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How to Use This Book

Who Needs This Book

This book is for the reader who has never used this
particular technology or software application. It is also for
readers who want to expand their knowledge.

The Conventions in This Book

Steps

This book uses a step-by-step format to guide you easily
through each task. Numbered steps are actions you must
do; bulleted steps clarify a point, step, or optional feature;
and indented steps give you the result.

Notes

Notes give additional information — special conditions
that may occur during an operation, a situation that you
want to avoid, or a cross reference to a related area of
the book.

lcons and Buttons
Icons and buttons show you exactly what you need to
click to perform a step.

Tip and Warning Icons

Tips offer additional information, including tips, hints, and
tricks. You can use the tip information to go beyond what
you have learned in the steps. Warmnings tell you about
solutions to common problems and general pitfalls to
avoid.

Bold
Bold type shows command names, options, and text or
numbers you must type.

[talics
Italic type introduces and defines a new term.
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WORKING WITH EXCEL

You use Microsoft Excel to create spreadsheets, which are
documents that enable you to manipulate numbers and
formulas to quickly create powerful mathematical, financial,
and statistical models. In this chapter; you learn about Excel
and you find out the kinds of tasks you can perform with
Excel.You also learn how to start the program and you take
a tour of the program’s major features. This chapter also
shows you how to work with the Excel Ribbon, how to
customise the Ribbon and the Quick Access Toolbar, how to
work with smart tags, and how to customise the view and
other aspects of the program.




GETTING TO KNOW EXCEL
-

Working with Excel involves two basic tasks: building a spreadsheet and then manipulating
the data on the spreadsheet. Building a spreadsheet involves adding data, formulas, and
functions. Manipulating data involves calculating totals, working with series, creating tables for
your data, and visualising data in charts.

This section gives you an overview of these tasks. You learn about each task in greater detalil
as you work through the book.

. .

Build a Spreadsheet

Add Data -

You can insert text, numbers, and other characters into any cell in the |, Loan Data

spreadsheet. Click the cell that you want to work with and then type ~ |?  AmnualinterestRate  6,00%
) o 3 Amortization (in years) 15

your data in the Formula bar. This is the large text box above the 4 Loan Princlpal $500,000

column letters. Your typing appears in the cell that you selected. :

When you are done, press [ZiZ3. To edit existing cell data, click the

cell and then edit the text in the Formula bar.

Add a Formula

A formula is a collection of numbers, cell addresses, and mathematical
operators that performs a calculation. In Excel, you enter a formula in
a cell by typing an equals sign (=) and then the formula text. For
example, the formula =B 1-B2 subtracts the value in cell B2 from the
value in cell BI.

Add a Function

+ Product Defects Database

|
|
. . . 2 units | % Delestive |
A function is a predefined formula that performs a specific task. For o P e [ 4 [ 0 o
example, the AVERAGE function calculates the average of a list of e
. ] t Durbin 9 %7 L%
numbers and the PMT function calculates a loan or mortgage ol o s i

payment. You can use functions on their own, preceded by =, or as
part of a larger formula. Click Insert Function ([#) to see a list of
the available functions.
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Manipulate Data

Calculate Totals Quickly
If you just need a quick sum of a list of numbers, click a cell below the numbers and then

click the Sum button ([Z), which is available in the Home tab of Excel's Ribbon. You can
also select the cells that you want to sum and their total appears in the status bar.

Fill a Series

Excel enables you to save time by completing a series of values automatically.
For example, if you need to enter the numbers | to 100 in consecutive cells,
you can enter just the first few numbers, select the cells, and then click and drag
the lower right corner to fill in the rest of the numbers. Most programs also fill
in dates and the names of week days and months.

Manage Tables e o
The row-and-column format of a spreadsheet makes the program | “fmimes &
suitable for simple databases called tables. Each column becomes oot
a field in the table and each row is a record. You can sort the

records, filter the records to show only certain values, and add
subtotals.

Add a Chart

A chart is a graphic representation of spreadsheet data. As
the data in the spreadsheet changes, the chart also changes
to reflect the new numbers. Excel offers a wide variety of
charts, including bar charts, line charts, and pie charts.

i
i

£
i
{
i

Jaruary Februsy March
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START EXCEL

Before you can perform tasks such as adding data and building formulas, you must first start
Excel. This brings the Excel window onto the Windows desktop and you can then begin
using the program. This task and the rest of the book assume that you have already installed
Excel 2010 on your computer.

When you have finished your work with Excel, you should shut down the program. This
reduces clutter on the desktop and in the taskbar, and it also conserves memory and other
system resources.

\. J

() Click Start.
The Start menu appears.

e Click All Programes.

The App Programs menu appears.

e Click Microsoft Office.

G CHAPTER 1 WORKING WITH EXCEL D



The Microsoft Office menu
appears.

e Click Microsoft Excel 2010.

The Microsoft Excel window
appears on the desktop.

[T TR T

L L I I R

Note: When you are finished with Excel, gl s P o | Whau
close the program by clicking the File tab and BSOS Sl S e ot
then clicking Exit. s

ya

&71 After you have used Excel a
few times, it should appear on
the main Start menu in the list
of your most-used programs
and you can click that icon
to start the program.You can
force the Excel icon onto
the Start menu by following
Steps | to 3, right-clicking the
Microsoft Excel 2010 icon and
clicking Pin to Start Menu. If
you are using Windows 7, you
can click Pin to Taskbar to
add the Excel icon to the
taskbar.
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TOUR THE EXCEL WINDOW

~\
To get up to speed quickly with Excel, it helps to understand the various elements of the
Excel window. These include standard window elements such as the title bar and status bar,
as well as Office-specific elements such as the Ribbon and the File tab.
. J
O Tie Bor e G=
The title bar displays the name of the S & sl | g+ e . O g
me L, RIU-Ze A EEEREE . i o vy b ‘:!m F
current workbook. = - e s o e e | ey

Quick Access Toolbar

This area gives you one-click access to
a few often-used features. To learn
how to customise this toolbar, see
“Customise the Quick Access
Toolbar.”

@ Excel Window Controls

You use these controls to minimise,
maximise, restore and close Excel’s
application window.

@ Workbook Window
Controls

You use these controls to minimise,
maximise, restore, and close the
current workbook window.

© File Tab

Click this tab to access file-related
commands, such as Save and Open.

W : 5 akh = vE |
fete | 73 | Mo T e T |

(@ Ribbon

This area gives you access to all of Excel's commands,
options and features. To learn how to use this element,
see “Work with Excel's Ribbon.”

@ Worksheet

This area displays the current worksheet and it is where
you will do most of your Excel work.

@ Status Bar

This area displays messages about Excel's current status,
the results of certain operations and other information.
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WORK WITH EXCEL'S RIBBON

~\
You use Excel's Ribbon element to access all of the program’s features and commands. The
Ribbon is the horizontal strip that runs across the top of the Excel window, just below the
title bar. The Ribbon is organised into various tabs, such as File, Home and Insert, and each
tab contains related controls, which usually include buttons, lists, and check boxes. There is
no menu bar in Excel, so you do not use pull-down menus to access commands.
\. y,
Click the tab that contains the mﬂ'ﬂl.».ww R T oH
o B D i - . o e . T contmunsi bommitting +  Jinind =
E>l<ce| feature you want to work ;;3;; SRR ot i 7H TR e s 3 fﬂ
Wl.th ------ = - =3 e o szt tamter gl [ Tt =
J A S l—c o=l t 1 b % T T e A~
3
s
.
T
s
i
..ié_.f_-l TS T T L B e ;"_‘
Excel displays the controls in F-""'.L';'.M R —" ‘f;:g
the tab. Wes U s 0R= @3 B oot o 3o St
—— ' 2 b ™ e e P gty |
@ Each tab is organised into —— ——— @;
groups of related controls, and o —
the group names appear here. -=:m-
- Aa ihn l
In many groups you can click :mﬁf‘_ =
the dialog box launcher button ) [
(&) to see group settings. @-Dﬂ
G Besmse bis e -
R Tave St e, e Sl

Click the control for the feature.

e If the control displays a list of
options, click the option you
want.

Excel runs the command or sets
the option.
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CUSTOMISE THE QUICK ACCESS TOOLBAR

You can make Excel easier to use by customising the Quick Access Toolbar to include the
Excel commands you use most often. You run Quick Access Toolbar buttons with a single
click, so adding your favourite commands saves time. By default, the Quick Access Toolbar
contains three buttons, Save, Undo and Redo, but you can add any of Excel's hundreds of
commands.

Since there is only so much room for the Quick Access Toolbar in Excel's menu bar,
consider moving the Quick Access Toolbar below the Ribbon to gain more space for your
custom commands.

L J

() Cdlick the Customize Quick

=
[ 4
3
&

H

i
i
i
> 1l
e
L]

i

Access Toolbar button (7). i - W (i B TR B oy gy
bt g B[] LE B 3 3 S e ) e T Wit | i e Sl
@ If you see the command you ==Ly = B : 5
. . . | <"A '::" | = 2 G H ' i K L M‘#
want, click it and skip the rest C) m—
. . . f Erae
of the steps in this section. . s arinars
5 $2 Bracenang
(3 Do Becers Por
e Click More Commands. . ot
7
1
12
it ]
"
P’l- Fhewtl el et 6 31 2 - ;L’-'
[ Beote | =3 | LCI U 100 (=) L e |
The Excel Options dialog box fce Cpiors E 9 K =)
appeaI"S. i 3_] Customze the Queck Access Toclbar,
Fotmulss
. . entve i n@.ﬁﬂ”ﬁ o)
Excel automatically displays - s R ¢ e
. 2 Al Commands e .
the Quick Access Toolbar tab. o e e
Customize Bibbon Fie Talr ._@
e Click the Choose commands _— puas
from E. Truast Cre -mm k
|DataTan
Rl Tab
. View Tab
e Click the command category you el
want to use. Snatan ool Oesign b

| Smartdrt Tools | Format Tab | |
Chart Teols | Desgn Ta

Chart Teali | Lapoud Tab

| Chart Teols | Format Tab:

Drawing Tosis | Farmat Tab

Pictuse Tooks | Format Tab

- PeroiTable Tools | Options Tab.

Frettanie Toolt | Decign Tag. =
[ Header & Fooler Tooki | Design Tab |

) Show Quick Atest Tosibar bsou the Contomsmons: [LRpetv |

Tegontipud =
(o ) [comn ]

G CHAPTER 1 WORKING WITH EXCEL D



Click the command you want
to add.

Click Add.
G Excel adds the command.
To remove a command, click it.

Click Remove.

Click OK.

@ Excel adds a button for the
command to the Quick Access
Toolbar.

4

You can move the Quick Access
Toolbar below the Ribbon to
give it the full width of the
Excel window, so you can add
many more buttons. Click the
Customize Quick Access
Toolbar button ([-) and then
click Show Below the Ribbon.

[p— 1 L E Y T

sk ) Customize the Quick Access Toolbar,
Feamulas
£hoose commands from: Customize Quick Acoess Toolbar,
Froafing File Tab =] Far all dotuments [detuutty =]
Sove
E.mail 23 FOF &ttachment - [ swe
b IE Fmail 3 XPS Mtmiment 9 unde .
Agvanted Enabet Laiting ™ Reds 4—6 I
Encypt Document Hew...
Lot Buoe) Extel 977003 Workbook il
Quick Acckts Tosloat Fxcal Binary Workbook
Lacel Macre Enabled Wenkbeok
Ao =) Bl Services Options
Trust Center Exeel Workbook
o
|G Intpect Detument
Inervet Fax
5 Manage Cregentiah i =]
e_ s =
& Open
Open Reverd Fil..
CpenDetument Spresdsheet
2 options
& Prepare
Wiew Preview and Prink
Wem Pt
L Frist Preview
0 Propertie
|- -
B mwuwromumm
(]l e Bzl « Micrmon ucel =)
- Page Lipt e Dt Bedes Ve a=an
= - R O e R - T T R o R
8 o TR, u@le = 2 [ B }"hm-;-”lﬂ
N (WA B A |y e s - Elireamt= | <2~ pmars tam
dlall ik s pro— A e e cat Rty
Al &
] e T c D 3 G G H i ] 3 1 =
AN — |
2
3
L]
5
(]
7
L
L
10
i
u
L]
"
1= -
Mehm Theet]  Ths:  Poe) ) B4l = (Y1}
. _NErd T T N
e

You can add a button directly
from the Ribbon. Click the
Ribbon tab that contains the
command, right-click the
command, and then click Add
to Quick Access Toolbar.
Excel inserts a button for the
command on the Quick Access
Toolbar.
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CUSTOMISE THE RIBBON

~\
You can improve your Excel productivity by customising the Ribbon with extra commands
that you use frequently. The default Ribbon contains eight tabs and each of those tabs
contains dozens of commands in the form of buttons, galleries, lists, and other controls.
However, Excel has many other commands available and you may wish to add one or more
of these other commands if you use any of them frequently.
To add a new command to the Ribbon, you must first create a new tab or a new group
within an existing tab and then add the command to the new tab or group.
\. J
Display the Customize Ribbon  [E& e . YT |
T D5, o oo | Gl [ B 2ot 204y
Gb r"." s ® ::'ﬂ:::— 4—‘@.1 ::..n.l..v ;;..... i Sk Stk
o Right-click any part of the Ribbon. —— —————
. A L} € - 14 F G H i i L3 L M‘#
e Click Customize the Ribbon. i
:
;
‘9_0
o
L_mm_zun_m_a Bl Y ? .'E'
Sty | 23| =75 ]

Add a New Tab or Group

The Excel Options dialog box o Opiee ]

appears. el &) cutomie the Kbbon.
Ehesde commandi e Custemize the Rigben:
. ) i . Foputar Commands [+ Hsin Tabs =
@ Excel automatically displays e T — s
) . Language | netmers ar 1Home -
the Customize Ribbon tab. Lioms UL |§ e Aommn o
vl 9@ ¢ ol
Symbok ¥ Number
. Quick Aeess Toulby AOODL! *9 M —y I Syt
o Click the tab you want to o l}i Nosesaaswse il =
cdl|*TrmFS T aqwr)
customise. T Lol vanosni s wasd(fammr G
; o @I LW soNODE | :jmmﬂ"
o F e 35 8
. COECmE- & 7] Review
You can also click New Tab « Jeousgasuuany oo =]
a v RO = R El Devstoper
to create a custom tab. s tiasonasdvgy o agnansea
3 X
. Bl
Click New Group. £
ﬁ Incert Fumdtion..
L
G Excel adds the group. g e
Click Rename.

Type a name for the group.

Click OK.
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Add a Command B _ W . W B
. gy ﬂ Customize the Ribbon.
ﬂ Click the Choose commands Farman I e
Provfing Commandi tet in the Fsbon nlabs =]
from [-. 8 o G
e m_d—%
) Advanced Masras :mm
e Click the command category you e |::;: Lo
e ain Tabs 2
want to use. ot - s
i L ‘m -
. Trust Center | [ ee—. A :twltmlaw 4_@
6 Click the command you want gww‘“““‘ ﬂ -
ey 5 pp il :
to add E it =
e B (2 Eibemiepn
N = 1 [ Adddng
e Click the custom group or tab you A%"‘:"h"‘:‘:‘“ & G saapeuns imor
want to use. 6 A ot sivescerton
lAe Label Feam Contich
. |L§ ﬁmmu
@ Cdick Add. B camare e
¥ Lighting
Line Satot i [1mgonEspert = |
@ Excel adds the command. M[ pors]
To remove a custom F}“""" — —
command, click it and then P Tt == =S~
: R R0 i - Rl - el ol -0 & RE
click Remove. g BB RA pe A e B ot
O dixo s — S cE
||Ck K __’_I i s c o E G 3 [ i ] x i 5
' T |
2
a
G Excel adds the new group and :
command to the Ribbon. E
]
1
11
iz
13
14
15
# s | shewtl P Daw) . &) Hal 5 L
| My | 23 | Sucaan e - W

7

% Excel tool tabs appear only
when you select an Excel
object.You can add custom
groups and commands to
any tool tab. Right-click
any part of the Ribbon, click
Customize the Ribbon. Click
the Customize the Ribbon [~
and then click Tool Tabs. Click
the tab you want and then
follow the steps in this section
to customise it.

7

Right-click any part of the
Ribbon and then click
Customize the Ribbon.To
restore a tab, click it, click
Restore Defaults, and then
click Restore only selected
Ribbon tab.To remove all
customisations, click Restore
Defaults and then click
Restore all Ribbon tabs and
Quick Access Toolbar
customizations.
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WORK WITH SMART TAGS

~\
You can make your Excel work faster and easier by taking advantage of smart tags. A smart
tag is a special icon that appears when you perform certain Excel tasks, such as pasting data
and using the AutofFill feature. Clicking the smart tag displays a list of options that enable you
to control or modify the task you just performed. Some smart tags appear automatically in
response to certain conditions. For example, if Excel detects an inconsistent formula, it
displays a smart tag to let you know.

\. J
o Perform an action that displays a T —— ] T T i I
. dBudger2010! .—>- Budge] 2010

smart tag, such as copying and L%! e & -
pasting a cell. ’i @
() The smart tag appears. )
e ==
: | o TS o o T [ SV T e e e i T L
e Click the smart tag. T ==
] B v
The smart tag displays a list of % %—*—f‘p o
its options. A s
| CEL e
5l e
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o Click the option you want to ' e — iy o - _—
23DudRet 2010; Budge{2010
apply. n e
i [ %
E: g 'ﬂﬁi T
e koM
e DEFE
e e ]
G Excel applies the option to the ﬁa‘:,a‘":iaia" e o ﬁ o i i e i
£ &t H udget
task you performed in Step 1. _" CT
St e
@ To turn on extra smart tags, click e - !
. . [ ActeComect | AutsFomat as fouTipe | SmartTegs | :
File, Options, Proofing, mmwmw&w |
AutoCorrect Options. T
B Click the Smart Tags tab. ‘
(@ Click the Label data with
smart tags check box mi?m ‘
(] changes to ¥1). e
8 £ ot ) [ome |

6 Click the check box beside each
smart tag in the Recognizers list
(21 changes to [¥]).

@ The Date smart tag recognises
a worksheet date and offers
options such as scheduling a
meeting on that date.

@ cikok
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CHANGE THE VIEW

~\
You can adjust the Excel window to suit what you are currently working on by changing the
view to match your current task. Excel offers three views: Page Layout displays worksheets as
they would appear if you printed them out; Page Break Preview displays the page breaks as
blue lines; and Normal is useful for building and editing worksheets.
\. J
Switch to Page Layout View T —— w'-ﬁ;"::ﬂ > T |
. . Boew Eemase Q [ [l QWSO L O BB om
o Click the View tab. O - N el b
-3 = SRR s Dks. -
€) Click Page Layout. T e e s
H
You can also click the Page I —
Layout button (1@). & s
Excel switches to Page Layout ] -
view. '
&l sien  gmn mesm mmn -
0

Switch to Page Break Preview B e
o Click the View tab. B g 28

e Click Page Break Preview.

F
i

You can also click the Page
Break Preview button ([=).

o m e

] 1 THELE 7Y S TY (760000 (96.YMLTY

n H 2R TY) (AITAGE (AR  (FNETI NN

) 3y GREKT)  EIIT (I SIEEN G

0 “ 2T BeAMEn IR ADENE .

u 5 DIEEGTT A5 (LWL RN 3. (52667 1) 5
" L] e 5MM TN I [ . A BRANET) §
. T AT 5 682 17 T maamy IS S BT R LT ) &
m” . ety B8, TCT L8y PeRSIT) RN BN {510,106 o) £9
] ] BIESTT  (SEM0N (IS NN 1) s 4% } 2y
e ]| e Lan T Anahes | {nan ey dogivin " (asal] 4

Bmay | 7|
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e i i e e

S i —
The Welcome to Page Break g gy e g ce-un
. . ] ) T ... gomas [} (] SmEm B3 m om

Preview dialog box appears. L_lw TN | s | e o e WP [ et

e Excel switches to Page Break
Preview.

© dikok

Switch to Normal View
(@ Click the View tab.

€) Click Normal.

You can also click the
Normal button ([&).

Excel switches to Normal view.

% A page break shows where a

new page begins when you
print a worksheet. When you
switch to Page Break Preview,
Excel displays the page breaks
as blue lines. If a page break
occurs in a bad position — for
example, the page break
includes headings but not the
cells below the headings — you
can use your mouse & to click
and drag the page breaks to
new positions.

iEaEEETIE

HHEH

i

T
.

i1 i iR
o

ages

e

ﬂ Full Screen view is useful when

you want to see the maximum
amount of a worksheet on the
screen. Full Screen view
removes many of the Excel
window features, including the
File button, Ribbon, Quick
Access Toolbar, Formula bar,
and status bar.To return to the
Normal view, press @3 or click
the Restore Down button ([ ).
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CONFIGURE EXCEL OPTIONS

~\
You can customise Excel and set up the program to suit the way you work by configuring
the Excel options. You use these options to set your Excel preferences in a number of
program categories, including formulas, proofing, and saving.
To use these options, you must know how to display the Excel Options dialog box, which
contains controls such as check boxes, option buttons, and lists that enable you to configure
many aspects of Excel.
\. J
. . T T = T
@ Click the File tab. P e co-u8
B4 e Wk ez S g:f_"__”;;;_:“_-"' A A
bl IR A EET EE G- Y. | G emmus Bire—a-| - ,";‘nﬁ;"‘"ﬂ_
..‘.‘."‘.".; — ; = _— el e . — el =
Jﬁ ) < 0 £ ¥ [ n I i [ L =
H
4
5
&
£
L
i ]
10
1
12
3
14
15 -
(CRCERCIE - TS <77 o T = e — (Y31
| Beotw | =3 O B =) i i
) . R o= [T Tm—— T [ 1
e Click Options. B b i e i e e -@-sn
::M Information about Bookl B ]
. ; .
P [T — J—
Recent ::Il
Hew .'_ﬂ m:-‘:‘u“:’:hmmm:m :
o ""._:"' chumemmpn and mthor's eme
Lave & Send e

Versions
51 There arene guevicus veriens of Uhis fike.
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The Excel Options dialog box e — -
appears. e (B
. . B e
o Click a tab on the left side of the s prmisg = =
dialog box to choose the [ — @
configuration category you want - | = =
to work with. é e 2
@ The controls that appear on -l —
the right side of the dialog box
change according to the tab e = = )
you select. sk L IS ko
Excel offers pop-up ‘E-;.w | foetce
descriptions of some — but, il [ e
unfortunately, not all — of || e
the options. Pop-up help is et |
available for options that have e
a small “i" in a circle. Hover A Ml ]
the mouse & over the option
and Excel displays a pop-up é

description after a second
or two.

e Use the controls on the right side
of the dialog box to configure the
options you want to change.

@ dikok

Excel puts the new options into
effect.

J

lﬁ// |
L4 Right=click the Ribbon and

then click Customize Ribbon
to open the Excel Options
dialog box with the Customize
Ribbon tab displayed.You can
also open the Excel Options
dialog box by pressing 0+
and then pressing @0.
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ENTERING AND EDITING
EXCEL DATA

Are you ready to start using Excel to build a spreadsheet? To
create a spreadsheet in Excel, you must understand the
layout of an Excel worksheet as well as the types of data that
you can enter into a worksheet. You also must know how to
enter data — including text, numbers, dates, times, and
symbols — into the worksheet cells and how to edit that data
to fix typos, adjust information, and remove data you no
longer need.




LEARNING THE LAYOUT OF A WORKSHEET
-

~
In Excel, a spreadsheet file is called a workbook and each workbook consists of one or
more worksheets. These worksheets are where you do most of your work in Excel —
including entering your data and formulas — so you need to know the layout of a typical
worksheet.

. J
@ cell i r— re-od
., . . kS WeEe g G - Btsnsonifumaing . Febmen- T~

A cell is a box into which you enter s e 1o RN iRt (S g;gg‘

your spreadsheet data. T S SES— e —
El_A n"Tu'ianﬁ:'; :L'_:'
1

Column ; ‘

A column is a vertical line of cells. Each ‘ ""‘_G

column has a unique letter that $

identifies it. For example, the leftmost ?G :‘_6 e_,

column is A and the next column is B. )
15

G Row E ? =

A row is a horizontal line of cells. Each ot T——— = Ty Yem——)

row has a unique number that identifies
it. For example, the topmost row is |
and the next row is 2.

@ Cell Address

Each cell has an address, which is
determined by the letter and number
of the intersecting column and row.
For example, the cell at the intersection
of column C and row |0 has the
address C10.

@ Range

A range is a rectangular grouping of
two or more cells. The range address is
given by the address of the top left cell

and the address of the bottom right
cell. HI2:K I3 is an example of a range
of cells; it refers to all of the cells
selected between column H, cell 10
and column K, cell 13.

@ Worksheet Tab

The worksheet tab displays the
worksheet name. Most workbooks
contain multiple worksheets and you
use the tabs to navigate between the
worksheets.

@@ Mouse Pointer

Use the Excel mouse op to select cells.
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UNDERSTANDING THE TYPES
OF DATA YOU CAN USE
-

~
To build a spreadsheet in Excel, it helps to understand the three main types of data that you
can enter into a cell: text, numbers and dates and times.
. J
Text :
Text entries can include any combination of letters, 2 e o T e
: Bew Chartreuse 750 bottle
symbols, and numbers. You will mostly use text to S Beversges  CotedeBlaye 1275 l bottes
. L & Beverages Ipoh Coffee 16 - 500 g tins
describe the contents of your worksheets. This is very |7 severages  Lakkalicoor 500 mi
. . & Beverages Laughing Lumberjack Lager 24 - 13 oz bottles.
important because even a modest-sized spreadsheet 5 Beveroges  Outbacklager 24355 mi bottles
. . ) 10 Beverages Rhinbriu Klosterbier 24-0.5] bottles
11 Beverages Sasquatch Ale 24 - 12 oz bottles
can become a confusing jumble of numbers without b Tl LS
| | | | | 13 Condiments Aniseed Syrup 12 - 550 ml bottles
some kind of text guidelines to keep things straight. e o
15 Condi Genen Shouyu 24 - 250 ml bottles

Most text entries are usually labels such as Sales or
Territory that make a worksheet easier to read.
However, text entries can also be text/number combinations for items such as phone numbers and
account codes.

Numbers A [
1 |Loan Data
Numbers are the most common type of Excel data. The numbers 1 Aeuslinterestiate  600%
i ) ) - B Amortisation [in years) 15
you enter into a cell can be money values, weights, interest rates, = LowsPricipet. 600580

temperatures, or any other numerical quantity. In most cases you just

type the number that you want to appear in the cell. However, you can also precede a number with
a pound sign (£) or other currency symbol to indicate a monetary value or follow a number with a
percent sign (%) to indicate a percentage value.

Dates and Times

Date entries appear in spreadsheets that include dated data, such as =
invoices and sales. You can either type out the full date — such as 23 ngx Saan nman mman seam ;f
August 2010 — or use the forward slash (/) or hyphen (-) as a date

separator — such as 23/8/2010 or 23-8-2010. Note that the order in which you enter the date
values depends on your regional settings. For example, in the United Kingdom, the format is day/
month/year. For time values, you use a colon (i) as the separator, followed by either AM or PM,
such as 9:15 AM.
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ENTER TEXT INTO A CELL

~\
Your first step when building a spreadsheet is usually to enter the text data that defines the
spreadsheet’s labels or headings. This is particularly important if other people will be reading
or editing the spreadsheet, because the labels and headings help people make sense of the
data and help them understand the purpose of the spreadsheet.
Most labels appear in the cell to the right or above where the data will appear, while most
headings appear at the top of a column of data or to the left of a row of data.
\ S
(D) Click the cell in which you want e e g m”:,.""“:," —— o4
to enter the text. B L e R e | o | T M
Excel marks the current cell by ] e S —
surrounding it with a thick, black - :‘_@ |
border. = |
i
:
2
-’u’na O] oty Ghestd £ juEil = | D'
Foa 4| R om—s)
@ Start typing your text. e s c@-02
o = :- P r AL ;;;:‘f ‘ : :", (‘r;-, ‘r ;. :r Lﬁ
G Excel opens the cell for editing Mg BARE R e |aA B | Binee| 2 0
. Oeboird s - zuﬂk - . ‘M’:NPG B Humber Stybey Cemy ftmy =
and displays the text as you - T @T S ———
type. SR ,
Your typing also appears in the ; -
[}
Formula bar. z
2
Note: Rather than typing the text directly - L —— | m— mm— ) i

into the cell, you can also type the text into
the Formula bar.
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@ When your text entry is
complete, press EIE.

o If you do not want Excel to
move the selection, click Enter
(=) or press ED+ETD

instead.

Excel closes the cell for editing.

If you pressed EIE3, Excel moves
the selection to the cell below.

When you have finished adding
data to a cell, press @ to close
the current cell for editing and
move the selection to the next
cell on the right. If you prefer
to move left instead, press @; if
you prefer to move up, press 3.

T CECED = e = ey
B e | et mocion romus o c@=g8
Form A . L e |-
s ®il A wr = et | 2~ P ot
e L B i . Algnment Humper Cely fotmg
B2 = ® o £ Ioverest Rote E
d. N [TE ] e | o | B | F G H 1 e T |
i
[Z] @ .
&
4
5
&
7
B
3
i, e | . i ¥
W gl Gheatd td jngil = R 41|
Emer | 5] | | e O soe, | ——
ML — T Goold - Mrovahibel — - [E=SEEE=5)
R v | mer mocinow Fomun D Reew Ve a@=sn
2 8 - iz oA --[E:— General - ff} Condmionsl Formatting +  Felnaert -+ E -
Cora,, o = " EEEA s-w 0 Eromanee- oo 5 g ﬁ
Mg BLU-IEIPA iep WS Fonse- Birwmat- | @~ fan Pran
Cesoird . Fam | Angnment ol Mumber Shyher Cety Exitmg
83 - (& £ =}
4 A e o [ o | ® | F G H ] == o
1
£ Interest Rate L
- |
1
LA
7
LR
3
10 -
WA P I I N § — 11 7 1w
Bosey | 2 | [ T R e —] |

@/ If the letters you type at

the start of a cell match

the contents of another cell

in the worksheet, Excel’s
AutoComplete feature fills in
the full text from the other cell
under the assumption that you
are repeating the text in the
new cell. If you want to use the
text, click [v or press EIE3;
otherwise, just keep typing
your text.
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ENTER A NUMBER INTO A CELL

~
Excel is all about numbers, so most of your worksheets will include numeric values. Some
worksheets store only numeric values, but most use numbers as the basis for one or more
calculations, such as monthly loan payments, statistical analysis, or budget totals.
To get the most out of Excel, you need to know how to enter numeric values, including
percentages and currency values.
\ S
. . . T e — T Bookt - Microueht el —— L-_-aiﬁ
ﬂ Click the cell in which you want e g g g AE
to enter the number. A | R A 4
g BLL-IE- DA e (WS 5 e e - Elfomst= | 2 fime e
Dpboird . Fomt . Alignment o Mamber . Shyey Ceiy (]
Excel marks the current cell by N — 5
. . . . - A B c B | E F | — H. ] L] I 1 | K -
surrounding it with a thick, black L
I~ e P ) :
border. e {ied I
<]
7
8
2.
10
W T ', jiEal = a3
Ty s EoE w0 o
. A= - T Backd - Micosh xrel — T =
@ Start typing your number. (5] g i i e c@-sa
P e s gt T
G Excel opens the cell for editing Mg BEROD BA wRe | 4d | geane ot | 2 F T8
Doboird s Fermt . i) Humber Styk Loy fatmy
and displays the number as G CavEw -
a- & T w [ ST e | v ] & )i Tl o e Y 1~
you type. _%J =
3 Term (¥ L
. . ncipal
Your typing also appears in the  |¢ ™" % i
A
Formula bar. x
3
Note: Rather than typing the number directly %ﬁmu_m_m_; n4l e il

into the cell, you can also type the number
into the Formula bar.
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@ When your number is complete,
press EIE3.

If you do not want Excel to move
the selection, click Enter ([v) or

press (@3 +EE) instead.

Excel closes the cell for editing.

G To enter a percentage value,
type the number followed by a
percent sign (%).

(D

To enter a currency value, type
the pound sign (£) or dollar
sign ($) followed by the
number.

Many Excel worksheets include
dates, such as the number of days
an invoice is overdue.

Click the cell in which you want
to enter the date.

You can also enter a time in the
format hourminute:second AM/
PM; for example, 3:15:00 PM.

B

If your number is in the thousands,
you can include the thousands
separator (,) within the number.
For example, you can enter
10,000, which is easier to read
than 10000.You can include
the decimal point (.) when you
type a value. If your numeric
value is negative, precede the
value with a minus sign (-).

- ==}

@ - Bockl - Microsot Excel
- Home | Bt Pagelsout  Formwis  Data  Metew  View el KI5
BL'S | mn e SR o =l 5  Genenl - [l Condtionsifomsttingr Jebnsetc  E -
= Ga- = g EEWE s-% + Eromtanee- P odee- - g ﬁ
Mg BRI R-IEeIdA g WA 155 ot Sty - [ElFomits 2- fiter- Seiea
Cigssird Fart .| Angnment | Wwmper G styhes el Esitng
[ - me & 10 )
T B [ereen o |k F G H 1 T i |5
£
2] Interest Rate |.
EX] Term (Years) |
4 Principal |
5 i
&
7
g
]
o .
WA ¥ W sheet] Sheety  Shewtd Ba g—1 5 1 31}
Fooer ) 2 | (SO w0
e ookl < Microral fxcel . . T
- Mome | et Pegelaout  Formules  Dabn  Rrdew  View c@=an
~ B s L =l 5 Cweng - [ Condtionsifomatting + elnet - E -
- & " EEWE s-% 0 Bromuunwes Forme- FH- g ﬂ
g BRI A e ua 5 et - [ElFomst | 2~ riter= Seiea -
Chpbord s Fart . Algnment o | Mumber . Stybey Cely fatng
c - | 10000 )
Al A B | D E | F G H 1 M i |
1
r 4 Interest Hate 4.50%
3 Term (Years) 0 ™
[a] Princial |
- L
&
7
g
3
= .
WA W W sheety - Sheaty Ghests  td § — = I 10
o 3] [T om—0
@ = [T T——— s &8 &
Mome | lset  Pagelwoit  Fommuln  Dats Revew  View a@eogi
L & comi s0 - oIS Gl - [ CondnionaiFomatting s Jeinu- I - 27 Iﬁ
| i@ BZU- Ax EEBIE- 5-% + Gromintoen  Foame- Fr L0
CF (- »-A ERP WA 15 ol Sttes = [Bdformst = 2= Pitgr Seleci-
CIDDoMd Font Algnment " Numbe " Stysed Cellp Loring |
[ A - | 23/08/2080 él
P I c o £ i 8 ¥ 1 M=
1 Orders i
2 Datas Taken Tima T: r Numbaer Aceaunt Number Sales Rep
3] |n]
Ll
: |
5 &
7
8|
81
”.
n -
WC4h N Sheer) Sheetz | shests 63 ]  — O 3
Ressy | T e A

7
@ To enter the same number

again, select the cell directly
below the value you want
to repeat and then press
(ED+@. Excel adds the value
to the cell.
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INSERT A SYMBOL

~\
You can make your Excel worksheets more readable and more useful by inserting special
symbols that are not available via your keyboard's standard keys. These special symbols
include foreign characters such as 6 and €, mathematical symbols such as <+ and e, financial
symbols such as ¢ and ¥, commercial symbols such as © and ®, and many more.
. J
. . . T = ———— O
ﬂ Click the cell in which you want @“' T ——— c@aoun
etk Ny e T = i il 55
the symbol to appear. e :; | R |- <] H Q
6 Type the text that you want to ﬁq e b o P e e e [ e |

appear before the symbol, if any.

=

Click the Insert tab.

Click Symbol.

L2 < R f This workbosk i Copyright -
; A | o | . 1] £ ¥ | n ' P A
10
1§
%Muw
E "
i -
kLM
u L4
15
uac_‘_li sheat1 M-_'_--QQE-_- 3 Al n | tE‘
l‘i“"’“ . T T i ——

]
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The Symbol dialog box appears. B o e

il LR —— T e
() dlick the Symbols tab. o O——
. 3 - el=l={ ™5 ] feel 2] Y

@ Click the symbol you want to #_Ha PR

. s T mmmmmn e comgre 0 || 0L L [ @ 1w (%% %[ [ATA[A[A[A[A 3

insert. H C&[c[e[e[e[eN|T[T[Te]R]o[e]0]B .
Note: Many other symbols are available in E °I—|‘I‘l’| i ‘Ltlﬂ 2|+ LEJ':
the Webdings and Wingdings fonts. To see Pl PA oo

these symbols, click the Font [ and then

click either Webdings or Wingdings. Symeed = i L2 il
ot | sgec Craracters |
() Click Insert. = S
o--Ewast i]ele]n]¥
: i0E - DNBE0EEREEEN
Excel inserts the symbol. 5[~ 11" [2]s %R %[ [A[ARIR[ATA S
. A|ClE|E|EIE[N|I]|T|T|P|N|O[6]|06]|D
Repeat Steps 6 and 7 to insert M?_“M
any other symbols you require. ofefe[¥[e[[«]#[<[2]+]x[=[u]a[p]
COPTRIGHT SIGN Charscter cade: 169 frog: st fdeomal) [#]
() Click Close. L | o)

@/ You can use the keyboard

to enter symbols you use
frequently. In the Symbol dialog
box, click [-_ in the from list and
select ASCII (decimal). Click
the symbol you want to insert
and then examine the
Character code text box.You
can enter the symbol via the
keyboard by holding down (1,
pressing @, and then typing the
number in the Character code
text box. For example, you can
enter the © symbol by pressing
D+0 @6 @. Be sure to type
all the numbers using your
keyboard’s numeric keypad.
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EDIT CELL DATA

N
Once you enter text, a number, a date, or a time into a cell, that cell data is not set in stone.
If the data you entered into a cell has changed or is incorrect, you can edit the data to the
updated or correct value. You can edit cell data either directly in the cell or by using the
Formula bar.
. J
' . _ — I SE—
Click the cell in which you want i g g e
to edit the text. S h ke R e R . . T
s g (BB 2 A e e | WS | G- Ehremat- | 2+ Tans ot
Opbowrd o rem 3 . Alignmant o | Fumber - Sty Ceily Edming —
6 Press @ =1 . £ | Quantity/Unit E
4} A J L [3 \ E E &[5
. o e’ e () ]
You can also double-click the cell - e s B
. 4 Baverages Chartrauss vane ceparbottie
you want to edit. e - dee
6 Beverages Ipoh Cottes 16-500g tins
T Beverages Lakkalikoor soom
L] =
3 Beverages Quthack Lager ':-_n_s'dubéum
2 e
11 Beverages sasguatchale 24- 12 02 borties
12

Q Excel opens the cell for editing
and moves the cursor to the
end of the existing data.

2 Excel displays Edit in the

status bar.

You can also click inside the
Formula bar and edit the cell
data there.

6 Make your changes to the cell
data.

v

DA — -
MR - e s o

i L e e T

3

e o | p-E A "

Covoird o Fant . igni
(=1 © % f Quantity/unit

4 A ! B
1 Category Name Produst Name

2 Beversges chal
3 Beverages Chang

4 Beverages Chartrause varts
5 Beverages Cite de Blaye

6 Beverages Ipoh Coffes
7 Beverages Lakkalikoor

8
9 Beverages Duthack Lager
10
118 ‘Sasguatch Ale 24- 120z bottles
= = e 24-12o1bottles '1

17 hgety 4 [ ] 1 Ao |
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() When you finish editing the data,
press EIE3.

Note: If you do not want Excel to move the
selection, click Enter ([v') or press (E1)+
(E instead.

Excel closes the cell for editing. If
you pressed [EI53, Excel moves
the selection to the cell below.

g You can move 41 over the cell

you want to edit and centre [
over the character where you
want to start editing. Double-
click the mouse. Excel opens
the cell for editing and
positions the cursor at the spot
where you double-clicked.

[T R — T Productc By Cotegory - McrorchiBxcel = =)
- Home | luet  Fagelsyout  Formulss  Dsta  Meeew  View a a_— [
= 8 J— i exy T m * E- Aw
g [BE R0 A Femats | 2% [y bt
Dhpspind . Fam o Alignment rumber Edamg
[ =" % & fo| Quantity Per Unit -
...... A ] c o G [3]
1 Category Name Product Name Per Unit I
7 Beverages Chai 10 boxes x 20 bags |
3 Beverages Chang 24- 120z botties
4 Beversges Chanrauss vans TEQex par bottle
5 Beverages Cére de Blaye 12- 73 ¢l bowtles
€ Beverages Ipoh Cotfes 18- 500 g tins
7 Beverages Lakkalikoon 860 mi
£ Lo :
9 Beverages Outback Lager 24355 mi botties
10 Beverages - .
11 Beverages Sasguatch Ale 24- 1201 bottles
12 Beverages Stesleye Stout i ¥
CRECH ?, i Hal 31}
Bt | ) LEENE anen
I — " Products By Categery - Mirowoht Exeal T =
- Home |l Pgelayout  Fomuiss  Dats  Rewew  View c@-an
=8 - = [l conditional Fomatting +  Feinsert -  E -
o i3 ::.: — = v EEromatn Tien - - @ H?& ﬂ
¥ L 5 Calt Styter = | 2" Piters Sesect-
Chpbord . Fant . Alignment . rianbe . ey Edaing
= - £ 10 boxes x 20 bage -
i A ] D G | %
__gthhm Product Name -
|2 |Geverages Chai |
3 Beverages Chang
4 Baversges Chanrauss vans
5 Beversges Céte de Blaye
6 Beverages Ipoh Cotfes
7 Beverages Lakkalikoer
]
3 Beverages Outback Lager
10 Beverages
11 Beverages Sasquatch Ale
12 Beverages Steeleye Stout ; s
WA N Wi Shebts P . 3]
Beady | 9 | T e e — |

Z( If you make a mistake and the

cell edit was the last action
you performed in Excel, press
ED+@ or click the Undo
button (/9 ) in the Quick
Launch Toolbar. If you have
performed other actions in the
meantime, click the Undo [~
and then click the edit in the
list that appears. However, this
will undo the other actions you
performed after the edit.
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DELETE DATA FROM A CELL

~\
If your worksheet has a cell that contains data you no longer need, you can delete that data.
This helps to reduce worksheet clutter and makes your worksheet easier to read. If you want
to delete data from multiple cells, you must first select those cells; see “Select a Range™ in
Chapter 3.
. J
Delete Cell Data WG o=vT e D — |
Hame | Bt Pagelmout  Formuus  Dits  femew  View c@=an
. = iz v gw wlml S Cmtom - Scondiionslfomsting s Seimeri- X -
ﬂ Select the cell that contains the RS . (K M N Wi | P ra
Mt (BLREC A e (wa 5 el St = Ehreman- | 2+ Tans e
da‘ta you Wan‘t ‘to de|e‘te Deserd i .!em i o Aignment | fmber G smoer Culy LT
b3 =8 & | <= Please check] 1=
o - T - | £ | - — E r U I . O O
1 Expense Bu Caleulation - 1st Quarter I]
2
4
2] EXPENSES Janusry March Total I
1| Advertising 4,600 4,200 5,200 14,000
7] Rant 2100 2,100 2100 £200
%) Supplies 1300 1,200 1,400 3.900
8 Salaries 16,000 16,000 16,500 48,500
o e 500 & 00 1700,
24,500 24100 15500 74,400
®an BL0%6
T Ol : r " 1
() Click the Home tab, it ) e T —TTT
I J—— e = o ™w(m S Cwmtom - [ conddionsl fomstting + Fiuer - z-? &
. | - EE®H- s- . Farmat a3 Taie = L
) Ciick Clear (12), s s 2RV LTSI @z
Dgsein i Font et ATty | tambe s LY i 5 ouan
D3 b, £ | <= Please checkl ¥ Com foemats
| al A ] ] I 5 ] E F -
() Ciick Clear Contents. | boemebugechcuesin-1maurter e
2 s Hyperiinks
3 INCREASE 1.09[==Please cheakl] () TR ——
Note: You can also delete cell data by | et
i E| EXPENSES January March Total s
pressing CED. - 2300 dw  am swe
& Supplies 1300 1,200 1.400 3,900
8 Salaries 16,000 16,000 16,500 48,500
B e £ & 00 1700,
1/ 2010 TOTAL 24,500 24,100 25,800 74,400
1
£l 51086
LR Al
|[Emar
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Excel removes the cell data.

Undo Cell Data Deletion
() Clickthe Undo .

@ Click Clear.

Note: If the data deletion was the most recent
action you performed, you can undo it by
pressing X+ or by clicking Undo (19).

Excel restores the data to the cell.

You can delete a cell’s
formatting while leaving the
data intact. Select the cell,
click Home, click [z, and then
click Clear Formats.

- =y =)

T  Epreaes - Micoich Eaeel
I v | mer mgcow romun o Rew Ve c@=au
I e o T =l 5 Cwtom - Sl condbionslfomsting+ Feluen- X<
o gy = “ EEWE $-% o Eemeannee i odte - agﬂ
g (BLR-IEH- I DA e e | wa 55 el Sty + [Eiremats | 2 Patere Seect-
Chpboied . Fant . Algnmant o | Rumber - sty Lot Egming
CR—— B
o Er S| L o | £ [ T— E r i i | Bl
1 Expense Bu Caleulation - 1st Quarter |
2
5 mowease w1
4
5 EXPENSES January Fabruary Mareh Total
6 Advertising 4600 4200 5.200 14,000 *
| Rent 2,100 2100 2100 £,300
2 Supplies 1300 1,200 1.400 3,900
8 Salarias 16,000 16,000 16,500 48,500
i) Mhilisias_ i S o 711 B
1 2010 TOTAL 24,500 74,100 25,800 74,400
2
13 2011 BUDGET 26,705 26,269 wan 81,096
W !
W - 578 G e 4] 5 — 0]
2 b - e ——— [ EE ROt ON L

£
@) [T _—@ Erpraes < Microchi Ercel ey =)
e - Doty Tewew  View 2@=an
=, | Trping '« Plesse chack! in£3 =i wiml 5 Cotom - B Condbionalfomstingr Fviuets E+ 2? ﬂ
oo g sl | EEW - 5% v Bromtanee- Ponee - G-
Wl | Catumn widtn PeA i e | ws 5 ol Styves = Ehremat- | 2- Py fot
Cimei NN Ahgrment 1 o Alignment G| Member i striny ity Egmng
L o f| <—Please check] I

| . | L | £ | s E L - O . S O T
4] Budget Caleulation - 1st Quarter |
2

S e P )|

4

5 EXPENSES January Fabruary March Tatal I
1] Advertising 4,600 4200 5.200 14.000

T Rant 2100 2,100 2100 6300

] Supplies 1,300 1,200 1,400 3,900

8 Salaries 16,000 16,000 16,500 48,500

L] ilities i e Lo 200"

1 2010 TOTAL 24,500 28,100 25800 74,400

12

il 2011 BUDGET 26705 26269 w402 81096

:"'i O L

=

g You can delete both the data

and the formatting from a cell.
Select the cell, click Home,
click [z and then click Clear
All.
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In Excel, a range is a collection of two or more cells that you
work with as a group rather than separately.You can fill the
range with values, move or copy the range, sort the range
data, filter the range to show only certain values, insert and
delete ranges, hide entire rows or columns, and merge two
or more cells.You can make it easier to navigate worksheets
and build formulas by applying a name to a range.




SELECT A RANGE
-

keyboard shortcuts for selecting ranges.

.

To work with a range in Excel, you must select the cells that you want to include in the
range. After you select the range, you can fill it with data, move or copy it to another part of
the worksheet, format the cells, delete the data, and so on. You can select a range as a
rectangular group of cells, as a collection of individual cells, or as an entire row or column. It
is almost always easiest to select a range using the mouse, but Excel does offer a few

Select a Rectangular Range
@ Position @ over the first cell you
want to include in the range.

@ Click and drag w2 over the cells that
you want to include in the range.

Excel selects the cells.

@ Release the mouse button to end
the range selection.

Select a Range of Individual
Cells

@ Click in the first cell that you want
to include in the range.

Hold down and click in each
of the other cells that you want to
include in the range.

Each time you click in a cell, Excel
adds it to the range.

Release (& to end the range
selection.

| Tr—rr—
Title

o |

Year Director

1979 Ridley Scott
1940 Ray Enright
1988 Penny Marshall
1946 Howard Hawks
1982 Ridley Scott
1951 Brian Hurst
1940 Preston Sturges
1971 Stanbey Kubrick
1991 John McTiernan

An Angel from Texas
Big

The Big Sleep

Blade Runner

A Christmas Carol
Christmas In July

A Clockwork Orange
Die Hard '

Old Ironsides 1926 James Cruze
An Old Spanish Custom 1936 Adrian Brunel
A Perfect World 1993 Clint Eastwood
Perfectly Normal 1980 Yves Simoneau

1980 Stanley Kubrick

The Shining
e Terminatos 1984 James Cameron

count4 |[EHIE 100% (o —————&
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Select an Entire Row

o

2

Position oy over the header of
the row you want to select.

(n changes to =.
Click the row header.
Excel selects the entire row.

To select multiple rows, click and
drag across the row headers or
hold down and click each
row header.

Select an Entire Column

o

12

Position G over the header of
the column you want to select.

o changes to ¥.
Click the column header.
Excel selects the entire column.

To select multiple columns, click
and drag across the column
headers or hold down and
click each column header.

Q/ You can use the keyboard to

select ranges. Navigate to the
first cell that you want to
include in the range, hold down
E1D, and then press the arrow
keys to extend the selection.To
select an entire row, navigate
to any cell in the row and press
EID+EZZE. To select an
entire column, navigate to any
cell in the column and then

press CI+ETT0.

A B | o S - O - S ;T Y, S P
Title Near  Dirvctor
1979 Ridley Scott
An Angel from Texas 1940 Ray Enright
Big 1988 Penny Marshall
The Big Sleep 1946 Howard Hawks
Blade Runner 1987 Ridley Scott
| B | A Christmas Carol 1951 Brian Hurst
19| Christmas In July 1940 Preston Sturges i
| 10| A Clockwork Orange 1971 Stanley Kubrick
| 11] Die Hard 1991 John McTiernan
| 12| Old Ironsides 1926 James Cruze
|13 ] An Old Spanish Custom 1936 Adrian Brunel
| 14| A Perfect World 1993 Clint Eastwood
| 15| Perfectly Normal 1990 Yves Simoneau
| 16| The Shining 1980 Stanley Kubrick =
|17 | The Terminator 1984 James Cameron
’
B4 ¥ W] Moie List Sheeid
Ready | 2 |

Yisar Director
1979 Ridley Scott
1940 Ray Enright
1988 Penny Marshall
1946 Howard Hawks
1982 Ridley Scott ‘

1951 Brian Hurst
1940 Preston Sturges
1971 Stanbey Kubrick

1991 John McTiernan

1926 James Cruze

1936 Adrian Brunel ‘

1993 Clint Eastwood

1950 Yves Simoneau

1980 Stanley Kubrick L]

1984 James Cameron

-

WA i
Resgy | 53 |

g To select every cell in the

worksheet, press ED+0 or
click the Select All button ()
in the upper left corner of the
worksheet.
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FILL A RANGE WITH THE SAME DATA
-

~
If you need to fill a range with the same data, you can save time by getting Excel to fill the
range for you. The most common method for filling a range in this way is to use Excel’s
AutoFill feature, which makes it easy to fill a vertical or horizontal range with the same value.
However, Excel also offers a method that enables you to fill any selected range.
See “Select a Range,” earlier in this chapter, to learn how to select a range of cells.

. J

Fill a Vertical or Horizontal
Range E—e— 5

1 Name Product Name
(2
@ In the first cell of the range you iﬂgﬁCQ—@
4
B
a
7]
5]
5]
[10]
1]
12
13

want to work with, enter the data
you want to fill.

@ Position 1 over the bottom right
comer of the cell.

14 Anton's Season
(3 changes to +. |ExEa —
Drég oUtside sesechion to exténd 1enies of filL drag inside 1o dear

@ Click and drag + down to fill a

) E=E E— B | € Y s S e |
Cat Name Product Nama Quantity Par Unit
vertical range or across to fill a pros ey petta _ 0
horizontal range. . S T
| 5 |Beversges Cite de alaye 12-75cl bottles
@ Release the mouse button. b e i i
8  Jisughing Lumberjack Lager 24-1202bottles
. P Outback Lager | 24-355 m| bottles
Excel fills the range with the initial 24031 bories
|eesquatch Ale 24-12 oz bottles
cell value. Lreeteye sion 24.- 1201 bottles
13 i Iseed Syrup 12-550 mi bottles
g 48- 6o fars P
i I n
dnsdy | =3 | Count 1l |[EREE 100w (o————@) |
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Fill a Selected Range
o Select the range you want to fill.

e Type the text, number, or other
data.

B Press (D +GIE.

Excel fills the range with the value
you typed.

Fill a Range Without Copying

Formatting

o Perform Steps | to 4 to fill a
vertical or horizontal range with
data.

Excel displays the AutoFill Options
smart tag (1)

Click the AutoFill Options [-.

Click Fill Without
Formatting.

Excel removes the original cell's
formatting from the copied cells.

G CHAPTER 3 WORKING WITH EXCEL RANGES D



FILL A RANGE WITH A SERIES OF VALUES
-

~
If you need to fill a range with a series of values, you can save time by using Excel's AutoFill
feature to create the series for you. AutoFill can fill a series of numeric values such as 5, 10,
I5, 20, and so on; a series of date values such as | January 2011, 2 January 201 |, and so on;
or a series of alphanumeric values such as Chapter |, Chapter 2, Chapter 3, and so on.
You can also create your own series with a custom step value, which determines the
numeric difference between each item in the series.

\_ J

AutoFill a Series of Numeric,
Date, or Alphanumeric Values |5 el citol E1Flwelw il

@ Click in the first cell and type the
first value in the series.

Click in an adjacent cell and type
the second value in the series.

Select the two cells.

00 O

Position @2 over the bottom right
corner of the second cell. T e e o e ) e i T

(» changes to +.

Click and drag + down to fill a
vertical range or across to fill a
horizontal range.

©

Q As you drag through each cell,
Excel displays the series value
that it will add to the cell.

7 k] w .40
Average 37%  Count1z Sum3non | [EDNE wes o——%

@ Release the mouse button.

e Excel fills the range with a
series that continues the
pattern of the initial two
cell values.
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Fill a Custom Series of Values

Click in the first cell and type the
first value in the series.

Select the range you want to fill,
including the initial value.

Click the Home tab.
Click Fill (&@).

Click Series.

The Series dialog box appears.

In the Type group, select the
type of series you want to fill

(© changes to @).

If you selected Date in Step 6,
select an option in the Date unit
group (© changes to @).

© 0 000 O ©

In the Step value text box, type
the value you want to use.

©

Click OK.

©

Excel fills the range with the series
you created.

Create an AutofFill Series

Click the File tab; Options,
Advanced.

Click Edit Custom Lists.
Click NEW LIST.

In the List entries box, type each
item in your list. Press EIE) after
each item.

Click Add.
Click OK.

00 000 O

EHEd-~-- Samphd abes - Mscrosedt Excel = @8 '

Hame Formuln: DMa Reiew View no-ﬁg
BBl & o ST W oS Genemt - 5 Condnional famatting inwet = E - |
a B U A4 ESEWE $-% 0 Gremwoe (4L 1‘2{,'?& |

WA Do Aformat - || (5] Dewn
Humber W e el
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MOVE OR COPY A RANGE
-

~
You can restructure or reorganise a worksheet by moving an existing range to a different
part of the worksheet. For example, if you have two related ranges that are far apart on the
worksheet, you can move one of them so that the ranges are closer to each other.
You can also make a copy of a range, which is a useful technique if you require a duplicate of
the range elsewhere or if you require a range that is similar to an existing range.

\_ J

A I & T ¢ 1T 0 | E EI.GII'DILI,Ll';

Move a Range

|2 Interest Rate (Annual)  6.00% [E 51935
@ Select the range you want to Periods (Years) s (s16404) (S4928) (5193:33)
$10,000 (5144.76) (548.56) ($193.33)

(5145.49) ($47.84) ($193.33)
(5146.22) [547.1) (5193.3
(5145.95) (545.38) (5253.33)
(5247.68) (54555 (5193.33)
(5148.42) ’244.51) ($192.33)
{5140 2] ($44.17) ($193.33) "
18991) (843.42) (5193.33)
.37

Monthly Payment  (5193.33)

Tatal Loan Costs tslma

move.

@ Position &2 over any outside
border of the range.

T mun e W

@ changes to %.

@ Click and drag the range to the
new location.

* #[] rincipal and Interest ;. CusuBitie & g L]

nlnnmammumnm_| Aversge S 0SETLE  Count 43 Sum 41523030 |

(» changes to k.

A " T T T T P T - W S - S R ; T ) I N

B H Loan Payment Analysls B
Q Excel displays an outline of the T
Periods ) 5
range. mm $10,000

Monthly Payment  (5193.33)

Teotsl Loan Coste (51,555.68]

. -l‘-l_’mi_u-:..i‘..i”] - ﬁl

@ Excel displays the address of

the new location. Peced L
2
2
@ Release the mouse button. a
=
6
7 14
Excel moves the range to the new 3 ) s
H ] 1 17) (5193.33
location. 10 (516991) (543.42) (519333) s
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COpyCIRCInge rf‘m ’-t T o e i~ [ 5 S o e .
@ Select the range you want to E‘:
copy. :E# )
T
@ Press and hold E3). =
[ 10]

@ Position t over any outside
border of the range.

alzlalz]

-
W W] Loan Payment Analysis Loan - ieterest Comts .~ Prncpal 3114 [ - | Ll
10 move (oS conterds, uie ARL Ay [0 (wiL... | Aversge 243185299 Countd  Sum E117E1883 | (G010 (0] 100% (=i ——i%)

g8

1 changes to K.

. I 3 = T S - Y B A
@ Click and drag the range to the - Loen Paymant Analysts
location where you want the copy T
to appear. : el 51000 -
|7 | Monthly Paymant [5153.33)
]
G Excel displays an outline of the | e
n ariods (Years) H
range. 2 Princpal 100
. "
@ Excel displays the address of . — R S R A R L -
the new /OCGtiOﬂ. heacy | 1 | Aversge M319520%  Countd  Sum SsitTRiess | (10 (0 1con (=—————¥

Release the mouse button.

Release (E1.

00

Excel creates a copy of the range
in the new location.

another worksheet, click and

7
@ To move or copy a range to ,
If you can see another

drag the range. Remember to workbook on-screen, you can
hold down if you are click and drag a range to it.
copying the range. Press and Otherwise, select the range,
hold @B and then drag the click the Home tab, click Cut
mouse pointer over the tab ([¥)) to move the range or

of the sheet you want to use as Copy ([a) to copy it, switch to
the destination. Excel displays the other workbook, select the
the worksheet. Release (1 cell where you want the range
and then drop the range on to appear, click Home, and
the worksheet. then click Paste ([5).

D WORKING WITH EXCEL RANGES D



INSERT A ROW OR COLUMN
-

You can insert a row or column into your existing worksheet data to accommodate more
information. This is particularly useful if the information you need to add fits naturally within
the existing data, rather than at the end.

When you insert a row, Excel shifts the existing rows down, so you must first determine the
row above where you want your new row to appear. Similarly, when you insert a column,
Excel shifts the existing columns to the right, so you must first determine the column to the
left of where you want your new column to appear.

. J

Insert a Row

@ Click in any cell in the row above
where you want to insert the
new row.

Click the Home tab.

Click the Insert [-.

000

Click Insert Sheet Rows.

(651.451.38) (521.481.38) (530,000.00) (S21.481.38) (530.000.00) $478,518.62

(551,481.38)  (522,770.26) (528,711.12) ($44,251.65) ($58,711.12) 545574835

551,481.38)  ($24,135.48) ($27,344.90) (S68,388.13) (S85,056.02) $431,511.87

($51,881.38)  ($25,584.67) ($25,896.71) (593.972.80) (5111,952,73) $406,027.20
13 (551,481.38) ($27,119.75] (524,361.63) (5121,092.55) (5136,314.36) $378,907.45
" (51.481.38)  (528.746.93) (522,734.45) (5149,839.48) (5159.048.81) 5350.160.52
{4 4 b ]| Amortieation Schedule . Crartd .~ Dynarmic Amortizatin Schedulé] ¢ B =

g Excel inserts the new row.

Mome | et Pagelmout  Fomubi Dt Reew  View ) 2a@odn
= 4 cumn fu - .-%g Genert - Bl Conamonal Farmatting + e lncen - ﬂ ﬂ
The rows below the new row e L Eae e ma f' s pmu
. LI Fant W Aligrimen GG NumBtt G . Coits Editng
are shifted down. e Y =
B i i R 1 {1 o 1 E I L 1 G

Click the Format smart tag ([F7).

©0

Select a formatting option for the
new row (© changes to @).

| I—— ] |

151&71112} ($04,251.65) ($58,711.12) $455,748.35

(527,344.90) (568,388.13) ($86,056.02) $431,511.87

($25,896.71) (593,972.80) (5111,952.73) 5406,027.20

(524,361.63) ($121,092.55) (5136,314.36) $378,907.45

($22.734.45) (5149,839,48) (5159,0468.81) $350,160.52
4
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Insert a Column

o

Click any cell in the row to the
left of where you want to insert
the new column.

Click the Home tab.
Click the Insert [-.

Click Insert Sheet Columns.

000

G Excel inserts the new column.

The columns to the right of
the new column are shifted
to the right.

Click the Format smart tag ([¢~).

00

Select a formatting option for the
new column (© changes to @).

g You can insert as many new

rows or columns as you need.
Select the same number of
rows or columns as you want

to insert. (See “Select a Range”

earlier in this chapter to learn
how to select rows and
columns.) For example, if you
want to insert four rows, select
four existing rows. Follow Steps
2 to 4 in “Insert a Row”’ to
insert rows or Steps 2 to 4 in
“Insert a Column” to insert
columns.
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-0 T tetay - MoesaEed T [
et Feemulis  Dats  Meview  View = & 0
B & e Tt Sl o] B Genend - Condtional fomating -
el T EWEE 5% o oo e 1
g BN T At g e w8 Eoawmgs e et 7
Lhpbokd % fent Alrgtment W Nl 0 f [ — i
2 e A |8 ram v__Tl
| Vo | L] [ O ] i s SR R B
Product QtyOn Gty On Q. QiyOn  Reorder
i Fraduciste Pricerats iand _Available Order  Lewel | |
2 1 Northwind Traders Chal NWTB-1 a1 10
3 3 Northwind Traders Syrup NWTCO-3 50 50 50 FLN
Hil & Northwind Traders Cajun Seasoning NWTCO-4 ] o 0 a0 10
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¥ 7 Northwind Traders Dried Pears NWTDFN-7 ] ] ] 0 10
il B Nofthwind Traders Curry Sauce NWTS.3 o o ) o 10
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0/ 17 Worthwind Traders Frut Cocktall WWTCRV-17 ] ] 0 ] 10
n 15 Northwind Traders Chocalate Blscults Mix  NWTBGM-13 ] ] 0 20 5
12| 20 Northwind Tradsrs NWTIP-6 o o o a0 10
13 21 Northwind Traders Scanes NWTBGM-21 0 0 0 ) 5
| 34 Northwind Traders Beer NWTB-34 3 2 o o 15
WoArw Iwentory . ¥3 41 . m el
i [ECE Ry |
L - T ety - MBS T T
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0 17 Worthwind Traders Frut Cocktall WWTCRV-1T ] ] [
1 15 Northwind Traders Chocolate Blscults Mix  NWTBGM-19 ] ] [} 0
] 20 Northwind Tradsrs Marmalade NWTIP-E o o o a0
1 21 Worthwind Traders Scanes NWTBGM-21 0 0 ) 0
| 34 Northwind Traders Beer NWTB-34 3 3 o (-
WA W iwentory 53 mel !
Ltesor 1.3 |




INSERT A CELL OR RANGE
-

~
If you need to add data to an existing range, you can insert a single cell or a range of cells
within that range. When you insert a cell or a range, Excel shifts the existing data to
accommodate the new cells.
Excel can shift the existing data down or to the right. Therefore, you need to decide in
advance where you want the new range to be inserted. You then tell Excel where you want
the insertion to take place by selecting existing data either below or to the right of where
you want the new range to appear.
. J
@ Select the cell or range where you | " o o . ﬁ%_:_,
want the inserted cell or range to D e @ra a7 BEME 55 | G | B @ T B
appear. ¥ B S8-A- (EEi W9 g cuistyies « Edromate | 2° pmer- seiea-
Clptoard 7 Fort - Em % Numbe s My Lot lﬂu
A5 (= £ | Monthly Payment i
| A f!i:...ﬂ!l.r.iﬁ.nilf.li?'
1 Loan Payment Analysis Perlod Principal Interest  Total -
2 Interast Rats (Annual) 6.00% 1 [($14333) (S50.00) ($193.33)

($144.04)  (549.28) (§193.33)

(5144.76)  (548.56) ($193.33) L
(5145.49)  (547.84) (5193.33)

($146.22) ($47.11) ($193.33)

6 [(5146.95) (546.38) (5193.33)

7 |Is147.68) ($45.85) ($193.33)

8 |(5148.42) (544.91) (5193.33)

9 |15148.6) [544.17) [5193.33)
10
60

Py
=

(5149.91)  (543.42) ($193.33)
[5192.37)  (50.96) ($193.33)

CEE!

@ Click the Home tab. e g e :
=& G S Wyl S Genet - Conasi " |
. L] - - - - ]
() Click the Insert [, ) A Sl Pl e
Clipboard 72 Forl 2 ..-fhl?mrnl 20 Humber T Thyiry
. A5 w (= S | Monthly Payment
() Click Insert Cells. ————— T =T
1 Loan Payment Analysis Period Principal Interest  Total

1$143.33)  ($50.00) ($193.33)
($144.04) [549.28) ($193.33)
[5144.76)  (548.56) ($192.33) a
[$145.49) (547.84) ($193.33)
(5146.22) (547.11) (5193.33)
($146,95)  [546.38) ($193.33)
(6147.68)  (545.65) (5193.33)
($148.42) ($44.01) ($193.33)
[$149.16) (544.17) {5153.33)
($149.91)  ($43.42) ($193,33)
(5192.37)  (S0.96) (5193.33)

Note: You can also press EH) +EID +6.

| BEwmuown s W e
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The Insert dialog box appears.

Select the option that
corresponds to how you want
Excel to shift the existing cells to
accommodate your new cells

(© changes to @).

Note: In most cases, if you selected a
horizontal range, click the Shift cells down
option; if you selected a vertical range, click
the Shift cells right option.

() Click OK.
Q Excel inserts the cell or range.

The existing data is shifted
down (in this case) or to the
right.

() Click the Format smart tag (7).

Select a formatting option for the
new row (© changes to @).

y
g/ In most cases, it is better to

insert a cell or range when you
have other data either to the
left or right of the existing
range, or above or below the
range. For example, if you have
data to the left or right of the
existing range, inserting an
entire row would create a gap
in the other data.

6 onthly Paymaent  (5193,33) <f | (6146.22) (547,041 (5193.33)

1 otel Loan Corts ($1.599.68) ] Format Same Ac dbove <ol 193.33!

LA O FormuSamedpfelow | (S4SQEINS193.33)

9 ; ($44,91) ($193.33)
o Jear Fi

0 |0 ChotFommtg el (8447} {S193.33)

1" 10

($149.91) ($43.42) ($193,33)

FET R - Leans - Micrascht Excel
- Home | fpet  Papelwowt  Formulss Osta  Redew  View al@ o @B
oA Callbad =12 v W oyl S Genet - B Conctionsl Formatting = S inaert = :-;-r Lﬁ
lGa- Blru- A EEWE- -5 Eromemtme- Foume - @- &
My He w-A EER B wAA 5 et yes » Biremuts | @+ Sot% Tmdd
Clipbaard Foril 2+ Algnmend % Husmbes Shyes Crits Editing
45 2 (8 £ B
al A D IS Y=g H =i
1 Loan Payment Analysis Period Principal Interest  Total
2 Interest Rate (Annual) 6 1 [(5143.33) (350.00) (5193.33)
3| Periods [Years) 2 [(5144.04) [549.28) (5193.33)
l Principal 0,000 3 |is18476) [548.56) ($193.33) "
B e 4 |($145.89) ($47.89) ($193.33)
H

[

7
@ The easiest way to position the

inserted cell or range is to select
the cells that are where you
want the new cell or range to
appear. For example, if you
want the new range to be
A5:B5, select the existing A5:B5
range.When you insert the new
range, Excel shifts the existing
cells to accommodate it.
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DELETE DATA FROM A RANGE
-

~
If your worksheet has a range that contains data you no longer need, you can delete that
data. This helps to reduce worksheet clutter and makes your worksheet easier to read.
You can also delete a range that you no longer need. Note that when you delete a range,
Excel deletes not just the data within the range, but the range cells themselves. Excel shifts
the remaining worksheet data to replace the deleted range.
. J

Delete Range Data

@ Select the range that contains the
data you want to delete.

() Click the Home tab. Fae S
Home Foamutas Oata Ravew View
. Sk G | - ¢ Genenl - T Conctinnsl Fo = dlnaen -
@ Click Clear (E) - Bran- AL -;gg- $-% ‘:::L:m. r‘nn:--
"y | Ee | M-A- EERIY- WA 2 cell ytes + Eiromat - [ 25] &
@ Click Clear Contents.

G If you want to delete the range
data and its formatting, click
Clear All instead.

Excel removes the range data.

W 4% #| shestl Shestd  Shests T3

(foer | 2],
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Undo Range Data Deletion
() Clickthe Undo [£.

@ Click Clear.

Note: If the data deletion was the most recent
action you performed, you can undo it by
pressing EZ)+E or by clicking Undo (19).

Excel restores the data to the
range.

Delete a Range

o

Select the range that you want to
delete.

Click the Home tab.
Click the Delete [-.
Click Delete Cells.

The Delete dialog box appears.

© 000

Select the option that corresponds
to how you want Excel to shift the
remaining cells after it deletes the
range (© changes to @).

Note: In most cases, if you have data below
the selected range, click Shift cells up; if you
have data to the right of the selected range,
click Shift cells left.

() Click OK.

Excel deletes the range and shifts

the remaining data.
—
g} You can delete data from a
range by selecting the range

and then pressing (2.

E W= Products By Categery - Microsaft Excel =T e
e b " Pagelwowt  Formulss  Osta  Revew  View c@oan
= (Meing ety | Ly . W g [l Gennl - T ConctionsiFormating s Jelnms  E - ;r a
| [Undoldcion |- 4y BEEWE- $-% 1 Gromateanie- Foume - F@- ik nds
J H-id-A- ;R e @R 5 Coll Styes + Elramats | 3 fans feds
Clipoard & Fanl Alignment 3| Humbe Thyies [ Fiiting
v}
[ B F =
L
1 v 12550 ml borties
14 Condiments Chef Anton's Cajun Seasoning 48- 6 ot jars
15 ‘congiments Genen Shouyu 24 - 250 mi botties
16 Cond - 's Boy Spread  12-Bozjars x
W e b ¥ Shestl Shestd Snests TJ i} ] 30}
Rty | 2 | [T — i |
L “Products By Categery - Micrasaft Excel (==
Em - et Fomuls  Oata Reew Viow a@ o @B
A el S o [QlE Genest - BiConcsional Formating = einfin s X - ” Lﬁ
G Bru- A0 ESEH- 3 - % 1 Eromey R i
J H- 2 A- EE 2 22 Emll P Delete Cotle_ et
Chipboard Forl . ?I»g nnnnn 3 Humbps s U ? Wb '__
A2 b £ | Beverages % Detete sheet Coimny | Y]
7| A [ 8 I c i [ =

12550 mi borties
45-Gorjars
24- 250 mi botties

14 |Conciments
15 ‘congiments
16 ¢ 's B

R —— oysenberry L jors
WA b W] Sheeti  Shests  Snests | ©J 0Kl = | 0]
Boaty | 2 | Count: 33 @ﬂ e e |

7
@ You can delete a range by

selecting the range and then
pressing €D +@. You can also
select the range, right-click any
part of the range and then
click Delete. Both methods

_ display the Delete dialog box.

J To delete a row or column, select
any cell in it, click the Home tab,
click the Delete [-, and then
click Delete Sheet Rows or
Delete Sheet Columns.

Chef Anton's Cajun Seasoning
Genen Shouyu
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HIDE A ROW OR COLUMN
-

If you do not need to see or work with a row or column, temporarily, you can make your
worksheet easier to read and to navigate by hiding the row or column.

Hiding a row or column is also useful if you are showing someone a worksheet that contains
private or sensitive data that you do not want the person to see. For example, if a row or
column contains salary data, passwords, or Social Security numbers, you should hide the row
or column to protect this data from non-authorised viewers.

. .

Hide a Row w0t F | Dbudgd-MeweREe r=—rey <)
rome imreut  Foemulas  Data  Rearw  View c@aan
C oS Mumen - A s :-ﬁr in

A Al 3
G- Wrge Ax EEAE - o l:
2 et we e T o it
ks ont_ 3 i -. . el e

Click in any cell in the row you
want to hide.

Click the Home tab.

Click Format.
Click Hide & Unhide.
Click Hide Rows.

0000 ©

Note: You can also hide a row by pressing

(CtriRg o }

Excel removes the row from the
worksheet display.

Q Excel displays a slightly thicker
heading border between the
surrounding rows to indicate
that a hidden row lies between
them.

G WORKING WITH EXCEL RANGES D



Hide a Column

Click in any cell in the column you
want to hide.

Click the Home tab.
Click Format.
Click Hide & Unhide.

0
(2
(3
(2
@ Click Hide Columns.

Note: You can also hide a column by

pressing @3 +0.

Excel removes the column from
the worksheet display.

Q Excel displays a slightly thicker
heading border between the
surrounding columns to indicate
that a hidden column lies
between them.

Another way to hide a column
is to move 0 over the right
edge of the column heading
(<2 changes to ) and then
click and drag the edge left
until the width displays 0.

To display a hidden row or
column, select the rows or
columns on either side of the
hidden row, click Home, click
Format, click Hide & Unhide
and then click Unhide Rows
or Unhide Columns.

HEda- 0t = Tlnventory - Microsoh Bxcel (B )
Home 4—-@.«- Fomubs  Osts  Reie  View c@oam
= 4 cewe T mi Gt ) % femme E -
S ae[Elrye A0 EEBE s 3 Delete - igﬂ
CTE A a2
Chpbosrd G Font 5| Abgnment al.. - el e L=
B pd - - | Produst Code 1C sow teiont |
"1 B [ | avorrewtwgn [Tl G
Froduc; pmumu.@—b- Praduct |23 commnwiomn. QyOn  Reo| |
1] m cade | i e e L
2| 1 Northwind Traders Chal WWIBE— [ e o 4
3 3 Northwind Traders Syrup NWTCO-3 50 50
i 4 Northudnd Traders Cajun Seasaning NWTCO-4 - T
il 5 Northwind Traders Olive OIl NWTO-S !
5 & Northwind Traders Boyeenberry Spread  NWTIP-6 Hode Comal’ s,
7 7 Northwind Traders Dried Pears NWTDFN-7 i
5 8 Northwind Traders Curry Sauce NWTS-8 | | Unhide
8 18 Northwind Traders Walnuts NWIDFN-18 | ] l
100 17 Northwind Traders Frult Cocktall NwrCRv17 | P :
1 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-1g | Detedt shert. [ m
12 20 Northwind Traders Mormalade Nwrpg (@] lexce o
132 21 Northwind Traders Scones NWTBGM-21 : _'E"_‘:_S‘_i_‘_'_-_-_ o o b
W W] ventory FS T T g ] | '
| Ressy | 21 | S o O )
L3 & ea 5 7 [ R I I
Product On on On  Reorder H
1w i Seld s Al O teved
3 1 Nohwind Traders Chal 25 2% o I 10 -
3 3 Northwind Traders Syrup 0 50 50 50 25
78| 4 Northwind Traders Cajun Seasoning 0 0 [ 0 10
5 S Northwind Traders Olive Oil 0 15 15 0 10
L3 & h Traders Spread o o o 10 25
T 7 Narthwind Traders Dried Pears 0 0 0 0 10
5 8 Northwind Traders Curry Ssuce 0 0 [ 0 10
3 14 Northwind Traders Walnuts 0 & 0 0 10 |
10 17 Northwind Traders Fruit Cocktall 0 0 0 0 10
1) 19 Northwind Traders Chocolate Biscuits Mix o 1] o n 5
12 20 Northwind Traders Marmalade 0 0 0 0 10
13 21 Northwind Traders Scones 0 0 [} 0 5
j e & ="
|LBeser 123 | 25 |
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FREEZE ROWS OR COLUMNS
-

~
As you vertically scroll a worksheet, you can keep your column labels in view by freezing the
row or rows that contain the labels. This makes it easier to review and edit the existing data
and to insert new data to the worksheet because you can always see the column labels.
If your worksheet also includes row labels, you can keep those labels in view as you
horizontally scroll the worksheet by freezing the column or columns that contain the labels.
L J
Freeze Rows
- Pl -
() Scroll the worksheet so that the e R T B
Product Qty On On Qey on v i
row or rows that you want to P Pros Messa Wod o _avaiauie _onser
" z T Northwing Tragers Chal 5 5 o a1
freeze are visible. 3 3 Nonhwind Traders Syrup o s s s 3
1 4 Northwind Traders Cajun Seasoning 0 0 0 a0 10
5 5 Northwind Traders Olive Ol 0 15 15 0 10
1 | 6 & Northwind Traders Boysenberry Spread o o o 10 is
@ Position &3 over the horizontal 1 & Nordmind Teadees Sopetntam e 8 e -
split bar ((=3). o 24 Nt s Wt o o @ o w
n 17 Northwind Traders Frult Cocktall 0 0 [ 0 10
e 1] 18 Northwind Traders Chocolate Biscuits Mix 0 0 0 20 5
{;' changes to . 2 20 Korthwind Traders Marmalade 0 0 0 40 10
13 21 Northwind Traders Scones 0 0 o 0 5
. . W 4 W inventory . ¥d
@ Click and drag < and drop it =N
below the row you want to
i = S
freeze. Home It Pagrlmest  Foemulss  Oata  Brdes | i @ c@aa B
iﬂl;ﬂ“""““w s q (3} HE Bvewwinsew 3] 0 . 5 -_|=l
. . it 130 Cuttom Views : ) SHamngean = 4] - -
Excel splits the worksheet into D% @rasoen ‘“w: 23 waipacs winsouss "
. | Werkheak Vi Frecas Panes :
two horizontal panes. - A et ool Bea e, |
pm:" - = hu:‘m?:ommmmmmulmw - E]
@ Cl kth v.e t b ‘ m“ Product Name y e 138 o the weorksheel. =
| pjsy Freese First Columa
IC e View tab. W qry B2ttt colums ot wnieessmn [
1 1] Hola HANDG  AVALLADI®  Uraer Level
() Click Freeze Panes. e e
1 4 Northwind Traders Cajun Seasoning 0 0 [ 40 10
. 5 5 Northwind Traders Olive Oil [} 15 15 (-] 10
@ Click Freeze Panes. 5 & Narthwind Tradars Boysenberry Spread 0 0 0 10 5
T 7 Northwind Traders Dried Pears o ] 0 o 10
) 8 8 Northwind Traders Curry Sauce 0 0 0 0 10
Q If you want to freeze just the 8 14 Northwind Traders Wolnuts o © & o ®
10 17 Northwind Traders Fruit Cocktall [ ] [} 0 10
18 Northwind Traders Chocolate Biscuits Mix o 0 0 0 5 -
first row, you can bypass Steps I S L T -
I to 3 and click the Freeze e ) =

Top Row command.

Excel freezes the panes.
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Freeze Columns

@ Scroll the worksheet so that the
column or columns that you want
to freeze are visible.

@ Position 3 over the vertical split
bar ().

o2 changes to +f».

@ Click and drag «+ and drop it on
the right edge of the column you
want to freeze.

Excel splits the worksheet into
two vertical panes.

Click the View tab.
Click Freeze Panes.

Click Freeze Panes.

000

Q If you want to freeze just the
first column, you can bypass
Steps I to 3 and click the
Freeze First Column
command.

Excel freezes the panes.

% You can unfreeze a row or

column by clicking View,
Freeze Panes, and then
Unfreeze Panes. If you no
longer want your worksheet
split into two panes, click View
and then click Split ([5).

Em;:::!‘::‘mu & Q L; ’Ed Enewwindow (5] 11

how | Zoom 100% Zsemts

toaied

=y Feere Top flow
EE 4D the 160 row vitible white scrolling through S0
- 1he teat of the workiheet.

oy [Feeees First Column
[i_‘-.] Kerp the diest column wiaigle while serelling
Thuaugh the tet of the warkihest.

To adjust the position of a
frozen row or column, you
must first unfreeze them. You
can then click and drag the
split bar to the new location.
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MERGE TWO OR MORE CELLS
-

~
You can create a single large cell by merging two or more cells. For example, it is common
to merge some of the top row of cells to use as a worksheet title. Another common reason
for merging cells is to create a label that applies to multiple columns of data. This can make
your worksheet easier to read because it makes it clear that the label applies to multiple
columns instead of just a single column.

J

Select the cells that you want to
merge.

" e T i et ey iy e ol [ I

Tn Fab War Aw May hm i Au Sep Oa Nev Dec TOTAL

523,500 523,000 524,000 525,100 525,000 525,400 526,000 524,000 524,000 526,000 524,000 524,000 5234,

SALES TOTAL 5,200 578,750 582,700 750 478,750

578,750 $78,750 5|

. L T YIRS e - T 1
Click the Home tab. o i AR AT
"] & Cabel = L - -Qt oo B Condtions Fesmalting = J*lmet = E - ﬁrﬁ_ﬁ'

. — 4 BJS O AN ENEAE Format b Tatile = oene - [+
Click the Merge and Center [-. Mg Ee BeAr EE D] vepeac P s Prsms: | o I8 Poan

Clgtoars 5 "

81 = % & e cens

Click Merge Cells. R i

Cemi Lafting

(2
(3
(2

£ SIS B e S S L IS B ?

3 [Division] 523,500 $23,000 524,000 SI5.000 525400 526,000 524.000 524,000 526, 524,000 594,000 | |
4 Divisionll 528,750 57,500 S29.500 531

525,100 000 524,000
! 000 530,500 $30.000 SILO00 S29.500 S29.500 SILO0) S29.500 S29,500 SISHES0
$26.600, 000 525,250

2 |Sales Jan Fab Mar Apr May Jun Jul Aug Sap Oct Nev Dac TOTAL

6 SALESTOTAL SI6650 $75.200

78,150 $82,700 582,500 $82.150 $84,000 STR50 SIHTS0 $86,000 578,750

| S25,250 £3310.300
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Q Excel merges the selected cells —_—‘a“-u'“‘ﬁ‘ - e, a il
Sales Jan |

: : Feb  Mar | Apr May Jun  Jul _Aug  Sep Oct MNov  Det TOTAL|
Into a S’ngle cell. Divition| 523,500 523,000 524,000 525,100 $25,000 525,400 mms:%s:;nmmmmmm 5284,000
Division il $24,400 £24,300 525,250 $26,600 527,000 $26,750 527,000 £25,050 $25,350 $21,000 $35,250 525,250 $310,100
SALES TOTAL $76,650 $75,200 578,750 $82,700 482,150 750 $78,750 $78,750 $78,750 =1

’.l-i- -
1

w

(] /. 7 HeL = —E=f
Reaty | 2D |mmr; - :_,,:-

e iglelalsis

@ Type your text in the merged cell. e R L ———

Salee _ Jan | Fab | Mar | Apr WY | Jun | i Aug | Sep | O | Nov | Dec | TOTAL|
Dhvion | 523,500 523,000 524,000 525,100 $25,000 25,400 526,000 524,000 524,000 526,000 524,000 524,000 5234,
Division |l 528,750 527,500 529,500 531000 $30,500 530,000 531,000 529.500 529,500 $32.000 529.500 $29,500 5358.650
Dhvilon il 524,400 $24,300 525,250 526,600 27,000 $26,750 527,000 525,250 $15,250 $20,000 525,250 §15,260 §310,300

EEE

|6 [SAUESTOTAL $76,650 $75,200 $76,750 $82,700 750 $78,750 $78,750 $78,750 $962,950 |
7
b
B4
0

b4
Wb n £ JICKS = )|
Fesdy | 23 o Jon S—t—@

g You can centre a title across

the entire worksheet or a
heading across the columns
that it refers to. Follow Steps |
to 3 and then click Merge &
Center. Excel creates the
merged cell and formats the
cell with the Center alignment
option. Any text you enter into
the merged cell appears
centred within the cell.

D WORKING WITH EXCEL RANGES D



TRANSPOSE ROWS AND COLUMNS

~
You can use Excel's Transpose command to easily turn a row of data into a column of data,
or a column of data into a row of data. You can also transpose rows and columns together
in a single command, which is handy when you need to restructure a worksheet.

\ S

@ Select the range that includes the
data you want to transpose.

() Click the Home tab.
() Click Copy ().

3

o R

=l

floBise

]
:
i

ML e |
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@ Click where you want the
transposed range to appear.

() Click the Paste L.
@ Click Transpose ([').

Q Excel transposes the data and
then pastes it into the
worksheet.

g If you want to transpose a

single horizontal or vertical
range of cells, then select just
that range. If you want to
transpose a horizontal range of
cells and a vertical range of
cells at the same time, select
the range that includes all the
cells, as shown in this section’s
example.

HWa-t-ls T bood - Mrotoftbed
Prgtliyout  Farmutas  Dsts

‘,3 & Cari 2 - Woamml T Gmew - Fiendbenwfommmmge Selets E - ? Lﬁ“
iy :_I_@' Ax EEREH $-% o romm s Womaes @- 1 P00
w0l et A E 3 AR S ¥ | 55 Col Stites - Eiromat= 2~ Faters Setact~

Aligrment G Wumber G Styley Crny Eaming

Memd | ngert L

.
) £ 3 G H i 1 ¥ o
&

o = [Trereea

M eeeEsceelesoelastae] + | 6 [ # [ 7 [ 1 | &5
i

[2] East West  Morth  South

[3 | ‘Sales H

4] Expenzaz : .
o Fined Conts :

7

%

13

-
WAk ‘g T T a ¥l
Sebect destination and press ENTER or choose Paite | Count 7 | @Ilﬂ 100, [=j—l (¥}

@ Excel’s Transpose command

works with text, numbers,
dates, formulas, and any other
data that you can add to a cell.
So if you have a rectangular
region of data that includes
row labels, column labels, and
cell values within each row and
column, you can select the
entire range and transpose it.
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DEFINE OR CHANGE A RANGE NAME
-

A range name is a text label that you apply to a single cell or to a range of cells. Once you
have defined a name for a range, you can use that name in place of the range coordinates,
which has several benefits. For example, range names are more intuitive, particularly in
formulas; range names are more accurate than range coordinates; range names are easier to
remember than range coordinates; and range names make it easier to navigate a worksheet.
This chapter explains range names and shows you how to define, edit, and use range names.

.

Before you can use a range name in your formulas or to navigate a worksheet, you must first
define the range name. You can define as many names as you need and you can even define
multiple names for the same range. In this section, you leam to create range names by hand.

~\

Define a Range Name

@ Select the range you want to
name.

Click the Formulas tab.

Click Define Name.

©0

The New Name dialog box
appears.

Type the name you want to use
into the Name text box.

(2

Note: The first character of the name must
be a letter or an underscore (_). The name

cannot include spaces or cell references, and
it cannot be any longer than 255 characters.

() dlick OK.

Excel assigns the name to the range.

A L&
Loan Payment Analysis

Scenario #1
Interest Rate (Annual)

Principal  $10,000

s..
5
7| Menthly Payment (5103 33)

L]

3 Scenario #2

o= . " Loans - Micrasoht Excel N [E=SEE)
I fcoc et Belwost | fomus | DM Rewew  Vew  Denoper i @@z
ﬁ I autesum - fiptepais R D btine Name - Tt receoents B a == a
iy B Pecentiy Used = [ Test = ' AP Fomun - 3 Tinee Dependents - h“ﬂl‘
Function [ Fimancial = B Date & Time - > h;u [ ConlQF trom Selection 7l Remore drrown = () ww:a:‘u O:fu:laﬂ:‘ @
Fundtion Library Detned flames Farmula Auging Calouistion
_ Scenarioz - (" fe| neritdate ianel o3 _ —
I e & 3 £ W i T o
1 Loan Payment Analysis |
2
1 Scenario #1
4 Interest Rate (Annual)  600%
Periods (Years) 5 |
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Q The new name appears in the
Name box whenever the
range is selected.

Change a Range Name

@ Open the workbook that contains
the range name you want to
change.

Click the Formulas tab.

2
3

Click Name Manager.

The Name Manager dialog box
appears.

Click the name you want to
change.

Click Edit.

Use the Name text box to edit
the name.

Click OK.

© 0 0 O

The new name appears in the
Name Manager dialog box.

Click Close.

You can use a keyboard
shortcut to open the Name
Manager dialog box. Open the
workbook that contains the
range name you want to
change and then press E0+(&E.

S\

The Edit Name dialog box appears.

L | inerestRate(Annwal) _E
1 R I N I - I - [ [ .
Loan Payment Analysis |
Scenario #1
Interest Rate (Annual)  600%
Periods (Years) 5 u|

Monthly Payment (5193.33)

Principal 510,000

-

il

e 'T"‘ g e i

] = ]
Average: TS0 Count:d  Sum SOS3081521 ﬁﬂﬂ o O—0——& |

Tae o -mmm.m..,.x@ e
o e m@w’ Foman | DMa  Rewew  View  Dereloper 2@can
pols i}

E Auteium -

ﬁ Y - a - e e preceaents B ; B a
i 1B Pecenty Usea = A Test - - e - “E Traee Depemdents % = b mﬁm‘ =
Function (8 Fnancial = [ Ote & Time = - Manager B Crente from Selection . Remove drrows = @) window | Optiens = D
Function Librany Defaned Mamer Formula Auditing Calculstion
. — & = = S——"— - &
—af & a8 | C | 1] | E F i = H ?
1 d 1
2| Sales Rep 2009 Sales 2010 Sales ‘
3| Nancy Freehafer 5996336 5960452
4 Andrew Cencini $606,731 8577983 u|
15| Jan Kotas $612,781  5967,580
L] Martya Sergienko $765.327  $771.399
=i Steven Thome $863580  $627.243 L]
L] Michae! Neipper $795518 5669394
9 Rebert Zare $722,740  $626,945
10 Laurs Glussani $992,059 4574472
11 Anne Hellung-Larsen $659,380 5827932
12 Kyra Harper $509,623  5569.609
13 David Fermy_ $987.777  S558.601 -
W s 2 W Sheeti Shest2 = 03 il

By | 2|

&

£t Name ===
Domei  gaies for 2008

v T 5

gt -

You can modify a range name
to refer to a new range. Open
the Edit Name dialog box.
Click inside the Refers to
reference box and then click
and drag the mouse 1 on the
worksheet to select the new
range. Click OK.
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USE WORKSHEET TEXT TO

DEFINE A RANGE NAME
-

~
If you have several ranges to name, you can speed up the process by getting Excel to create
the names for you automatically based on the range'’s text labels.
For example, if you have a column of sales data that has the label “Sales” on top, Excel can
automatically apply the name “Sales” to that range. You can create range names from
worksheet text when the labels are in the top or bottom row of the range or the left or
right column of the range.
. J
() Select the range or ranges you o e
want to name.
Be sure to include the text
labels you want to use for the
range names. s
Averagr: 7073626327 hcgn[tw Sum: 26590170 |@-ﬂ_|ll 100% \’-_-)—é—‘:!]}!_
() Click the Formulas tab. N £ i A e
) . T autotum - “lnqlm' B’ et ; me + !:Imnirmm.m ! I ‘::‘—'
@ Click Create from Selection. h»{;m:mﬂm-g;:;w:: g:mm . % “@_ %@a
- !mmnum.n Fendd Mames wiiting Caldulaticn
LS
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The Create Names from Selection
dialog box appears.

@ Select the setting or settings that
correspond to where the text
labels are located in the selected
range (IZ] changes to [¥]).

If Excel has activated a check box
that does not apply to your data,
click it (I¥] changes to [C).

() Click OK.

Excel assigns the text labels as
range names.

When you select one of the
ranges, the range name
assigned by Excel appears in
the Name box.

Note: If the label text contains any illegal
characters, such as a space, Excel replaces each
of those characters with an underscore (_).

G A data range with labels in the
top row and left column Is
known as a table. To assign a
name to a table, type a label
in the top left comer. When
you run the Create from
Selection command on the
entire table, Excel assigns the
top left label to the data range.

@/ You can use a keyboard

shortcut to open the Create
Names from Selection dialog
box. Select the range or ranges
you want to work with and

then press ED+EIDN+E.

Ve, -
Sales_Rep _* | Nancy Freehafer
L] 1!

plE3

B | c

T

B-ER

e

Nancy Freehaler $996,336
|andrew Cencinl $606,731
K $622.781
$765,327
$863,589
4795518
§722,740
$992.059
$659,380
$505,623
$987.777
$685,091
$540,484
$650,733
$509,863
$503,699
$630,263
§779,722
$592.802

sEltEmEEkEEleavoas

e

ig
F-'.'

- L

2009 Sales 2010 Sales

$960,492
5577,983
$967.580
$771,399
$827,213
$669,394
$626,945
$574,472
5827932
$569,609
$558,601
$652,182
£693,762
$823.034
5511,569
$975,455
$509,514
$596,353
4652171

3]

[ |
Count 19 (DA 100 C—

&

GDP Growth v (° AED

A

GDF Grewth
Canada

France

Germany
United Kingdom| 3.
United States

oo s]a]
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NAVIGATE A WORKBOOK

USING RANGE NAMES
-

~
One of the big advantages of defining range names is that they make it easier to navigate a
worksheet. You can choose a range name from a list and Excel automatically selects the
associated range. This is much faster than scrolling through a workbook by hand or by
entering a cell or range reference into Excel's Go To command.
Excel offers two methods for navigating a workbook using range names: the Name box and
the Go To command.
. J
Navigate Using the Nome Box mmemremmrreeas e
Home | et Pagelmout  Fomulki  Dia Rewew View a@ocadn
@ Open the workbook that contains - [ gm:-_w- Rehetr ;_- AT A
the range you want to work with. ¥ P Birema- | 2- fi L

@ Click the Name box [+.

@ Click the name of the range you
want to select.

.!.ﬁ i

Q Excel selects the range.

A = 2 e = =
|
|
ofl
¥
E T F I G I H o
o
u 1 lﬂ-
M:||Eﬂllm@—0—@__
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Navigate Using the Go To
Command

o

2
3
o

Note: You can also select the Go To
command by pressing )+ @.

Open the workbook that contains
the range you want to work with.

Click the Home tab.
Click Find & Select.
Click Go To.

The Go To dialog box appears.

@ Click the name of the range you
want to select.

() Click OK.

Excel selects the range.

Navigate to a Range in
Another Workbook

@ Follow Steps | to 4 above to
display the Go To dialog box.

In the Reference text box, type
the following:

‘[workbook]worksheet’!'name

Replace workbook with the file
name of the workbook, worksheet
with the name of the worksheet
that contains the range and name
with the range name.

() Click OK.

P .

ML= ~ Loans - Microsoft Excel - [E=RE]
-nw-‘-@ “bomui  Dats  Redew  Vew  Dereloper c@cF=
A e - Woamgle G - Hjconotonsromatmng s 3 §
By Ay EEEE- 5-% 0 FromeaTie i~
ris, [T “A- R B RE Foame- Bt~ | G- o
obosrd Font o) Mligneent G| Mumber i ity S
AL - (= £ | Loan Payment Analysis |
|5 A . e e e e e L= - L
ates P e :
2 Interast Rate (Anncal)  6.00% 1 [(5142.33) (550.00) (5133.33) Fomyas
3 Periods (Years) 5 2 [($145.00) ($49.28) ($193.33) Comments
il Principal 510,000 3 |(s144.76) (548.56) (5193.33) Conaitions Fematting
5 Monthly Payment ($193.33) 4 |($145.49) ($47.84) ($193.33) Constants
5 TotalLoan Costs (51599.68) 5 |[(s106.22) (s47.11) (5193.33) Deta akdution
T 6 |(5146.95) (546.38) (5193.33)
o 7 |iswnen) (sases) (s1sa33) | et
k) 8 |i5148.42) (Ss4.91) ($193.33) st et i
10 9 |i5148.16) ([$44.17) ($193.33) _r‘

Scenariol =

J- | Intarest Rate (Annual)

I B

—l
mll
|
6|
=1l
o)

* R I

ry
 Loan Payment Analysis
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FORMATTING EXCEL RANGES

Microsoft Excel 2010 offers many commands and options
for formatting ranges and you learn about most of them in
this chapter: For text, you learn how to change the font, the

font size, the colour and the alignment, as well as how to
centre text across columns and rotate text within a cell. You
also learn how to change the background colour; apply a
number format, apply an AutoFormat and a style, change the
column width and row height, add borders and more.




CHANGE THE FONT AND FONT SIZE

To change the typeface, click [
in the Font list and then click the
typeface you want to apply.

Excel applies the font to the text
in the selected range.

L)
10
AL
12
13

"
15|
18

~\
When you work in an Excel worksheet, you can add visual appeal to a cell or range by
changing the font and font size.
In this section, the term font is synonymous with typeface and both refer to the overall look
of each character. By default, Excel offers nearly 200 different fonts in a wide variety of styles.
The font size is measured in points, where there are roughly 72 points in an inch. In some
cases, formatting a range with a larger font size can make the range text easier to read.
\. J
o Select the range you want to Ll — o, . e ﬁﬁﬂ
format. e i mana | | B gf #
{Hendings) w15 ) o Sty + 9'.6':"!' g !:::‘r"vl Seledt -
€) Click the Home tab. o ] — e
E S ) -
o TR I

- F Anal
Amor T Arial Black

T Arial Narrow

% Arial Rounded MT Bold 57,822.67) ($1,822.67) ($6,000.00) (51,822.67) (56,000.00

% Arial Unicods MS $7.820.67) ($1.932.03) ($5.890.68)  (83,754.70) ($11,890.64

% Baskerville Old Face 57.822.67) ($2,047.95) (55,774.72)  (55,802.66) (517,665.36
S7,822.67) (5217083 ($5.651.84)  ($7,973.49) ($23.317.20

TBamng 5782267 (52,301.08) ($5,521.59) (510,274.57) (528,838.79

 BatangChe 58,459.45) ($2,188.67) ($6,280.78) (512,463.24) ($35,119.57~

W4 W8T Bovhaur 95 v teydown Anakgs F]4 ¥l
Resay | 5 | ! e A
Hd9 0= Loans - Microseh Excel BIE)
Wome | insedt Fugelmyout  Formulss  Data Review  View  Developer agodl
== & cuma 12 o+ W oam[ol e Genemt - ) CondbonsiFomathng +  gebuen s E - ﬁ-r .ﬁ
J G- Blrgs A EEEE- 5% v EremtaTion: o> | @ 0 Y
g | Ee A R WA | Gomswar Eiremate | 2+ s Seiees
Clgbbard Font & Allgamin 3 NumBE T Shyled Camt Lating
AL -0 f| Initl Morigage Data =]
B A 8 | & |0 £ F I G [ H i "-T
1 n
2 Interest Rate (Annual]  6.00%
3 Amortization (Years) 5 =
4 Term (Years) 5
5 Principal $100.000
§ | Paymant Typs ]
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G To change the font size, click [ in | ™ ",@:...w g o Te-oh
H H H = Calibn * nesl - Bl Conamanal Farmatng < getuet - E -
the Font Size list and then click .- ----_H"'ﬁ" Al el el 5
e S

u L]
| A = . e i hromats | g 1O1E Fnd®
the size you want to apply. P AN o b AR R TR o B
AL < Clir | %] inital Mongage Data |
. " s
@ Youcandlso type the size you |\ fmmmgmms |~ 0 " -

want in the Size text box.

o o i
1 1 1 6.0% 25 (57.822.67) (51,822.67) ($6,000.00) (51,822.67) (56,000.00
12 2 2 6.0% 25 ($7,822.67) ($1.932.03) ($5890.64)  ($3,754.70) ($11.890.64
13 3 3 6.0% 25 [57.822.67) (5$2,047.95) (55,774.72)  ([55802.66) (51766536
" 4 4 6.0% 25 (57,822.67) (52.170.83) (55.651.84) (57.973.49) ($23.317.20
15| 5 s 6.0% 25 (57.822.67) (52,301.08) (55,521.59) ($10,274.57) (52883879
1% [ 1 70% 20 (58,469.45) (S2,188.67) (56,280.78) (512,063.24) (535,119.57«
W4 H| | Mortgsge Amortization Schedule . Mortgsge Paydown Anabss Gl4[ = | vl
Msgy | 2 | [T R e —— (=)
. ~
R i [ Hidoer-[z Loant - Microsoft Excel T -
Excel applies the font size to R | T c0-9%
[ 4  caimn can - W om[glEm cunest - Bl Condmons Fermithng - gebuet - E -
the text in the selected range. 3 G RS e | WS Bae - 5 o7 I
e + My A~ EE 2 wa ) con styles = 1=y romat » | 3+ s iadod
Chpboard 7 Fant 0 Alignment 2| Number Stylen Colly Editing
Al (s %_lajtial Mortgage Data |
[l A =5 B c 1] E F | =] H i E
ol orgageloats q
2 Interest Rate (Annual)  6.00% |
3| Amortization (Yesrs) 5 i
4 Term (Years) 5 J
5 Principal $100,000
§ | Paymant Type L]
J //
B // ,\//
v When you create a workbook, u You can change the default
Excel automatically applies font and font size by clicking
a document theme, which the File tab and then Options
includes predefined fonts, to the to open the Excel Options
workbook.The theme’s default dialog box. Click the General
font is referred to as Body and tab, click the Use this font [,
is used for regular worksheet and then click the typeface
text. Each theme also defines a you want to use as the default.
Headings font, which Excel uses Click the Font size [~ and then
for cells formatted with a click the size you prefer to use
heading or title style. as the default. Click OK.
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APPLY FONT EFFECTS

~\
You can improve the look and impact of text in an Excel worksheet by applying font effects
to a range.
Excel's font effects include bold, italic, and underline, which are available on the Ribbon for
easy application. Excel also offers a dialog box tab that includes many more font effects,
including special effects such as strikethrough, superscripts, and subscripts. In most cases, you
should not need to apply more than one or two font effects at a time. If you use too many
effects, it can make the text difficult to read.
. J
O Select the range you want to b 5 g gy < TE
format. Bl ) et e e XA
_” i J’ "-*:--6 :: .»'m ;Id;‘ :r_ﬁ!m"v gr’m:ulv i- :;:‘,‘ ::,‘:ﬂ‘.
@) diick the Home tab. T — e
I A B [4 1] E 2 [] H | 4 =
e To format the text as bold, click %mn‘;:,mmw'mf — -
the Bold button ([B]). [ o
: [Value in Today's Dollars 23?,19?
@ Excel applies the bold effect to !
the selected range. 2 b
A4 v W1 Sheety Shistz Shaetd %3 )| pe——— i)
nesdy | 73 | Count:5 |8l i 100 (=) o 2]
e To format the text as italic, click S T e
the Italic bu-tton (). _ Home Page Laysut _.hmu.ﬂn Dati  Revew  View  Develapsr @ = L
_ ; camn 'll- !y @ Genensl - B conamonal Fermithng - gt X - é—r Iﬁ
) e, BFEFE £« EE Ao 5 - % ¢ Eremaane- I;:lmm- a- gt
6 To format the text as underline, et AT LR :;'_@ Y e i P e oo
click the Underline button ([u]). — (e e e
Excel applies the effects to the |2 Fuwevake O e
selected range. ; ;'.L".f?.ﬂ'.',ﬁwm ss:,a::
6
e Click the Font dialog box 5
|aUnCher () A W) Shestt  Shastd “Shaetd /%3 04 - s : ] -E'
Ready | 5] | | [0 e (=) ] )
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The Format Cells dialog box Fort colt T

appears with the Font tab ol g = lome Lonlomn]
displayed. T 2E Tk .7.‘
Harze T | E—
To format the text as W"'»:i-‘: =L -8 -
strikethrough, click L Il (B—) P e

Strikethrough ([ changes a_'"m _-m
to [¥). -

This & & TrueType font. The same font ndl be used on both your printer and your seen,

o ][ o |
o To format the text as a - ]
. - . [mumter | sigrmene | fori | parver | ra | promesen |
superscript, click Superscript e P =

(2l changes to [¥). 5 BEE flE B

m i ke | ‘P_

@ To format the text as a g = 5 .

subscript, click Subscript s e

(CI changes to [¥]). a—vflm;?
© cikok sl <

Excel applies the font effects.

ya

/| Excel supports the following
keyboard shortcuts for
applying font effects: ED+E
toggles the selected range as
bold; GD+@ toggles the
selected range as italic; @D+
toggles the selected range as
underline; @D +@ toggles the
selected range as strikethrough.
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CHANGE THE FONT COLOUR

~\
When you build an Excel worksheet, you can add visual interest to the sheet text by
changing the font colour.
By default, each Excel workbook comes with a theme applied and you can change the font
colour by applying one of the colours from the workbook’s theme. You learn more about
workbook themes in Chapter 7. You can also select a colour from Excel's palette of standard
colours or a custom colour that you create yourself.
\. J
Select a Theme or Standard mdo- s |
Hom, Layout  Formulsi Dot Review  View  Deweldpr al@o ﬂ =
= 4 cuma b - % o[l 5 Gensst - B} Conamaonslformatng +  Seebsent - !!
CO|OUI’ = - s u- W; $° % 1 [ Formatas Tavke + ’ % Detete + 2-" :ﬂﬁ
i AN TS - WA Powsva- Biromse= | 2 fiw- Sk
@ select the range you want to P ol - B, O i ‘ .
Al - (" £« | Product Name B £2
format. - e —
+ [Product Name Units STM i
H 2 Northwind Traders Almonds 0 00
€) Click the Home tab. S Nt ten w "
4 Northwi yienberry Spread 100 2500
. . 5  Northwind Traders Cajun Seasoning 40 B30 =
e Click [+ in the Font Color & Morthind Taderscha @ 7
. 7 Northwind Traders Chocolate 200 2850
ist (). s
10 Morthwind Traders Colfes 650 23500
11 NMorthwind Traders Crab Meat 120 208
R4V W] TooBortom | Product Sales .~ Growth  SaesBans 03 H4[____ = = vl
Ready | 71 | Cownt:3 |UHIENE 0% 2 O |
| Hdo-o-|= Budget Data - Microsedt Ecel T
o Click a theme colour or one of I T e S cé-ol
' 4 - ol nest = Conamonal Formattng < 3% insent - !!
Excel's standard colours. e ([ | 2 a
ol e WA | Hoosea- E)romt - 4 e+ seiets
@ Excel applies the colour to the . --L — - ——
n .IIIIII 8 o £ =
range text. vy Ii I i
2 mﬂ'lmlnﬂ'l’rﬂ!nﬂ
4 Nuﬂmhﬂmbo..d ...ll. 2500
5 Northwind Traders€a o\ o 880 =
6 Northwind Traders Char : - o 0
7 Northwind Traders Chocolate 200 2850
8  Morthwind Traders Chocolate Biscuits Mix 85 ™
5 Northwind Traders Clam Chowder 250 7985
10 Morthwind Traders Colfes &850 29500
11 Northwind Traders Crab Meat 120 2208 v
RT3 VW Thadorom | Product Sales . Grawth  Ssesfans . 53 B4 - pe— il
Ready | 5| Gownt:3 | (8|0 0 300% (= i L_
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Select a Custom Colour

o Select the range you want to
format.

Click the Home tab.

Click [ in the Font Color
list (fa).

Click More Colors.

The Colors dialog box appears.

Click the colour you want to use.

You can also click the
Custom tab and then either
click the colour you want or
enter the values for the Red,
Green, and Blue components
of the colour.

O cdikok

Excel applies the colour to the
selected range.

Do not use many different

typefaces in a single document.

Stick to one, or at most two,
typefaces to avoid the ransom
note look.

D9 0= Budget Data - Microsch Excel =R
- ----- Fomulss  Dsti  Review  View  Develapar al@o B =
. 4 cuma Ay . -:i Genensl - B} Conamanal Formathng ©  Seinsen v !! 2—, )ﬁ

Q- ||Blrgs Ax - % - % v B rermatasTavk - 3= Detete +
e B a-@j«aﬂ aaa ) constter - Edromat - .; TonTS Sty
Clptoar T L peen— . styles camt Eating
g A2 = || Theme Colors -sdm Almonds
Pl 7 E EEEEEEE e o £
Product Name $ Total

“"’“"‘“""""“'IIII“I'II =

Northwind Traders Be 6818

e “""‘:ll Emammm
Wfﬂﬂll—.
ortwind Traders Cher b * 6

Northwind Traders Chocolate 2850
™

vl

o

[Narthwind Traders Clam Chowder 7985
Nortwind Traders Coffee 50 29500
mmmm 120 2208

Scrtom | Product Sales . Growth  Saks fas | 53 HaL - = v

. ::l:::sl-‘ﬂi***iul"-‘“f":

|S|.r

If you change the text colour,
be sure to leave enough
contrast between the text and
the background. In general,
dark text on a light background
is the easiest to read.
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ALIGN TEXT WITHIN A CELL

~\
You can make your worksheets easier to read by aligning text and numbers within each cell.
By default, Excel aligns numbers with the right side of the cell and text with the left side of
the cell.
You can also align your data vertically within each cell. By default, Excel aligns all data with
the bottom of each cell but you can align text with the top or middle.
\. J
. ; PR : S
Allgn TeX‘I’ HO”ZOn'I'O"y @iﬂ .':,., «amnh-:;m; Dits Revew  View  Develdper @ o a8
o Select the range you want to B e ‘:“6;'»: = - ol B il
format 7 * A - T 2 " - | -ﬂ‘;wmhli' B!o.:u:v @ !';’::‘!’:I‘:ﬂ"
B3 = {8 S 20 E
) Click the Home tab. T e e e e e
1 Average Temperatures for Indianapolis |
. . | 2 Month
e In the Alignment group, click the (e
horizontal alignment option you [ o
want to use: ol
_Lluh
Click Align Text Left (=) to [ soaner U
. . . | 12 |October
align data with the left side of 13 Noverber
| 14 |December |
each cell. PR —— ¢ : i
By (| esgesine Count: 24 Sume 1270 | BN D 100 () y] or
Click Center ([%) to align data
with the centre of each cell. B e | o e
- ]. Calibn vl:- -,-—-H::; Genensl - B} Condmianal Fermathng - g insen - :vﬁ-r ‘ﬂ_
Click Align Text Right (/=) to e | | e o | 2”’:. 9 sous men
align data with the right side of e R —— ——
each ceII. R | pa— c o E £ 6 H ] iG]
| N e
@ In this example, the data in 3 sanoaey 20 %
. | & |February 3 40
the cells is centred. 5 |March 2 2
6 |Rpril a3 63
7 |May 53 74
B |June 62 82
2=, e ©
11 |September 55 s -
| 12 |October a 1
13 | November 31 51
14 | December k5 40
:54 ¥ W| Shest]  Shestd  Shest) %) He ik = ||3'
Resdy | 2] | Aeriage 52916 Count: 34 S 1770 | [uBIC]E s00% (- £ o
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Align Text Vertically

ﬂ Select the range you want to
format.

@) Click the Home tab.

e In the Alignment group, click the
vertical alignment option you want
to use:

Click Top Align ([F) to align
data with the top of each cell.

Click Middle Align ([=) to align
data with the middle of each cell.

Click Bottom Align ([=) to align
data with the bottom of each cell.

@ In this example, the text is
aligned with the middle of
the cell.

/| Justified text aligns with both
the left and right sides of the
cell. Select the range, click the
Home tab and then click [=] in
the Alignment group.The Format
Cells dialog box appears with
the Alignment tab displayed. In
the Horizontal list, click [~ and
then click Justify. Click OK.

a9 0= = =R
- ----- Layout wﬂ.ﬂ §  Dati Review  View  Deselaper a@oanm
4 cuima . . :- = 5 Genensi - Bl Conatonsl Formatting +  gwinet+  E - ﬁ-r ‘*a_
G [Bl7 O AN EEEEH 5% 0 EEromatasmive - oete+ J- &
7 Ec MrA- ERoe WA Doeswer Bhromat+ | 2° fine~ sas~
Cighoard 1 Font G| Mighment 5| Numee % styled cam Lating
Al =8 S | Average Temperstures for indianapolis

A | B C o E £ G H ] i

1 |Average Jemperatures for Indianapolis 4—6 |
2 Month |

3 Jenuary 20 35
4 February 3 40
5 March 33 52
6 hpril 43 63
7 May 53 74
8 June 62 82
9 luly 66 85
10 | August 654 84
1 b 55 7
fida-c:lv T |
B o~ et Paslaed  femds D Beew  View  Deorisn a@=sD
T R e e T o LT Y
S W A EEEE $ % et P e+ ;,\?;" kkkkk
s T ScAr EE W WA 25 Con o + Dtimns | 2w P8 ik
whisd o ol W Mg Membi % M o g
a1 .z & Rwnge fee Ingiamasolls
A ] 3 o (e [} ] i 1=

S v e

N To indent cell text, select the
range you want to indent, click
the Home tab and then click [5]
in the Alignment group. In the
Alignment tab, click the
Horizontal list [- and then click
Left (Indent). Use the Indent
text box to type the indent, in
characters, and then click OK.
You can also click the Increase
Indent (%) or Decrease Indent
(I#) buttons in the Home tab’s
Alignment group.
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CENTRE TEXT ACROSS MULTIPLE COLUMNS

<r
~

~\
You can make a worksheet more visually appealing and easier to read by centring text across
multiple columns. This feature is most useful when you have text in a cell that you use as a
label or title for a range. By centring the text across the range, it makes it easier to see that
the label or title applies to the entire range.
L J
. A leludeibaleolsRiubade sl el aladdi] wllie ol Mol N al
o Select a range that consists of the M“““‘“‘ | |
i | Jan_ Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
text you want to work with and B s.‘::z 5& s:.o:a sfs:'a :soo :;:z s:;:n 5,300 6,300 s?s“eo :;; a?bo [
. ZMI‘ 4601 4200 5200 5000 5500 5250 5500 5200 5200 4500 5200 5.200 |
the cells across which You want © Rent 2400 2100 2,00 2100 2,100 2,100 2,100 2,100 2100 2,00 2,100 2,100 |
i!upp“ll 1,300 1200 1400 1,300 1250 1,400 1,300 1400 1400 1250 1,350 1400
to centre the text. 7 |Salaries 16,000 16,000 16,500 16,500 16,500 17,000 17,000 17,000 17,000 17,000 17,500 17,500 |
U |Shipping 14,250 13,750 14,500 15,000 14,500 14,750 15,000 14,500 14,500 15,750 15.250 14,500 |-
9 Utilities 500 600 600 550 600 GBS0 BS0 GO0 BOD  BS0 600 60O
10 TOTAL 44,883 43,834 46,600 47,066 47,050 47,722 48,270 47,100 47,100 48,130 46,300 47,600
;
:3‘.“' Ses | Expenses /5 Tl = ] I'
sy | 2] SO 100 (=————F)
. Hdo-r-j= Divisionl - Microsedt Escel iﬂ|'m
e ClICk T'he Home tab - Ham Loyout  Formulki Dats  Review  View  Derslaper s@=90
== 4 caima . - W ol Em Genent - Bl Condmonsi Fermittng - gebuet - E - ﬁ-r ‘ﬁ
1 1 da- Bl g A EEEE- 5 -% v Gremano- Pouee 3]
e In the Alignment group, click the e % WES=TRE | ww ) ;_ia*'“““"" foree . @ saas peas
dlalog box |auncher‘ (). Cipboard E; .-1;_ j'f.-n;:::;ﬂavmn Stylen Colbi. Esting E
.'BICIDIEIF!OIHIIIJIK=I.IH:HA
1] [Expenses By month i
2 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mov Dec
3 CostofGoods 6132 5984 5300 6616 6600 K572 6720 6300 5300 6830 5300 6300 |
4 Advertisng 4,601 4200 5200 5000 5500 5250 5500 5200 5200 4,500 5200 5,200 =
5 Rent 2,100 2,100 2,100 2,100 2100 2,100 2,100 2,100 2100 2100 2100 2,100 |
6 Supplies 1,300 1,200 1,400 1,300 1,250 1400 1,300 1400 1400 1,350 1350 1400
7 Salarles 16,000 16,000 16,500 16,500 16500 17,000 17.000 17.000 17,000 17,000 17,500 17.500
& Shipping 14,250 13,750 14,500 15,000 14,500 14,750 15,000 14,500 14,500 15,750 15,250 14,500
2 Utllities 500 00 G00 550 600 650 650 G600 &00 650 600 &00
10 TOTAL 44,883 43,834 45,600 47.066 47,050 47.722 48,270 47,100 47.100 48,130 48,300 47,600
1
12|
':3¢r|| Sals | Expenyes %) Akl _ = : ] I]_IZ'
Ressy | 23 | | (MR 0o (=) ] o
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Excel opens the Format Cells
dialog box with the Alignment
tab displayed.

@ Click the Horizontal [- and
then click Center Across

.
Selection.
@ cdickok
Excel centres the text across the B T T T e e e e e T e e e e e e e o
B Expenses By Month .
selected cells. 2 lan__Feb_ Mar _ Apr May Jun  Jul _Aug  Sep  Oct Nov Dec
| 1 |[Costof Goods | 6,132 5584 6,300 6616 6600 6572 6720 6300 6300 6B80 6300 6,300 |
_i_AMr&II‘ 4501 4200 5200 5000 5500 5250 5500 5200 5200 4500 5200 5.200 |
5 |Rent 2100 2100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 |
[ Supplles 1300 1,200 1,400 1,300 1250 1,400 1300 1400 1400 1,250 1,350 1.400
7 |Salaries 16,000 16,000 16,500 16.500 15,500 17,000 17.000 17.000 17,000 17,000 17.500 17,500 |
¢ Shipping 14,250 13,750 14,500 15,000 14,500 14,750 15,000 14,500 14,500 15,750 15,250 14,500 L
9 Utilities 500 600 D0 550 600 GBS0 650 E00 GO0 B50 e00 00
10 TOTAL 44,883 43,834 46,600 47,066 47,050 47,722 48,270 47,100 47,100 48,130 48,300 47,600
"
12
0 o
W4 v W[ Sales | Expenses %3 JoEhl = I F
ressy [ 2 | EO@ s S————»

7

|
;J‘/ An easier way to centre text
across multiple columns Is to

follow Steps | and 2 and then,
in the Alignment group, click
the Merge & Center button
([#). Excel merges the selected
cells into a single cell and
centres the text within that
cell. (See Chapter 3 to learn
more about merging cells.)
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ROTATE TEXT WITHIN A CELL

~\
You can add visual interest to your text by slanting the text upward or downward in the cell.
You can also use this technique to make a long column heading take up less horizontal space
on the worksheet.
Excel offers several predefined rotations, such as Angle Counterclockwise, which angles text
upward at a 45-degree angle, and Rotate Text Up, which displays the text vertically with the
letters running from the bottom of the cell to the top. You can also make cell text angle
upward or downward by specifying the degrees of rotation.
\. J
ﬂ Select the range containing the - ”4_6”“":;” g T g,i
text you want to angle. e i e |, 0
." . ‘s.l.‘\- £ X quﬁw;;mm:: o 4 ,(,.: o
€) Click the Home tab. el s o —
€ | | B wemicaiTen Z
©) Click Orientation (/). ﬂ’:‘;&@m' st ﬁ
3 ge low 20 23 -4 Fnrnlll: el Algnment:
If you want to use a predefined .
. . . L]
orientation, click one of the menu 7
items and skip the rest of the steps. 2 )
Hi "g&'ut! Sheet2 . cheet) | ©J ]W = '*[
@) Click Format Cell Alignment. ' —
The Format Cells dialog box it ;
] ) TS e = [ I | =
appears with the Alignment tab oy O
. It
displayed. = B 1 f«@
ot = 1 o Y
@ Click an orientation marker. i —— | Ls®
L v et 5 i Degrees
kot @
@ You can also use the Degrees o
spin box to type or click a ===
degree of rotation. (See the
Tip on the following page.)
==
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You can click the vertical text i .
area to display your text [ rest gt I —

vertically instead of horizontally et Bl e 'f
in the cell. — W E"f

G Click OK. m:f‘m 5 o

Excel rotates the cell text. B+ [alelodelsloeln ol Lol Lyl
for indlanapoll D
1 Fig v "

@ The row height automatically i . y
increases to contain the Ea e“"ﬂ«v"evf’ & A e s f#@‘f jfl
slanted text € ~i- IR AR AN S AR

T
@ You can reduce the column "E'I-—Inumt'smu DT e ———— |
Aeaay | B | Count 12 | [l B 100% (=i i}

width to free up space and
make your cells more
presentable.

Ve
Vi

&/l When you use the Degrees spin
box to set the text orientation
to a positive number, such as
25, Excel angles the text in an
upward direction. If you set the
text orientation to a negative
number, such as =40, Excel
angles the text in a downward
direction.You can specify
values in the range from
90 degrees to —90 degrees.
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ADD A BACKGROUND COLOURTO A RANGE

~\
You can make a range stand out from the rest of the worksheet by applying a background
colour to the range. For example, many people apply a background colour to the labels in a
range, which makes it easier to differentiate the labels from the data.
Perhaps the easiest way to change the background colour is by applying a colour from the
set of 60 predefined colours that come with the workbook’s theme. You can also choose a
colour from Excel's palette of standard colours or from a custom colour that you create
yourself.
\. J
Select a Theme or Standard S, T o
Colour L o g gl S
R et - A e A il
o Seled the range you Want T.O a M - _‘. ﬁ_GDi;—mu:nIGwmhlﬂJl;iMH;MWfsMull;;mﬂ N o =)
format.

) Click the Home tab.

4 Relgium 0% m 9% o 0.9% l:!‘i 5% I:Sﬂ I':lﬂ l-“|
5 Canada a1% 5.6% 5.4% 1.8% 3a% 2.0% 29% A6 1% 2.8% |0
& Denmark 5% 26% 28% 13% 0.5% [ ) 24% 34w 2.5% 1%
N - 1 H N 7 Finland S.0% 1A% 51% 1L1% 3% 4% A% 1 1% 1.8%
@ CickC inthe Fill Color list (). [im= = i i mx o oam o o o am
5 Germany 0% 2.0% 4.5% 1.3% 0.2% 0.0% 16% 1.2% 1.9% 11%
10 Grescs 1% 4% 45% 43% 8% 4% 4% 1% 15% 1%
11 Hungary A49% A% 52% 43% 3.8% 34% 46% 4.1% 358 3.6%
12 meefand 5.6% 4% 5.4% 2.6% -2.1% 4.2% 52% 5.6% 3.8% 0.6%
13 weland BE% nw 10.3% 6.0% 61% AT% 49% 4% A4.8% A%
14 Maly 18% 1.7 300 1.8% 0.4% 0.3% 12% 0.1% 1.2% 1%
15 Netherands 43% a.0% 3.5% 4% 0.6% -0.9% 1a% 1.5% 2.5% 1%
16 Norveay e LS
il4 (30
(AR o @
. Ad 08 Growth Rates - Micreneh Evel [E=mEy =5
ﬂ Click a theme colour or one of _ e s it S ol S c@-s%
y i = ™ | & Gement - Ml Condtionfomsttng+ Swlnetc E -
Excel's standard colours. [ ] e e e e &
g ®sou- A e B wa 2 €l Sthes - Biromat- | - L8 DM
[ Fom "‘r‘;"’...--. Humber % Styiey Caity Editing
@ Excel applies the colour to the § Rate (Source: o/ fswivel com) B
f R
range text. : P—Mmﬂmllilllﬂll&ﬁfmlmn Q’
2005 2006
3 Austria = -.'...N 12“ 21’! 19% 25% 218
4 Relghum - | leTH TS 0.9% l.!!i 9% 1.5% 1% 1LE%
() To remove the background - O S T T 1
. & Denmark 5% {M 1.3% 0.5% 0w 24% Fam 2.5% 1%
colour ﬁ’om the range click 7 Finland Sow  san  Swm  Law  2m aan s am am e
! & France 34% 3% 5.3% 21% 12% 0.8% 23% 1.2% 1.9% 2.0%
N F'I’ 5 Germarny 0% 0% 45% 13% 0.2% 0.0% 1.6% 1.2% 19% Llﬁl
O ' B 10 Greece 1% 4% 45% 4% 8% 4% 4% i 15N 1IN
11 Hungary A49% A% 52% 43% 3.8% 34% 465 4.1% 35% 6%
12 meefand 5.6% 4% 5.4% 2.6% -2.1% 4.2% 52% 5.6% 3.8% 0.6%
13 weland BE% nms 10.9% 6.0% B1% ATs 4.9% 4% 4.8% A%
14 Maly 18% 1.7% 3000 1.8% 0.5 0.3% 1.2% 0.1% 1.2% 1.2%
43% a0 35% 14% 0.6% -0.9% 1.4% 15% 2.5% 1%
16% 1% -1.8% 1T 11% 0.4% 9% 2.5% 2% 1% -
| weos - ®.4
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Select a Custom Colour

Select the range you want to
format.

Click the Home tab.

Click More Colors.

The Colors dialog box appears.
Click the colour you want to use.

@ You can also click the
Custom tab and then either
click the colour you want or
enter the values for the Red,
Green, and Blue components
of the colour.

Click OK.

Excel applies the colour to the
selected range.

The default text colour is

black, so if you apply any dark
background colour, the text
will be very difficult to read.
Always use a light background
colour with dark-coloured text
or a dark background colour
with light-coloured text.

Click [+ in the Fill Color list ([>).

=y~ g

 o— ] e
! |nmn|Mmgagebane_]l"“lluaentwmmu
2 Imwrest Roto (Annuol) 6,007 Standard Coiors fostir =] 2
3 Amortization [Years) NN SEEEEE 1

Paydawn (3100

s |mwu

|
Principal $1000¢ | s iy 0.50% Semi-Monthly |
o= Bi-Wonkly |
15 More Colon... Weekly
Mortgage = is
Regular

Mongage With Extra Payment

Monthly Payment (3553 5) 5633 55) ‘_6

Total Payments 30 215
1 TomlPald  (3215270) i
14
1
1
1T
CIA T T LT i 401
Resey | 2 | 0268 Countls | T T BT Yt

- Leans - Microrch Exeal
Heme ot Formulis  Dats  Reew  View  Devlope c@=an
LA T =gl & Cumeng - [jConationsfomaitng T Geimet+ X v
e, i % S 8- w0 Eremsnae- P odae - 3" gﬁ 'ﬂ
g BLR- ; ’?_' e ] ) Colt Stples [EiPamat - | 2+ Fingse selear
Ceseid [ Theme Colars L Humber Styiey Caity Edring
E EEEEEEE
2+ i Jid
F a H

&‘ A background that fades from
one colour to another is called a
gradient effect. Select the range,
click the Home tab, and then
click the Font group’s dialog box
launcher ([=]). Click the Fill tab
and then click Fill Effects. In the
Fill Effects dialog box, use the
Color | [ and the Color 2 [~
to choose your colours. Click an
option in the Shading styles
section (© changes to @) and
then click OK.
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APPLY A NUMBER FORMAT

~\
You can make your worksheet easier to read by applying a number format to your data. For
example, if your worksheet includes monetary data, you can apply the Currency format to
display each value with a pound sign and two decimal places.
Excel offers ten number formats, most of which apply to numeric data. However, you can
also apply the Date format to date data, the Time format to time data, and the Text format
to text data.
\. J
Apply a Basic Format 1 T ————
EN Sales Rap 2009 Sales 2010 Sales
@ Select the range you want to < et | a0 e
L Jan Kotas 622781 867580
format. s | Marlya Sarglenko Tes317 TN
|7 | Steven Thorpe Ba3589 8213
B Michael Neipper 795518 569354
121 Kyra Harper 509625 569509
13 David Farry 987777 558801
14| Paul Voyatzis 685091 682182
15 Andrea Aster 50484 693762
15| Charles Granek B50733  B23034
aw Karen Allston 508861 511569
| 18| Karen Hammond 503699 S75455
19 Vinte Durbin BI0REI 539514
20 Paul Richardson T 596353 -
21 Gregg O'Donoghue | 55802 §S3173 | -
Wi s W] Sheeti Shestd 3 T = ] ¥l
gy | T | Aversge TWTEI6.632  Count:38  Sum 2680078 |[ED IR 100% (=i
€) Click the Home tab. PR e o
- Da e e
o Click the Number Format [-. 4 13 Fsriscu B 2+ fia® 21
i) . 12 :;arm City Eging =

e Click the number format you
want to use.

Cer g «—@ 9
2009 Sales 201 e ncouttns |

ok g weeano

57 Shodt Date
Jan Kotas 622781 9€ E' liagesn L |
Mariya Sergisnko 76537 77 Lowg Dol |
Steven Tharpe 863589 81 5] wednestay, Hevember 16, 2671
Michael Neipper SR
Robert Zare 720 8101 pmeaw
Laura Glussani 992059 57
Anne Hellung-larsen | 658380 82 O Licoroye: 2
Kyra Harper
David Ferry
Paul Voyatsis
Andrea Aster
Charles Granek
Karen Allston
Karen Hammand
Vince Durbin
Paul Richardson
i Gregg O'Danoghue
M4 v W) Shesty - Shaacd R

Blelelsisluizlelslelslelefsjolnlalole -

-1

i
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Excel applies the number format @ o e o ce

- Hamt |l Pagelwout  Fomuls  Dsa  Renew  Yew  Dewise c@=88
to the selected range. PLd am ook Gy g sty et - T -y g
- S B o @- £
Mt g BLUCIE DA g e I ] B el Stphes - Birwmt- | @ orS Ik
For monetary va/uesl yOu Can Thptuand c; - IF:.ul - ‘ 9eé‘saenh;fu-n.n-l » -I.l: ||||| 0 — . 1 . Ceily Edditing g :
click Accounting Number - — e ——— g i 2
2 Sales Rep .m_mﬂy.‘
Format ([+). = Ko ances [sanaroso0 serrasaan
i ] Jan Kotas $622,781.00 5967,580000
. 5 | Marlya Sergienko $765,327.00 $771,359.00
For percentages, you can click 7] Steven Thooe ssss00 sa721300
2 | Michae! Neipper TS, 518,00 $665,354.00/
Percent Style (I). o e | R :
(11 Anne Hellung-Larsen | 5659,380,00 $827,932.00
{12 | Kyra Harper $509,623.00 $569,509.00
13 | David Ferry $987,777.00 $558,601.00|
14 | Pauil Voyates |5685,091.00 5692.182 00|
(+ ey « Microtoft ﬂﬂlﬁ
For large numbers, you can e~ e c0-an
click Comma Style (I+). e o hdaa R e ™ o b
g | ®iE me - A E=E o - Fihigh remt= | 2+ St & Find &
] iy it
g o s oiwew o e | en Sl
[l c.: T = _995?55 (ol b~ i | E | " [ T H ;
; Sales Rop 2009 Sales 2010 Sales l
(3] Nancy Frechafer [55%6.336 00 $950.,452.00]
7| Andraw Caneini $606,731.00 $577,983.00|
[ Jan Katas $622,781.00 $367.580.00
K| Mariys Sergienko $765,327.00 $771.299.00
zl | Steven Tharpe $863,589,00 $827.213.00|
a Michael Neipper |5795,516.00 $669.394.00]
Use the Format Cells Dialog ZIED 2 )
Box [t | aagrmene [ pore. [ morver [ rw [ rotecsen |
Categery:
|Ganersl s | Samce
Select th tt iz pan
ele e range you want to e e
format. i"‘?ﬁm . el
o [
6 Click the Home tab. e 619
o Click the Number group’s dialog 4 J
box launcher () vy fomats e o nerlmonetry Vs Un Acsontng om0 s
The Format Cells dialog box . Q—’E[ —

appears with the Number tab
displayed.

In the Category list, click the type of
number format you want to apply.

Use the controls that Excel displays
to customise the number format.

Click OK.

Excel applies the number format.
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APPLY AN AUTOFORMAT TO A RANGE

~\
You can save time when formatting your Excel worksheets by using the AutoFormat feature.
This feature offers a number of predefined formatting options that you can apply to a range
all at once. The formatting options include the number format, font, cell alignment, borders,
patterns, row height, and column width.
The AutoFormats are designed for data in a tabular format, particularly where you have
headings in the top row and left column, numeric data in the rest of the cells, and a bottom
row that shows the totals for each column.
\. J
ﬂ Select the range you want to e et e et~
2 |Dévisien | 23500 20000 4000 25100 25000 25400 26000 24000 24000 26000 24000 24000 2940008
format. Iml 28750 27300 29500 31000 30500 30000 31000 29500 29500 32000 23500 29500 58000 I
£’ M By dme By ke g s Amo e s yme e e
i TS 200 L1500 4000 __ TEISL 00 _78;
.4l
i
i
| -
[W % w| Shesty  Shewd . shestd (00 — — AT - 1 »fl
Reaay | 5 Avitsgr TAOTMOTESZ  Count 70 Sum 3651000 | |00 B T — —t
€) Ciick AutoFormat (). Tao i e =
Il o me Fomutss  Oas  Remew  View  Devebeeer 00 CE2
= & = & ™ol = G - congmonsiFamatng s Seimen
Note: See Chapter | to leam how to add we S H A g 5w g Bowe- | B- z‘r‘ﬁ
g BLR .- A iEiE 2 “a 5 Sl Shytes - _Jﬁx-i & Faers Sedcte
a button to the Quick Access Toolbar. In this R e I . P
case, you must add the QuickFormat button. B B I e -7 B
1 [oivision | 23500 23000 24000 35100 25000 325400 25000 4000 24000 J6000 MOD00 24000 3294000f
3 [Division Il 8750 1700 19500 31000 30500 30000 31000 39500 9S00 33000 39500 15500 358650)
4 [Division N 24300 24300 25250 26600 17000 JETSO 17000 25150 25150 218000 15350 25350 3103001
L] TOTAL 76650 75300 78730 BI700 GIS00 G150 84000 78750 7NISO 86000 TES0 770
&
;
L}
p 1]
n
o o — s == e
m.,‘_‘l Avenage TAIT3OTEI2  Count T3 mmm.wnﬂ e 3]
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The AutoFormat dialog box
appears.

6 In the Table format list, click the
AutoFormat you want to use.

@ cickok.

Excel applies the AutoFormat to
the selected range.

m Excel enables you to control
the six formats that are part of
each AutoFormat: number, font,
alignment, border, patterns, and
width/height. In the AutoFormat
dialog box, click Options and
display the Formats to apply
group. Deselect the option for
each format you do not want
to apply (I¥] changes to [C))
and then click OK.

lfwﬁm\-l mlmmmmmxmmmmmmm
3 |Division it 28730 27900 29500 31000 30500 30000 31000 28500 29800 52000 19500 29500 358450

W4 v W] Sheetl . Snestd o shestd o 6d jaLH!

(0]

Ry | 1

| G oo (= ———3

L To revertto a plain,
unformatted state, select the
range and then click [A to
display the AutoFormat dialog
box. In the format list, click
None, and then click OK.
Excel removes the AutoFormat
from the selected range.

FORMATTING EXCEL RANGES D




APPLY A CONDITIONAL FORMAT TO A RANGE

than some specified amount.

cells in the range.

You can make a worksheet easier to analyse by applying a conditional format to a range. A
conditional format is formatting that Excel applies only to cells that meet the condition you
specify. For example, you can tell Excel to apply the formatting only if a cell's value is greater

When you set up your conditional format, you can specify the font, border, and background
pattern, which helps to ensure that the cells that meet your criteria stand out from the other

J

Select the range you want to
work with.

Click the Home tab.
Click Conditional Formatting.
Click Highlight Cells Rules.

Click the operator you want to
use for your condition.

An operator dialog box appears,
such as the Greater Than dialog
box shown here.

Type the value you want to use
for your condition.

@ You can also click the collapse
dialog box button (&) and
then click in a worksheet cell.
Depending on the operator, you
may need to specify two values.

Click this [ and then click the
formatting you want to use.

To create your own format,
click Custom Format.
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@ cikok Sk ]

Format cells that are GREATER THAM:

50% with | Loht Bied 7 with Dark Red Tt [w ]

L o [ ceml |

Excel apphes the formattmg to T T T S o B e ) i Vi

S 1 |GDP—Arnual Growth Rate (Source: http://swivel.com/) _ _

cells that meet your condition. 2 ws 1w W xe  xe XN XM ok W 207
im 195 2TH 59% 0.7% 12% 08% 2% 19% 26% 21%
| 4 Belgium 0% 3% 3.9% 0.7% 0.9% 1.3% 29% 1.5% 1% 18%

5 Canada 41% 56% 548 LE% 4% 0% 9% 46N 1% 8% "
| & Denmark 25% 26% 28% 13% 054 D7 4% 4% 25% 21%
ir!lnlcnd 0% 34% 1% 1i% 2% 24K 378 3% ATh 5%
8 France % iM% 3% 1% 1% 0% 3% 1% 19% 0%
| 9 Germany 20%  20%  as% L% 0% 00% 16% 12%  13%  1ak

|10 Greece 1% 14K 4.5% 43% 18k 4.7% 4.5% ER a8k 3.2%
11 Hungary 49% 4% 5% 4.3% 38% 4% 4.6% 41% 15% 6%
12 tesland 56% 4% A% 8% 2% 4% 5% 56% 8% 08N
|13 ireland mek I 0N EDRTUEIR a7 4%k aTH am% 4ok
[ 14 maly 18% LT 3.0% 1.8% 4% 0.3% 1.2% 0.1% 1.2% 1%
15 Metherlands 4% a4.0% 8 14% 06% “0.5% 14% 15% 15% 1%
JB_NM 6% 2% 8% 7 11% 044 9% 5% 2% 1%
|17 Poland 4.8% 1% 40% 1.0% 14% 35K 54% 4% 0% 5%
1B Portugal 4.6% 348% 34% L% o4k “1.1% 1.0% 0.4% 1L0% 1.4%
&m -4.0% -1L.2% 0.5% T 51% 5% 1N 4.1% 2% A%
T ELs 6a%  100% sa% AT% 3% 71% Bk A% 5%
21 Spain 4.3% 4% 17T 5% 7% 9% 0% 4% 1% 9%
27 sweden 6% as% 43% 1L0% 0% 15% 5% 7% 6% 8%
23 Switzerland 8% 1% 15% 1.0% 1% -0.4% 21% 1.8% 8% 1LT%
| 24 United Ringdom 3% 8% Ee ] 3% 18% 2% ER L 19% 6% 8%

25 |United States (&L i9% 4% 0.8% 16% 7% 4% 1% 5% i -

N L —— B [

Festy | O | || =i s (= 0 s

J

m Excel enables you to specify M If you no longer require a

multiple conditional formats. conditional format, you can
For example, you could set up delete it. Follow Steps | to 3
one condition for cells that are to select the range and display
greater than some value and a the Conditional Formatting
separate condition for cells menu, and then click Manage
that are less than some other Rules. Click the conditional
value.You can apply a unique format you want to remove
format to each condition. and then click Delete Rule.
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APPLY A STYLE TO A RANGE

~\
You can reduce the time it takes to format your worksheets by applying Excel's predefined
styles to your ranges. Excel comes with more than 20 predefined styles for different
worksheet elements, such as headings, as well as two dozen styles associated with the
current document theme.
Each style includes the number format, cell alignment, font typeface and size, border and fill
colour.
\. J
@ Select the range you want to T T T T
1 |Duvisian | 23500 23000 24000 25100 215000 25400 26000 24000 4000 26000 24000 24000 ISMO000
forma‘t hZ—EWlﬂlﬂﬂll 670 17900 19500 31000 30500 30000 1000 29500 219500 32000 29500 9S00 358650
. 4 |Division i1 4400 4300 35350 JGE00 27000  JETSO  IT000 35350 15350 38000 15250 15350 310300
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Excel displays the Cell Styles
gallery.

e Click the style you want to apply.

Note: If the style is not exactly the way you
want, you can right-click the style, click
Modify, and then click Format to customise
the style.

Excel applies the style to the range.

J
7

gﬁ Excel comes with a gallery
of table styles that offer

formatting options that
highlight the first row, apply
different formats to alternating
rows, and so on. Select the
range that includes your data,
click the Home tab, and then
click Format as Table. In the
gallery that appears, click the
table format you want to apply.
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B 4 s SowmlmlE  Gemenl - Bl CondionsiPomatting - F=imet- X -
& LT Y -
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g If you find yourself applying
the same set of formatting
options over and over, you can
save the options as a custom
style. Apply your formatting to
a cell or range and then select
that cell or range. Click Home,
click Cell Styles, and then click
New Cell Style. In the Style
dialog box, type a name for
your style and click OK.
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CHANGE THE COLUMN WIDTH

~\
You can make a column of data easier to read by adjusting the column width. For example, if
you have a large number or a long line of text in a cell, Excel may display only part of the cell
value. To avoid this, you can increase the width of the column. Similarly, if a column only
contains a few characters in each cell, you can decrease the width to fit more columns on
the screen.
\. J
Change the Width of One [ ————————
2 Sales 2009 Sales 2010 Sales
Column = e
B Andrew Cenc S606,731  $577,983
. . . 5 Jan Kotas $522.781 5967580
o Click in any cell in the column you i Moriya Serge S765.327  $771.398
. 7 | Steven Thorp $863,589  5827,213
want to resize. |8 | Michael Neip $795.518  $669,394
o Robert Zare  $722,740  $626,945
10 Laura Glussa 5992059 5574472
1 Anne Hellung $659,380  $827,932 "
12 Kyra Harper  $509,623  $569,609
| 13 DavidFerry 5987777  $55B.601
14 Paul Voyatzis $695,091  $692,182
B Andrea Aster $500484  $693,762
[ 15 | Charles Gran  5650,733  5823,034
17 Karen Aliston $509.863  $511.569
ETH Karen Hamm $503,699 5975455
(19 Vince Durbin  $630,263  $599,514 \_
20 Paul Richard: $779,722  $596,353
| 21 Gregg O'Don 5592,802  5652,171
e W] Shestl /Shests 5 7 — I ] 1 L0}
resey | 201 | I e —
1 LR Sales Reps Sales - Microsoft Excel T= 1
e Clle the Home tab Home ot Formulss Osts  Reew  View  Dewelopwr a@oa s
= A el h x --'_‘55.- Genenl = B Concmionsl Formatting = S=ingert = E - 2? ‘ﬁ
@ Cdlick Format. ey Bl aa EE e wa | sendE D e . g e
Cipboard 1. Font_ bl _dhgoment 2| Msser | cetistre |
. o 83 - F| Noncy Erechafer AT Mo Height. v
@ Click Column Width. e . =
= "—»ﬂ Comumn . i
l2e) Sales 2009 Sales 2010 Sales AuAcEg Column Width | |
3 $996.336 $960,492 Retaul Wigth. |
4+ Andrew Cencl S606,731  5577.583 Visinty |
3 lan Kotas. $622.781  $967.580 e Lnide |
6 Marlya Sergle $765,327 $771.399 |
7 StevenThorp S863589 5827213 iR |
@ Michael Nelpy $795518  $669,354 = |
s RobertZare $722,740  $626,945 Mot . i)
10 Laurs Glussar $992,058 5574472 el |
7 Anne Hellung  $659,380  $827,932 P e
12 Kyra Herper 5503623 556,609 S| BretaciShast |
13 David Fery  SOB7,777 5558601 @) Lockcel |
14 Paul Voyatzls $EBS091  5692.182 & remetcen. |
15 Andrea Aster  $540,484  $693,762 |
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The Column Width dialog box
appears.

e In the Column width text box,
type the width you want to use.

@ dikok

Excel adjusts the column width.

@ You can also move &« over the
right edge of the column
heading (< changes to ++)
and then click and drag the
edge to set the width.

Change the Width of All
Columns

o Click [ (or press ED+D) to

select the entire worksheet.

e Follow the steps in this section to
set the width you prefer.

e If you have already adjusted some
column widths and you want to
change all the other widths, click
Home, click Format, and then
click Default Width to open
the Standard Width dialog box.

e Type the new standard column
width, and then click OK.

Ve
Vi

BJ Excel’s AutoFit feature
automatically adjusts the
column width to fit the widest
item in a column. Click any cell
in the column, click Home,
click Format, and then click
AutoFit Column Width.

s | Jan Kotas $622,781  $967,580
6 | Mariya Serglenko $765,327  $771,399
7| Steven Thorpe $863,589  $827.213
8 | Michael Neipper S795,518 5669394
9| Robert Zere $722.740  $626.945
10| Laura Giussani $682,058 5574472
(11| Anne Hellung-Larsen $659,380 5827932
1z | Kyra Harper $509,623 569,609
(13} David Ferry %987,777 5558801
14 | Paul Voyatzis $685,091  5692,182
15 | Andrea Aster $540,484  3693,762
16 | Charles Granek $650,733  $823.034
17 | Karen Aliston $509,863 5511569
18 | Karen Hammond §503,699 5975455
19 | Vince Durbin $630,263  $599,514
(20| Paul Richardson §779,722 596,353
[21] Gregg O'Donoghue $592,802  $652,171
FH| -
WV W] Sheety /hesrs 783 § 1 — ] 130}
ooty | 5 | [ R —— <)
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CHANGE THE ROW HEIGHT

~\
You can make your worksheet more visually appealing by increasing the row heights to
create more space. This is particularly useful in worksheets that are crowded with text. By
increasing the row heights, you add white space above each cell, which makes the text easier
to read.
If you want to change the row height to display multiline text within a cell, you must also
turn on text wrapping within the cell. See “Wrap Text Within a Cell” later in this chapter.
\. J
: et 8 Joc L b L & 1 E l sl N [ [ ] K.J3
o Select a range that includes at + GDP—Annual Growth Rate (Source: http://swivel.
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The Row Height dialog box
appears.

In the Row height text box, type
the height you want to use.

@ dikok

Excel adjusts the row heights.

@ You can also move &« over the
bottom edge of a row heading
(= changes to +) and then
click and drag the edge to set
the height.

i

——/

m You can use Excel’s AutoFit
feature to automatically adjust
the row height to fit the tallest
item in a row. Click in any cell
in the row, click Home, click
Format and click AutoFit Row
Height. Alternatively, move (3
over the bottom edge of the
row heading (< changes to +)
and then double-click.

RowHeight  (°8¢

Rowheights |38 _
: o

R =——i——l=s | = e =mn= e e e === = e K=
. GDP—Annual Growth Rate (Source: http://swivel.com/) i
_2_1_@ 96 199 00 1L 02 205 A0 W0 200 20
X 9% am s3I 07 % T 2% 1% 2 21% |
|4 Belgium 20% % 9% 07K 0% 13w 2% sk 1% 18%

5 Canada 1% S6% 54 L8% 4% 0% 8% 4% 1% 4% |
0 | Denmark 2% 265 4% 13% 08N 078 2a% 4% 25% 2% |
7 Finland 5.0% R 1% 11% 7% 4% 1% 1% 1T 8% |"
o |France 14% % 2% 21% 1% o8% 3% L% 1L9% i |
9 | Germany 2o 20%  ASK L3 03% 00N L% L% 1% 1a%

10 | Greece 4% L% ASE 4% LB ATH A T T EE:0
|41 | Hungary A% 4% 2% 4% 8% 14% A% 41% 154 36%
|12 icetand 5.6% 43% s45% 6% 2% 43% 5% % CE T T

| 13 ireland BE% ILIK 103%  60% GIN  ATH 49%  ATR 48N A%

14 ity 1% L7 30% 1% 04W 0a L% 0% 12% 1.2%

15 Metherlands a3 40% 1% L4 08K 0% 4% L5% 25% 2%

16 | Norway 245 2% 2% L% 4% 2% 2% 3N 2%

17 | potsnd ags s an% 1% La% s A% A% 50% 52%

1% Partugal 4.6% % 4% L7%  04% LIS LON 04K 10% 1a%
W o ¥ 0] Shesty Shes Erests S%3 )11 P——— —— i1
Ferdr | 53 R — %)

e

—/

To change all the row heights at
once, click [ (or press ED+0)
to select the entire worksheet.
You can then follow the steps

in this section to set the height
by hand or move » over the
bottom edge of any row
heading (<2 changes to +) and
then click and drag the edge.
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WRAP TEXT WITHIN A CELL

~\
You can make a long cell entry easier to read by wrapping the text within the cell. If you type
more text in a cell than can fit horizontally, Excel displays the text over the next cell, if that
cell is empty, or displays only part of the text if the next cell contains data. To prevent Excel
from showing truncated cell data, you can format the cell to wrap the text within the cell. In
most cases, Excel increases the row height just enough so that it can display all the text given
the cell's current width.
\. J
o Select the cell that you want to A& Teotger sowtelo s doe s bemifunhiel ooy d
" e T T S O R B
format. 1 e orgins sours{ GDP—Annual Growth Rate ,
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0% £ % 0.7% 0.5% 13% 2.9% 1.5% 2!
41% 5.6% 5.4% 18% 34% 0% 9% 4.6% 3.2;
25% 6% 18% 1.3% 0.5% 0.7% 24% 4% 25
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© Cick Wrap Text (%). i o e I
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=l &
Excel turns on text wrapping for e B (RS L0 | B o | T Birwc. | . ot P
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7 Finland 5.0% 3.4% 51% 11% 232% 4% 7% 35% 32
B France 34% 3% 5.3% 1% 1% O.8% 3% 1% !..q
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@ If the cell has more text than 2 D T D
can fit horizontally, Excel
wraps the text onto multiple 3
. . 2 002 w03 004 2005 2000
lines and increases the row 5 1N o 2% Ak ae
. 4 0.9% % 2.9% 15% 1%
height to compensate. 5] A
|6 08% 0% 24K 3% 25K
7 2% 24% 7% 3% am
5 L%  08%  23% L% 19N
9 0%  0O% L8 LM 19
10 |Graace 4% 4% 4K aa%  38% a7 am v 38k
View Text Without Turning on S e
: [1amter | ssgoert [ pont [ morder [ rd_[orosecton | !
Text Wrapping engesth P
) ) Horisonta: : |y v
ﬂ You can widen the column until ey B e Ll
m | % [|Tee—
you see all your text; see “Change e s
the Column Width"' earlier in this et T
=
chapter. [t
Rght-todeht
Tewt drecson:
e You can reduce the cell font size. G
One way to do this is to choose a
smaller value in the Font Size list ﬁ T

of the Home tab'’s Font group.

o An easier way is to click the
Alignment group's dialog box
launcher ([Z]) to open the Format
Cells dialog box with the
Alignment tab displayed.

@ Click the Shrink to fit check
box ([Z] changes to [¥]).

@ cickok
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ADD BORDERS TO A RANGE

multiple, separate ranges.

.

You can make a range stand out from the rest of your worksheet data by adding a border
around it. You can also use borders to make a range easier to read. For example, if your
range has totals on the bottom row, you can add a double border above the totals. Borders
are also useful if a worksheet has several ranges that appear close to each other. By
surrounding each range with a border, you make it clearer that your worksheet consists of

6 Select the range that you want to
format.

) Click the Home tab.
6 Click the Borders [-.

A D T T e e N R B
Expense Budget Calculaton 1st Quarter

]

1]
2 |
3 INCREASE  1.03

Bxpenses - Microsoft Bxcel l:u|-E‘lE'

EHido--

n Home ‘—6:1.\”“1 Formulas Data  Review  View  Developer o @ «
¥ - Eomlgl D custem - a=insen -

Sl ? ‘x:z:ﬂ S % ¢ :I’ # Delete - Egﬁ‘

gl 4@-6 *E D WA ElFomt | - iners Seed+

Clipooard . Font = | ANgnment =| Mymper o Ceily Editing

B | £ Adverising

I fliel

13 2011 BUDGET 25235 24823 26574 76,632
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6 Click the type of border you want
to use.

@ Excel applies the border to
the range.

You can make your borders
stand out from the gridlines by
clicking the Borders [-, clicking
Line Style, and then selecting a
thicker border style.You can
click Line Color and then click
a colour that is not a shade of
grey.You can also turn off the
worksheet gridlines by clicking
the View tab. In the Show group,
click the Gridlines check box

(] changes to [C)).

=T e

il e EARE Evpenses - Microsoft Excel
B orc | et Poriwot fomun  Osts  Redew  View  Doekon @ @ o @ B
= 4 G s - Wl cutem Sl s E -
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“o [EF &2-A EEe B2  [Elrmat s 2% Fimes Seree+
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A | T tegtene |, S - (] H i =
1 Expensi [ e Sorde larter 7
2 ] Bight Bzrder
3 1o Borser |
; B & Borden |
3 [0 OCutgide Barders |
7 £ Ihict BoxBonden
¥ = Bottom Douslr Beeder |
9 1 ' Thick Bottom Barder !a
W‘ I Top and Bottom Barder |
= Top and Thigk Bottom Border 100 25800 74,400 |
= mwoowaomw.«h |
Oraw Borders 823 26574 76,632 |
L] 4 Duy Border
:: Ay Drawe Border Grid
17 o2 [rnse Gorger |
18 oL Line Color ’ L
;g Line Stgle i
W 4 VH] pu ] LereBordens _ ]
Reagy | 21 | Avrrage General  Count: 25 Sum: Genenl | E ] 100% (=) -
LA B I e | | E | F | @ [ H | 1 [%
1 e Budget Calculation - 1st Quarter
FH|
[ER| INCREASE 103 |
4
(5] EXPENSES January _Februal March __ Total
| 6 | Advertising 4,600 4,200 5200  10.500
[T ] Rant 2,100 2100 2100 5400
(8| Supplies 1,300 1,200 1400 18,500
| 9] Salaries 16,000 16.000 16,500 32,600
10 Utilitles 500 600 600 25200 =
| 150 1
121
|13 ] 2011 BUDGET 25,235 24,623 25714 95378
14

You can draw a border by hand.
Click the Borders [~ and then
click Draw Border. Use the Line
Style and Line Color lists to
configure your border. Click a
cell edge to add a border to that
edge; click and drag a range to
add a border around that range.
If you prefer to create a grid
where the border surrounds
every cell, click the Draw
Border Grid command instead.
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Are you ready to start creating powerful and useful
worksheets by building your own formulas? This chapter
explains formulas, shows you how to build them, and shows
you how to incorporate Excel's versatile worksheet functions
into your formulas.You also learn useful formula techniques
such as how to sum a row or column of numbers, how to
create quick formulas using the AutoSum feature, how to use
range names and ranges from other workbooks in your
formulas, and how to move and copy formulas.




UNDERSTANDING EXCEL FORMULAS
-

N
To get the most out of Excel, you need to understand formulas so that you can perform
calculations on your worksheet data. You need to know the components of a formula, you
need to understand arithmetic and comparison formulas, and you need to understand the
importance of precedence when building a formula.

. J

Formulas
A formula is a set of symbols and values that perform some kind of
calculation and produce a result. All Excel formulas have the same
general structure: an equals sign (=) followed by one or more operands
and operators. The equals sign tells Excel to interpret everything that
follows in the cell as a formula. For example, if you type =5+8 into a cell,
Excel interprets the 5+8 text as a formula and displays the result (13) in
the cell.

Operands

Every Excel formula includes one or more operands, which are
the data that Excel uses in the calculation. The simplest type of
operand is a constant value, which is usually a number.
However, most Excel formulas include references to worksheet
data, which can be a cell address (such as Bl), a range address
(such as BI:B5), or a range name. Finally, you can also use any
of Excel's built-in functions as an operand.

Operators

In an Excel formula that contains two or more operands, each
operand is separated by an operator, which is a symbol that
combines the operands in some way, usually mathematically.
Example operators include the plus sign (+) and the
multiplication sign (*). For example, the formula =B1+B2
adds the values in cells Bl and B2.
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Arithmetic Formulas

An arithmetic formula combines numeric operands — numeric constants, functions that retumn
numeric results, and fields or items that contain numeric values — with mathematical operators

to perform a calculation. Because Excel
worksheets primarily deal with numeric
data, arithmetic formulas are by far the

most common formulas used in worksheet

calculations.

There are seven arithmetic operators you
can use to construct arithmetic formulas:

Operator | Name Example | Result
+ Addition =10+5 I5

- Subtraction =10-5 5

- Negation =10 -10

* Multiplication =10*5 50

/ Division =10/5 2

% Percentage =10% 0.1

~ Exponentiation | =10 "~ 5 100000

Comparison Formulas

A comparison formula combines numeric operands — numeric constants, functions that retumn
numeric results, and fields or items that contain numeric values — with special operators to
compare one operand with another. A comparison formula always returns a logical result. This
means that if the comparison is true, then the formula retumns the value |, which is equivalent to

the logical value TRUE; if the

comparison is false, then the o fpariel | LEme ez | el
formula returns the value O, - Equal to =10=5 0
which is equivalent to the logical = Less than =10<5 0
value FALSE. <= Less than or equal to =l0<=5 |0
- > Greater than =10>5 |
There are six operators you can use
to construct comparison formulas: - = Greater than or equalto | =[0>=>5 ||
<> Not equal to =10<>5 ||

Operator Precedence

Most of your formulas include multiple operands and operators. In many cases, the order in which
Excel performs the calculations is crucial. Consider the formula =3+542. If you calculate from left

to right, the answer you get is 64 (3+5
equals 8 and 872 equals 64). However,
if you perform the exponentiation first
and then the addition, the result is 28
(572 equals 25 and 3+25 equals 28).

To solve this problem, Excel evaluates
formulas according to a predefined order
of precedence, which is determined by
the formula operators:

Operator | Operation Precedence
() Parentheses st

- Negation 2nd

% Percentage 3rd

~ Exponentiation 4th

*and/

Multiplication and division | 5th

+and —

Addition and subtraction 6th

=< >

=< < =>> | Comparison

7th
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BUILD A FORMULA

\
You can add a formula to a worksheet cell using a technique similar to adding data to a cell.
To ensure that Excel treats the text as a formula, be sure to begin with an equals sign (=)
and then type your operands and operators.
When you add a formula to a cell, Excel displays the formula result in the cell, not the
formula itself. For example, if you add the formula =C3+C4 to a cell, that cell displays the
sum of the values in cells C3 and C4. To see the formula, click the cell and examine the
Formula bar.
\. J
. . . . T *
Click I|n the cell in which you want pr— LB a| T T T
to bu||d -the f‘ormula' : ;::om u:mn:nwm;mnirsmm;;wm;‘wlul m;mu:.m mm:;wug;.m-;mn
JbM.nlnnIl 28750 17900 18500 31000 30500 30000 31000 25500 19500 3000 15500 29500
9 Type = 3 mmh [ )
5|
Q Your typing also appears in the |+
Formula bar. | T W s - —
e | 53 | [mOm o ————
Note: You can also type the formula into the
Formula bar. S O W klw82 I
| T e T e e - T (il M O - e o B
| 1 [sales Jan Fab pr May  Jun Jul Aug Sap Oet Nov  Dec TOTAL | |
6 Type or click an operand. For (3 lowsions P i 2 T wn 2 a0 wn X o
example, to reference a cell in s row [ o s
your formula, click in the cell.
Excels inserts the address

of the clicked cell into the
formula.
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Type an operator.

©0

Repeat Steps 3 and 4 to add
other operands and operators to
your formula.

Click [ or press EIE.

@ Excel displays the formula
result in the cell.

Q/ Excel displays the formula

result in the cell but it keeps
track of the original formula.
To display the formula again,
you have two choices: click the
cell and then edit the formula
using the Formula bar or
double-click the cell to display
the original formula in the cell
and then edit the formula.
Press GI3 when you finish
editing the formula.

v W R[=B2+B3+B4 i . ___*
lugal B o [ [ F [ | &

Jan Feb Mar

apr May Jun Jul Au

W e W] Shet) Shesty o Shests o0 - LR = I %f
Tes | -
ot | 53 | [ o ————
% mwww %
4| A gl o | o | =l o P e ey o ] o mi e
| 1 [Sales lan Feb Mar  Apr May  Jun Jul Aug Sap Qet Nov  Dec TOTAL
2 Division| 235300 23000 28000 25100 25000 2400 26000 2000 24000 26000 23000 24000 28400
| & Division i 28750 217900 18500 31000 30500 30000 31000 25500 18500 3000 15500 29500 ol
| P00 24300 25250 206500 27000 206730 27000 25250 1520 26000 25230 2WS0

4 | Division I

g/ You can configure the

worksheet to show the
formulas instead of their
results. Click File, Options to
open the Excel Options dialog
box. Click the Advanced tab,
scroll to the Display options
for this worksheet section,
click the Show formulas in
cells instead of their
calculated results check box
(] changes to [¥l), and then
click OK.You can also toggle
between formulas and results
by pressing ED+@.
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UNDERSTANDING EXCEL FUNCTIONS

N\
To build powerful and useful formulas, you often need to include one or more Excel
functions as operands. You need to understand the advantages of using functions, you need
to know the basic structure of every function, and you need to review Excel’s function types.

. J

Functions

A function is a predefined formula that performs a specific
task. For example, the SUM function calculates the total of a
list of numbers and the PMT (payment) function calculates
a loan or mortgage payment. You can use functions on their
own, preceded by =, or as part of a larger formula.

Function Advantages

Functions are designed to take you beyond the basic arithmetic and
comparison formulas by offering two main advantages. First, functions
make simple but cumbersome formulas easier to use. For example,
calculating a loan payment requires a complex formula, but Excel's PMT
function makes this easy. Second, functions enable you to include
complex mathematical expressions in your worksheets that otherwise
would be difficult or impossible to construct using simple arithmetic
operators.

Function Structure

Every worksheet function has the same basic structure:
NAME(Argument |, Argument2, ...). The NAME part
identifies the function. In worksheet formulas and custom
PivotTable formulas, the function name always appears in
uppercase letters: PMT, SUM, AVERAGE, and so on. The
items that appear within the parentheses are the functions’
arguments. The arguments are the inputs that functions
use to perform calculations. For example, the function
SUM(AI,B2,C3) adds the values in cells Al, B2, and C3.
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Statistical Functions
The following table lists some common statistical functions:

Function Description

AVERAGE(numberl ,number2,...) Returns the average of the arguments

COUNT (number|,number2,...) Counts the numbers in the argument list

MAX(number | ,number2,...) Returmns the maximum value of the arguments
MEDIAN(number|,number2,...) Returns the median value of the arguments
MIN(humber!l,number2,...) Returns the minimum value of the arguments
MODE(number|,number2,..) Returns the most common value of the arguments
STDEV(numberl,number2,..) Returns the standard deviation based on a sample
STDEVP(number|,number2,...) Returns the standard deviation based on an entire population

Financial Functions
Most of Excel's financial functions use the following arguments:

Argument | Description

rate The fixed rate of interest over the term of the loan or investment

nper The number of payments or deposit periods over the term of the loan or investment

pmt The periodic payment or deposit

pv The present value of the loan (the principal) or the initial deposit in an investment

fv The future value of the loan or investment

type The type of payment or deposit: O (the default) for end-of-period payments or deposits; | for
beginning-of-period payments or deposits

The following table lists some common financial functions:

Function Description

FV(rate,nper,pmt,pv,type) Returns the future value of an investment or loan

IPMT (rate per,nper,pv,fv,type) Returns the interest payment for a specified period of a loan
NPER(rate,pmt,pv,fv,type) Returns the number of periods for an investment or loan
PMT (rate,nper,pv,fv,type) Retumns the periodic payment for a loan or investment

PPMT (rate per,nper,pv,fv,type) Retumns the principal payment for a specified period of a loan

PV(rate,nper,pmtfv,type) Returns the present value of an investment

RATE(nper,pmt,pv,fvtype,guess) | Returns the periodic interest rate for a loan or investment
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ADD A FUNCTION TO A FORMULA

N
To get the benefit of an Excel function, you need to use it within a formula. You can use a
function as the only operand in the formula, or you can include the function as part of a
larger formula.

In “Understanding Excel Functions,” you learned that Excel has many functions and that most
functions take one or more arguments, but it is often difficult to remember a function'’s
arguments and the order in which they appear. To make it easy to choose the function you
need, and to add the appropriate arguments, Excel offers the Insert Function feature.

. J

@ Clickinthe cellin whichyou want [ mr (@Feer- =

to build the formula. ! mmwmrmm ' N
© Trpe= e e S |

@ Type any operands and operators é @

you Qeed before adding the N = - 2

fUﬂC‘tIOI’] Lo | I I R e
() Click the Insert Function =L E—_

button ([#). et , - *—E’E

The Insert Function dialog box e

appears. M ‘
@ Cdlick [ and then click the e ]

category that contains the

function you want to use. el 7
6 Click the function.
) dick oK
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The Function Arguments dialog
box appears.

Click inside an argument box.

00

Click the cell that contains the
argument value.

You can also type the argument
value.

@ Repeat Steps 8 and 9 to fill as
many arguments as you need.

@ The function result appears
here.

() dickok.

Excel adds the function to the
formula.

@ Excel displays the formula
result.

Note: If your formula requires any other
operands and operators, press (3 and type
what you need to complete your formula.

Note: In this example, the result appears in
parentheses to indicate a negative value. In
loan calculations, money that you pay out is
always a negative amount.

;/‘/ You do not necessarily have

to specify a value for every
function argument. In the PMT
function, for example, the rate,
nper and pv arguments are
required, but the fv and type
arguments are optional. When
the Function Arguments dialog
box displays a result, you have
entered all of the required
arguments.

T v e g .
B 5 o f i d— — — =
_ufﬂuﬂ-n-s*m'“-“"" iy ....
7 mmerast Rate o

pral s P ‘m

Arn S50} ~

| Yaarly Payment[-THTI52.87.84) L
.

-

H
£ e w-ama@
] TP T T | [T . |
AL e L ] Lt
i s K| =mRIALY o
| i [T ] [ B F [T S (| [ ue
| Caleulating Annual Loan Payments
| £ Interest Rate %
(3] Years 5
4 Amount_$_10.00¢
L)
[
=
]
1"
il
AT ] sheaty Erasts eeaard B ] - 33l
[T [Eaw e S——0—»

'ﬁ//

g If your loan payment
worksheet contains an annual
interest rate and a loan term in
years, you need to convert the
rate and term to monthly
values to calculate the monthly
payment using the PMT
function.That is, you divide the
annual interest rate by 12 and
multiply the term by I2. For
example, if the annual rate is
in cell B2, the term in years is
in B3, and the loan amount is
in B4, the function PMT(B2/12,
B3*12, B4) calculates the
monthly payment.
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ADD A ROW OR COLUMN OF NUMBERS

\
You can quickly add worksheet numbers by building a formula that uses Excel's SUM
function.
Adding a range of numbers is probably the most common worksheet calculation, so it is
useful to know how to use Excel's SUM function. Although you can use SUM to add
individual cells or a rectangular range of cells, you will most often need to add a row or a
column of data. In this case, when you use the SUM function in a formula, you can specify as
the function’s argument a reference to a row or a column of numbers.
\. J
: . v it & =
@ Click in the cell where you want T T
the sum to appear. EY Nenoyrbates Ssoetse  Soends: .
4 Andrew Cancini 5606731  5577,983
5 Jan Kotas 622,781 5567580
© Type =sum( e AR
[ a | Michael Neipper $795518 5669354
. . o | Robert Zare $722,740  $626,345
a When you begin a function, 10 auea Giussan sooa0s9  Ss7aam
i 11 Anne Hellung-Larsen $659,380 5827932
Excel displays a banner that 2 s oz smen | pom .
14 Paul Voyatzis 5685091  5682,182

shows you the function’s
arguments.

Note: In the function banner, arguments in
bold are required and arguments that appear
in square brackets are optiondl.

@ Use the mouse p to click and

[ A | [ | < 1 o | E F | G | H
drag the row or column of 2 saes hep 2009 Ssles_ 2010 Sales
2 Nancy Freshafer 5596336 | 5960452 T
numbers that you want to add. E e Skt | sovipus
e | Mariva Sergienka 765,327 | $771.390
Steven Thorpe 4863589 | 587,213
Excel adds a reference for the £ michoeineposr | S1ssut | Seensne
[ | Robert Zare $722,740 | $626545
range to the formula. 10 Laves Glossan
11 Anrve Hellung-Larsen |
| 12 | Kyra Harper
| 13| David Femry 1
14
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@ Type).

@ Click [« or press EIE.

@ Excel enters the formula.

G Excel displays the sum in
the cell.

The SUM function works not
only with simple row and
column ranges, but with any
rectangular range. After you
type =sum(, use the mouse 3
to click and drag the entire
range that you want to sum.

K

PMT - S| =sum{C3:C21) ¥
.« [ hssgey o | & F_ 1 & [ W =
| Sales Rep 2009 Sales _ 2010 Sales
-a | Nancy $996,336 | 5550452 n
4| Andraw $606,731 | 5577,983
s | Jan Kotas $622,781 | $067.580
e | Mariya Sergi $765.327 | 5771389
7] Steven Thorpe SBE3.5E9 | 5B27.213
EH| Niichael Neipper $795518 | $669,394
o | Robert Zare $722,740 | $526,945
10 | Laura Ghussani 5092,059 | 5574472
11| Anne Hellung-Larsen $659,380 | $827.932
22| Kyre Harper 5509.623 | 569,609 |
23] David Ferry $987,777 | 5558601 1=
| 14| Paul Voyatals 5685091 | $552.182
15 | Andrea Aster $540,484 | $593,762
16 | Charles Granek 5650.733 | 5823034
| 17| Karen Aliston 55080863 | 5511568
18 | Karen Hammand $503,699 | 5975455
ETH) Vince Durbin $630,263 | $599,514
a0 | Paul Richardson $775,722 | $596,353
21 Gregg 0'Donoghue $592.802 | $652171
E TOTAI (::!:(:;-lz@
ExE) =
W4 b | Sheet: /Gheers S 37 el a5 1 130}
e | 4 | [mOE o  ———
—
£
2 - e | =sUMC3:C21) @ ¥ 3
S S — T [ -l S -] R IS [N - [
[ 2 | Sales Rep 2009 Sales 2010 Sales
B Nancy Freshafer 5996336 5960452 w
4 Andrew Cencinl $606,731 5577983
5 Jan Kotas 5622781  5967.580
e | Mariya Sergienko $765.327  $77TLE98
(7] Steven Thorpe Se63589 5827213
s | Michag! Nelpper $195518 469,394
o | Robert Zare $722,740  $626,945
10 Lawra Glussani 58992,050 5574472
11 Anne Hellung-Larsen $658,330  $827.832
| 12 | Kyra Harper 5509623 5569.609
13 David Ferry 4987,777 4558601 It
| 14 | Paul Voyatals 5685091 5682182 |
15 Andrea Aster $540,484  5693,762
16 Charles Granek 5650,733 5823034
.17 | Karen Aliston $509.863 511569 |
(18 | Raren Hammand 4503699 5975455
19| Vinee Durbin S630,268 4559514
7} |
21 .
kS |
23 4
Gl e - y v
[Eo@ s c————@

7
@ The SUM function can accept

multiple arguments, so you can
enter as many cells or ranges
as you need. After you type
=sum(, hold down &I and
either click each cell that you
want to include in the total, or
use the mouse 11 to click and
drag each range that you want
to sum.
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BUILD AN AUTOSUM FORMULA

\
You can reduce the time it takes to build a worksheet as well as reduce the possibility of
errors by using Excel's AutoSum feature. By default, the AutoSum tool adds a SUM function
formula to a cell and automatically adds the function arguments based on the structure of
the worksheet data. However, you can also use AutoSum to quickly create simple formulas
that use common functions, such as AVERAGE, COUNT, MAX;, or MIN.
\. J
L S S S I
ﬂ C||Ck In the Ce” Where you Want Lsa!es Jan Feb Mar Apr May lu: Jul Aug Se; Oct No:f Dec 10"‘rnl.'_
| 3 | Dhvislan | 23500 23000 24000 25100 25000 25400 25000 24000 24000 26000 24000 24000 moool
the sum to appear. | Diilonll 28750 27900 29500 31000 30500 30000 31000 29500 29500 37000 29500 29500 358650/
ﬂ.!wﬂoﬂlll 24400 24300 25250 Eilm 26750 27000 25250 35350 2BODO 25250 25250 smsoo!
5 SALES TOTAL
Note: For AutoSum to work, the cell you el
select should be below or to the right of the 51
range you want to sum. - I e e 'Q”
@ Cick the Sum button (). e e—
S [gu_]nun c1 o+ WoamlglD cmew - [ Conssion Fomam
@ Ifyou want to use a function o b | me | o ,—;:'l'.'. f e ’“”
other than SUM, click the e — = —
. A e o] o 3 F ) H i ® [ M Tl
Sum [= and then click the : : :
. 1 Salu Jsn  Feb  Mar  Apr  May Jun  Jul Aug Ssp Oct HNov Dee TOTAL
operation you want to use: Soen | ceef owen) s 2 R s e S e s s ey
S Dwsenn e duo o e e o e Rue mao e mow e ol
Average, Count Numbers, & s oAl 7eem
Max, or Min. .
LI
WAk | Shestl Snestd  Shestd € HAL n ] FI.
a5 LT SoRrE—ON
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Excel adds a SUM function
formula to the cell.

Note: You can also press B3 +8 instead of
clicking [Z..

@ Excel guesses that the range
above (or to the left) of the
cell is the one you want to
add. If Excel guessed wrong,
select the correct range.

@ Click [ or press EIE.
G Excel displays the sum.

@ You can use Excel’s status bar
to see the sum of a range
without adding an AutoSum
formula. When you select any
range, Excel adds the range’s
numeric values and displays
the result on the right side of
the status bar — for example,
Sum: 75200. By default, Excel
also displays the Average and
Count. If you want to see a
different calculation, right-click
the result in the status bar and
then click the operation you
want to use: Numerical Count,
Maximum, or Minimum.

fo | =5UM[C2:C4)

it died

[F1 & | & [0l lrlelnrnlrolirlelitlun]ln
1 |Sales Jan =3 Mar Apr May Jun Jul Aug Sep Oct Nov Dec TOTAL

2 |Division | 23500 26000 25100 25000 25400 26000 24000 24000 26000 24000 24000 294-000
+ |Division II 28750 1000 30500 30000 31000 29500 29500 32000 29500 19500358550"
__-l_jbhulonlll 24200 16600 27000 26750 27000 25250 25250 28000 25250 25150310300:
5 'SALES TOTAL =
6|

7]

4+ | Sheetd Shestd . Shest T4l B 1l
ot | 1 | [ME@ s ————

G =G K| -sumcal) : — i
1~ [ o el o[ = [ Floln]l rlololc]lwlng
1 |Sales Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec TOTAL |
::Wslonl 23500 23000 24000 25100 25000 25400 26000 24000 24000 26000 24000 24000 zm
| Division 1l 28750 27900 29500 31000 30500 30000 31000 29500 28500 32000 29500 29500553650"

4 | Division Il 24400 25250 26600 27000 26750 27000 25250 25250 28000 25250 25150310300|
5 SALESTOTAL 7
6.
=
-

Sheetl /Sheetd “Sheed 00 41 ] I ¥l
I — +

E ; If the range you want to sum is a
vertical column with a blank cell

below it or a horizontal row with
a blank cell to its right, select the
range (including the blank cell)
and then click [= or press CD+08.
Excel populates the blank cell
with a SUM formula that totals
the selected range.
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ADD A RANGE NAME TO A FORMULA

N
You can make your formulas easier to build, more accurate, and easier to read by using
range names as operands. For example, the formula =SUM(B2:B 10) is difficult to decipher
on its own because you cannot tell at a glance what kind of data is in the range B2:BI0.
However, with the formula =SUM(Expenses), it is immediately obvious that the formula is
adding a range of expense values.
If you are not sure what range names are or how to define a range name, see Chapter 3 to
learn more about range names, including how to define names for ranges in Excel.
. J
H H H . ey | - | Eﬁ
(@ Cdlickinthe cell in which you want [ o oo rmm.‘:@ma::- — To o8
to build the formula, type =, and Pt g e - g el |
fase & » P = coll e Bl Forms v a T
then type any operands and it e s | s i gl [ St
: G < xRl mpel |
operators you need before adding || & s o 20 S 5 S -
the range name 1 Loan Payment Analysis [
. 2
g 3 Scenario #1
) &+ InterestRate (Annual)  §00% 1
@ Click the Formulas tab. : Pkl 0
(7] Monthly Payment
[] [EMTirace, per . IRERPD. -t
W 4 s W Loan Payment Analysis , Ealoon Loan | Interess Costs . Procpadlani] 4| [ 301
fon | 53| [T T
. o | T - Mictotof Exeel [=2E
() dlick Use in Formula, e ——————— e
| | e e s
Excel displays a list of the range At o it Gowentme B ooenramen | r I - @ | | Cttn
names in the current workbook. o e | e | - . |
=] T A — [TE — O ] i
) 1 Loan Payment Analysis :::."n:wa‘—@ '
@ Click the range name you want 2 cenario#1 R ln
I Rate 500% PaymeesAREta Ly
to use. B o 5 (e
L5 Principal _$1 e
E| Monthly Payment[ FErguistFarment
8 ReviedTorm A
W 4% | Loan Payment Anabysis faloonloan . Itt  patensmer. B4 = s 1 1
e | T | - |FACRER s
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: PMT % R o K spronlinterest_Rat
@ Excel inserts the range name = e T T T T T T T
into the formula [ Lo Papisnt Anstysle -
. : ]
3 Scenario #1 E— Z
L+ Interest Rate (Annual)|  600% -1
@ Type any operands and operators e @
8 1
you need to complete your 7 WPWWM‘
-4 PMTirate, rper pv, (V1 [typel] -
e . - iy ¢ Prncpal a4 | A .
formula. X SIIMMM, aloon Loan ¢ Fteres: Covts . I il |
™ . T e % =peaclintarest_Rate, Loan_Term, Loan_Principal)
If you need to insert other - SN Vo T T A
range names into your formula, | {-ean Payment Anglysis I
repeat Steps 2 to 5 for each g, S -~ i
Periods 5
name. ] Panctpel
g‘] Monthly Payment|=pmi(inierest_Rate, Loan_Tem, Loan_Principal)
@ Cdlick [ or press GID. < sl e v s »a
Excel calculates the formula result.
<
N If you create a range name
[/

after building a formula,

you can convert the range
reference to the range name.
Click the Formulas tab, the
Define Name [, and then
Apply Names to open the
Apply Names dialog box. Click
the range name you want to
use and then click OK. Excel
replaces the associated range
references with the range
name in each formula in the
current worksheet.

M As you build your formula,

you can type the range name,
if you know it.You can also
click a cell or select a range
with a defined name. Excel
adds the name to your formula
instead of the range address.
To work from a list of defined
range names, click an empty
area of the worksheet, click
Formulas, Use in Formula,
Paste Names, and then click
Paste List.
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REFERENCE ANOTHER WORKSHEET
RANGE IN A FORMULA

~\
You can add flexibility to your formulas by adding references to ranges that reside in other
worksheets. This enables you to take advantage of work you have done in other worksheets
so you do not have to waste time repeating your work on the current worksheet.
You can even add references to ranges that reside in other workbooks.

\. J

(@ Clickin the cell in which you want
to build the formula, type =, and
then type any operands and
operators you need before adding
the range reference.

Page ,
e Press @M+ EEL until the
worksheet you want to use
appears.

i
o
-

L

._ ii ;i-

ek
il

G CHAPTER 5 BUILDING FORMULAS AND FUNCTIONS cEED



Select the range you want to use.

Page )
Press Gﬂ]+ until you return
to the original worksheet.

Q A reference to the range on
the other worksheet appears
in your formula.

Type any operands and operators
you need to complete your
formula.

Click [« or press EIE.

Excel calculates the formula result.

You can type a range reference
directly into your formula
rather than selecting it with
your mouse. Type the worksheet
name, surrounded by single
quotation marks (‘) if the name
contains a space; type an
exclamation mark (!); then type
the cell or range address. Here
is an example: ‘Expenses
2010’!'B2:B10.

% You can reference a range from

another workbook. First make
sure the workbook you want to
reference is open.To add the
reference, click the Excel icon
(%) in the Windows taskbar
and then click the other
workbook to switch to it. Click
the worksheet that has the
range you want to reference
and select the range. Click [
and then click the original
workbook to switch back to it.
Excel adds the reference to the
other workbook range to your
formula.
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MOVE OR COPY A FORMULA

references.

\.

You can restructure or reorganise a worksheet by moving an existing formula to a different
part of the worksheet. When you move a formula, Excel preserves the formula’s range

Excel also enables you to make a copy of a formula, which is a useful technique if you require
a duplicate of the formula elsewhere or if you require a formula that is similar to an existing
formula. When you copy a formula, Excel adjusts the range references to the new location.

Move a Formula

Click the cell that contains the
formula you want to move.

Position &2 over any outside
border of the cell.

@ changes to %.

@ Click and drag the cell to the new
location.

% changes to k.

a Excel displays an outline of
the cell.

Excel displays the address
of the new location.

@ Release the mouse button.

@ Excel moves the formula to
the new location.

G Excel does not change the
formula’s range references.

£ | =PMIT(E2/ 12, B3 * 12, B4)

'!uu_;u

A1 B [ C [ 0 kel ¢ T 0 [ 1T [ 1 ] %

' Calculating Monthly L Pay HE
12| InterestRate a% |
3 Years 30 |
| £ | Amaunt ™
| & Monthly |
= )
7 =™
KN B
N
10
11
1 e
4 v W] Anual | Monthly Shestd J83 4 = |
I (@ o ©———®

Drng to mave cell contents, use AN key b vmteh iheets

85 - i | =PMT(82 /12,83 * 12, Nl__’_@ i
T T T B - | P e S e e

Tl

Calculating Monthly Loan Pay
Interast Rate a%

EESEC L OTnE
5
2
N

12
A v W] dnowal | Monthly Sheets 857

Resty | 20 |

7
g‘ If you do not want Excel to
adjust a range reference, switch

the reference to the absolute
format. Double-click the cell
that contains the formula you
want to edit, select the cell
reference you want to change
and then press (.
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Copy a Formula = T Ememes I
Bl & Jes cT ol el rFrlelTwl v TaT el e Twl Zf
@ Clickthe cell that contains the oo 908 o s Sn i s S i i e
_LDMHOMI 18150 27900 29500 31000 30500 30000 31000 29500 29500 32000 29500 29500
formula You want to Copy. | & [Division i _2a800 24300 25250 .41 27000 26750 27000 25250 25250 28000 25250 25250 3
5 saes rora [eeso] |
&
g Press and hold E0. 7]
3
|
" . 10|
6 Position o over any outside == —n. — =
border of the cell. SR [Ena e o J
N cs - S =C2+C3+CH *
"3 changes to K. 2 S I n1:[raiurr141n1 o T |
| 1 |Sales Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec TO |
H Dhvision 23500 23000 24000 25100 25000 25400 26000 24000 24000 265000 24000 24000 2
@ C||Ck and drag the Ce” to the _;_Divmon:l 28750 27900 29500 31000 30500 30000 31000 29500 29500 32000 29500 m%.
H 4 |Division Il 24400 25250 27000 26750 27000 25250 25250 28000 25250 25250
location where you want the copy ST i
to appear. B
3
1
Q Excel displays an outline of 20 A
ﬁ'"i'ﬁ[m Cheerd Shaetd 85 7 joE] oM |
the cell. D [EnE oo

@ Excel displays the address
of the new location.

Release the mouse button.

Release (0.

@ Excel creates a copy of the
formula in the new location.

Q Excel adjusts the range
references.

Note: You can make multiple copies by
dragging the bottom-right comer of the cell.
Excel fills the adjacent cells with copies of the

formula.
Excel assumes that a copy of a

formula should reference
ranges positioned relative to
the ranges used in the original
formula. For example, if the
original formula references Al
and you copy it into the cell to
the right, Excel adjusts the cell
reference one column to the
right, so it becomes BI.
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MANIPULATING EXCEL
WORKSHEETS

An Excel worksheet is where you enter your headings and
data and build your formulas.You will spend most of your
time in Excel operating within a worksheet, so you need

to know how to navigate a worksheet as well as how

to perform useful worksheet tasks, such as creating new
worksheets and moving, copying, and deleting worksheets. In
this chapter, you also learn how to change the gridline colour
and how to toggle gridlines and headings on and off.




CREATE A NEW WORKSHEET

~\
Excel supports multiple worksheets in a single workbook, so you can add as many
worksheets as you need for your project or model.
Each new Excel workbook comes with three worksheets but it is not uncommon to require
four or more worksheets in a workbook. In most cases, you will add a blank worksheet but
Excel also comes with several predefined worksheet templates that you can use. Note that
there is no practical limit to the number of worksheets you can add to a workbook.
\. J
Insert a Blank Worksheet @da-c-f Bookd + Mirosot el =y
n Hom: e Layout  Formufss  Data  Review  View  Developer & = g 8
0 Open the workbook to which you B4 B T o ==lE e o, R A
“— - BIU- AN EEWEH 5-% = nsent Cens..
want to add the worksheet, S B @A (RS (B8 T e
Clipboard n; Font 5= jl:llnl’\l‘!ll" - Humber ‘ﬁ‘ Insert Shest QQMM! E
e Click the Home tab. E e o [ B :ﬂumf““nf—a
. 1 M
e Click the Insert [ 2 |
4 =
@) Click Insert Sheet. :
7| L
8
9|
10
iz
W 4 ¥ | Sheetl ‘Shest? . Sheet3  ©J 4] . ] b_[i]
[ Reawy | 70 | T T T — —
@ Excel inserts the worksheet. L ll = g e e wa—gy
2]
You can also create a new Fr 3
worksheet by clicking Insert s
Worksheet ([E) or by 71 L
pressing EXD+ED. 9]
|10 |
11|
:’i @ Shestda Sheer] “Shest? Sheatd _{i“J_ Tl [ » ]I['
Read) | [ 1005 (=) ——i)
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Insert a Worksheet from a
Template

Insert..
Gl Dtietesneet

A

1

2]

ET|
6 Open the workbook to which you 3 s
want to add the worksheet. ﬂ" Mowe o Copy Shet.
0
10
[11]

G View Code
&y Brotect Sheet.
Iab Color

Hide Shest

e Right-click a worksheet tab.
©) Cdiick Insert.

atlect All Sheets

The Insert dialog box appears.

Click the Spreadsheet
Solutions tab.

Click the type of worksheet you
want to add.

You can also click Templates
on Office Online to
download worksheet templates
from the Web.

A9 ¢ DBt ¢

Loan Amortization Schedule

M
. |3
@ cdickok s
B Loan amo
| 6 | Annugl interest rate
H 7/ mn i yenr
Excel inserts the worksheet. Eq P chladindulzad
| 9 | Start date of loan
10 Optionsl extra pay
11|
[12] Lender name: | ]
Etd
35 7] Laan amortization Sechedula £ Sheetl "'sr:nen“/':ih‘ 1 |JI| 15 =
Reasy | 71 | R — —

s
7/ Page

§ Press @D+ 20 to move to the

-

next worksheet, and (@) +|
to move to the previous
worksheet.You can also click
the following controls: [4] to
move to the first worksheet,
[{] to move to the previous
worksheet, [*] to move to the
next worksheet and [] to
move to the last worksheet.
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MOVE A WORKSHEET

~\
You can organise an Excel workbook and make it easier to navigate by moving your
worksheets to different positions within the workbook.
Although you will most often move a worksheet to a different position within the same
workbook, it is also possible to move a worksheet to another workbook.

\. J

—
il

Move a Worksheet Between
Workbooks

o If you want to move the
worksheet to another workbook,
open that workbook and then
return to the current workbook.

EREERE e

Click the tab of the worksheet
you want to move.

. W9t B T 1
Click the Home tab. ? e R o e e ;:-;m
|| E. TR A - - - E - : ':'ﬂ::lnmlmr:um . m'. ‘ ;
- ey Wea-ime oA Ee e A 5«.@-@"2‘.“.- P
Click Format. Mg ol .0 T | - e - it

-
E
E

Click Move or Copy Sheet.

The Move or Copy dialog box
appears.

Note: You can also right-click the tab and : | =

17,325

then click Move or Copy Sheet.
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G If you want to move the sheet to
another workbook, click the To
book [- and then click the
workbook.

6 Use the Before sheet list to click a FE
destination worksheet.

The worksheet will appear to _ . -
the left of the sheet you select in [ e o e B
Step 7.

@ cikok

Excel moves the worksheet.

Move a Worksheet Within the
Same Workbook

ﬂ Move &y over the tab of the
worksheet you want to move.

e Click and drag the worksheet tab
left or right to the new position
within the workbook.

Iy changes to .

@ As you drag, an arrow shows
the position of the worksheet.

e When you have the worksheet
positioned where you want it,
drop the worksheet tab.

Excel moves the worksheet.
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COPY AND RENAME A WORKSHEET

~\
Excel enables you to make a copy of a worksheet, which is a useful technique if you require
a new worksheet that is similar to an existing worksheet. Rather than re-creating the new
worksheet from scratch, you can make a copy of an existing worksheet and then edit the
copy as needed.
Although you will most often copy a worksheet within the same workbook, it is also possible
to copy the worksheet to another workbook.
\. J
Copy a Worksheet Comsiemoicsion- e~
]
ﬂ If you want to copy the worksheet | & "™ %
4l EXPENSES January February  March  Total
to another workbook, open that ; Advestiing | 4500 4200 5200 14000
7 Rant 2100 2100 2,100 6300
workbook and then return to the i R
current workbook. ]
e Click the tab of the worksheet o
o | “Sneatd Wk~ Vi T = 1 --'
you want to copy. o e i e S SRS . Weawmc— ¢
. e « Micreih ===
@) Click the Home tab. e~ '4..6“ Al R YT
= - = Jrcs gyl 5 tumber <« condtians Puimatien gr Gemiets E-
'-—J :av b 2 il - .;> . 0 Formy . - we s e 2" ﬂ
6 Click Format. g | waa-iEe a-a :_:',,,‘ o |- s 5 ime et
e .:1.5 - _'-- £ -c1.1°s¢3;. I ) :?:nu-w-- —_—él
e Click Move or Copy Sheet. ey R N T 5 e i -
. 3 INCREASE 103 ;Sm"mm
The Move or Copy dialog box [ S I _—_— -
appears. T mem ™ de 2w 200 g o
[ Supplins 1300 1200 1400 3500 ;".'.";::M
. . 9 Salaries 16.000 16,000 16500 48,500 Tt ol
Note: You can also right-click the tab and - - . SR T - R X et
) 1 2010 TOTAL 24500 24100 25500 74400 R Brotect Sneet.
then click Move or Copy Sheet. B ] s 8l rece | 1
u Farmat Sghh...
15
18 -
:.m | ﬂmlnpn-lnm Budger - Ind Quaner - Bucget - 3@ Quacter - []4 - g — ._1.. _:;i
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6 If you want to copy the sheet to
another workbook, click the To
book [- and then click the
workbook.

Use the Before sheet list to click a
destination worksheet.

The copy will appear to the left of
the sheet you select in Step 7.

Click the Create a copy check
box ([l changes to V).

Click OK.

Excel copies the worksheet.

@ Excel gives the new worksheet
the same name as the original,
but with (2) appended.

Rename a Worksheet

Display the worksheet you want
to rename.

Click the Home tab.
Click Format.

Click Rename Sheet.

Excel opens the worksheet name
for editing and selects the text.

Note: You can also double-click the
worksheet’s tab.

6 If you want to edit the existing
name, press (3 or E3 to deselect
the text.

G Type the new worksheet name.
6 Press GIE.

Excel assigns the new name to the
worksheet.

Move or Copy
Move selected sheets
To book:
Before sheet:
- 1t -
o
Sheetd
(move to end)
3 7] Create a copy
A 1 B G O [ & [ £ [ G T e o [ TR
| | Expense Budget Calculation - 1st Quarter
| INGREASE 103
4
B EXPENSES  lanuary Februsry  March  Total
B Advertising 4E00 4200 5200 14000 Ly
1| Rent 2100 2100 2,100 6300 |
[a] Supplies 1300 1200 1400 3900
5] Salaries 16000 16000 16500 48,500
10 Utiltias 500 600 600 1700
| 2000TCTAL 24500 24100 25800 74400
12
EE]) ausupeer[ 35355] 2483 2657 Tesn
pL ]
78] n
3] = A = >
LR i dget - 15t Quartes £ snewts ST = 1]
Ravdy | 23 N ——]
FFLELE Sales Rage Sabes - Micronoh Excel T =
|~ [ICE ‘—@m Formus  Opes  Redew  Wew  Developer c@man
=:.] & caen - oS Gl - BdcongtcesiFomaieg e Seinet- X ﬂ &
;_l. Q@ BrU- Ay EEEN- 8% v @romm * oo~ - i
Y E- A R4S -ﬂwwg—ﬁgﬂ_ 2" Fiter= seeas
Clisbomil 1 Foed Gl Mgmeent G Mumbes G| || consun I
T o E— o, ]
[ a 1 B c o E L} auskeFil Row Height i =
_b: B4 Cohumn Widtn ]
2 Sales Rap 2009 Sales 2010 Sales AutoFt Columm Wiin |
3 Nancy Freehafer 5996,336 5060482 [ — |
4 Andrew Cencinl 5606,731  5577.583 Veuibility |
5 Jan Kotas 5622781  $967.580 e & |
& Mariya Serglenka 5765327 5771399 s |
7 Steven Thorpe 863589 S827.213 s |
] Michae! Neioger 4795518 $669.304 e |
) Robert Zare $T22740  $626,945 i ’ |
0 Las Glssani s992058  $57472 Bk F
1 Anne Hellung-larsen 565,380 827,932 Freletm |
12 Ky H S509623 5569609 M’ Byt Sruse |
iyra Harper : = |
13 David Femry 987,777 $5SB.601 8] toeneen |
14 Paul Voyatzls $685,001  $692,182 & Format Coll |
15 Andrea Aster 5540484 $693.762 |
18 Charles Granek $650,733  $823.034 |
17 Karen Aliston $509,863 5511569 |
18 Karen Hammond 5503699  S975.455 |
19 Vince Durbin 630263 5599514 |
20 Paul Richardson §779.722  $596,353
21 Gregg O'Donoghue 5592,802 5652171 -
LERECHE WS — L - ] _ L1
By | T | ) s (- L) {¥}
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DELETE A WORKSHEET

~\
If you have a worksheet that you no longer need, you can delete it from the workbook. This
reduces the size of the workbook, reduces clutter in the worksheet tabs, and makes the
workbook easier to navigate.
It is important to note that you cannot undo a worksheet deletion. Therefore, it is always a
good practice to check the worksheet contents carefully before proceeding with the
deletion. If the worksheet contains any data you need but you still want to remove the
worksheet, cut or copy the data and paste it into another worksheet.
\. J
(@ Click the tab of the worksheet oh
you want to delete. 0 25500 23000
4 28750 27,800 29,500
3 24400 24000 25250
G 76650 74800 78750 |
T L
| & | X 6572 [
s | 5000 5500 5250
|20 2100 2100 2,100
[11] 1300 1,250 | 1400 |15 |
[12] 16,500 16500 17,000 [ | I
13 14500 18,750 |
14 -
15 B :
15 61
17. -
WA b | Budget £ Projections o~ 3009-2010 Frui .~ Eterelen T4 n
Reaay | M2 | |[Emm
e Click the Home tab. Hda o= ~ T Sy =
- Hame out  Formulas  Oata Aedew  View  Oeveloper a@og s
. S I L - - W m | B Genenl
©) Click the Delete [. B 3 s e 50|
frcw, F | EHrl & A FE 2 b | | 3% pebete Cells.. :1‘.
i Clipboard & Font . _lllﬂﬂm!nk Mumber ; Delate Sneet fows L il
e C||Ck Delete Sheet Al =8 bl | 4" Delete Seet Golumne | 1]
T A [ 8 c o S <.E@H—?
) ) Eml Team 2 Team 3 M
Note: You can also right-click the tab and 2 e
3 Division | 294,000 323,400 279,300
i A Divislon Il 358,550 394,405 340,623
then click Delete Sheet. - e T e | e
& Expenses
7 Cost of Goods 77.004 84,704 73,154 |
8 Advertising 60550 66605 57513
5 Rent 25.200 21720 23,540
10 Supplies 15950 17,545 15853
11 Salaries 201,500 221,650 191,425
12 Shipping 176350 193875 167.438
13 Utilivies 7,200 7,920 6,840 L
14
15
16|
E?-' ¥ W Amdmotiond | Projectons , 2009-2010 Frdl | Estimates . G[]4 [ = 1 !FI'
Brsy | 7 | [ T e —]
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If the worksheet contains data, Microroh Offce ce 3 ==}
Excel asks you to confirm that you ‘ ' e
want to delete the worksheet.

@ CJdiick Delete.

Excel removes the worksheet. A mma € | o [ T F ] & | ® i I
| 1 |Gross Margin Calculation
2
| 3 |Sales 892,050
2 Jexpenses
| 5 |Gross Margin
. |
L =
& |
El
10
l
i
i
14 il
15
16
roay (D]

J
;V" You can delete several
worksheets at once. Click the
tab of one of the worksheets,

hold down and click the

frc;’bs o;’ 1;7e o;ltwer u;o:kslswetets. M If you want to delete most of
en follow Steps 3 to 5 to the worksheets, right-click any

7 delete all the worksheets. worksheet tab and click Select

g‘ To remove the grouping of the All Sheets. Hold down
worksheets, right-click any and then click the tabs of the
worksheet tab and then click worksheets that you do not
Ungroup Sheets. want to delete to deselect them.
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CHANGE THE GRIDLINE COLOUR

~\
You can add some visual interest to your worksheet by changing the colour that Excel uses
to display the gridlines. The default colour is black, but Excel offers a palette of 56 colours
that you can choose from.
Changing the gridline colour also has practical value because it enables you to differentiate
between the gridlines and the borders that you add to a range or a table.
\. J
. D da-o-| — © baoil - Murosoft Excel — =5
o Click the tab of the worksheet -4_6 o A oL R i e ro.aE
H B 4 calibn 211+ W ol B Genenl Bt X - Age g
you want to customise. L e Tl - - L I A | @ o
Py W-d-A- R Ba “ | lramate - Fiee Seiea
e C|IC|< _the File T,a,b. Clipbsars Al ran: = = "!.l.nnmmr < Number i. Cefix Edting =
P i A T I I | [ | e e [ F e B
1
2
A
4] 3
5
i
: U
]
tl
0 ?
11
12 <l
4 & % | Sheety - Shostz | GARet3 | fd Tl O] 1 vl
Aaw | 1 | e e
. . Edw-e-1= — Houkd - Mresolt Excel . T
e C“Ck optlons' Home  nset  Pagelmout  Formulas  Dale  Review  View a @ =@ H
e 5wve ] :
o Information about Bookl B
15 open Parmizsicns 1
i o Aot g s s
Pretect Fropeties =
Werkbook = Size
| e o
Mew |i§ﬂ !rhrg-h:i.n: .:.ﬁ;: e muare that it :‘::“u
. containg: Rel atey
Print lef- Du':rv:mproﬂnks. printer path and Lt Moditiea Toowy, 723
e d e = Emlall.la::nﬁ-wi.thliha i :lrllilﬂ 7372010 4.,
unabde to n Last Prinded
Help Bilated Progle
Versions Author Paul M
2 Options L_t'ﬂ 1 There are no previcus versions cf this - |
Bex M....... Ak Last Moditiea By Paul M I
Ve = %
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The Excel Options dialog box fce Cpirs I W > W )

appears. Ie:*mmmmm 3 sheett [=]

Feamulat (7] Thow sow and column besden
-

5]
[] smoy sheet nght-to-dent

Click Advanced. e B snmepo st
' e G i e oo s ot
Scroll down to the Display Praaros e

|

options for this worksheet section. SR !
%::»

Truast Center

Click the Gridline color [-. Sumaias
CERST T a | —
Click the colour you want to use.
Click OK.
Excel displays the gridlines using e ' i B R B | i S - -~
the colour you selected. = : H N
£ ! {la ~
5 | i
| | il
- - =
—— : == —
;‘:; u.‘gslhwn S Sheetd [ Sheeld . od juk] Wes l:m ;—kvl—;E_
ya
To change the gridline colour
for all the sheets in a workbook,
right-click any worksheet tab
and then click Select All A
Sheets. You can then follow . To remove the grouping of the
Steps 2 to 8 to apply the new worksheets, right-click any
gridline colour to all your worksheet tab and then click
worksheets. Ungroup Sheets.
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TOGGLE WORKSHEET GRIDLINES ON AND OFF

~\
You can make your worksheet look cleaner and the text easier to read by turning off the
sheet gridlines. When you do this, Excel displays the worksheet with a plain white
background. If you find you have trouble selecting ranges with the gridlines turned off, you
can easily turn them back on again.
\. J
. TR 5 Y )
(@ Click the tab of the worksheet A o g o i g B ¥
you want to work with. e o~ s Q QH S0 8 F @
] ,9:,—»134«:"\« Wvmangs | Toom W08 Joomio o L S detch | Maoos
€) Click the View tab. L — ]
: ] = 7 E F G H i RS
) - + Brimson Manufacturing INVOICE F
Click Gridlines ([¥| changes [ e ——
to E) § ST i Ter
s
w
11 Quantity |Description Price Extansion
i
u
15
16
!i =
9 i _ﬁ_
20 Signed -
B4 b W] Invoke Templete - Shestd  Sheetd 53 E— L] n 1
Ry | 7 | |NERER. 10ow (=il
T il o w € - T 1 il
@ Excel turns off the gridline g g A TP
. [T -_“a;.,mmm = H fermiaine i_'{ _} lgd < hew Windew E JJ i G T‘
dsplay o S oo e = i B D e,
To tumn the gridlines back on, T 4
. B c ] E F: G H | J =
click Gridlines ([C] changes + Brimson Manufacturing INVOICE |
;_ 123 45th Swest Involcs Humber:
& Mew York, NY. 10018 Inwoice Dnte:
to ) 2 oW 1o, Ship To:
H
2
w
11 Oua Drscri Price Extamsion
: (A
i
150
16
" -
» ol '
20 Sigred -
R Tnvoke Template -~ Shestd  Shesld  2J E— - ] 1 i 1|
Redy | 23 | [ T R e ———]
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TOGGLE WORKSHEET HEADINGS ON AND OFF

~\
You can give yourself a bit more room to work by tuming off the worksheet's row headings — the
numbers |, 2, and so on to the left of the worksheet — and column headings — the letters A,
B, and so on above the worksheet. If you find you have trouble reading your worksheet or
building formulas with the headings turned off, you can easily turn them back on again.
\. y,
@ Cikthe abofthe worksheer [T ST e gy
you want to work with. = J;Z',‘.wff" ~ awenn Q [0S cSH R FR
__m.- Sriaione wavaings e g:n:mm = B vl e
€) Click the View tab. E:ll K ———
©) Cdlick Headings (7] changes A )
to ). - |
';:NS?M ety ) Ikl EMI'—-UI—-T |
W9 0or0s Bosk - Microsch Excel T
c@can

@ Excel tumns off the headings. i o e T R

- SUET—=rE P m
i B B s | | oo A0t s-‘nro:-m Bremma-0 2 m.;:u mh;-"-; tpes

To turn the headings back on, mle jo - X e
click Headings ([ changes U | _ d

to [). A i

i.;: n:lsnr.u o T . N § Hal @m@_ -U_-I—-'.éi,‘
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DEALING WITH EXCEL
WORKBOOKS

Everything you do in Excel takes place within a workbook,
which is a standard Excel file. This chapter shows you how to
get more out of workbooks by creating new workbooks,
either blank or from a template; saving and opening
workbooks; arranging workbooks within the Excel window;
finding and replacing text within a workbook; and modifying
the look of a workbook.




CREATE A NEW BLANK WORKBOOK

~\
To perform new work in Excel, you need to first create a new, blank Excel workbook. Excel
automatically creates a blank workbook each time you start the program, but for subsequent
files you must create a new workbook yourself.
If you prefer to create a workbook based on one of Excel's templates, see “Create a New
Workbook from a Template.”
\. J
. . B R0 0 - TMoae - Mot Breel T T
o Click the File tab. -4__“ Tttt F Ol Aedn ow :  e@eaem
A A v v - = Gl - HhconotionsFomatting I@iniet E ¢
ﬁ&-n!!-a‘.‘ E:E; l'\ﬁ-"w-nuhvl:'m I"IN::!' ig'ﬁ
Pl g G- d-A- EB BA B ce sy = Birame= | 2= fans Foak
CRoDosrd % fomt . Aligrment T | NumBel s ik Laits Eoting
Al - (= ‘.| -
.cl A l ] & 1 o T F H i ] =
2| Title Year  Director
13l Alien 1979 Ridley Scomt |
| An Ange! from Texss 1540 Ray Enright |
5| Big 1988 Penny Marshall 3
A The Blg Sleep 1546 Howard Hawks
il Blade Runner 1982 Ridley Scott
B A Christmas Carol 1551 Brian Hurst
9 Christmas In July 1940 Breston Sturges.
1 A Clockwark Orange 1571 Stanley Kubrick i
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() Click Blank Workbook.
@ Click Create.

Note: You can also create a workbook by

pressing (E0 + 0.

Excel creates the blank workbook

and displays it in the Excel window.

If you open an existing file

without changing a blank
workbook, Excel assumes you
do not want to use the new
workbook and closes it. To
prevent this from happening,
make a change to the blank
workbook before opening any
existing file.
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CREATE A NEW WORKBOOK FROM A TEMPLATE
r ™)

Microsoft Office Online.

Excel 2010 offers seven templates, including Expense Report, Loan Amortization, and
Personal Monthly Budget. However, there are many more templates available through

You can save time and effort by creating a new workbook based on one of Excel's template
files. Each template includes a working spreadsheet model that includes predefined labels and
formulas, as well as preformatted colours, fonts, styles, and more.

\ J
() Click the File tab. Mw g TR T
™ iy - - W] = - an IF = gewen - -
B s e e e S A
- F | H-id-A- Qe 2 =4 155 coll st [Edremst = Z- Fnere sebect=
wl 0 Pant 0 Augnmerd _,“.I_M.mhﬂ 0 Stytes C_lll lﬂl‘llw:
L o S - £ e - — — e
AR 8% | ¢ [ o 1 €& [ F | @ T T O I 2
4l |
5
5 |a
£ ,
8
2
10
1
5 U
13
u
15
10 v
W4 W Shestl  Srestd | Shestd | %) Hil T 0|
[omiey | 3 TR v |
. W 7 — Dol - MicosnBed =mE =
@ Click New. MO oo un oo fomus ot Weien Vee LI
Il soee
() Click Sample templates. B o
5 oen *I o
. o oone ) F
Q To use an Office Online = | B Li
template, click a category in e b et | e ]
the Office.com Templates -4—? e
section. Click the template you iy b o |
Save & Send ternpletes. rm
want to use and then click e R
Help Office.com Templates Saaich Cffica.com for || +
Download. 2 osen
[
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@ Click the template you want
to use.

A preview of the template
appears here.

@ Click Create.

Excel creates the new workbook

and displays it in the Excel window.

@/ If you have a specific

workbook structure that you
use frequently, you should save
it as a template. Open the
workbook, click File and then
click Save As. In the Save As
dialog box, click the Save as
type [~ and then click Excel
Template. Type a file name
and then click Save.To use the
template, click File, click New,
and then click My Templates.
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Save & Send
Help
2] Optiens
B
T B u 3 ) 'l E T T 3 I " 1 ] -]
. Loan Amortization Schedule q
|
)
pal .
[ e valner
T l Flwduins par e
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% You can create a new

workbook based on an existing
workbook. Click File, click
New, and then click New from
Existing. In the New from
Existing Workbook dialog box,
click the existing workbook
and then click Open.
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SAVE A WORKBOOK

~
After you create a workbook in Excel and make changes to it, you can save the document to
preserve your work.
When you edit a workbook, Excel stores the changes in your computer’'s memory, which is
erased each time you shut down your computer. Saving the document preserves your
changes on your computer’s hard drive so, to avoid losing your work, you should save a
workbook as often as is practical.

. J

() Click the File tab. g | o i |

() Click Save (@)

Note: You can also click [d in the Quick
Access Toolbar or press EH+E.

If you have saved the document
previously, your changes are now
preserved and you can skip the
rest of these steps.

If this is a new document that you
have never saved before, the Save
dialog box appears.

Click in the File name text box
and type the name that you want
to use for the document.

Select a folder in which to store
the file.

(2
(5

Click Save.
Excel saves the file.

Note: To leamn how to save a workbook in
an older Excel format, see Chapter |0.
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| = Hide Folders.
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OPEN A WORKBOOK

N
To view or make changes to an Excel workbook that you have saved in the past, you can
open the workbook in Excel.
If you have used the workbook recently, you can save time by opening the workbook from
Excel's Recent menu, which displays the most recent 22 files you worked with in Excel.
\ J
. . MR T lommonion] Memwh Bl T
(1) Click the File tab. g T
I 5ee
Q You can click Recent to see B s S M
. f [ﬁ_ ..._@,‘wm“ - " # = BV Cilen\Panbscumenttior.
a list of your recently used ['E::—' 8 e i :3":'"'}:’:: L
Tet] My Docurnents - \lners\ Pauil D cuments
workbooks. If you see the file wlo ]t .
1 ity Documents
you want, click it and then skip q ) Dt "
the rest of these steps. : e oy "
C| k o s lﬂn_j WPAULSSC\Witing\Excel 2010 Formulir sn..
6 IC pen (lg) ol mﬁu#v?-:\vm.ng'.bul 20 PivotTables .
N 3 Optiers J‘Q :\wrn.mmng-md WOPROTabE .
ote: You can also press [E)+ . @) e .
n Bt T WRAULSPC\ Wiiting! Encel 2000 Prvot Tables ..
@) St "
i WPAULSPO\Writing' Excel 2010 PrvotTables .. |
3 Quickly Fegert .- T ks

The Open dialog box appears.

Select the folder that contains the
workbook you want to open.

() Click the workbook.
6 Click Open.

The workbook appears in a
window.
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ARRANGE WORKBOOK WINDOWS

~\
You can view two or more workbooks at once by arranging the workbook windows within
the main Excel window. This enables you to easily compare the contents of the workbooks.
Arranging workbook windows also enables you to more easily copy or move data among
workbooks.
Excel offers four view modes for arranging workbook windows: Tiled, Horizontal, Vertical,
and Cascade.
\. J
o Open the workbooks you want - o w‘:ﬁm c0-sm
to view. - e o s st oo - O
7 :: cA- A Beasmwe Elromus | 2+ pans et
fizsmlied i o Ranting.
() Click the View tab. :
$ Total I
X s 2001
T s amm
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45 80 u]
% ¢ T
00 5 2,550
a5 & TR
R
60 5 23800
120 5 2208
85§ 2600
05 210
40 5 1200
15 Morthwind Traders Dried Plums ™ e
16 Morthwind Traders Frult Cocktall 0§ 1,560

() dlick Arrange All (). Pl o gy SRS co-su

0T s deed shins 8 : il

. = tew Winsow =] J.)
QRiririEa
Aeection | I Fresse Panet = O] A2 m-m.wm

Toum Wingoa Aaeren

The Arrange Windows dialog
box appears.
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@ Click a view mode (© changes
to @):

Tiled arranges the workbooks
evenly within the Excel window.

Horizontal stacks the
workbooks one above the other.

Vertical displays the workbooks
side by side.

Cascade arranges the workbooks
in an overlapping pattem.

() diick oK.

Excel arranges the workbook
windows.

This example shows two
workbooks arranged with the
Horizontal view mode.

7
@ To see only one workbook,

click the workbook you want
to use and then click the
workbook window’s Maximize
button ([=). Excel maximises
all the open workbooks but
you only see them if you switch
to them.

Arrange Windows [
Arange
| Thed
Hgrireeial
© gereeat
) Cancade
7] itoms of sctve woridook
O —t==r=
Ba7-c-~ Vrsoh Freel [EE =)
_ Home  dnset Pagelayout  Formafar  Dats  Rewew | View &g
i o Fage Bieak Frevew " (5] | Bl Amewwinsw 3 1) [
s JJ 1 Cumtam viewt B _‘ ‘} zg Hamngeas 7 ul % E 1
=" l::\.l 0 Pt Sereen o | Toom, SO0 et | @t panet s £ 43 w"s:-‘;m i |
wonbsskviews | | Zoim Wiasin
M3 - 5 =
8] Product Sales = 8 H
] A 8 € | =0 E | 'F 3 5
1 Product Name Units S Total (5]
2 Northwind Traders Almands o5 W
3 Northwind Tradess Beer 8T s sms
4 Northwind Traders laysenbery Spread w0 § 2500
5 Northwind Traders Cajun Seasoning 20 % L] -
WAr M| Sales Shestd Shaetd e u L
Imveneny
Ji=h 8 [ 3 T ] A = BN )
Product Qyon Qyon Qv QiyOn  Reardel
| m oAt N ProductCode | ‘oid | Mand  Avallabls Order | Level
2 1 Northwind Traders Chal NWTB-1 5 B ] a1 1
3 3 Northwind Traders Syrup NWTCO-3 o 50 50 50 i
n 4 Northwind Traders Cajun Seasoning NWTED-4 0 0 0 a0 1
5.1 5 Northwind Traders Olive Oil NWTO-5. 0 15 15 o 1
LR *
ey . TN Yor—0

4
@ You can view two sections of

a single workbook in different
windows. Switch to the
workbook you want to view,
click the View tab and then
click New Window ([2).
Follow Steps | to 4 to open
the Arrange Windows dialog
box and select a view option.
Click the Windows of active
workbook check box

(IZ] changes to [¥), and then
click OK.
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FIND AND REPLACE TEXT IN A WORKBOOK

~\
If you need to find specific text in a workbook, you can save a lot of time by using Excel's
Find feature, which searches the entire workbook in the blink of an eye.
In a workbook that has only a small amount of data and just a few worksheets, you can
usually find the data you want fairly quickly. However, in a large workbook with multiple
sheets, it can be time-consuming to find specific text, so Excel's Find feature can help.
\ S
Find Text in a Workbook (CEACH Ty R ' |
- H Leut Poreulsi  Ciln Redew  View ca@=98
(D) Click the Home tab. B Al s M ;:‘:W
e H-S-A | EER WA Geawna- Eiroematm® - 5% FRORI
() Click Find & Select. T F heve i noror e @# -
= 8 e e
Product s == QtyOn  Qty Or Go T fomcial.
() Click Find. ST S| S e
=) 3 Northwrind Traders Syrup NWTCO-3 o ¢ m:‘-mm
Note: You can also run the Find command 4 s NWTO5 : { jouo
) 6| & Northwind Traders Boysenberry Sprasd NWTIE6 0 o
by pressing E3+@@. 7 7 Northwind Traders Dried Pears NWTOFN.? 0 |k swegees
g 8 Northwdnd Traders Curry Sauce NWTS-8 0 8 Sriection pane... K
9| 14 Northwind Traders Walnuts NWTDFN-14 0 40 40 o
10 17 Northwind Traders Frult Cocktall NWTCRV-17 o [} o o
1| 19 Northwind Traders Chocolate Biscults Mix NWTBGM-19 o o o 0
2| 20 Northwind Treders Marmalsde NWTIP-5 0 0 0 40
13| 21 Northwind Traders Scones NWTBGM-21 o o (] 0
1 34 Norihwind Traders Beer NWTE-34 23 F ] o~
WA b N Tventory %3 . T4l ] I »
N = s NI T T I ——h— |
The Find and Replace dialog box Find dRepce e
[Pre | negace | —
appears. = '] =
Click in the Find what text box [oomre>> |
and type the text you want to find. Lo Coipe) [om.)
() Click Find Next. )

g If Excel only looks in the

current worksheet for your
term, click Options in the Find
and Replace dialog box. Click
the Within [~ and then click
Workbook. This option tells
Excel to examine the entire
workbook for your search text.
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@ Excel selects the next cell that
contains an instance of the
search text.

Note: If the search text does not exist in the
document, Excel displays a dialog box to let
you know.

@ If the selected instance is not the
one you want, click Find Next
until Excel finds the correct
instance.

Click Close to close the Find and
Replace dialog box.

7

Excel leaves the cell selected.
Replace Text in a Workbook
() Click the Home tab.

() Click Find & Select.
@ Click Replace.

Note: You can also run the Replace
command by pressing )+ ).

@ In the Find what text box, type
the text you want to find.

In the Replace with text box, type
the text you want to use as the
replacement.

Click Find Next.

©0

Click Replace or Find Next, as
appropriate.

©

When you have replaced all of
the instances you want to replace,
click Close.

= A | B | [ I D E—1 F T G ] Hal
e Produst Name _mu%“'
28] 81 Nomtwind Traders Green Te |0 iopiees = = i
30 82 Northwind Treders Granola | Prd | egece |
|31 | 83 Northwind Traders Potato Chips =
32| 85 Northwind Treders Brownle Mix §|| = 5]
EE] 86 Northwind Traders Coke Mix |
(1| 87 Nomhwind Traders Tea (oot ] |
|38 orthwind Traders Pears
3 orthwind Traders Peaches [Crem | [Eabat | [ oo |
137 | arthwind Traders Pineapple
|32 91 Northwind Traders Cherry Pie Filling NWTCR.81 o o 0 0 -
L] 92 Northwind Traders Green Beans NWTCFV-82 [ 1) (] 0
40 93 Northwind Traders Corn NWTCFV-93 0 0
141 | 94 Traders Peas NWTCFV-54 o L) ¥
W4 v n| Inventory <F3 7 oA | m 1 3
Ready | 5 | A vees = —

Marketing Assistant

fntory o antay 314 1a]

N
| |BoD R soes (=—— &

Q In the Find and Replace dialog

box, click Replace All to tell
Excel to replace every instance
of the search text with the
replacement text.

DEALING WITH EXCEL WORKBOOKS D




MODIFY WORKBOOK COLOURS

~\
You can give your workbook a new look by selecting a different colour scheme. Each colour
scheme affects the workbook’s text colours, background colours, border colours, and more.
Excel offers more than 20 colour schemes.
To get the most out of Excel's colour schemes, you must apply styles to your ranges, as
described in Chapter 4.
\. J
F R Anslyzi - Microset Ercel T= e -
Apply a Colour Scheme e —_— E cbiaci e
. — - . - - - - -
() Open or switch to the workbook M, B -l el vl J 1
g Ee 8-A- EE P WA o [Eiremats | 2° iers Secte
you want to format. P Sl S e Y s s con tens
| Regular Payment - (© £ =PMT{interest_Rate /12, Term * 12. House_Price-Down_Payment) e
. ! % e e B i By 2 e e et e |
e Click the Page Layout tab. gag i
Regular With
9 Results Mortgage  Payd L
10| Monthly Payment| s (aa8.66)] 5 (498.66)
ki Total Paid $(134,598.39) $(125,836.73)
2 Total Savings BN/A $ 876167
1 Revised Term HNfA 210
T , — — gy
) e———— “Marigage Analysis - Microsoft Excel =
6 Clle COIors (|ﬁ)' jIm-l“, H:w "M oot | Femun mmlm- em 2@=gn
Ad gﬂlﬁﬁa ORE B g e e |~
m@]mm- ety ::.".M.“'MM :.f’: B seate 200w 3 Cleom [ pumt o
Puge Setup - Seale to Fit s | Sheet Options s
£ | =PMT(Interest_Rate / 12, Term * 12, House_Price-Down_| -
: e B e e Vi i i [ e
100,000
A%
15,000 .
25
(50)
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H Aol Mortgege Analysis - Microsoft Excel Fe
@ Click the colour scheme you want e T c0-dd
Wosens 1 @ =A@ D] Ry S wen st - Giginer

to app|>/ Mol T . O U_il S & @ ﬂ“'::tmm. e m":‘: @
T o R Cuttom | ok Backpreunt ML | oo || Pl B et e
_— - ', u Saale 1o Fit ia | Shbet Optioms i
ey BN terest Rote /12, Term * 12, House Price-Down Payment) =
. | P rrrrreeTe
1m_ Angles E I
2 M EODEEEEE -
R i |
..... N EEEEEE et |
4] moEEEEEE e 4—"@
5 EONDDEEE tuone
¢ |ECEEEEEE oo ' i
| EEEEEE o [
— | EODEREEE compoits i
! m EEEEEE Concoue |

BONEREEE ot With

4 |Re MONMENEE Cinents | Jown H’
M mommans o 5 (4sase) -
M ECEEEEEE e 1$(125,836.73)
12| | ECEEEEEE o S B,76167
1 WO Founary .: 210 !
al Create Hew Tneme Calars.. i

Excel applies the colour scheme A T _E& T ¢ [0 [ ETF & HT g

PP |+ |Mortgage Analysis

to the workbook. 2 |Mortgage Data
3 House Price 5 100,000
(4 Interest Rate 4%
|5 | DownPayment $§ 15,000 i
a Term 25
7| Paydown $ (50)
18]

Regular With

9 |Results Mortgage Paydown _‘
:qMonthl\wamnntls (428.66)| S (498.66)
n Total Paid 5(134,598.39) 5(125,836.73)

Create a Colour Scheme G e ot 7 & ==

Click the Page Layout tab. sione B é

.Ig

Click . e

© 000
1
:

Click Create New Theme s

Acoent 1 e

Colors. i,

) ) Acent§ @

For each item in the Theme st L5

colors list, click [+ and then click Rt
the colour you want to use. v Comon Colos

o a s
o The Sample area shows what 2

your theme colours look like.

Type a name for the custom
colour scheme.

() Click Save.
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SET WORKBOOK FONTS

N
You can add visual appeal to your workbook by selecting a different font scheme. Each font
scheme has two defined fonts: a heading font for the titles and headings and a body font for
the regular worksheet text. Excel offers more than 20 font schemes.

To get the most out of Excel's font schemes, particularly the heading fonts, you must apply
styles to your ranges, as described in Chapter 4.
. J
e T o ety - o Eed T - 7
Apply Fonts to a Workbook TR - S TEE
. ' ] " e - S Gmeni - fQconsmensFamatteg s Jeinme E -
6 Open or switch to the workbook 4 e EESE 10 Wt | fig‘.:;?t
you want to format. —E e — —
P T Vi B 1 (4 I R e = F | g He—fa}
() Cdlick the Page Layout tab. il v Proatote S St e S "ot
k] 3 Northwind Traders Syrup NWTCO-3 0 0 =0 50 35.‘
el 4 Noethwind Traders Cajun Seasoning NWTCO-4 a [ [ a0 10
5| 5 Northwind Traders Diive Ol NWTO-5 o 15 15 0 104
& & Northwind Tradess Boysenberry Spread NWTIF-5 0 (1] 0 10 =
k4 7 Northwind Traders Dried Pears NWTDEN-T o o o o 10
¥ & Northwind Traders Curry Sauce NWTS-8 0 [ 0 0 10
il 14 Noethwind Traders Walnuts NWTDRN-14 0 a0 40 ] 10
17 Northwind Traders Frult Cocktall NWTCFV-17 0 o 0 0 w
18 Northwind Traders Chocolate Blscuits Mix NWTBGM-15 o o o 0 5
20 Northwind Traders Marmalade NWTIP-& ] [} ] a0 b
21 Noethwind Traders Scones NWTBEM-21 o o o o 5
34 Northwind Traders Beer NWTB-34 23 3 o o 15
40 Northwind Traders Crab Meat NWTCM-20 o o o 120 0
41 Northwind Traders Clam Chawder NWTS0-41 o [} o o 10
43 Noathwind Traders Coffee NWTB-43 325 s o 300 i
x W - AL = ] .fo;
I T N
. e T o BT e
e ClICk Fonts (m) %’_;I it Rgelaen | ot Di Reaw  ew c@e=an
@ﬁcm. [= 1 m La ':=-Il ; ;qzq £ wimn tutomatic + Gridees  Headingt @&
""""E:::; Margin Soe  Fint Brests Baceground m gw e o g: E:
Theeme i Page Sriue. s Seale in Fil 7 Sheet Opbicen 7
823 -(® fi | Noethwind Traders Hot Peper Sauce B
| B ] C 0| E F | G H =
1. m TEoSuEs e Pre Q:u?: Qﬁ:; amn::au :?:-: ‘::r
S| S eseeore \wicos I T
& 4 Northwind Traders Cajun Seasaning NWTCO-4 [ [ 0 a0 10
5 5 Northwind Traders Olive il NWTOS [ 15 15 0 10
I3 & Northwind Traders Boysenberry Spread NWTIF-5 0 (1] 0 10 b1
T 7 Northwind Traders Dried Pears NWTDFN-T o a o o 10
L] 8 Northivingd Traders Curry Sauce NWTS-8 o '} o o U
L 14 Northwind Traders Walnuts NWTDFN-14 ] 40 40 1] 10
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) e T RS - e e Bl TR T 1
() Click the font scheme you want e e-sk
chlm iw |_| S :“' G wimn atomatie = Gridises  Hesdings %
o apply. @4 =8 "f 232 A e
7 Py J ess Sl s i o Sheel Opties 5%
Cambria ’!mmd'l’udmﬂvlwhm m
WS e roeeow 3O T & @ A
z | NWTB-1 F3 FI3 [} 41 10,
3 i NWTCO-3 0 0 50 50 5
3 L) ZR 1saning NWTCO-8 0 0 o 10
= [ NWTO-5 a1 15 0 10!
sl i . NWTIP-6 0 o 0 10 s
7 NWTDEN-7 0 0 0 0 1
[ ::m o HWTS8 [ 0 0 o 1
plEleE | e -3
wl | = deicuts Mix  NWTBGM-12 0 0 LI 5
e e e
u i [ HWTE-34 FE o 0 5
% |a, | Lucidasans it NWTCM.40 0 o o 0
15| |- Bookditans ~wder NWTS0-41 0 [ 0 0 0
7 CrusteHiew Theme Ponts. NWTB-13 us s o w0 B,
Q Excel applies the head/ﬁg font @ : . -
to the workbook’s headings. e Produet Naume ProduccCode it ROV acniuite Ouder Lovel
(2] 1 Northwind Traders Chai NWTE-1 25 a5 ] 41 10|y
[EH) 3 Northwind Traders Syrup NWTCO-3 o 50 50 50 25
i Northind Trade
Excel applies the body font to : ;“""m““"’“% w0 g2 o «
the workbook’s regular text. e - =
1 8 Northwind Traders Curry Sauce NWTS-8 o o o o 1
§ 14 Northwind Traders Walnuts NWTDFN-14 LI 4 o 10
10| 17 Northwind Traders Fruit Cocktail NWTCFV-17 o a o o 10
1] 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-19 ] ] o 20 5
2 20 Northwind Traders Marmalade NWTIP-6 ° o o 40 10
13 21 Northwind Traders Scones NWTBGM-21 o o 1] o 5
Al Northveind Traders Beer NWTB-34 23 23 o o 15|
Create a Font Scheme
Click the Page Layout tab. e —
Click @. e -
Tiody fort: =1 mmmrmhﬁ«ﬂ C
. Comc Sans M5 Text Teat,
Click Create New Theme o

Fonts.

Click the Heading font [~ and
then click the font you want to
use for titles and headings.

Click the Body font [~ and then
click the font you want to use for
regular worksheet text.

© O 000

G The Sample area shows what
your theme fonts look like.

Type a name for the custom font
scheme.

() Click Save.
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CHOOSE WORKBOOK EFFECTS
-

~
You can enhance the look of your workbook by selecting a different effect scheme. The
effect scheme applies to charts and graphic objects, and each scheme defines a border style,
fill style, and added effects, such as a drop shadow or glow. Excel offers more than 20 effect
schemes.
To get the most out of Excel's effect schemes, you must apply styles to your charts, as
described in Chapter 9.
. _J
(D Open or switch to the workbook [ ™7 - ww;_ﬁ':::‘“: e ﬁ?
you want to format. |3 o i S e () B 3T A
c oA Eme WA w20 200 AR
() Cdlick the Page Layout tab. ' I T =
=
s
z L]
3 [ 51047 5 59679 51795
Al s s $ 02
s | ; ;
5 2
7 [
S R §
et
T B
. i
W AW W] Parts SheRta  Shestd  J 1 1 TS L |
CETEN oW w0 3 |
) Click Effects (). I ==—————s
B 0.5 ORE @ &Sm0 o
mgww@m e st 1 G T S B
’m.:; — ‘I Fagesetun 0 Séaleto W | Sheet Qpbont 0 5
4 A B Le} 1] £ F G H I‘E
Parts Database
1
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. lﬂlﬂ" R © PamsDawsbase - MierosehBieel To &
@ Click the effect scheme you want iy s A i s@-on
to apply. @ﬁ,‘::f OB OCRS @ 5 5l e am

mﬂ_1 Margins Oricration Ste Pt Biusty Sackground Font | p TR ey ) e

Seale o it | Shaet Optient

e | —

Adjsceney  angles.

N )

Apedt Autin Hiaik Tie

:’IIGSHWHQS\

03

!

1

: mpoyte  Condl

5

gi.twm [%H—@ Ty

i -
Relelcle) \ g5

E;‘n'n"ﬂ' Parts . Sheatd _ shesta o \.l
[T T— . o
- S
4 | B (e T | B v G e [y o | " g LN |

Excel applies the effect scheme -

to the workbook's charts and Parts Database
1

graphics.

ALl o
i§nn T — T

4;
(&}
g

ﬂ The colour you see in the

effect schemes depends on

the colour scheme you have

applied to your workbook.

If you want to use a custom

effect colour, create a custom

colour scheme and change the Excel does not have a feature
Accent | colour to the colour that enables you to create
you want. your own effect scheme.
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APPLY A WORKBOOK THEME

You can give your workbook a completely new look by selecting a different workbook
theme. Each theme consists of the workbook’s colours, fonts, and effects. Excel offers more
than 20 predefined workbook themes.

To get the most out of Excel's workbook themes, you must apply styles to your ranges, as
described in Chapter 4, and to your charts, as described in Chapter 9.

\.

Apply a Workbook Theme
6 Open or switch to the workbook

|- H
ut‘;{;
;1
LalE
alf
g
{
i
£
i
il
£
Vs
s-E
- \_

PO Ee BeA BERREE 8% 0 W e o |, el ey

TR = e e i, ey
you want to format. LR 7]

Il r M [ F K LM N9 P Q- ) R -

6 Click the Page Layout tab. i ae) P ——

B — e e Pyl wtomens

(5 4§ ules) 3008 § A3 f 1084 W

A o e v e

§ R R i b e =

§| cims B HasctH

u DRGNS 30iT § amn B Wi | G000 |

e g B L4

1 i3 S uael a0 3 BatE 3 Tewe b | |

e ey )

B Ll miant | AEEPSSESTSN SO OSSP

?‘ 30§ (Iseds) o LT NS ST S— - b g

........ = S ———
LTE@- T

. _ 7 e — [T ——r— — T
e C||Ck Themes () -Ii‘?_t;l Pl | Pisn Dts Besew mm A c@wan
N J T 0%y e lteme - Ghsee dusen g e bn—
n@.ﬁa:\-‘-ﬁ-—[‘} ;%”“ w‘_d__.h:_l T eieht dntematie < 1 Vem | 4] View o Do Backoaed + 120

3 O Clew g wesenmer o

{
E
|

H
?
i
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@ Click the workbook theme you e el

m Tnsert Page Layout Formuyiat Dota Mur Wiew

want to apply. nw OB D 3 @@
—LEZIem-. Margine Oendition 3¢ P biests m,mm: Hisw-

EIEA]E] S—

Aapea ElackTie a7E

ohEh =

cmt Cencounse 0767

n.d'll
mu
Illtﬂ.n.l
!.11!
n - - .’“’

]@ Rvowie for Themes..
h Sgee Cument Thime... 'M!S

T T TP e & Tt 1 Y] P

Excel applies the theme to the =T
workbook. . P
T 3
008 %
e
& TISees] 2000 £ 4T See7er | FLLOOR |

T 3[raee) L 3 NIT) 3I0ATE | s aa

2 (hess] G0 3 he0 3 hes | B0 IR 1

1 OS(0at) 308 L AT L hell | gas |

T S(153) e 3 REE 5 AT

11 S(SAE] 307 S AMD S AT | Mo |

13 S(neas]  deve & R L 03 | sapos |

WOSONMB] WY S 7T 3 AW

o SB8) 36 £ 33 f T | TEOR l. o
WOA0RMA 3 RIA 3 W »
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i 1% 4(1hads]
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Create a Workbook Theme

0 Format the workbook with a
colour scheme, font scheme, and
effect scheme.

Click the Page Layout tab.
Click 1.

Click Save Current Theme.

The Save Current Theme dialog
box appears.

Type a name for the custom
theme.

Click Save.
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Sort a Range
Filter a Range
Set Data Validation Rules

Convert a Range to a
Table

Create a DataTable

Summarise Data with
Subtotals




You can get more out of Excel by performing data analysis,
which is the application of tools and techniques to organise,
study and reach conclusions about a specific collection

of information.

In this chapter you learn how to sort and filter a range, apply
data validation rules to a range, convert a range to a table,
create a data table and summarise data using subtotals.




SORT A RANGE
-

~
You can make a range easier to read and easier to analyse by sorting the data based on the
values in one or more columns.
You can sort the data in either ascending or descending order. An ascending sort arranges
the values alphabetically from A to Z or numerically from O to 9; a descending sort
arranges the values alphabetically from Z to A or numerically from 9 to 0.
. J
' . N ——— —
@ Click any cell in the range you BER - o Tesou
want to sort. 2 3 @“ﬂﬂﬂ T e | B O | T
v [ty GRS SRR LS R R L. S AR 7
Connettions Sort & Fike Dwta Tockn Ot o Anatysi
() Click the Data tab. I - 2
) B I c L P ] S ] e e
. ﬁﬁi: i “ ooy [ e
@ Click Sort (lﬂ) 3 ANATRna Trujligus ¥helados Avd.defa Consitucion 222 MéaicoDF, | oso21 _th-w"r b
4 ANTON jAntooia Mooeno Taquers bt MénicoDF. JS Mexico |
L3 Imn' |Artund the Horm 120 Hanover 3g. London WAL1D0P uk b=
6| 0ERGS {Bergiunds it ‘Berguvsvigen § Luled I [S482  fwwden
7 [BAUS  Slauersee Delikatessen Forstersir. 57 Mannheim | GBS Germany
& (BONP ‘Blondel pére et fils 24 i 57000 Frante
3 BOUD  BéidoComidssproparadss  Cfaraquil.67 Maded |z span
10 /BONRP ‘Bon apg’ 12, rue des Bouchsrs Marseille 13008 France
l.l;wrm | Battom.Dollar Markets. 24 Teawassen Blvd. [ Teawassen 8C Rrig oy Canada
12 |Bseev @5 Beverages Fauntleroy Circus kondon | ECISNT UK
15 |CACTU Jeacam Comicias - Jo uenos Awes o Argentina
14 cenTe c Sierras México D, 05022 Mexico
15 CHOPS Chop-sory Chinese iHouptslr, 29 {Sem | oz wtizedand
l.su:mn Comércio Mingiro Av. dos Lusiadas, 13 ‘5o Paule g 05432-043  Brazil
17 [consm consal " Brewery London WELELT UK
1B DRACO 5 \Aachen s2068 Germany
15 DUMON Du mande entier 67, rue des Cinguante Otages  Nantes 4000 France ‘
20 [EASTC Eastern Connection 35 King George London WEIBEW UK -
Innllnlm_'m.'m.*.‘l L Gl .
The Sort dialog box appears. e i T
@ {Psosievel || Kosemir |[agorine |« || ¢ ([meeme | 5 wycssrestesces
() Click the Sort by [ and then R — Y ~— -0
click the field you want to use for fare
the main sort level. e
T
() Click the Order [ and then click = =

©

a sort order for the field.

To sort on another field, click
Add Level.
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©

Q Excel adds another sort level.

Click the Then by [= and then
click the field you want to use for
the sort level.

Click the Order [~ and then click
a sort order for the field.

Repeat Steps 6 to 8 to add more
sort levels as needed.

Click OK.

Excel sorts the range.

% If you need to sort on only one

column, click in any cell in the

column. Click the Data tab. In

the Sort & Filter group, click [}
for an ascending sort or [il for
a descending sort.

A 5 1 c IErnEE ==
1 Customer D Company Name Address City Region Postal Code Country | |
(2 Buenas Alres 1000 Argerting
3 jocean [Ockanc g, 26 Hr| 1010 argentins |
4 |RANCH :Illnﬂluﬂm Av. del Libertador 300 Buenos Aires. me Argentina
| 5 |ERnsH Emst Handel Kirchgasse & ‘raz w00 Austria
| 5 {Ficco. Ficcolo v mehr Gelsiweg 14 jsalzburg | ] Ausln |
7 [masso Maisor Dewey Rue Joseph-Bens 552 Bruxelles B-1180 Belgim
| & susRD Suprémes délices Boulevard Tirou, 355 Charlerol 86000 Belgum
9 GOUAL Bourmet Lanchonetes Av. Brasil, 442 Campinas » D4BTE-TBE  Brazil
10 [wew § t0,12 Resnce  SP 08737-363  Branl
11 |HANAR Hanan Cames P o Pase, 57 Rio de Janeirc S 05454876 Brasil
| 17 |quepe [Cue Delizia Fua da Panificadors, 12 RiogelansicRl 02385673 Brasil
].J RICAR Ricardo. A, G 2 %7 Rig de laneircRd 02389890 Brazil
| 14 COMMI Comércio Miniro Av. dos Lusiadas, 23 slopaulo 5P osasroer ezl
|15 [Fanaa Familia Arguibaico Fua Oros, 52 sloFaulo 5P 053443-030  Brazil
.“‘. QUEEN Ousen Cozinha Alameda dos Canbrios, 851 B0 Paulo w 05487.020 Brazil
17 [TRADH Tradigio Hipermencados v Inds de Casirg, 414 SloPaulo 5P 05634030  razll
13 MEREP Mére Paillarde 43 rue 5t Laurent Montréal Oueber WL 103 Canada
|19 [BOTTM ‘Bottom-Dollar Markets 23 Teawassan Biv, Trawassen BC  ToFEM4  Canada
20 | 1300 Ok 5t Vancouver B0 VIF 1 Canads -
b 0L = E (30
[EEE s -————

g You can tell Excel to sort a

range from left to right based
on the values in one or more
rows. Follow Steps | to 3 to
display the Sort dialog box.
Click Options and select

the Sort left to right option
(© changes to @). Click OK.
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FILTER A RANGE

Apply a Filter
() dlickinside the table.

() Click the Data tab.
() Click Filter (I7).

() Excel adds [ to each field.

@ Click [ for the field you want to
use as the filter.

~
You can analyse table data much faster by filtering the data. Filtering a table means that you
configure a field so that you only view the table records that you want to work with. One
way to do this is to use the AutoFilter feature, which presents you with a list of check boxes
for each unique value in a field. You filter the data by activating the check boxes for the
records you want to see.

\. J
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T Ay Blavm Srw Cwishaimnam Lo Mannbim L) Srnany e Mo
B BONE Bieogel pare et fila 4, place ldder ‘straaboury 7008 fracce  Frécenguel
3 souo Botido Comidia preperedis & it 7 Medrd | 202 Spen  MurtieSome
10 BONAR  Boaspy’ 183, e et Bouchert Marseile 11008 Franee  Laurence Lol
11 BOTIM & ! Toawemen B¢ TIHAME  Canads  Slizabethiin
(12 ey xR Sumaiany o jRneen sy e e
13 cacTu Cactus Comidas para evar Carrito 133 Bosnot Aires 1018 Argeetina  Patricio Simy
| 18 cenTC e Men D o Mengo  ManostoTh
15 cHoFl Chogeiuey Chingse Haptsls, 23 Ben 012 Swierlend Yang Warg
REiCONIN A un shofmle 82 0200 il Pedrn Alors
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G Excel displays a list of the
unique values in the field.

@ Click the check box for each value
you want to see ([Z] changes

to [¥).
() Click OK.

Excel filters the table to show only
those records that have the field
values you selected.

G Excel displays the number of
records found.

o The field’s drop-down list
displays a filter icon ().

@ To remove the filter, click
Clear ([%).

Create More Sophisticated
Filters

@ Follow Steps | to 4 to apply a
filter.

() Click Number Filters.

Note: If the field is a date field, click Date
Filters; if the field is a text field, click Text
Filters.

@ Click the filter you want to use.

@ Type the value you want to use
or use the list box to select a
unigue value from the field.

() click ok
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SET DATA VALIDATION RULES
-

~
You can make Excel data entry more efficient by setting up data entry cells to accept only
certain values. To do this, you can set up a cell with data validation criteria that specify the
allowed value or values.
Excel also lets you tell the user what to enter by defining an input message that appears
when the user selects the cell.

. J

@ Click the cell you want to restrict.

() Click the Data tab. P —

o
e
f B‘! Mots Vekdiian < Gy

- ] b Tenuebidae. # Ungreng - 3

e 9»--! mm!w-m Hsavtensi

() Click Data Validation ().

{—2K: L

E

The Data Validation dialog box [ W
appears. T T

Click the Settings tab.

In the Allow list, click the type of
data you want to allow in the cell.

Use the Data list to click the
operator you want to use to
define the allowable data.

© 0 00

Specify the validation criteria, such
as the Maximum and Minimum
allowable values shown here.

Note: The criteria boxes you see depend on
the operator you chose in Step 6.
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3‘_‘,

® 6

Click the Input Message tab.

Make sure the Show input
message when cell is selected
check box is clicked ().

Type a message title in the Title
text box.

Type the message you want to
display in the Input message
text box.

Click OK.

Excel configures the cell to accept
only values that meet your criteria.

Q When the user selects the cell,
the input message appears.

You can configure the cell to
display a message if the user
tries to enter an invalid value.
Follow Steps | to 3 to open the
Data Validation dialog box and
then click the Error Alert tab.
Make sure the Show error alert
after invalid data is entered
check box is clicked ([¥]) and
then specify the Style, Title, and
Error Message. Click OK.

L&
| settngs | ToutMessage | Bvor dlet | !
¥ Show nout mevsage when ool is selecied
RN Gl 15 BERChEd. S0w T FOVE MEREB0E:

== 10

Fenimensace!
Piease ensee a whole rumber between 15 and 35,

LS1

If you no longer need to use
data validation on a cell, you
should clear the settings.
Follow Steps | to 3 to display
the Data Validation dialog box
and then click Clear All. Excel
removes all the validation
criteria, as well as the input
message and the error alert.
Click OK.
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CONVERT A RANGE TO A TABLE
-

~
You can apply Excel's powerful table tools to any range by first converting that range to a
table. In Excel, a table is a collection of related information with an organisational structure
that makes it easy to add, edit and sort data.
A table is a type of database where the data is organised into rows and columns: Each
column represents a database field and each row represents a database record.
\_ J
. s | | [ D ) [ [ o[ -y e )] [
@ Click a cell within the range that
you want to convert to a table. Wil Parts Database
I Description Number  Quantity  Cost Tetal Cost  Retall  Gross Margin
gy Pllers D178 57 51047 5536.78 51795 % -
3 3 HCAS Washer A201 856 $0a2 1271 $03s 108%
5 3 Finlay Sprocket 098 387 $157  sse0a9 5295 n
| & | 2 " Sonctube B-111 86 51524 5131064 51995 n%
L7 | 4 Langstrom 7" Wrench D.017 75 51869 S140075 52745 S0
| & | 3 Thompson Socket  C.321 298 s311  %92E78 858 91%
X 1 5-doint A182 155 $685 SLOGLTS 5995 5%
{10 | 2 LAMF Valve B-047 482 SAD1  S193ZEZ 5695 3%
s | B : 1 HEE e e—— ‘.-'ij}ﬂ |
. el ST = e
@ Click the Insert tab. B e 4__@_* P c@-sm
7 CE (A B @ o Line =l aran BEune = - el
H = Follabe Table | Pews Oe | Cob o X . T Hpetnh Ted  Hedo o Smbe
Click Table ([3). R el Qo Ens o O
A N
Note: You can also choose the Table = - S P— . ———
command by pressing (D) + 3. . Parts Database
[;:Eam.m Pliers m.::.?r: 57 c:mmv 7;:: Ics::n Ks.:l.ss mw":»ltnan i
4 3 HCAS Washer A201 856 5 012 S 10272 § 025 108.3%
5 3 FinleySprocket co% 387§ 157 § Se0de § 208 87.9%
& 2 & Sonotube B-111 56 $1524 $ 131084 $ 1995 30.9%
7 4 Lengstrom 7" Wrench D017 75 S1869 § 140075 $27.95 43.5%
B 3 Thompsan Secket caa 9 5 311 5 96TB 5 555 51.3% =
5| 1 Shoint A182 155 S 685 S L06L7S § 995 a5
10 2 LAMF Valve Bpa7 a8z 5 401 § 193282 5 695 TN
un
:2" [l n.l.u Shietz  Shewts Y3 jIEL B | 0]3"
L
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The Create Table dialog box
appears.

Q Excel selects the range that it
will convert to a table.

If you want to change the range,
click [&, drag the mouse ¢
over the new range and then
click [&.

() Click OK.

Excel converts the range to a
table.

G Excel applies a table format to
the range.

G The Table Tools contextual tab
appears.

G AutoFilter drop-down lists
appear in each field heading.

@ Click the Design tab to see
Excel's table design tools.

@ To add a record to the end of

a table, click inside the table,
press @D+@ and then ED+0
to move to the last field in the
last record and then press 3.
To add a record within the
table, right-click the record
above where you want to
insert the new record, click
Insert and then click Table
Rows Above.

A [ | ] [ | o [T o [ i e U [y ) T
Parts Database
2 [Diision  Description Retall  Gross Margin}
3 AlGangley Pllers 51795 TIN -
4 3 HCAB Washer : $0.25 108%
3 3 Finlay $procket o4 295 sl
& 26" Somctube 51995 EL
L2} 4 Langstrom 7" Wrenck 52745 S0t
8} 3 Thompaon Socket " 8595 915
R 1 S-deint £9.95 5%}
10 P AL S e fB S TR
1
12 &
M v A Parts Sheet? “Seeety 50 1A n | »f
roet [ [mO@ s  ————
& i Parts Databee ~ Microaah Exel

- Hame lapgrt  Pagelmout  Formolr Dots Review  View Dwaiyn
Tatis diams [l summstize wonn Preeatiole 7T 2 O HestarRow O] Pt Counn
Tabies [ emone Dupscates Cl votmmow 7] Lant Coumn
S RestoeTable ) Comvert to Range B BandedFows [T Banded Colamny

Papein Tagi

Ewwort Rehesh

Rabwirad] Tadse Dts

| — e i, = ! = TR —;

10
1
12 -

[M €7 ¥ parts Shaet  Shiwed 3 Tl ) 17 ]

ey | 23 |

g/ If you no longer require the

table tools, you can convert
the table back into a regular
range. Select any cell within
the table, click the Design tab
and then click Convert to
Range ([ ). When Excel asks
you to confirm, click Yes. Excel
removes the AutoFilter drop-
down lists and hides the Table
Tools contextual tab.
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CREATE A DATA TABLE
-

different input value.

formula.

.

If you are interested in studying the effect a range of values has on a formula, you can set up
a data table. This is a table that consists of the formula you are using and multiple input
values for that formula. Excel automatically creates a solution to the formula for each

Do not confuse data tables with the Excel tables that you learned about in “Convert a Range
to a Table.” A data table is a special range that Excel uses to calculate multiple solutions to a

@ Type the input values:

To enter the values in a column,
start the column one cell down
and one cell to the left of the cell
containing the formula, as shown
here.

To enter the values in a row, start
the row one cell up and one cell
to the right of the cell containing
the formula.

@ Select the range that includes the
input values and the formula.

() Click the Data tab.
() Click What-If Analysis ().
() Click Data Table.

pilw|  \_

& =\ S| =PMT(B2/12.B3%1284)
A | S - I ) ) e |
| |Loan Payment Analysis
2 | Interest Rate (Annual)  4.00%
3] Pariads [Years) 5
1 4 | Princlpal  $10,000
L]
6 | Monthly Paymant
4] 25%
(2] 3.0%
10 3.5%
{11] a0%
12| 45%
48] 5.0%
| 14 55N =
1% |
|16
.'l‘i e P e e Gl a ¥l
nesdy | 23 | Pa O o ——————+
-1 - T T T (e =)
Home Bt Pagelajos  Fomuin o 1 a@ognm
B [T (B connections v % Cien m Eosuvanmton = % Goup 92
B i "Ldl & Froparties o E rT G Reaspy o E—- ik Consolidate % Ungp %
ilng o PSR 1B LR SR i) u:‘,:m,_?mlm ot )
Sart & Filler e
a7 - 5|
| A T T ] i |
1 Loan Payment Analysls "
2 Interest Rate (Annual)  4.00%
| Periods (Years) s
4 Principal 510,000
5
& Menthly Paymaent
| Bl (518817 =
|10 5%
12 45%
13 5.0% L
[ 5%
18
N Loan Paynwent Analysis  Baloan Laen  Diteies Costs  Poop] 4 | = I+
| ooy | *3 Avenge 0ATOME Countd  Sum 183825208 SO 10 =
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The Data Table dialog box
appears.

@ Specify the formula cell you want
to use as the data table's input cell:

If the input values are in a column,
enter the input cell's address in
the Column input cell text box.

If you entered the input values in a
row, enter the input cell's address
in the Row input cell text box.

() Click OK.

Excel displays the results.

@ The technique called what-if

analysis is perhaps the most
basic method for analysing
worksheet data. With what-if
analysis, you first calculate a
formula D, based on the input
from variables A, B and C.You
then say, “What happens to
the result if | change the value
of variable A?”, “What happens
if I change B or C?”, and so on.

= = A o S e ) P
(1 Loan Payment Anug_sjg .....
| 2| Intarast Rats (Annusl)] _4.00%
3
e
|5 |
0
|7 =
18]
ER
|10)
&Y
12
E13)
E L]
| 18]
16
R on Lo ¢ berest Conta ¢ Brvocoallld | m 1o
.l—';l_n..l | WO s - ———
If s_____-@ Lllameiey) a
= A . T ] [ T ;) e [ T
1 Loan Payment Analysis
2 Interest Rate (Annual)  4.00%
[ 3 | Periods (Years) 5
4 Princlpal 510,000
£
& |
7| 184.17] 5
KN
[ 9] 3.0% ($179.69)
[ 10] 3.5% (5191.92)
11 4.0% ($184.17)
12| 4.5% ($186,43)
|13 S.0% (S188.71)
| 5.5% [S191.01) E]
1% 6.0% (519333}
6]
b d
;’..’..’.‘.].‘!‘;’.'E’MFM..‘ B0 Laan_( FEAneNt Cowr ¢ Prrcpaf 4 | = T} il
 renay | 23 | [ o C—0——G& |

z/( Data table results are created

as an array formula, which is

a special formula that Excel
treats as a unit. This means
that you cannot move or delete
part of the results. If you need
to work with the data table
results, you must first select the
entire results range.
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SUMMARISE DATA WITH SUBTOTALS
-

adds to a worksheet automatically.

.

When you need to summarise your data, Excel offers a feature that enables you to quickly
and easily add subtotals to a range of data.

Although you can use formulas and worksheet functions to summarise your data in various
ways, including sums, averages, counts, maximums, and minimums, if you are in a hurry, or if
you just need a quick summary of your data, you can get Excel to do most of the work for
you. The secret here is a feature called automatic subtotals, which are formulas that Excel

@ Click a cell within the range you
want to subtotal.

() Click the Data tab.
() Click Subtotal ().

1] \ fty _Discount_Total Feei

|2 ] s 7 oS 200 §

| 3] 5 .75 m 0% 5 15500 S 1978 Cerrito333
4] $ 1800 1 O% § 15000 § 284 Cemito3ss
5 $ 4580 s 0% § 36480 § 3151 Cerrtodss
.6 | 5 K E2] 0% 5 280.00 5 3151 Cemitoddd

| .7 - 6.00 3 Lo 3000 5 127 Ing Gustavo M
& 5 s ] O% § 42700 $ 4956 Ing GustavoM
| 8| § 30.00 L] % 5 18000 § 49.56 Ing Gustavo M
10 5 M8 5 O% 5 100 5 49.56 Ing. Gustave M
(1] s anw 0 o% 5 63000 3 217.86 Ing Gustave M
12 5 BL00 15 % § 121500 § 786 Ing Gustavo M
13| ] 1800 10 o% 5 18000 § 2786 Ing Gustavo M
ELD 5 B 15 0% S 19500 S 217.86 Ing GustavoM
| 15| H g0 5 0% § 40500 5 5085 Av.delliberta
16, 5 Maso 2 0% 5 52700 5 5085 Av.delLiberta
17 5 1745 L] N 5 10470 5 6377 Av.delLiberiar
| 18 5 2w 3 0% S 19200 S 6377 Av.oelLiberts
ELY ] 19.50 n o% 5 39000 5 6377 Aw delLiberta
20, $ 200 52 0% 5 109200 § 41188 Kirchgssse s
. 3 £ A11 R n-rh_.._‘. 4

|

e T

(Xl -t - e
I8 il i

B Q ﬁ“""‘f""“ T8I

Gt External | Refresn %] Sot | fiter >
Ditxe | Ame S i Unks

Cuaantity  fismunt ot
$
§ 19.75 Cemitoddd
§ 28 Cemito33d
5 3151 Cemito333

8000 § 3151 Cemito3dd
s
$
%
5

137 Ing Gustava M
4958 Ing. Gustavo M
45.56 Ing. Gustavo M
49.56 Ing. Gustave M
63000 § 217.85 Ing. Gustavo M
L1500 & 217.88 ing Gustavo M
1B0.00 § 21785 Ing. Gustivo M
0§ 27.85 Ing. GustavoM_ ||

33333332233
g
2

E

FEEBweBuBasEy
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The Subtotal dialog box appears. St L0 i

A sach change in: [g.
: . @
@ Click the At each change in [~ s 3
and then click the column you e
oo
want to use to group the S .
subtotals. i :
¥ Resiace gurent sublotals
| g bresk betwean provoe
. . (7] ummary bekow ces
() Inthe Add subtotal to list, click e e
the check box for the column you o
want to summarise (] changes B
to ). : "’L? stoamer y - t 3 Freight  Ship
() Click OK. EESEERRE 1SR s @l meianom
s L-mmcmdnwumr Argenting L pLE: w % 5 15000 5 284 Cerrit
|5 Cactus Comidas para llevar  Argenting 5 ass0 5 0% 5 35480 $ 3131 Cerrit
« B Comadal 1
Q Excel calculates the subtotals L rel ooy i Bu‘?iﬁ -
i + | § |Océano Atléntico Ltda. Argentina 5 600 5 3000 5 127 ngG
and adds them into the range. - |5 Detancatinticotsds.  Argentina s s 0 NS 4700 5 36 G
+ | 10 Océano atldntico Ltda. Arganting § 30m ] 0% 5 18000 § 4356 Ing.G
+ |11 |OckanoAdlénticotida.  Argentina $ U H 0N § 17400 § 4956 ng.G
) . + |13 | Oceano Atlintico Lida. tina 5  no 0 0% 5 63000 § 2UTEE Ing.G
Excel adds outline symbols to lodouicis w3 omm B %3 imm smm
. | Ocdang A uda Argenting wmm 1} S 180,00 S T -
the r‘ange' .-‘._[' EM:MMI::::W Argenting s 13.00 1% 1&: 5 1786 xﬁ
+ | 17 Rancho grande Argentina 5§ ELO 5 40500 5 9085 Av.ol
% &WW Argenting 5 w» 2 0% 5 52700 5 9085 Av.di
+ | 1% mancho grande Argentina $ 1748 (3 0% & 10470 § ST Avidh
| 20 Rancho grande Argentina § 200 & 0% 5 19200 § SLT7 Awdi
| + |21 Rancho grande Argentina 5 1950 0 9000 5 63TT Av.de
=] | 22 Rancho grande Total 5 618.70 >
n-:a: I“E:l : h i i i @ om '~—"'—:_3.;-'

Q/ Excel sets up automatic g The word “subtotal”is a bit

subtotals based on data misleading because you can
groupings in a selected field. summarise more than just
For example, if you ask for totals.You can also count
subtotals based on the values, calculate the average
Customer field, Excel runs of the values, determine the
down the Customer column maximum or minimum value,
and creates a new subtotal and more.To change the
each time the name changes. summary calculation, follow
To get useful summaries, then, Steps | to 4, click the Use
you need to sort the range on function [~ and then click the
the field containing the data function you want to use for
groupings you are interested in. the summary.
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VISUALISING DATA WITH
EXCEL CHARTS

You can take a worksheet full of numbers and display them
as a chart.Visualising your data in this way makes the data
easier to understand and analyse. To help you see your data
exactly the way you want, Excel offers a wide variety of
chart types, including pie charts, column charts and stock
charts. Excel also offers a large number of chart options that
enable you to add chart titles and data labels, control the
chart legend and gridlines, format the chart layout and style,
change the chart type and format chart elements.




EXAMINING CHART ELEMENTS

A chart is a graphic representation of spreadsheet data that uses columns, points, pie wedges,
and other forms to represent numbers from a range. As the data in the spreadsheet changes,
the chart also changes to reflect the new numbers. To get the most out of charts, you need
to familiarise yourself with the basic chart elements.

\. J

@ Plot Area o (3)) (€]
©

The area bounded by the category and

value axes. It contains the data points and w | I B

gridlines. ! M

Category Axis ol s

The axis (usually the X axis) that contains . — :
@~ = =

the category groupings.

@ Value Axis
The axis (usually the Y axis) that contains Data Marker
the data values. A symbol that represents a specific data value.
) The symbol used depends on the chart type.

() ChartTitle
The title of the chart. @ Data Series

o A collection of related data values. Normally, the
G Gridlines marker for each value in a series has the same
Optional horizontal and vertical pattern.
extensions of the axis tick marks. These
make data values easier to read. ﬂ Legend

A guide that shows the colours, patterns, and
symbols used by the markers for each data series.

(@ Data Value

A single piece of data. Also called a data
point.
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UNDERSTANDING CHART TYPES

\
Excel offers | | different types of chart, including column charts, bar charts, line charts, and
pie charts. The chart type you use depends on the type of data and how you want to
present that data visually. Although you must select a particular chart type when you first
construct your chart, you can quickly and easily change to a different chart type later on if
you need to.

. J

Chart Type | Description

Area A chart that shows the relative contributions over time that each data series makes to the
whole picture.

Bar A chart that compares distinct items or shows single items at distinct intervals. A bar chart is
laid out with categories along the vertical axis and values along the horizontal axis.

Bubble A chart with three data series; in the third series, the individual plot points are displayed as
bubbles (the larger the value, the larger the bubble). It is similar to an XY chart.

Column A chart that, like a bar chart, compares distinct items or shows single items at distinct intervals.
However, a column chart is laid out with categories along the horizontal axis and values along
the vertical axis.

Doughnut A chart that, like a pie chart, shows the proportion of the whole that is contributed by each
value in a data series. The advantage of a doughnut chart is that you can plot multiple data
series.

Line A chart that shows how a data series changes over time. The category (X) axis usually
represents a progression of even increments (such as days or months) and the series points
are plotted on the value (Y) axis.

Pie A chart that shows the proportion of the whole that is contributed by each value in a single
data series. The whole is represented as a circle (the “pie”), and each value is displayed as a
proportional “slice” of the circle.

Radar A chart that makes comparisons within a data series and between data series relative to a
centre point. Each category is shown with a value axis extending from the centre point.

Stock A chart that is designed to plot stock market prices, such as a stock’s daily high, low and
closing values.

Surface A chart that analyses two sets of data and determines the optimum combination of the two.

XY A chart that shows the relationship between numeric values in two different data series. It can
also plot a series of data pairs in XY coordinates. It is also called a scatter chart.
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CREATE A CHART

You can create a chart from your Excel worksheet data with just a few mouse clicks. As
shown in “Understanding Chart Types,” Excel comes with | | main chart types. However,
each of these types has several predefined varieties, so in all Excel offers more than 70
default chart configurations, which means there should always be a type that best visualises

your data.
Regardless of the chart type you choose originally, you can change to a different chart type at
any time.
. J
i) I i1 x |3
ﬂ Select the data that you want to Riasinyviiion | | S .
visualise in a chart. |
‘ . & |West $28,750 $27,900 $29,500 |
@ If your data includes headings, $24,400 524,300 $25.250 '
be sure to include those
headings in the selection. B
[
=
%Wutwmg')- g} 5 I vj:
Resty | 2] | duvipge: SO Counk: 15 Sum 230800 | [N I oo (————F +
. T L Microrett Ecel T 1
e Click the Insert tab. WO o o T Wi T
2 B B a3 eassif 5 EH Q bMEse
N [ e < pes to - RSOEY Bliber | Myperiet | Test Nm:u ol ol
e Click a chart type. e T RO G2 Gt ™ B Qomarcnen- " " w7
A2 - (= i -
e 3 (i BT F ] = : . .:l
1 Sales By Division
2 January February March

|3 |East  $23,500 523,000 $24,000
+ |West $28,750 $27,900 $29,500
s |North $24.400 524,300 $25,250
L

7
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Excel displays a gallery of e o o ]
Hame Intent 3 armutss ata vt e a =
configurations for the chart type. EEE B R 5 @ EEs e
Pustabie Table | Pebure e &-\::::‘H ‘_;:; :Q:H.:‘c;mh‘ SO Sicr | Fyerek| Tok Heador :‘ smbott
. P | Blustration 20 Colmn Fiter | inks Test
o Click the chart configuration you —— Mﬂ@ Er——
want to use. 1 Sales By Division 30 Cohumn P
2 January February Mai (4 | [
LB i
= |West $28750 $27,900 529, - :
< o spaa00 20200 25, 1] 102 1] )
L3 Cone
: b o] JAA] )
] iz ]
= IR
e P
:’- b M| Pl Vew | st Quarter %3 gl ] - '..ﬂ'
=1 P I L T e o |
Excel inserts the chart. B e e e v @ [ w [ | 4 [ & I3
1 |Sales By Division
o [tanuary February march |
| 2 East 523,500 523,000 $24,000 M0
+ West [$28,750 527,900 $29,500) | smomo i
5 North 524,400 524,300 $25,250] 535,000
L: 520,000 meat
;l 1 515.000 e
<] $10,000 L ran
[ £5,000
s »
ul Annunfy February Muwch
13 = - =
:f;::ﬁw‘ . daviige. BATTII rmltll; Iumnn ||ﬂﬂ_i; 10, :r—»-l—’fl

y
g/ You can create a chart on a

special workbook sheet called
a chart sheet. Select the
worksheet data, right-click any
worksheet tab and then click
Insert to display the Insert
dialog box. Click the General
tab, click Chart and then click
OK. Excel creates a new chart
sheet and inserts the chart.
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ADD CHART TITLES

You can make your chart easier to read and easier to understand by adding one or more
titles to the chart.

You can add a chart title, which appears at the top of the chart and is usually a word or short
phrase that describes the chart data. You can also add titles to the chart axes. The primary
horizontal axis title is a title that appears below the chart’s category (X) axis; the primary
vertical axis title is a title that appears the left of the chart's value (Y) axis.

7
\.

. B Ao 2000 Sales « Mecrosoft Excel B
ClICk the Chart- ‘-ﬂ Hame  inden  Pagelwmt  Foomult  DMs Aeiew View | Dengn lw:f‘-@ a@co@dB
e [ riuatE T TR Rt ™ bl
Click the Layout tab. Z;Tbﬁa = ]m M- | o S| g S (e
Cumrent Selechon — j TR i s Anel Backgiound Analyy i =
; : = r=i| a' T | ) mmstowiwTie | F | 6 e T | ok H
Click Chart Title ([2). B D S E
. 2 &»ﬂ S
Click Above Chart. sest U0 52 pneomer T

s Wast 528,750 527,900 529,500 | yup
5 North 524,400 524,300 525250 | sype |

6 Excel adds the title area.
Type the title.

i'r’.::swa»a

Click Axis Titles ([21).

Click Primary Horizontal
Axis Title.

et | Ay L o ot *
ok Ti i = e R ——
Click Title Below Axis. Pl - Eersa Reimiui .

_I Deiplay Tite Bolow Meszontsl dan ang
Excel adds the title area.

1+ Sales By Division L= e vt

e Pty Weeisond i T Optians.

2 January February M 2 |
3 East  $23,500 $23,000 $2 sales By Division i
. 4 West $28,750 $27,900 529,500 ! la
T}’Pe the title. s Narth $24,400 $24,300 $25,250 prped] |
& $25,000 |
Click [, : O w ]
: #1000 :Nw:; 1
N . . 0 £5.000
Click Primary Vertical Axis 2 ®
n
Title. : '
P FiM]| R Veer] Let Querter OO [ dal '__:|'
Click Rotated Title. ECTET o S i e PRORIRG U]

@ Excel adds the title area.
Type the title.

®© 6 660 0 006 O ©0000O
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ADD DATA LABELS

You can make your chart easier to read by adding data labels. A data label is a small text box
that appears in or near a data marker and displays the value of that data point.

Excel offers several position options, which depend on the chart type, for the data labels. For
example, with a column chart you can place the data labels within or above each column and
for a line chart you can place the labels to the left, right, above or below, the data marker.

Click the chart.
Click the Layout tab.
Click Data Labels ([&).

Click the position you want to use
for the data labels.

Note: Remember that the position options
you see depend on the chart type.

Excel adds the labels to the chart.
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POSITION THE CHART LEGEND

legend above or below the chart.

The chart legend is a box that appears alongside the chart and serves to identify the colours
associated with each data series in the chart. By default, the legend appears to the right of
the chart's plot area but you might prefer a different location.

For example, you might find the legend easier to read if it appears to the left of the chart.
Alternatively, if you want more horizontal room to display your chart, you can move the

Click the chart.
Click the Layout tab.
Click Legend ([3).

Click the position you want to use
for the legend.

@ Excel moves the legend.

™ Rt

200 Sales - Meciosolt Ercel

- Hame Indent Farmulst Data LI ' |
] = o i B T G T [ 4 d =z
Wy Foemat Sedection ot o Hone e C = o ] pes
2 Rt 1 Makeh Shyle g B E P BT K 2. gs o | P o -
Cumrent Selechon " Backgious analy:
Chety -8 & : = T e S
£ F 3 s Shewlependattos | kL " N [~
fy| Showlegendandton o)
&l [T sign f 5
4 et Ligénd 31 Laf . |
2 Sa| evitsmamamen 15100
| |
335,000
3 ‘Shaw Legend at Bottom
| h_l AL £29,500 |
520000 notton I |
Ouretay Lepena #t gl $34,300 $20 |
s25000 = ﬁ Shows Legend at right of |
& i |Mwnmnmr:::‘mp
Owestay Legend at | P |
7 i ﬁl Show Lagend ot et of o |
515000 he it §
. 10,000 Lo wharth |
2 5000 |
10
) |
u January Febnaary Marsh |
2 |
1 - ) -
WA w W[ et e | st Quarter 3 »

Resdr | 5 )

53 3 5 3 C S o S

1 =
M oarm| Pl Yaar | Lst Quarter

Wimr Ewest

Month
_—- @
05}

L7

| v_i'lv

Resty | 2 |

| B
I N —"—]
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DISPLAY CHART GRIDLINES

Click Primary Horizontal

~\
You can make your chart easier to read and easier to analyse by adding gridlines. Horizontal
gridlines extend from the vertical (value) axis and are useful with area, bubble, and column
charts. Vertical gridlines extend from the horizontal (category) axis and are useful with bar
and line charts.
Major gridlines are gridlines associated with the major units: the values you see displayed on
the vertical and horizontal axes; minor gridlines are gridlines associated with the minor units:
values between each major unit.
\ y,
@ Click the chart. FE _
p— ~
) Click the Layout tab. Smsn w
e
@ Click Gridlines (). ==
o Am

Gridlines. ,
% | smoo
Click the horizontal gridline option |4
L
you prefer. B o =2
*
. . x 700 &
@ Excel displays the horizontal g L = i Cir e w 5B
. W AN 0 Erackad ok | 3.0 {ine  Boan Tagh [ow Ot facghast J14 1o TP F— | n]]
gridlines. LT TR Ve —
O dickm.
a Click Primary Vertical s |
Gridlines. T - s [
17 ~
. . e . i Logophilia Limited — Closing Stock Prics, August201 41 A e s o NAOE U
e Click the vertical gridline option i | we e —
g. " ﬂ Oisplay Vertical Giitints for Minb i
you prefer. . saw j ke
. . 6 Ll I T _,""' ‘:'L‘m,_"_ AT | tte pimany Veicat G Opties.
Excel displays the vertical oy ) S JAL M TTETTTT | |
T 2 oL |
gridlines. B feaeo
P S EHSREES NS EE ISR SRS
géj sirm —— : s et @ :
| 2hug Shug g g Wihug
3’- ¥ n_ 20 stadhed Colirm | 2.0 1me 0o, High, Low, Cose . Doughnut_J] 4 = —] ¥
= ] BTN s o ! {¥}
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DISPLAY A DATA TABLE

~\
You can make it easier for yourself and others to interpret your chart by adding a data table.
A data table is a tabular grid where each row is a data series from the chart, each column is a
chart category and each cell is a chart data point.
Excel gives you the option of displaying the data table with or without legend keys, which are
markers that identify each series.
\. J
@ Click the chart. i i o
, e | SL IR 1G] W SO W G2
e Click the Layout tab. Srwon | GER G| % T 2. o " ot "
T e = =
@) Click Data Table (@). e T ) .. e et
. . ' 4
@ Ciick Show Data Table with o DS

Legend Keys.

@ If you prefer not to display
the legend keys, click Show
Data Table.

Excel adds the data table T e e e A R S A
below the chart.

1
2
3
4
5
]
Kl mEat
7
! e
]
=i | Jamsary Februsry March "oty [+ i)
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CHANGE THE CHART LAYOUT AND STYLE

chart data markers and background.

You can quickly format your chart by applying a different chart layout and a different chart
style. The chart layout includes elements such as the titles, data labels, legend, gridlines, and
data table. Excel's Quick Layouts feature enables you to apply these elements in different
combinations with just a few mouse clicks. The chart style represents the colours used by the

Click the chart.

Click the Design tab.

Click Quick Layout ([&).

Click the layout you want to use.

Excel applies the layout.

Click the Chart Styles [-.

Click the chart style you want
to use.

©

Excel applies the style to the chart.
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FORMAT CHART ELEMENTS

You can customise the look of your chart by formatting the various chart elements. These
elements include the axes, titles, labels, legend, gridlines, data series, plot area (the area
where the chart data appears) and the chart area (the overall background of the chart).

You can format chart elements using either the Format dialog box or the Ribbon. The rest of
the sections in this chapter provide you with more detail on using the Ribbon commands.

\. J

Format Chart Elements Using o WS

Heme  buel  Pagtuareut  forman  Dats  Reeem W i
the Format Dialog Box ,,,mma_@ E] ii::;.m T g
et to Mateh firse ¥ Shage irec ,i,., -l Bytewcenmne o S0

o ClICk the Char,t e|emeI’Tt you WaI'Tt uuuuuuuuu Srupe Stples Waerar Styler (. srunge Sire

chenz v (" £ =Salus By Division”

tO format. | .F F G M ] ] K L M N . o

(@)—seles 5y diision]

321K

€) Click the Format tab.

Note: You can also select a chart element
by clicking the Chart Title [ and then
clicking the object.

O Click Format Selection ([%).

EE|g|win iale|(wia wis|ws

v v | 1st Quarter . ¥3 T4 _ T pemmm— _’._.J]'
|toer | 2| T e ——]
The Format dialog box appears PG =)
for the object you selected. —._
Here, it is the Format Chart Title s IS
dialog box. et | T e 6
ey ‘e
Click a tab. é e (2] _
Tarugwencrs (] TS
Change the formatting options.

Repeat Steps 4 and 5 to set other
formatting options.

Click Close.

Excel applies the formatting.
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Format Chart Elements Using
the Ribbon

o Click the chart element you want
to format.

€) Click the Format tab.

e Use the Ribbon controls to
change the formatting options.

Note: Not all of the Ribbon controls are
available for each chart element.

Excel applies the formatting.

Ve
g Excel offers several methods

for opening the Format dialog
box. If you are using your
mouse, position [y over the
element you want to format
and double-click. With the
chart element selected, you
can press (ZD+@ on the
keyboard.You can also right-
click the chart element and
then click Format Element
(where Element is the name
of the element).
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@ The easiest way to be sure you
are clicking the correct chart
element is to position Iy over
the object. If I} is positioned
correctly, a banner appears
and the banner text displays

the name of the chart element.

If the banner does not appear
or if the banner displays a
chart element name other
than the one you want to
format, move & until the
correct banner appears.
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CUSTOMISE A CHART ELEMENT BACKGROUND

.

You can add visual interest to a chart element by customising the element’s background, or
what Excel calls the fill.

Most fills consist of a single colour but you can also apply a colour gradient, a texture, or
even a picture. However, you should be careful about the background you choose for
certain chart elements. Since some chart elements — particularly the chart area, plot area,
value axis and category axis — display data, be sure to choose a background that does not
make that data difficult to read.

Apply a Colour Fill

o Click the chart element you want

to format.
Click the Format tab.
Click the Shape Fill [

Click the colour you want to
apply.

Excel formats the element’s
background with the colour you
selected.
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Apply a Gradient Fill

Click the chart element you want
to format.

Click the Format tab.
Click the Shape Fill [-.
Click Gradient.

Click the gradient you want to
apply.
Excel formats the element’s

background with the gradient you
selected.

Apply a Texture Fill

ﬂ Click the chart element you want
to format.

Click the Format tab.
Click the Shape Fill [-.
Click Texture.

Click the texture you want to
apply.

Excel formats the element's
background with the texture you
selected.

Apply a Picture Fill
Click the Shape Fill [- for the

chart element you want to format.

Click Picture.

Click the folder that contains the
image file.

Click the image file you want to
use as the background.

Click Insert.
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SET A CHART ELEMENT'S OUTLINE

~\
You can make a chart element stand out by customising the element’s outline, which refers
to the border that appears around the element as well as to single-line elements, such as
gridlines and axes.
You can customise the outline’s colour, its weight — that is, its thickness — and whether the
line is solid or consists of a series of dots or dashes.
. J
o Click the chart element you want %’ ,:,"'_,,,,_,_‘ i s e o TE— g
tO format. h":':.._. - jimrrm a 1 RE .
gmm:mmmc @ @ B . Aurtomate; ?.}mnmbm A :
6 Click the Format tab. c..m - ' ENEAEN l:lgl\.um cmchmw 'ISAS3:8A824, ;;
T T | 1 i [ 5
£ | =
@ Click the Shape Outline [-. ; L.,.,m.llihh“l
. Dolty CloAmm ™ % WM NN
: & Lo Outhing
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o Click the Shape Outline [-.
© Cdlick Dashes.

@ Click the line style you want to
apply.

Excel formats the element's
outline with the colour, weight,
and style you selected.

Apply a Rounded Outline
to a Chart

o Click the chart border to select
the chart area element.

Click the Format tab.

Click the Border Styles tab.

Click Rounded corners
(2l changes to [¥1).

Click Close.

Click Format Selection ([%).
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ADD EFFECTS TO A CHART ELEMENT

~\
You can make your chart elements more visually striking by customising them with special
effects.
For most chart elements, you can add one or more effects, including a shadow, glow, soft
edges, or bevel. In all cases, however, make sure that the effects you apply do not make the
element more difficult to read or decipher, and that the effects you use do not distract the
reader from the chart itself.
\. J
Add a Shadow Effect BT e e |
- Home et Pagelsoa  fomui  Dsts  Améew  View | Despn  lamor | Fomai
. Grsnapera~ A G B 5l
o Click the chart element you want 3: l:'f’:l'.fm [B (=) @ ere== 4’ B B S
to forma‘t. . u:':::;d g ity _J _— | ot Armsegi . sian -
£ = - N =
e Click the Format tab. il ' =1l
Q Click the Shape Effects [-. aﬁ, -
@ Click Shadow. ! o
8
e Click the shadow effect you want :
to apply. n
@ Excel formats the element ::
with the shadow you selected. | =—3
CE T— R o
Add a Glow Effect I e
- Hane hu rt bwumu lnmuln Dt Ir-nk View Design Lsyout Format -
. ummmm jim Fa - Beng
o Click the chart element you want Z:!.‘n::nmm (=) (=] (=) - e . e .
to format. e L S—
) 3 B s H _] s ol ¥ L "] (] .é
e Click the Format tab. ' i .. B ,
@ Click the Shape Effects . b | el o -‘i"’"’*i
s saneon S —— | g+ | |
@ diick Glow. B O~ ‘‘DoooocC
) & 510000 "l 3O notatica + = :
0 Click the glow effect you want to = o - D aaQ
apply. n . *':“.Q 0D0OCQC
Excel formats the element :: nfi" E - O 2
with the glow you selected. | s -|-.||
mover | 9| . = [EEE e ———
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Add a Soft Edges Effect R =-M . - s
. cane ﬁim P . L g Feasit
o Click the chart element you want 3:‘1:::27:» [B (=] (=) - " Z %—6%« o
to format. e oD A ol
€) Click the Format tab. : e i
o Click the Shape Effects [-. ; o L o) —
@ Ciick Soft Edges. ] R O 7| 4 o
. £ s::x _-l i 1.5 Foint
o Click the soft edges effect you L B
want to apply. u = B
@ Excel formats the element with i B
the soft edges you selected. | ————— sl p—
Rivar | 3 | £oft Edges Optioni... m_‘-ﬂ_j_
Add a Bevel Effect J-H."-;_;_f'm ..,,,,,..”’Iflu.':'”'"::.”".m T
o Click the chart element you want 3: ':'."I:';m [B (=) (=) - e
to format' “E:::;“""- v (& S| x::l:ll,:mc e
. & e W _]W X [ [ :
a Click the Format tab. : sieseyowis |
@) Click the Shape Effects L. ; O= | |
@ Click Bevel. : = -
. : ) dotatcn + s |
o Click the bevel effect you want to 2 = Dul :
apply. a ;L—JDT] = a
@ Excel formats the element i 2203
with the bevel you selected. | 8 s0mon. =3
mrﬂl a3 | 1st Quarter 73 - |L-ﬂn_‘_ﬂ o ; g ‘L_

4

'/ | Excel offers several controls
that enable you to manually
adjust various aspects of the
shadow. In the list of shadows,
click Shadow Options. Use the
Size spin box to increase the
size of the shadow and the
Distance spin box to increase
the space between the chart
element and the shadow. Click
Close when you are done.
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APPLY A STYLE TO A CHART ELEMENT

You can reduce the time it takes to format a chart element by applying a style to that
element. Excel comes with more than 40 predefined element styles, each of which is a
collection of chart formatting features.

Each style includes one or more of the following formatting features: a background, which is
usually either a solid colour or a colour gradient; an outline, which is usually a solid line with a

colour that matches or complements the background; and one or more special effects, such
as a shadow or bevel.

.

ﬂ Click the chart element you want i
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Excel displays the Shape Styles ’i-uﬁ T O e I e

Mo el Boplaped B Dabs  Baie e | Dwign  bwea | Fees aAg.an

gallery. L— () R e 1
z-.-.m i M Dyl B [j B E] | ] *;.m:m : Haw
o Click the style you want to apply. ol N-R-H-Q-J-Q- - B
 N-R-N-N-B-N-M
EEEEEEE |
aesaae
 J-J-J-N-J N R
Excel applies the style.
The SIN() Function [Y=SIN(X)]
|
WA b W[ B Crat ke Prat | W (Seatbar] Chart  Penghed H1]d - s'
N Tanw e o

Excel does not offer a simple

method for removing a style
from a chart element. You must
remove the background, outline
and effects individually.To
begin, click the chart element
you want to work with and
then click the Format tab.

For the background, click the
Shape Fill [ and then click
No Fill. For the outline, click
the Shape Outline [~ and then
click No Outline. For the
special effects, click the Shape
Effects [-, click Preset and
then click No Presets.
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Although you will most often create and edit an Excel
workbook on your own, you may have some workbooks
that require input from other people. For the times when
you need to collaborate with other people on a workbook,
Excel has the tools to get the job done.

In this chapter, you learn many ways to collaborate on a
workbook, including adding comments to a cell, sharing

a workbook and working on a spreadsheet online.You also
learn ways to make collaboration safer by protecting any
data you do not want changed, tracking changes that are
made by others and accepting or rejecting those changes.




ADD A COMMENT TO A CELL

N
If you have received a workbook from another person, you can provide feedback to that
person by adding a comment to a cell in the workbook. A comment is often the best way to
give feedback because it does not change anything on the worksheet itself.

Comments are attached to a particular cell and Excel displays an indicator on any cell that
has a comment. When you hover your mouse pointer over such a cell, Excel displays the
comment in a balloon.

. J

Add a Commen‘l' o= 20102001 Dudget - Micresoft T

- Homd  lmtet  Pagelmout  Formulst Dsta | Review =@ "f'__‘ =
X i 3 B3 Dricte . ¢ Comment | E [ T e ¢ Werkbosk
@ Click the cell you want to CAL L. 3 e Rrioidambmgl "I I R-pomuiusiions
commen‘t on s m'..m. e | ot &) [Sanewm] Thert Wabeek Wansask 13 Tiaek Changes
. . A o R D[ T F G (1~
@ Click the Review tab. 7 -— Tl Temz  Teems '
3 Diviston | 9A000 323400 279,300
() Click New Comment (5). S NoM  miwo  14s0 .
& Expenses
. . 7 Cost of Goods 77,004 84,704 73154
Note: You can also right-click the cell and EyAdvarcuing S50, | iensgs, |S7sH
S Rent 25,200 7720 23,940
. 7. o
then click Insert Comment. s i el
12 Shipping 6250 183,875 167438
13 Unilities 7,200 7920 5,840
B LS -
Aaem tions, Projactions | 2008.3010 Fral | Cstimabes - Groms i]4 | = E |
foasy | 7| [ TR e ————
Excel displays a comment balloon. == § : it g IS
1 Team 1 Team 2 Team 3
2 Sales
@ Excel precedes the comment s s S5y e [ s
. 5 Divislon N1 310,000 341,000 394,500 -
with your Excel user name. & Expenses
7 Cost of Goods 77,004 84,704 73,154
8 Advenising 60,550 66,605 57,523
.7,
@ Type your comment. " el | i U
11 Salaties 201,500 1,650
. . 12 Shipping 176,250
Click outside the comment - A i
balloon. H% Frfectons | 3009-5610 Fral mmlu s B4 i -

J
@ To remove a comment, click the
cell that contains the comment,
click the Review tab and
then click Delete ([=).

If you change your user name,

it does not change your user
name in any existing
comments.
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Excel adds a comment
indicator ([3]) to the top right

corner of the cell.

View a Comment
@ Move the mouse &3 over the cell.

@ Excel displays the comment in

a balloon.
In the Review tab, you can

click Next ([a) and Previous
(T&) to run through the
comments.

©

In the Review tab, you can
also click Show All
Comments ([+) to display
every comment at once.

g To edit an existing comment,
click the cell that contains the
comment, click the Review tab,
click Edit Comment ([4) to
open the comment in a balloon
and then edit the balloon text.

il A | B c o E F G b|
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3 Rent m00 T au
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& Your user name is important
because it tells other people
who added the comments.To
change it, click File and then
click Options to open the
Excel Options dialog box.

Click the General tab and
then use the User name text
box to edit the name. Click OK.
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PROTECT A WORKBOOK

~
If you will be distributing a workbook to other people, you can enable Excel's options for
safeguarding worksheet data by activating the sheet's protection feature. You can also
prevent unwanted changes to a workbook by activating protection for its windows and
structure. You can configure the worksheet and workbook to require a password to
unprotect them. There are two main methods you can use to safeguard worksheet data: you
can unlock only the cells that users are allowed to edit and you can configure a range to
require a password before it can be edited.
\_ S
Protect a Worksheet’'s Data N , ST 5 e e
“ Woms Bt PageLayeut !.:m.. Bals | Rasiew @ !’n-w"mh:(:.:;:n
(D Display the worksheet you want vam s any J::ﬁn—«- Fﬂ:%-@‘::;':;:i‘"’"'
to protect. T M u
p tua |_g_" mcws- sm:usn. - hmum m__tl
B . ! Loa = Ic
@ Click the Review tab. e e e ammeg| T
i_ Prinsigal cmn;amw ﬂ;; m ?&m:mvx A
() Click Protect Sheet (7). e e e e | e
a. o ool cokumre. !
Excel displays the Protect Sheet ;
dlalog bOX [Fd : :::;:Ja:lr l‘.h 730.52) m-uu_m [FESTERC I ism i [ Carcrl
A5 e Guras) (e (e paAsie s '
() Make sure the Protect 7 ST R Ei& o G1oME) a1 SlabzEes
18| (Sa2v0m (51, | [5. 47, u; [B12210.08) [$12,317.58) $a87,702.97 L
worksheet and contents of 50 1 a ittt St i gicas sl
. \Faey | 7| i yook (= )
locked cells check box is
activated ([¥]). __7
/| If you want to make changes to a
@ Use the Password to N fy g

worksheet, click the Review tab,
click Unprotect Sheet ([#), type the
_unprotect password and click OK.

unprotect sheet text box to
type a password, if required.

6 Click the check box beside each E/L You can configure a range to require
action that you want to allow a password before a user can edit it.
unauthorised users to perform Select the range you want to protect,
(EJ changes to []). click the Review tab and then click

- Allow Users to Edit Ranges. Click

@ Click oK New to open the New Range dialog
If you specified a password, Excel box.Type a title for the range, use the
asks you to confirm the password. Range password box to type a password

and then click OK. When Excel prompts
you to reenter the password, type the
password and then click OK.
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Protect a Workbook's e il S

- Homé Wbt Pageligtut Formulst Dsth | Redew ai@gods

Structure and Windows vyema mE e @y gg:;::;m:»
) Spalling Research Thessuras | Transiste Cull:::ﬂ!' et [Sye] w;::n: w:nf::uwh; . ]
ﬂ Display the workbook you want e su;m.;“?"’ﬁ?_ e =
to protect. 7 - ® _"'hch 'zﬁ F G i T T 0
_j-m——' arter _Ap 1
() Click the Review tab. e | [y e |
m__ | aa800 21000 325250 | 73,650
. SPgiAL_ | 76650 74800 78750 |
() Click Protect Workbook (7). |[ihiede — = ="
9 Adventising 4600 4200 5,200

H Rent 2,100 2100 100
Excel displays the Protect Structure e R R

) . 12 Selories 16000 16000 16,500
and Windows dialog box. 13 sipping 1250 1375 14500
14 Unilities 500 600 800
15

EXPENSES TOTAL | 44,882 43,834 46,600

31.768

Click the Structure check box
to protect the workbook’s
structure ([Z changes to [¥).

Click the Windows check box to
protect the workbook’s windows

(2l changes to [¥).

Type a password in the Password
text box, if required.

Click OK.

© 6 06 ©0

If you specified a password, Excel
asks you to confirm it.

If you protected the windows: I LR ) e L T @E
Home  fntet  Papelsmout  Fomulst  Dats  Revew | View @
. . | ™ h : __ = -
e Excel hides the window Podwie e .& z;g 5“’”"" | E‘ vl E
I _.uwu O Flt Serern Selrction 3 40 warcace windows= | -
controls. If the workbook is not e EToT— o
maximised, Excel also disables & S | S-S ) LD O =

Jan Fab Mar 1t Quarter  Apr May Jun

Division | 23500 23000 24000 | 70500 | 25100 25000 25400
4 Division I 28750 27800 29,500 | 85050 | 31,000 30,500 30,000
Division il 24400 24000 35350 | 7360 | 36600 27,000 26,750
SALES TOTAL 550 74800 78,750 | 230200 | 82700 82500 82,150

£

gwoqmun.u»_-.l_

the window borders, which
means the window cannot be
moved, sized, or closed.

Coat of Goods !d- 6,300 18416 6,616 6,600 6,572
Advinising 0 5,200 14,000 5,000 5,500 5,250
. . Renit 0 2100 6,300 2,100 2100 2,100
Excel disables many window- o g™ b T | ssw0 | 1w 180 ko
12 Solories edmet. 00 16500 | 48500 | 16500 16500  17.000
related commands on the 13, shooig MybmaeRe | o s | wam | o use
14 itles
H I i |- 1 s
View tab. samen s
7 Select &l Shects .
i 4 | Budget . Amirptors  Projactors  2006-2010 Fral  Esrrates []4 [ . | - : »
@ If you protected the structure, [0 5| L TN SR e—C |

Excel disables most commands
on the Sheet Shortcut menu.
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SHARE A WORKBOOK WITH OTHER USERS

N
You can allow multiple users to modify a workbook simultaneously by sharing the workbook.
Once you have shared a workbook, other users can open the workbook via a network
connection and edit the file at the same time.

When you share a workbook, Excel automatically begins tracking the changes made to the
file. For more information on this feature, see “Track Workbook Changes” later in this
chapter. This task assumes you have saved the workbook in a folder that other people can
access over the network.

. J

: Fao e v =)

ﬂ Display the workbook you want R o —— TP

to share. v 4 m H . S |52 @ 5 U T
Speiing Fesesrch Thessures | Tranalate c.:.nﬂ ¥ 55 St ik ﬁ"t:l“ﬂ .n:‘nmmﬂ:;g( T
@ Click the Review tab. S i e %
T B 1 [ [ E L F {3 N T
Produrt Product Nasss ProdoctCode  TXOR iy On oy QtyOn  Reorder
. 1 1] Hold Hand  Available Drder Level
@ ClICk Share workbook (D) F! 1 Northwind Traders Chat NWTEL 5 Ty [ a 10/%
3 3 Northwrind Traders Syrup NWTCO-3 o 50 =0 50 25
4 4 Northwind Traders Cajun Seasoning NWTCO-4 [} o o 40 10| |
5| 5 Northwind Traders Olive Ofl NWTO-5 o 15 5 0 10
L} & Northwind Traders Boysenberry Spread NWTIP-G [} o o 0 2%
1 7 Rorthwind Traders Dried Pears NWTDFN-7 [} o o o 10
8 & Northwind Traders Curry Sauce NWTS.8 [} o o ] 10
9 14 Northwind Traders Walnuts NWTDFN-14 o 40 40 o 10
w 17 Northwind Traders Frult Cocktall NWTCF-1T o o o o 10
n 19 Northwind Traders Chocolate Blscuits Mix NWTBGM-19 [} o o 20 H
12| 20 Northwind Traders Marmalade NWTIP-6 (] o o 40 10
13} 21 Northwind Traders Scones NWTBGM-21 [} 0 o '] 5
u 34 Northwind Traders Bear NWTB-34 n 2 o o 15
1% 40 Northwind Traders Crab Meat NWTCM-40 [} o o 120 30
16 41 Northwind Traders Clam Chowder NWTS0-41 [} o (] o w0
B ok eien Gan e ol - o
sy | 5 | R e — i*l
The Share Workbook dialog box weWorok [ il
appears' g—i'f:’.-hhwwnwn ot user ot e same tme. Ths
o ey mowkbook e ey
. Ty e has g workbask coen nowr
() Cdlick the Editing tab.
() Cdlick the Allow changes
by more than one user at
the same time check box
(2] changes to [¥]). —
6 o ] [ e

Click OK.
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Excel tells you that it will now
save the workbook.

Click OK.

Excel saves the workbook and
activates sharing.

Q Excel displays [Shared] in the
title bar.

You and users on your network
can now edit the workbook at the
same time.

See Users with the Workbook
Open

Display the shared workbook.
Click the Review tab.
Click [&.

The Share Workbook dialog box
appears.

Click the Editing tab.

The Who has this workbook
open now list displays the users
who are currently editing the file.

Click OK.

Micrsch bl - T
=)
74 E o] (Lo ]
Eaa-iE — Toventen [wed - Mercmoh B T T
- Wome  dmieit  Fagelagsdt B Cats | Rewww | View me__g.#u
g Ed tu 1 ..] o et 3¢ Commant # ® -_J GaProtect Shared workbook
2 1 h‘.l Bl Prevo TyShow Al Comments | 2 o o e w1313 Et Bange
Soriem Resepri Dewmne | Picsinte Commed SNt Coshewink i i workosk G THEK Change «
prseting Languagt Commer Chingei
823 - £ | Worthwind Traders Hot Pepper Sauce
P T Y B ] (] [ S p—p G| H [
Product QiyOn Gty On Qiy QtyOn Reorder |
1 m Srpcustiitine ProductCode "ol Mand  Avallabie  Order  Level
2 1 Northwind Traders Chai NWTB-1 5 e 0 a1 10/%
3 3 Narthwind Traders Syrap WWTCO-3 [ 50 50 50 25
& 4 Noethwind Traders Cajun Sessaning NWTCO-4 [ o o 40 10] |
5 5 Northwind Traders Diive Ol NWTOS [ 15 15 0 10
[ & Nocthwind Traders Boysenberry Spread NWTIP-5 ] 0 ] 10 5
1 7 Northwin Traders Oried Pears NWTDFN-7 [ 0 ° 0 10
a & Northwind Traders Curry Sauce NWTS8 [ a [ 0 10

Share Workbock
-iatrg | dedvanced |

] &oer changes by more: than one use ot e seme te. Ths
gﬂumm
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TRACK WORKBOOK CHANGES

If you want other people to make changes to a workbook, you can keep track of those
changes so you can either accept or reject them (see “Accept or Reject Workbook
Changes"). Excel's Track Changes feature enables you to do this.

When you tum on Track Changes,
that reviewer's cell edits, row and column additions and deletions, range moves, worksheet
insertions, and worksheet renames. When you open the workbook later on, you see all of
these changes onscreen, along with the name of each person who made the change.

Excel monitors the activity of each reviewer and stores

J

Display the workbook you want
to track.

Click the Review tab.
Click Track Changes ([).

Click Highlight Changes.

L ——— " Employee Time Sheet - Micrzsoft - =T -
B o e Pl fomem  Di m-‘-@ 2@o@s
Rl _& g B romres conanm retshest  @motet snd Shave warsaok

e B ez hew s Commarts 168 Protect weskbeok g Allow Users 1o st Ranger

Speiling Research Theisans  Trenslite e e 5 Showni _ s BE =
Fraching Langusge Comments 3 Wgnigh Cranger.. b

"

18 s

1% -
W T8 W Employes Time Shest 73 AT ] J=%f |
Laar | 21 [ e e —
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The Highlight Changes dialog box
appears.

@ Click the Track changes while
editing check box ([Z] changes
to ).

@ Leave the When check box
activated ([¥]) and leave All
selected in the list.

Click the Who check box,
the Who [~ and then click
Everyone but Me to show
every user's changes but
your own.

@ Click the Where check box,
click inside the Where range
box, and then select a range
to track changes only in that
range.

G Leave the Highlight
changes on screen check
box activated () to view the
workbook changes.

() dickoK.
PR Emphoyee Time Sheet [Shared] - Microsoft Excel T T
Excel tells you it will now save the -? 'fT' LEI" ;‘WJ fote s | toem | on " ,.....,ﬁ.ﬁf;f.—w
. & : By e -1 A Commerts = : i ri 4z B ange
workbook. o e i e 51 ST TR
) dciick oK. .

Excel activates the Track Changes
feature.

G Excel shares the workbook
and indicates this by displaying
[Shared] beside the workbook
name.

FarEadzaje.

Note: See “Share a Workbook with Other
¥ 0 Employes Time Sheat % [l = a " : |
Users” to learn more about workbook sharing. LS R 2Ag e

=1
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ACCEPT OR REJECT WORKBOOK CHANGES

000 ©

N
After you tum on Excel's Track Changes features (see “Track Workbook Changes™), you can
accept or reject the changes that other users make to the workbook.

Track Changes enables you to see exactly which parts of the workbook others have changed
and who made each of those changes. Track Changes also enables you to accept those
changes that you think are useful or accurate and reject those changes that are not needed
or that are incorrect.
. J
Display the workbook you are B K“M:@ — TEET

tracking.

Click the Review tab.

Click Track Changes ([).
Click Accept/Reject Changes.

If your workbook has unsaved
changes, Excel tells you it will now
save the workbook.

Click OK.

l?ﬂ‘ﬂ gl[lf!gﬂ\ mtl'dm ‘r;:%l :_"-'J : ' “ ' ‘:MMI E‘MIIII';I . J ,*u“ﬂ e

Comment A1t [ Showelink

::::::::

= : g sitzin Uner 12 £ Range:
'Ir.'-‘-..l- " ha '_”__-'-"j Track Changes +
- Al G sugnignt Changes.
) scameacmes |y
£ F - LS

] 6, 20:

10 T 7, 2010

1 8, 2010 B

12 Thursda 5, 2010|

13 10, 2010|

" 13, 2010

# T 14, 2010

16 -

W AP N Employes Time Sh - P = el a 1 %R

Resty | 3 | [T oo (- [
Micossh Excel ===

? o] [caen ]

/7
g‘ Unless you know that other people still
require access to the workbook, you should
turn off the tracking feature when your review
is complete.To do this, click the Review tab,
click [> and then click Highlight Changes to
open the Highlight Changes dialog box. Click
the Track changes while editing check box
(] changes to [C]) and then click OK.
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The Select Changes to Accept or
Reject dialog box appears.

@ Leave the When check box
activated (I¥]) and “Not yet
reviewed” selected in the list.

If you only want to review
changes made by a particular
user, click the Who check box,
the Who [=, and then the
user's name.

Click OK.

The Accept or Reject Changes
dialog box appears.

@ Excel displays the details of
the current change.

Click an action for the change:

G Click Accept to leave the
change in the workbook.

G Click Reject to remove the
change from the workbook.

Excel displays the next change.

Repeat Step 7 to review each of
the changes.

Note: You can also click Accept All or
Reject All to accept or reject all changes
at once.

~n e W s

L6l

Date

10 T 7. 2010] B:00 AM

11 _ Wedn 8, 20101100 PM
iz Thursda: 5, 2010]10:30 P
11 Eri 10, 2010} 9:00 AM

" 13, 3010

1% T Sep 14, 2010|

18

W ¥ 9 Employes Time Sheet 71
fesdy | T |

M If another user makes changes that affects
cells that you change, when you save the
workbook, Excel displays the Resolve Conflicts
dialog box, which shows your change and the
other user’s change. If your change is the
correct one, click Accept Mine; otherwise,
click Accept Other. If there are multiple
conflicts, you can save time by clicking either

Accept All Mine or Accept All Others.
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MAKE A WORKBOOK COMPATIBLE WITH

EARLIER VERSIONS OF EXCEL

The Save As dialog box appears.

Select the folder in which to store
the new workbook.

Click in the File name text box
and type the name that you want
to use for the new workbook.

6 Click the Save as type [- .

~\
You can save an Excel workbook in a format that makes it compatible with earlier versions
of Excel. This enables you to share your workbook with other Excel users who do not have
the most recent version of the program. Versions of Excel prior to Excel 2007 cannot read
documents in the standard format used by Excel 2007 and Excel 2010.
\. J
ﬂ Open the workbook you want to -@' g @ ﬂ"“‘”"‘"‘“"“"'“‘”’“"“ e
X Pagelayout  Furmules  Data  Review s@=FB
make compatible. e —
. ) ’matlon d :I_EP__?:“'?::{
) Click File 5 omn
3 Qose Parmissions
) Click Save As. R & ooomes. oo |
Recent Warkbook = Titie Ada b titse
Print r@ mx:m“ﬁ': be aware R s |
that it contsing: Last Modifird 1122000
Save & 5end ':I::;"f' mmmn:“:ml' Greated 1170/2009 I
Hw B Custern XML datn y Last Printea i
wl Gabs st i et Bl
=
i Verslons Last Madified By Paul
"Q 51 There are no previcus
wersiony of this file. Relsted Dotuments
Versions * | Open File Location

Eseeds B = N
@Ei {15 s Libraties » Documents » :—@?ﬂkambmﬂm‘_ B

Organize = New foider
. Documents library

Inehuder 1 locatren

(5] Meerosche Excel

i Favorites

B Desitep K X

B Downdoads

;Mmbﬁm —} ,l
Budget microsolt

T Libearies ~

2 K W <

Anangeby:  Folder =

My Data Sources

]

R

Authors Paul Tage Addatag
[ Seve Thumbnit
= Ve Felders Toon = [_twe ] [ Conce
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() Click the Excel 97-2003
Workbook file format.

Click Save.

Excel saves the file using the Excel
97-2003 Workbook format.

7
7/

The same file format is used
by Excel 2010 and Excel 2007.
If you work with people who
use only these Excel versions,
then you should stick with the
default file format — which

is called Excel Workbook —
because it offers many benefits
in terms of Excel features.

(5] Microseft Excel hu ‘rm
Excel

Macro-Enabled
Exzel §7-2003 Template
W Favorites Test (Tab delimited)

Template

o) Music mwym:w
hdl’l’mmh

5w s e 3 ==}
m |_§|LMM|MM| = |4z || Search Documents o]
Organise = Newfoider 2. @

(] Microsoht Exeel = Documents library

Imchutes. o aben A -
k- 4 FMM -
]
;. Mﬁm ,
"-‘ Documents

M!ﬂnﬂ |

9’.::: ] \.ﬁh ]I

= Hide Falders

@ On Windows, the Excel

97-2003 Workbook file format
is compatible with Excel 97,
Excel 2000, Excel XP and Excel
2003. On Mac OS, the Excel
97-2003 Workbook file format
is compatible with Excel 98,
Excel 2001 and Office 2004.

COLLABORATING WITH OTHER PEOPLE D




COLLABORATE ON A WORKBOOK ONLINE

If you have a Windows Live account, you can use the SkyDrive online storage feature to
store an Excel workbook in an online folder and then allow other users to collaborate on
that workbook using the Excel Web App.

For another person to collaborate with you on your online workbook, that person must
have a Windows Live ID. If the person does not have a Windows Live ID, he or she can go
to httpsi//signup.live.com/ to register for a free account from Microsoft.

\. J

Save a Workbook to Your — :
Windows Live SkyDrive [ . ey A, . d
L S |

Tuchrut sl Writed in Toronts
ﬂ Sign in to your Windows Live =
account.

brtan
Bt What's new with Paul
ot of B Bk b & e b puctine

Open the workbook you want to - . Crnare

share. w-<—@ - _ -_

— =T

Click the File tab. n@"""!’“"@' G oot
Pagelayout  Formuisi  Data  Reniew  View 0-F=

Click Save & Send. B e Seve & St Save 0 Windows Live
Save to Welb to sccess this document from any

5 open ’ij Send Usng Emei computer of to share i with other people.

Click Save to Web. G cloe " = @ = e mivee | |
|° — Personal Folders
Click the Web folder you want e Bl Feniorns e <—@

to use L Fiia Types shared Folders

Pubbc
Print lﬂ Change File Type Ij‘-\ eryane (public)

Click Save As. E—;\'@mmmwm 4_@ '

Click Save.

00 00600 O
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Allow Another User Access to Workbooks

Pk + SO » Wardbosks

Your Windows Live SkyDrive R ——— 4_@
@ Log on to your Windows Live S g & s (eesw-] ogm &)
account. e S oo L. R = e

() Click SkyDrive.

Your Windows Live SkyDrive | e e @ : .
appears. A P— R TR .
@ {tarn | [ comet |
@ Click the folder that contains the = —

workbooks you want to share.

Send a notification (optional)
Click More.

Pecple who siready had permission are not incheded in this notification.

Toc | kmchammondilive.com

©0

Click Edit permissions. PR R —
Hi Karen,
Log i to this SkyDirive folder 3o that we can colaborate on the 2010-2011 budge! workboalks.

The folder's Edit Permissions page
appears.

d] [ suip s |

@ Type the Windows Live e-mail
address of the person you want
to collaborate with.

@ Press (2.

6 Windows Live adds the person
to the list.

Click [= here and then click Can
add, edit details, and delete
files.

@ Click Save. —
E/‘ When you open a workbook

Windows Live prompts you to using the Excel Web App,

send a notification for the folder. examine the lower right corner
of the Excel screen. If you see

| person editing, it means

o

Type a message to the user.

(=}5)

Click Send. you are the only user who is

working on the file. However,
Windows Live sends an e-mail if you see 2 people editing,
message to the user. The user can then it means another person is
click the link in that message, log collaborating on the workbook
on to Windows Live and edit a with you.

workbook in the shared folder.
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INDEX

Symbols
+ (addition operator), 98, 99
, (comma)
in number formatting, 81
as thousands separator, 27
/ (division operator), 99
= (equals sign), 4, 98, 99, 100
* (exponentiation operator), 99
> (greater than operator), 99
>= (greater than or equal to operator), 99
< (less than operator), 99
<= (less than or equal to operator), 99
* (multiplication operator), 98, 99
<> not equal to operator, 99
() (parentheses), in operator precedence, 99
% (percentage operator), 99
£ (pound sign), 27
* (quotation mark, single), |13
— (subtraction operator), 99

A

adding
background colour
to cell or range, 78—79
to chart element, 178—179
border to range, 94-95
cell to worksheet, 4647
chart to worksheet, 5, 168—169
column to worksheet, 44—45
command to Ribbon, 12—13
comment to cell, 188—189
data to cells, 4, 24-27
Excel command to Quick Access Toolbar, [0—1 |
Excel command to Ribbon, 12—13
Excel program icon to Windows taskbar, 7
formula to cell, 4, 100—101
function to formula, 4, 104—105
graphic effect to chart element, 182—183
label to chart, 171

new, blank worksheet to Excel
workbook, I'18—119
new tab to Ribbon, 12
Quick Access Toolbar button directly from
Ribbon, Il
Quick Access Toolbar button using Excel
Options dialog box, 10—1 |
range name to formula, | 10—
range to worksheet, 4647
record to table, 159
row to worksheet, 44-45
style to chart element, 184—185
title to chart, 170
worksheet to workbook from template, |19
addition operator (+), 98, 99
address, cell. See also range name
adjusting
when copying formula, |14, 115
when moving formula, | 14
converting to range name, | I |
defined, 22
as operand in formula, 98
typing directly into formula, |13
aligning text and numbers in cell
by applying AutoFormat, 8283
centring across multiple columns, 74—75
horizontally, 72
vertically, 73
Apply Names dialog box, | ||
area chart, 167
arithmetic formula, 99
arithmetic operator, 99
Arrange Windows dialog box, 138—139
asterisk (¥), 98, 99
AutoComplete feature, 25
AutoFill feature, 40, 41
AutoFilter feature, 154—155
AutoFit feature, 89, 91
AutoFormat feature, 82-83



automatic subtotal, 162—163

AutoSum feature, 108—109

AVERAGE function, 4, 102, 103, 108, 109
axis, chart, 166

background
adding
colour to range, 78-79
gradient effect to range, 79
customising for chart element, 178—179
bar chart, 167
bevel effect, adding to chart element, 183
bold (font effect), 68, 69
border
adding to range, 94-95
applying AutoFormat, 83
compared with gridline, 95
customising for chart element, 18018
drawing by hand, 95
removing from chart element, |85
styling, 95
bubble chart, 167

C
caret sign (™), 99
Cascade window view mode, |39
category axis, 166
cell address. See also range name
adjusting
when copying formula, |14, 115
when moving formula, |14
converting to range name, | | |
defined, 22
as operand in formula, 98
typing directly into formula, |13
cells
adding
background colour, 78-79
comment to, 188—189
data to, 4, 24-27
to worksheet, 4647
address, 22,98, 111, 113, 114, 15

aligning text and numbers in, 72-75
AutoComplete feature, 25
centring

text across, 7475

text within, 72
clearing formatting, 33
closing after entering data, 25
copying range, 42—43
creating formula in, 100—101
defined, 22
deleting

data from, 32-33

from range, 49
editing data in, 4, 30-31
entering

numbers into, 2627

text into, 24-25
filling

with same data, 38-39

with series of values, 5, 4041
indenting text in, 73
inserting

special symbol in, 28-29

in worksheet, 4647
justifying text in, 73
merging, 54-55
moving range, 42—43
repeating numbers, 27
restricting data entry, 156—157
rotating text within, 7677
selecting

all, 37

range, 36—37
undoing edit, 31, 33
ways to accommodate text in, 92-93
ways to adjust text size, 93
wrapping text within, 90, 92-93

centring text

across columns, 55, 74-75
within cells, 72

changing. See also Track Changes feature

chart layout, 175
chart style, 175



changing (continued) closing

default font, 67 current workbook, 8
Excel window view, 16—17 Excel program, 7, 8
font, 66—67 colour
font colour, 70-71 adding
font size, 6667 background to chart element, 178—179
gridline colour, 126—127 background to range, 78-79
range name, 59 gradient effect to range, 79
user name, 189 creating scheme, 143
chart customising chart element border, 180—181
adding in effect scheme, 147
data label, 171 font, changing, 70—71
special effect to element, 182—183 gridlines, changing, 126—127
style to element, 184—185 switching schemes, 142—143
title, 170 column chart, 167
to worksheet, 5, 168—169 columns
area type, 167 adding to worksheet, 45
bar type, 167 adding up numbers using SUM function, 106—107
bubble type, 167 adjusting width, 88-89
changing AutoFit feature, 89
layout, 175 defined, 22
style, 175 deleting, 49
column type, |67 freezing, 52-53
creating, 168—169 hiding, 50-51
customising element background, 178—179 inserting in worksheet, 45
defined, 166 multiple, centring text across, 74—75
displaying data table, |74 selecting, 37
doughnut type, 167 sorting, 153
formatting specific elements, 176—185 as table field, 5
line type, 167 transposing with rows, 56-57
list unfreezing, 53
of elements, 66 unhiding, 51
of types, 167 comma (,)
pie type, 167 in number formatting, 81
positioning legend, 172—173 as thousands separator, 27
radar type, 167 command, Excel
stock type, 167 adding to Quick Access Toolbar, 10-1 |
surface type, 167 adding to Ribbon, 12—13
XY type, 167 comment
chart legend, 166, 172 adding to cell, 188189
chart sheet, 169 editing, 189
chart title, 166, 170—171 removing from cell, 188
clearing formatting, 33 viewing on worksheet, |89



comparison formula, 99
comparison operator, 99
conditional formatting, 84—85
controls, in Ribbon tabs
configuring in Excel Options dialog box, 19

defined, 9
converting cell address to range name, | ||
copying

formula, |14, 115

range, 42, 43

worksheet, [20—121
COUNT function, 103, 108, 109
Create Names from Selection dialog box, 61
currency value
entering, 27
formatting, 80
customising. See also Excel Options dialog box
Quick Access Toolbar, 1011

Ribbon, 12-13
D
data analysis
defined, |51

filtering range, 154—155
sorting range, 152—153
summarising, |62—163
validation rule, 156—157

data label, 171

data marker, 166

data point, defined, 166

data series, 166, 172

data table
creating, 160—161
defined, 174

displaying with chart, 174
data type. See date; numbers; text; time
data validation rule, 156—157
data value, defined, 166
date
as data type, 23
filling series, 41
formatting, 80
inserting into cell, 27

decimal point (.), 27
deleting

cell or range, 49

data in cell, 32-33

row or column, 49

worksheet, 124—125
displaying hidden row or column, 51
division operator (/), 99
dollar sign (%), 27
doughnut chart, 167

E
editing cell data, 4, 30-31
effect, graphic
adding to chart element, 182—183
predefined scheme
applying style to chart element, 184185
applying to workbook, [46—147
removing from chart element, 185
entering
number into cell, 2627
text into cell, 24-25
equals sign (=), 4, 98, 99, 100
Excel
closing, 7
file format versions, 198—199
online workbook collaboration, 200-20

starting, 67
Excel Options dialog box
changing

default font and font size, 67

display of formula compared with calculated
result, 101

gridline colour, 127

user name, 189

customising
Quick Access Toolbar, 1011
Ribbon, 12-13

displaying, 18

how to use, 19
ways to open, |19
Excel Web App, 201



Excel window Format Cells dialog box

arranging multiple open workbooks in, 138—139 Alignment tab, 73, 75, 76, 93
changing view, |6—17 Font tab, 69
closing, 8 Number tab, 81
elements, 8 Format dialog box, 176, 177
Full Screen view, 17 Format tab, Ribbon, 176, 177, 185
illustrated, 7, 8 formatting
maximising, 8 chart element, 176—185
minimising, 8 clearing, 33
Normal view, 17 conditional, 84-85
Page Break Preview, |16—17 filling range without, 39
Page Layout view, 16 numbers, 80-8 |
restoring, 8 by using AutoFormat feature, 8283
exiting Excel, 7 worksheet range, 65-95
exponentiation operator ("), 99 formula
adding
F to cell, 4, 10010
field, column as, 5 function to, 104-105
file format, 198—199 range name to, | 10— 11
File tab, 8 arithmetic, 99
fill, colour building, 100—-101
for chart element, 178—179 comparison, 99
gradient-type, 179 copying, |14, I'15
picture-type, 179 creating data table for, 160—16
for range background, 7879 defined, 4, 98
removing from chart element, |85 displaying
texture-type, 179 calculated result, 101
Fill Effects dialog box, 79 original, 101
filling range with data, 5, 3841 function as, 4
filtering range, 154—155 moving, | 14
financial function, 103 operator precedence in, 99
Find and Replace dialog box, 140—141 referencing range
finding workbook text, |40—141 in another workbook, |13
font in another worksheet, | 12—113
applying structure, 98
AutoFormat, 83 Formula bar
effect, 68-69 creating formula in, 100, 101
scheme to workbook, 67, 70, 144—-145 defined, 4
changing editing cell data, 30-31
colour, 7071 numbers in, 26
default, 67 text in, 24
size, 6667 forward slash (/), 99
creating new scheme, 145 freezing row or column, 52-53



Full Screen view, Excel window, |7
function

adding to formula, 4, 104—105

advantages of using, 102

defined, 4, 102

financial, 103

role in formula, 4, 98, 102—-103

statistical, 103

structure, 102

viewing result in status bar, 109
Function Arguments dialog box, 105
FV function, 103

G
glow effect, adding to chart element, 182
Go To dialog box, 63
gradient effect
applying to chart element, 179
applying to range background, 79
greater than operator (>), 99
greater than or equal to operator (>=), 99
gridline
on chart
defined, 166
toggling on and off, 173
on worksheet
changing colour, 126—127
toggling on and off, 95, 128
group, Ribbon, 12, I3

H

headings, worksheet, toggling on and off, 129
height, row, adjusting, 909

hidden row or column, displaying, 51

hiding row or column, 50-51

Horizontal window view mode, 139

I
indenting cell text, 73
Insert dialog box, 47
Insert Function dialog box, 4, 104
inserting
cell or range into worksheet, 4647
chart sheet into workbook, 169

row or column into worksheet, 44-45
special symbol into cell, 28-29

IPMT function, 103

italic (font effect), 68, 69

J

justifying cell text, 73

K

keyboard shortcut

for applying font effect, 69

for moving among worksheets in workbook, | 19

for opening dialog box
Create Names from Selection dialog box, 61
Format dialog box, 177
Name Manager dialog box, 59

for selecting range, 3637

L

label. See also headings, worksheet, toggling
on and off
adding to chart, 171
basing range name on, 606
creating by merging cells, 54-55
freezing and unfreezing, 52-53
legend, chart, 166, 172
less than operator (<), 99
less than or equal to operator (<=), 99

line chart, 167
logical value, 99
M

MAX function, 103, 108, 109
maximising Excel window, 8
Maximize button, 139
MEDIAN function, 103
menu bar, 9
merging cells, 54-55
Microsoft Excel
closing, 7
file format versions, 198—199
online workbook collaboration, 200-201
starting, 67

L0T




MIN function, 103, 108, 109
minimising Excel window, 8
minus sign (-), 99

MODE function, 103
mouse pointer, defined, 22

moving
formula, | 14
range, 42, 43

worksheet, [20—12]
multiplication operator (*), 98, 99

Name Manager dialog box, 59
naming
range, 58-59
worksheet, 123
navigating
among worksheets in workbook, | 19
worksheet by using range name, 6263
negation operator (-), 99
negative number, 27, 105
Normal view, Excel window, |7
not equal to operator (<>), 99
NPER function, 103
numbers
adding up row or column, 106—107
applying AutoFormat, 83
as data type, 23
decimal point in, 27
entering
into cell, 26-27
currency value, 27
percentage value, 27, 81
filling series, 5, 4041
formatting in cell, 8081
negative, 27
repeating, 27
thousands separator in, 27

o

online collaboration, 200-201
opening workbook, |37

operand
in Excel formula, 98
range name as, | 10— 11
operator
addition (+), 98, 99
arithmetic, 99
comparison, 99
defined, 98
division (/), 99
in Excel formula, 98
exponentiation (™), 99
greater than (>), 99
greater than or equal to (>=), 99
less than (<), 99
less than or equal to (<=), 99
multiplication (*), 98, 99
negation (-), 99
not equal to (<>), 99
percentage (%), 99
precedence, 99
subtraction (-), 99
orientation, text, 7677
outline. See also border
customising for chart element, 180181
removing from chart element, 185

P

page break, 16—17
Page Break Preview, Excel window, 16—17
Page Layout view, Excel window, 16
parentheses, in operator precedence, 99
password, for protecting worksheet, 190—191
pattern

applying AutoFormat, 83

for chart element, 166
percentage, formatting, 27, 81
percentage operator (%), 99
picture fill, applying to chart element, 179
pie chart, 167
plot area, 166
plus sign (+), 98, 99
PMT function, 4, 102, 103, 105
point (font size), 66



pointer, mouse, 22

pound sign (£), 27

PPMT function, 103
precedence, operator, 99
protecting workbook, 190—191
PV function, 103

Q
Quick Access Toolbar
adding button
directly from Ribbon, |1
using Excel Options dialog box, 10—1 |
customising, 10— |
defined, 8
moving below Ribbon in Excel window, 10, |1
removing button, | |
Undo button, 31, 33
QuickFormat button, 82
quitting Excel, 7
quotation mark, single (), 13

R
radar chart, 167
range
adding
background colour, 78-79
border to, 94-95
range name to formula, | 10111
to worksheet, 46-47
in another workbook, referencing, 113
in another worksheet, referencing, | 12—113
applying
AutoFormat feature, 82-83
conditional format, 84-85
predefined style to, 86-87
changing font or font size, 6667
converting
address to range name, | | |
to table, 158-159
table to, 159
copying, 42, 43
defined, 22, 35

deleting
cell from, 49
data from, 4849
filling
with same data, 3839
with series of values, 5, 4041
without copying formatting, 39
filtering, 154—155
formatting, 65-95
inserting in worksheet, 46—47
moving, 42, 43
naming, 58-59
renaming, 59
selecting, 3637
sorting, 152—153
using SUM function to add up numbers, 107
range address
converting to range name, | I |
as operand in formula, 98
typing directly into formula, 113
range name
adding to formula, 1 10—111
basing on text label, 606
changing, 59
converting range address to, | | |
defining, 58-59
in formula, 98
navigating worksheet using, 62—63
RATE function, 103
record, row as, 5
reference, cell. See also range name
adjusting
when copying formula, 114, 115

when moving formula, | 14
converting to range name, | I |
defined, 22
as operand in formula, 98
typing directly into formula, 113

renaming
range, 59
worksheet, 123
repeating number, 27



replacing workbook text, 141
restoring Excel window, 8
Ribbon
adding
command to, 12—13
new tab to, 12
customising, 12—13
defined, 8, 9
illustrated, 8, 9
removing
command, |3
customisation, 13
restoring tab, 13
rotating text within cell, 7677
rounded corners, on chart border, 181
rows
adding to worksheet, 44

adding up numbers using SUM function, 106—107

adjusting height, 9091
AutoFit feature, 91
defined, 22

deleting, 49

freezing, 52-53

hiding, 50-51

inserting in worksheet, 44
merging cells in, 54-55
selecting, 37

as table records, 5
transposing with columns, 56-57
unfreezing, 53

unhiding, 51

S

saving workbook
in current Excel format, 136
in earlier Excel format, 198-199
as template, 135
scheme, colour, 142—143
screen. See Excel window
selecting
range, 3637
row or column, 37

series, filling cells, 5, 4041
shadow, adding effect to chart element, 182, 183
showing hidden row or column, 51
single quotation marks (), 113
SkyDrive feature, 200201
slash (/), 99
smart tags, 14-15
soft edge, adding effect to chart element, 183
sorting range, 152—153
special effect
adding to chart element, 182—183
predefined scheme
applying style to chart element, 184—185
applying to workbook, [46—147
removing from chart element, 185
special symbol, inserting in cell, 28-29
spreadsheet, 3, 4, 22. See also workbooks, Excel
Spreadsheet Solutions, | 19. See also template
Start menu, 6, 7
starting Excel, 67
statistical function, 103
status bar, 8, 30, 109
STDEV function, 103
STDEVP function, 103
stock chart, 167
strikethrough (font effect), 68, 69
style
creating, 87
predefined, applying
to chart element, 184—185
to worksheet range, 86—-87
removing from chart element, 185
saving, 87
for table, 87
subscript (font effect), 68, 69
subtotaling data, 162—163
subtraction operator (-), 99
Sum button, 5, 108-109
SUM function, 102, 106—107
superscript (font effect), 68, 69
surface chart, 167
switching between workbooks, |13



symbols

+ (addition operator), 98, 99
, (comma)

in number formatting, 81

as thousands separator, 27
/ (division operator), 99
= (equals sign), 4, 98, 99, 100
~ (exponentiation operator), 99
> (greater than operator), 99
>= (greater than or equal to operator), 99
< (less than operator), 99
<= (less than or equal to operator), 99
* (multiplication operator), 98, 99
<> not equal to operator, 99
() (parentheses), in operator precedence, 99
% (percentage operator), 98, 99
£ (pound sign), 27
* (quotation mark, single), |13
— (subtraction operator), 99
inserting in cell, 28-29

T
tab, Ribbon, 9, 2. See also tool tab
tab, worksheet
defined, 22
renaming worksheet, 123
using to move worksheet within workbook, 121
table. See also data table
adding record to, 159
applying predefined style to, 86-87
converting
to range, 159
range to, 158—159
spreadsheet as, 5, 158
taskbar, Windows, adding Excel icon to, 7
template
adding worksheet to workbook from, 119
creating new workbook from, 34—135
saving existing workbook structure as, 135
text. See also font
adjusting size within cell, 93
AutoComplete feature, 25

centring
across multiple cells, 74-75
within cell, 72
as data type, 23
entering into cell, 24-25
finding and replacing, [40—141
multiple lines in cell, 90, 92-93
wrapping within cell, 90, 92-93
text label, basing range name on, 606
texture fill, applying to chart element, 179
theme, workbook
applying
colour scheme, 78, 142—143
effect scheme, 146147
font scheme, 67, 70, 144145
predefined workbook style, 86-87, 148, 149
creating
colour scheme, 143
from current theme, 149
font scheme, 145
thousands separator (,), 27
Tiled window view mode, |39
time
as data type, 23
formatting, 80
inserting into cell, 27
title
chart, 166, 170—171
worksheet, creating row by merging cells, 55
title bar, 8
tool tab, 13
total, calculating, 5
Track Changes feature
accepting or rejecting change, 196—197
resolving change conflict, 197
reviewing change, 196-197
turning on, 194—195
transposing row and column, 56-57
typeface. See font

U
underline (font effect), 68, 69
Undo button, 31, 33




unfreezing row or column, 53 copying

unhiding row or column, 51 range between, 43
user name worksheet between, 122—123
changing, 189 worksheet within, 122—123
displaying list of current workbook users, 193 creating
from existing workbook, |35
\'/ new, blank, 132133
value axis, 166 from template, 134—135
Vertical window view mode, 139 defined, 22, |31
displaying current users, 193
w find and replace text, [40—141
Web. See Excel Web App inserting chart sheet, 169
Webdings, 29 moving
what-if analysis, 16 range between, 43
width, column, adjusting, 88—89 worksheet between, 120—121
window, Excel worksheet within, 121
arranging open workbooks in, 138—139 online collaboration, 20020
changing view, 1617 opening, 137
closing, 8 protecting, 190—191
elements, 8 referencing range between, |13
Full Screen view, 17 saving
illustrated, 7, 8 in format compatible with earlier Excel
maximising, 8 version, 198-199
minimising, 8 to preserve changes, 136
Normal view, |7 as template, 135
Page Break Preview, 16—17 sharing, 192—193
Page Layout view, 16 switching between, |13
restoring, 8 tracking changes, 194-195
Windows Live, 200-201 viewing multiple sections in different
Wingdings, 29 windows, 139
workbooks, Excel. See also worksheets, Excel worksheet tab
adding defined, 22
new, blank worksheet, | 18—119 renaming worksheet, 123
worksheet from template, | 19 using to move worksheet within workbook, 121
applying worksheets, Excel
colour scheme, 142143 adding
effect scheme, [46—147 background colour to range, 7879
font scheme, 144—145 border to range, 94-95
arranging windows, 138—139 cell or range to, 4647
changing default font and font size, 67 charts to, 5, 168—169
collaborating on, 187201 comment to cell, 188



new, blank, ' 18—119
row or column to, 4445
to workbook, | 18—119
to workbook from template, | 19
changing gridline colour, 126—127
copying
range between, 43
sheet between workbooks, 122—-123
sheet within same workbook, 122—123
creating title row by merging cells, 54-55
defined, 22
deleting, 124-125
cell or range, 48-49
data, 32-33
editing cell data, 3031
entering
number into cell, 2627
text into cell, 24-25
freezing row or column, 52-53
hiding row or column, 50-51
illustrated, 8, 22

inserting

date and time into, 27
moving

range between, 43

range within, 42

sheet between workbooks, 120—121

sheet within same workbook, |21
navigating using range name, 62—63
password-protecting, 190—191
referencing range between, | 12—113
renaming, 123
selecting all cells, 37
toggling

gridlines on and off, 128

headings on and off, 129
transposing rows and columns, 5657
typical layout, 22

wrapping text, 90, 92-93

X
XY chart, 167
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