choose Formula Is

For the formula, use the Today function count the days:
=AND(A2-TODAY()>=0,A2-TODAY()<=30)
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Click the Format button.
Select formatting options (Bold, Blue font, in this example), click OK
Click OK

Nowu

A [ B |
Date Days
21-Dec-02 -1
22 Dec-02 0
23-Dec-02 1

RS

Hide Cell Contents When Printing
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Lesson 25 — Conditional Formatting
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You can use conditional formatting to hide cells when printing. In this example, the contents of

cells B2:F4 are changed to white font, if cell H1 contains an x.

To print with the cell contents hidden, type an x in cell H1. To display the cell contents, delete

the x in cell H1.

1. Select cells B2:F4
2. Choose Format | Conditional Formatting
3. From the first dropdown, choose Formula Is
4. For the formula, enter =$H$1="x"
5. Click the Format button.
6. Select formatting options (white font, in this example)
7. Click OK, click OK
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