MOUNT MERU UNIVERSITY
Microsoft Excel 2007 is a spreadsheet application in the Microsoft Office Suite. A spreadsheet is an accounting program for
the computer. Spreadsheets are primarily used to work with numbers and text. Spreadsheets can help organize information,
like alphabetizing a list of names or ordering records, or calculate and analyze information using mathematical formulas.

The Excel Window
Many items you see on the Excel 2007 screen are standard in most other Microsoft software programs like Word,
PowerPoint and previous versions of Excel. Some elements are specific to this version of Excel.
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Also called a spreadsheet, the Workbook is a unique file created by Excel.
Title bar
Microsoft Excel - Book1 |'._||'E|[z|
The Title bar displays both the name of the application and the name of the spreadsheet.
Menu bar
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The Menu bar displays all the menus available for use in Excel 2007. The contents of any menu can be displayed by clicking
on the menu name with the left mouse button.

Toolbar

Some commands in the menus have pictures or icons associated with them. These pictures may also appear as shortcuts in
the Toolbar.
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Column Headings
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Each Excel spreadsheet contains 256 columns. Each column is named by a letter or combination of letters.
Row Headings
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Each spreadsheet contains 65,536 rows. Each row is named by a number.
Name Box
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Shows the address of the current selection or active cell.
Formula Bar

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

edited in the Formula bar.
Cell

E3 Microsoft Excel - Book1
@_1 File Edit Miew Insert  Formak  Tools D

FRNEA" REREN= NN AN =N

! Arial -0 - | B I O]

M| L | —
l]

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

Navigation Buttons and Sheet Tabs

4 4 » M[\Sheetl Sheet2 f Sheeta /

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

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

Workbooks and Worksheets

A Workbook automatically shows in the workspace when you open Microsoft Excel 2003. Each workbook contains three
worksheets. A worksheet is a grid of cells, consisting of 65,536 rows by 256 columns. Spreadsheet information--text,
numbers or mathematical formulas--is entered in the different cells.
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Column headings are referenced by alphabetic characters in the gray boxes that run across the Excel screen, beginning with
the Column A and ending with Column V.

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

# Important Terms

A workbook is made up of three worksheets.

The worksheets are labeled Sheetl, Sheet2, and Sheet3.

Each Excel worksheet is made up of columns and rows.

In order to access a worksheet, click on the tab that says Sheet#.
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The Cell
An Excel worksheet is made up of columns and rows. Where these columns and rows intersect, they form little boxes called

cells. The active cell, or the cell that can be acted upon, reveals a dark border. All other cells reveal a light gray border. Each
cell has a name. Its name is comprised of two parts: the column letter and the row number.
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Heading Cell Address
In the following picture the cell C3, formed by the intersection of column C and row 3, contains the dark border. It is the
active cell.
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# Important Terms
e Each cell has a unique cell address composed of a cell's column and row.
e The active cell is the cell that receives the data or command you give it.
e Adarkened border, called the cell pointer, identifies it.

Moving around the worksheet
You can move around the spreadsheet in several different ways.
To Move the Cell Pointer:
e To activate any cell, point to a cell with the mouse and click.
e To move the pointer one cell to the left, right, up, or down, use the keyboard arrow keys.
To Scroll Through the worksheet:
The vertical scroll bar located along the right edge of the screen is used to move up or down the spreadsheet. The
horizontal scroll bar located at the bottom of the screen is used to move left or right across the spreadsheet.
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The PageUp and PageDown keys on the keyboard are used to move the cursor up or down one screen at a time. Other
keys that move the active cell are Home, which moves to the first column on the current row, and Ctrl+Home, which moves
the cursor to the top left corner of the spreadsheet or cell Al.

To Move between worksheets

As mentioned, each Workbook defaults to three worksheets. These worksheets are represented by tabs-named Sheetl,
Sheet2 and Sheet3-that appear at the bottom of the Excel window.

To Move from one worksheet to another worksheet:

o Click on the sheet tab (Sheetl, Sheet2 or Sheet 3) that you want to display
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Understanding File Terms
The File menu contains all the operations that we will discuss in this lesson: New, Open, Close, Save and Save As.
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New
Used to create a new Workbook.
Open
Used to open an existing file from a floppy disk or hard drive of your computer.
Close
Used to close a spreadsheet.
Save As
Used when to save a new file for the first time or save an existing file with a different name.
Save

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

Creating a workbook

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

To Create an Excel Workbook:

e Choose File =* New from the menu bar.
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e The New Workbook task pane opens on the right side of the screen.

EJ Microsoft Excel - Book1
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e Choose Blank Workbook under the New category heading.
e A blank workbook opens in the Excel window. The New Workbook task pane is closed.

Saving a workbook

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

To Save a new Workbook:

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

e The Save As Dialog Box appears.

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

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

@ i Local Disk (C:) v @ -3 Q X Ty B~ Toolse

Cicomeag)|
_b‘ _2ICpaspps
My Recent Cicpas
) Documents and Settings

— 1386
E_a (JMy Downloads

Desktop ) Program Files

L QUIKLINE
x L WINDOWS
My Docurnents
Iy Computer
5 o -
Places Save a5 LyPe! | Microsoft Office Excel Workbook, ™

To Save Changes Made to an Existing Workbook:
e Choose File =* Save from the menu bar, or

Click the = Save button on the Standard toolbar.
v"{ If you're saving the file for the first time and you do not choose a file name, Microsoft Excel will assign a file name for
you.

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

Opening a workbook
You can open any workbook that has previously been saved and given a name.
To Open an Existing Excel 2003 Workbook:

e Choose File =* Open from the menu bar.
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e The Open dialog box opens.
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e Inthe Look in list, click the drive, folder, or Internet location that contains the file you want to open.
e Inthe folder list, open the folder that contains the file. Once the file is displayed, click on the file you want to open.
e  Click the Open button.

Closing a Workbook
To close an existing Excel 2003 Workbook:
e Choose File =* Close from the menu bar. The workbook in the Excel window is closed.
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v” Excel 2003 will prompt you to save information if any has been typed between the last save and the time you close the
file.

Entering Text in a Cell

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

To Enter Data into a Cell:

e  Click the cell where you want to type information.
e Type the data. An insertion point appears in the cell as the data is typed.

Sue 454 Street

[T T l555 Street

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

Text can be entered in the cell or in the Farmula bar.
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2 |John Jones 123 Street 555-5555
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e Data being typed appears in the both active cell and in the formula bar.
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Text appears in bhoth active cell and in the Formula Bar as itis typed.

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

Mame box

Fomula bar

=12}

v XV A

Cancel button

Enter button

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

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

Editing Information in a Cell
Information in a spreadsheet is likely to change over time. Information can be changed in either of two ways.
Quick and Easy Method:
o Click the cell that contains the information to be changed.
Type the new entry. The old entry is replaced by the new entry.
If the original entry is long and requires only a minor adjustment (in spelling, for example), then you can directly edit the
information in the cell.
To Edit Information in a Cell:
Method 1: Direct Cell Editing

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

A | B | ¢ | D |
1 |First Name Last Name Address Phone
2 |Jdohn Jones 123 Street 555-5555
3 [Jane Smith 345 Street 595-1234
4 |Joe | rmith 456 Street 555-5678

Double-click aon the cell and edit infarmation
directly in the cell

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

Method 2: Formula Bar Editing

Click the cell that contains the information to be changed.
Edit the entry in the formula bar.
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Deleting Information in a Cell
To Delete Data that Already Appears in a Cell:
e  Click the cell that contains the information to be deleted.
e Click on the information displayed in the formula bar.
e Click the Cancel button ' %% to delete an entry and turn off the formula buttons.
OR
Click the cell that contains the information to be deleted.
Press the Delete key, or
e Right-click and choose Clear Contents from the shortcut menu.
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To Delete Data Being Typed But Not Yet Added to the Cell:
e Cancel an entry by pressing the Escape key.

Performing Undo and Redo
Sometimes, you might do something to a spreadsheet that you didn't mean to do, like type the wrong number in a cell. Excel

i)

2003 allows you to undo an operation. Use the " Undo button on the Standard toolbar to recover an error. The last
single action is recoverable.

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

e Clickthe >~ Undo button.
To Undo Several Recent Actions at Once:
e Click the arrow next to the Undo button.
e Select the desired Undo operation(s) from the list.
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any from the Undo drop-down | Typing "Mary' in B5
4 Kathy  list. Twping 'Tina' in B4
g Mary Typing 'Tary' in B3
Typing 'Bob' in B2
b SLISE!H Typing 'Tom' in B1
7 Jessica Claar
g Tammy Typing "Tom' in &1
9 Daonna Undo 1 Action
10

e Microsoft Excel reverses the selected action and all actions that appear in the list above it.
An Undo operation can be cancelled by applying a Redo. This is useful when an Undo operation was mistakenly applied.
Remember, a Redo is possible only if you have not changed an Excel spreadsheet since the last Undo operation was
completed:
To Redo an Undo Operation:

W .
e Pressthe 5 Redo button.
To Redo several recent Undo actions at once:

e Click the arrow next to Redo button.
e Select the desired Redo operation from the list.
e  Microsoft Excel reverses the Undo operation.

Selecting Multiple Cells

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

To Select a Range of Cells:

e Move to the first cell in the range.

e The mouse pointer becomes a large cross.
e Click-and-hold the left mouse button and drag left or right, up or down to the last cell you want to select.
e Release the mouse button.
e The cells you selected are shaded.
A | e | ¢ | D | E |

_1 |First Name Last Name Address Phone

_2 |John Jones 123 Street 555-5555

_3 |ane =mith 345 Street 555-1234

4 |Joe Srith 456 Street 555-5575 1
5]
B
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To Select All Cells in a Column or Row:

e Click the gray Column heading to select the entire column. (Click and drag the cursor across other column
headings to select those columns).

! B | Cc | D ]
First NamegLast Name Address Phone

1
John Jones 123 Street 555-5555
Jane Smith 345 Street|555-1234
Joe Smith 455 Street/555-5678

Lm0 g N R

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

A | e | ¢ | b | E | F |
1 |First Mame Last Name Address Phone
2 |John Jones 123 Street ©55-5555
Jane amith 245 Street 555-1234
4 |Joe Smith 456 Street 555-9675
5

Click on the gray row heading to select the entire row.
To Select the Entire Worksheet:
e Click the gray rectangle in the upper left corner to select entire worksheet.

@_1 File Edit Wiew Insert Formak Tools  Data Window
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1 irst Name Last Name Address |Phone

2 |Jo Jones 123 Street|555-5555

3 Smith 345 Street 555-1234

4 |Joe Smith 480 Street 555-5678

5

Click on the gray rectangle fo

select the entire worksheet.

\/ If the cells and columns you want to select are not directly next to one another, select one of the ranges you want to
select, and hold down the Control key while selecting other ranges.

A HEE c

First Name Last Name Address
John Jones 123 Street 555-5555
Jane Smith 345 Street 555-1234
Joe Smith 456 Street 555-5678

s | 0 [ [ e | L | B |

Cut, copy, paste defined

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

The Cut, Copy and Paste buttons are located on the Standard toolbar.
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Cut, Copy, and Paste Buttons on the Standard Toolbar
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N I
Cut Copy Paste

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

Edit | Wiew Insert  Formal

=) Undo Clear  Chrl+Z

48 Cut Cerl+2

28 Copy ChrlHiC

I_Lr'ag Office Cliphoard. ..

[ Paste Chrl+Y

Paste Special. ..

The Cut, Copy and Paste operations can also be performed through shortcut keys:
Cut Ctrl+X
Copy Ctrl+C

Paste Ctrl+Vv

Copy and Paste Cell Contents
The Copy feature allows you to copy selected information from the spreadsheet and temporarily place it on the Clipboard,

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

e Select a cell or cells to be duplicated.

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

E Microsoft Excel - Book?
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1

2 |Sales 34567

3 |Expenszes 1234

g E 33 ,333;

Marching ants appear during the copy process

e Click on the cell where you want to place the duplicated information. The cell will be highlighted. If you are copying
contents into more than one cell, click the first cell where you want to place the duplicated information.
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E3 Microsoft Excel - Book?
Eﬂ File Edit Wiew Insert Format  Tools  Data  Sindos

HRNER" BENE I NN AR TEC RN RN
E pial -10 - | B I U E=E=|E#

B5 - F

A | B | ¢ | D [ E |
1
2 |Sales 24567
Click where the information
i Expenses :---35%-2-;' will be pasted. Motice the
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e  Press the Enter key. Your information is copied to the new location.
v/ Be careful if you paste copied cell information into cells that already contain data. If you do, the existing data is
overwritten.

You can copy information from many different sources including Web sites, emails or other Office applications like Word
and PowerPoint and paste it into an Excel spreadsheet.
Cut and Paste Cell Contents
The Cut feature allows you to remove information from cells in the spreadsheet. Information that is cut can be pasted in
another cell, as long as the pasting occurs before you perform another operation. If you don't paste the cut information
immediately, it is removed from the Office clipboard.
To Cut and Paste:

e Select acell or cells to be cut.

Click on the Cut ‘* button on the Standard toolbar.
The information in the cell is deleted.
The border of the cut cell(s) take on the appearance of marching ants.

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

E3 Microsoft Excel - Book2
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e Press the Enter key. Your information is pasted to the new location.
v/ You do not have to paste information that has been cut. You can use Cut to delete information from a cell.

Moving Information Using Drag-and-Drop
Another way to move information from one cell to another is to use the drag-and-drop method. You use the cursor to point to

the information to be moved and then drag the cell to its new location.
To Use Drag and Drop:
e Highlight and select the cell(s) you want to move to a new location.
e Position the mouse pointer near one of the outside edges of the selected cell(s). The mouse pointer changes from
a large, white cross and becomes a slender, black cross with arrows at all ends.
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A | B | o | A [ 8 | ¢ |
1 1
2 |Savings 245l 2 |Savings + 2451
3 E.']:I 3
4 Large, white cross 4 Slender, black cross
=} 5 with arrows at all ends

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

A | B [ ¢ | o [ E ]

Savings 245!

L\E CS:DSl

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

About Formulas

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

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

The following table illustrates the mathematical operators learned in school and those represented in Excel 2003.

School Excel 2003
Addition + +
Subtraction - -
Multiplication X *
Division / /
Equals = =

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

Ed * X o A& SUM(B1:E3)

Creating a Simple Addition Formula

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

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

B2 - B =128+345
A LB | ¢ | D |
1
2 4?’3_
3 The formula, =128+345,
4 |produces an answer of 473,
To Create a Simple Formula that Adds Two Numbers:

e Click the cell where the formula will be defined.

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

Type the first number to be added (128, for example)

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

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

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

Fandamentale of 107 - Qlacs of Mou. 2011 -Tustructor - W, Sthetemba
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A formula can add the value of two cells-B2 and B3, for example. Type any two values in these two cells and the formula will

adjust the answer accordingly.

Using this method to calculate two numbers-128 and 345, for example-requires that you type 128 in cell B2, for example,

and 345 in cell B3. The Excel formula, =B2+B3, would then be defined in cell B4.

UM * M & =SUMBZ+E3T)
A | B | ¢ | D |
1
2
3
4 |=5UMB2+E3)
5
5]
BS - %
Type the
formula, =B2+B3, A | B | D |
in cell B4 and 1
press Enter to see 2 128
the result. 3 245
s 473
1 I —

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

Type the numbers you want to calculate in separate cells (for example, type 128 in cell B2 and 345 in cell B3).
Click the cell where the answer will appear (B4, for example).

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

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

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

Type the cell number that contains the first number to be added (B3, for example).

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

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

Formulas can be created by using either numbers or cell references in the definition. You can also use the mouse to select
the cells to be used in the formula instead of typing the cell number or cell reference. Using this method, we are going to
write a simple formula that subtracts one cell from another: =B3-B2.

AVERAGE |+ ¥ o A& =E3-B2
A | B | ¢© | D | E ]
T__________________Tj_ﬁq Formula =B3-BEZ subtracts
34§i cell B3 from cell BZ.

oM L kD —

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

Type the numbers you want to calculate in separate cells (for example, type 128 in cell B2 and 345 in cell B3).
Click the cell where the answer will appear (B4, for example).

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

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

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

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

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

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

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

=
o

m
—
]
o

34 Formula =B2*B3 multiplies
=B2*E3 cell B2 by the cell B3

O M = | L R —
[ A—

To Create a Simple Formula that Multiplies the Contents of Two Cells:
e Type the numbers you want to calculate in separate cells (for example, type 128 in cell B2 and 345 in cell B3).
Click the cell where the answer will appear (B4, for example).
Type =
Click on the first cell to be included in the formula (B2, for example).
Type a mathematical operator (Ex: the multiplication symbol *). The operator displays in the cell and Formula bar.
Click on the next cell in the formula (B3, for example).
If you include multiple cells in the formula, repeat steps 4 and 5 until the entire formula is entered.
Press Enter or click the Enter button on the Formula bar to complete the formula.

Creating Simple Division Formulas

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

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

A | B | C | ] | E

E ""12,81 Formula =B2/83 divides cell
! J45; BZ by cell B3.

[ S

|=EEEIEB| -|

[ S R L S e

Type the numbers you want to calculate in separate cells (for example, type 128 in cell B2 and 345 in cell B3).
Click the cell where the answer will appear (B4, for example).

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

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

Type a mathematical operator (Ex: the division symbol /). The operator displays in the cell and Formula bar.
Click on the next cell in the formula (B3, for example).

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

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

Complex Formulas Defined
Simple formulas have one mathematical operation. Complex formulas involve more than one mathematical operation.
The order of mathematical operations is very important. If you enter a formula that contains several operations--like adding,
subtracting and dividing--Excel 2003 knows to work those operations in a specific order. The order of operations is:

1. Operations enclosed in parenthesis

2. Exponential calculations (to the power of)

3. Multiplication and division, whichever comes first

4. Addition and subtraction, whichever comes first
Using this order, let us see how the formula 120/(8-5)*4-2 is calculated in the following picture:
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- * A4
120;(8 5) 4-2 Perform the operation in parentheses
| first: 8-5=3

forrmula becomes

¥ A
1201"{3 4-2 Because the division comes before the
| multiplication, divide 120/3=40

formula becomes

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

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

The final answer is 158

Let's take a look at another example:
2%(6-4) =7
Is the answer 8 or 4? Well, if you ignored the parentheses and calculated in the order in which the numbers appear, 2*6-4,
you'd get the wrong answer, 8. You must follow the order of operations to get the correct answer.
To Calculate the Correct Answer:
e Calculate the operation in parenthesis (6-4), where the answer is 2.
e Multiply the answer obtained in step #1, which is 2, to the numeric 2* that opened the equation. In other words,
multiply 2*2.
e The answer is 4.
v/ When using formulas with cell references, the results change each time the numbers are edited.

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

Complex Formulas Defined (continued)
Before moving on, let's explore some more formulas to make sure you understand the order of operations by which Excel
calculates the answer.
5*3/2 Multiply 5*3 before performing the division
operation because the multiplication sign
comes before the division sign. The answer is
7.5.
5/3*2 Divide 5/3 before performing the multiplication
operation because the division sigh comes
before the multiplication sign. The answer is

3.333333.

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

5+3-2 Add 5+3 before performing the subtraction

operation because the addition sign comes
before the subtraction sign. The answer is 6.

5-2+3 Subtract 5-2 before performing the addition
operation because the subtaction sign comes
before the addition sign. The answer is 6.

5-2*3 Multiply 2*3 before performing the subtraction
operation because the multiplication sign is of
a higher order than the subtaction sign. The
answer is -1.

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

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

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

SUM + X J & =(B2+BI)Ad
A B | ¢ | b [ E [ F |

34

49

|:§EEE+E53!*A;1| The formula =(B2+B3)"A4 first adds
™ 128 and 345 and then multiplies

the answer by 97.

0 00|~ = LD D —

Enter the numbers you want to calculate.

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

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

Type an open parenthesis, or (

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

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

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

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

Type the next mathematical operator, or the multiplication symbol (*) to let Excel know that an multiply operation
is to be performed.

e Click on the third cell to be included in the formula, cell A4.

e VeryImportant: Press Enter or click the Enter button ! lon the Formula bar. This step ends the formula.

\/ Try changing one of the values in the formula and watch the answer to the formula change.

Filling Formulas to Other Cells

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

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

BS - B =(B2+B3)"A4
A | B | ¢ | Db | E | F

1
2 128
i 345
4 o7
5 I 45551
5 T The mouse pointer changes to
7 a black cprsshair when passed
5 over the fill handle.
9 Fill Handle
10
11
12

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

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

Position the mouse pointer over the fill handle.

Click and hold the left mouse button, and then drag the contents to the cell that's to receive the fill formula.
Release the mouse button.
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e Select the Copy Cells option in the fill formula drop-down menu.

B5 - A& =(B2+B3Ad
A~ | 8 | ¢ | o | E | F | & | H |
1
2 128
3 345
4 97
5 [ 45851 0 0 ol
B B .
7
g Q:upyCe
2 Copy the formula in cell BS and fill it Cf Fill Bormatting Onily
11 =
12

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

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

Copy and Paste Formulas
The process to copy and paste a formula is identical to that process used to copy and paste text.
To Copy and Paste a Formula:

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

e Click the 7= Copy button. Marching "ants" appear around the copied cell(s).

E Microsoft Excel - Book?

(] Rl Edit
HRN=R" BT 1= NN A WE=NE

Wiew Imsert  Formak  Tools D

i Arial -0 ~| B I U |=
B4 - f =SUMEZ-B3)
A | B | © [ D
; Sales 34567
3 |Expenszes 1234
g E 33,333;

Marching ants appear during the copy process

e Select the cell where the copied formula is to be pasted.
e Press the Enter key. The formula is copied to the new location.

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

e  Double-click the cell that contains the formula you want to revise.
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The cursor can now move left and right between the values in the formula in cell B5.

5L * X & =BZ+B3
A E | ¢ | D
Sales 34 567 .00

Expenses 1,234.00] 35124.00
=B2+E3 1

To replace cell BZ with cell C3 in your
formula, type C3 where B2 appears
and then delete B2.

= |||~ o | e | b | —=

11

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

Creating an Absolute Reference

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

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

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

$AS2 The column and the row do not change when copied.
A$2 The row does not change when copied.
$A2 The column does not change when copied.

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

B5 - A =B2+B3
A | B | C | D | E |

1

2 |Sales 34 55700 4523400

3 |Expenses 1.234.00 21 ,543.00

4

E |35EHII1.EIIII_|

7

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

SiJrd * X & =IB%2+B3
A | B | ¢ | D | E |

1
2 |Sales 34 5E57.00 45 23400
3 |Expenses 1,234.00 21543.00
4
5 =fiB%2+E3 1
5 "
T Insert a § value before the B and 2 to create
a an absolute column reference (5B) and
g absolute row reference ($2).
10
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e Copy and Paste the formula to another adjacent cell. The formula now includes an absolute reference to B2,
(=$B$2+D3).

D5 - A =iB%2+03

A | B | o |
1
2 |Sales 34 557 .00 45 234.00
3 |Expenses 1,234.00 21 543.00
4
5 ', 3280100}
5]
7 The pasted cell retains the absolute
g reference to cell $8%2 while the second
q reference has changed from B3 to D3,
10
11
12
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Using Functions
A function is a pre-defined formula that helps perform common mathematical functions. Functions save you the time of
writing lengthy formulas. You could use an Excel function called Average, for example, to quickly find the average of range
of numbers. Or you could use the Sum function to find the sum of a cell range. Excel 2003 contains many different functions.
Each function has a specific order, called syntax, which must be strictly followed for the function to work correctly.
Syntax Order:

1. All functions begin with the = sign.

2. After the = sign define the function name (e.g., Sum).

3. One or more arguments-numbers, text or cell references-enclosed by parentheses. If there is more than one

argument, separate each by a comma.

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

=SUM(B3:B10)

an |
&

equal sign function name argument

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

=AVG(B3:B10, C3:C10)

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

Excel's Different Functions
There are many different functions in Excel 2003. Some of the more common functions include:
Statistical Functions:
e SUM - summation adds a range of cells together.
e AVERAGE - average calculates the average of a range of cells.
e COUNT - counts the number of chosen data in a range of cells.
e MAX - identifies the largest number in a range of cells.
e MIN - identifies the smallest number in a range of cells.
Financial Functions:
e Interest Rates
e Loan Payments
e Depreciation Amounts
Date and Time functions:
DATE - Converts a serial number to a day of the month
Day of Week
DAYS360 - Calculates the number of days between two dates based on a 360-day year
TIME - Returns the serial number of a particular time
HOUR - Converts a serial number to an hour
MINUTE - Converts a serial number to a minute
TODAY - Returns the serial number of today's date
MONTH - Converts a serial number to a month
YEAR - Converts a serial number to a year

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

Finding the Sum of a Range of Data
The AutoSum function allows you to create a formula that includes a cell range-many cells in a column, for example, or
many cells in a row.
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Highlight the range of numbers to be added
and click the AutoSum button in the
standard toolbar.

To Calculate the AutoSum of a Range of Data:

Type the numbers to be included in the formula in separate cells of column B (Ex: type 128 in cell B2, 345 in cell
B3, 243 in cell B4, 97 in cell B5 and 187 cell B6).

Click on the first cell (B2) to be included in the formula.
Using the point-click-drag method, drag the mouse to define a cell range from cell B2 through cell B6.
On the Standard toolbar, click the Sum button.

The sum of the numbers is added to cell B7, or the cell immediately beneath the defined range of numbers.
Notice the formula, =SUM(B2:B6), has been defined to cell B7.

BY - A =SUM(BZ:BE)
A | B | ¢ | b0 [ E |
1
2 128
3 345 The AutoSum of cells B2
through BG is added to cell
4 243 B7. Notice the formula,
5 o7 =SUM({B2:B6), defined in
F 187 cell BY.
; 1|IIIIIIII_

Finding the Average of a Range of Numbers

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

To Calculate the Average of a Range of Data:

Type the numbers to be included in the formula in separate cells of column B (Ex: type 128 in cell B2, 345 in cell
B3, 243 in cell B4, 97 in cell B5 and 187 cell B6).

Click on the first cell (B2) to be included in the formula.
Using the point-click-drag method, drag the mouse to define a cell range from cell B2 through cell B6.
On the Standard toolbar, click on the drop-down part of the AutoSum button.

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

NG H SRV B S 9-0- B F -5 e
g oid c10 < | B L U|E==|EE| 0 s
B2 = A 128 [ aversge | |
A [ B [ ¢ T o T[T E T F ot [
; Max
3 345 Min
. 24 Mare Funckions. ..
5 o7
B 187
|
7

e The average of the numbers is added to cell B7, or the cell immediately beneath the defined range of numbers.
e Notice the formula, =AVERAGE(B2:B6), has been defined to cell B7.

g d (3 A V& 5B F9 -

: Arial -0 - | B I U|=E = =|iEiE
BY - # =AVERAGE(BZ:BR)
A | B | ¢ | b [ E |
1
E 128 The Average of cells B2
3 35| through B6 is added to cell BT.
4 243
5 g7| Motice the formula,
B 197 =AVERAGE(BZ:B6), defined
in cell BY.
7 200
| |
a

Accessing Excel 2003 Functions

To Access Other Functions in Excel:
e Using the point-click-drag method, select a cell range to be included in the formula.
e On the Standard toolbar, click on the drop-down part of the AutoSum button.

e If you don't see the function you want to use (Sum, Average, Count, Max, Min), display additional functions by
selecting More Functions.

HRRE=E" BENE R RN AR TN - N8 A RN

2= -2 e
Surn

E.ﬁ.rial + 10 v|BIH|§§§|§§§§|_'
= - £ 128 Average i
A | B | C | D | E | F Count B
; Max
3 345 Min
4 243 Mare Punctions. .,
5 97 e
5] 1687
=
7

e The Paste Function dialog box opens.

e There are three ways to locate a function in the Insert Function dialog box:
You can type a question in the Search for a function box and click GO, or
You can scroll through the alphabetical list of functions in the Select a function field, or

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

Search for a funckion:

Type a brief descripkion of what wou want to do and then 50
click Go
Or select a category: | Dake & Time W |

Select a function:

DATEVALLE

DAY
DAYS360 Functions associated with the

HOUR, Date & Time category.
MINUTE
MOMTH W
DATE{year,month,day)

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

Help on this Funckion K ] [ Cancel

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

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

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

16
‘H < v »)\Sheetl / Sheet? {cheeta /|« >

Ready LM

e Type a new name for the worksheet.

16 | v
i 4 » » ) Checkbook ¢ Sheet2 £ Sheetz < >
Ready T

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

Inserting Worksheets

By default, each new workbook in Excel 2003 defaults to three worksheets named Sheetl, Sheet2 and Sheet3. You have
the ability to insert new worksheets if needed or delete others you no longer want.

To Insert a New Worksheet:
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e Choose Insert =* Worksheet from the menu bar.

Insert | Format Tools D

Rows

Zolumns

| Worksheet N |

@ Chart... L"E

J&= | Eunction...
Mame k
Picture k

& Hyperlink..,  Crrl+k

-

bt
b

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

Deleting Worksheets
Any worksheet can be deleted from a workbook, including those that have data in it. Remember, a workbook must contain at
least one worksheet.
To Delete One or More Worksheets:
e Click on the sheet(s) you want to delete.
e Choose Edit =* Delete Sheet from the menu bar.

Edit | Wiew Insert  Format
Can't Undo Chrl+2
Can't Repeat CErl+

go | Cub Chrl4-

=3 Copy ChrlH+C

nl__‘-"‘-lg Cffice Clipboard. ..

[T Paste Chrl+y
Paste Special, ..

Paste as Hyperlink
Fill 3
Clear 3
Delete. .

| Delete Sheet 5 |
Move of Copy Sheet, l"'g

34 Find... Chrl+F
Replace, .. Ckrl4+H
Go To.., Ckrl+ia
Links. ..
ohject
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e The following dialog box appears if the sheet being deleted contains information on it.

Microsoft Excel

! "_n, Diaka may exist in the sheet(s) selecked for deletion, To permanently delete the data, press Delete,

I Delete l [ Cancel

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

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

a9

A0 Insert...

41 Delete

42

43 Rename

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

A7 Tab Caolar..,

45 3=l iew Code

4 4 » M} Sheetl f Sheet2 ' Sheera 7

Ready

Grouping and Ungrouping Worksheets

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

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

grouping.
A | B | ¢ | o | E | F ]
1 January February March | April May
| 2 |Income A [ B [ © [ D [ E [ F [
1 3 | L1 January February March April May
4 [Rent | 2 [Income A B [ C |
' 5 [Power | 3 | |1 January February Ma
| B [Cable 4 |Rent 2 |Income
7 [Phone EPower Ex
B | & |Cable | 4 |Rent
| 9 [Food | 7 [Phone EPower
| 10 [Gas G | 6 |Cable
| 11 [Car Payment 9 [Food ' 7 |Phone
| 12 [Misc. E Gas B
113 | | 11 |Car Payment | 3 |[Food
14 [Savings | 12 [Misc. E Gas
115 | 13| 11 |Car Payment
| 16 [Total Remaining | 14 [Savings 12 |Misc.
17| 15| 13
1 | 16 [Total Remaining 14| Savings
o i i 1 15 |Total Remaining
4 4 » W]y Sheetl Sheet3 /| 17 |
18
4 4 » w]y Sheetl f Sheet2

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

e To select more than one worksheet, hold the Control key down and click on one or more worksheet tabs in the
workbook.
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e To select all worksheets in a workbook, right-click on any worksheet tab and choose Select All Sheets from the
shortcut menu.
When finished entering, moving, copying or formatting the data, you will need to ungroup worksheets. If you do not ungroup
the sheets, any work you do in one sheet will be duplicated in all the others.
To Ungroup Worksheets:
e Right-click on any of the selected worksheet tabs.
e Choose Ungroup Sheets from the shortcut menu.

Moving Worksheets
When you move a sheet, you are moving it to a new location in this or another workbook.
To Move a Workbook:

e  Select the worksheet you want to move/copy.

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

E‘ Wiew Inserk Formak
Zan't Lindo ZErl+2
Zan't Repeat ZErl+
56 Cuk Cerl4-
=3 Copy Chrl+C
|:§l3 OfFice Clipboard. ..
5%, Paske Chrl+%
Paste Special. ..
FPaste as Hyperlink
Fill >
Clear >
Delete. ..
Delete Sheet
| Mowe aor Copy Sheet. .. %J
2% Eind... Chrl+F
Replace. .. ZErl+H
S0 To... Lt 3 B
Links. ..
Dbjeck

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

Mowve or Copy E|
Move selected sheets

To boak;

Bookz W

Before sheet:

_heckboaok,
Sheetz
Sheet3

(move ko end)

[]create a copy

[ Ok ] [ Cancel

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

Copying Worksheets
When you copy a sheet, you make an exact copy of it.
To Copy a Worksheet:

e  Select the worksheet you want to move/copy.
e Choose Edit =* Move or Copy from the menu bar.
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e Inthe Move or Copy dialog box, use the drop down boxes to select the name of the workbook you will copy the
sheet to (the current workbook is the default). Also define where you want the sheet positioned in the workbook.
e Click the Create a copy checkbox.

Mowve or Copy E|
Move selected sheets

To book;

|B|:u:|k1 w |

Before sheet:

Sheetl
Sheetz
Sheets
{move to end)

[ 04 ] [ Cancel

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

Inserting a row

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

To Insert a Row:
e  Click anywhere in the row below where you want to insert the new row.
e Choose Insert = Rows from the menu bar.

@_1 File Edit Wiew | Insert | Format Tools  Data indow
i) 5 (3l B | 7|9 -
: arial ] colms 7S = = | =
Ad - Wiorksheet .
A | Bl chat.
1 Jf&  Function...
2 |Sales $34 &H
3 |Expenses 1,23 lame 4
4 |Total !$35 A Picture "
5
B % Hyperlink, .. Cerl+k
7 | Y
a
g Click in the row below where you want to insert
10 a new row and then choose Insert >> Rows
1 from the menu bar.
12
e Anew row is inserted above the cell(s) you originally selected.

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

A [B | ¢ | b | E |
1
2 |Sales $34 567 .00
3 |Expenses $1234.00
_4 |Total |$35 a1, |
5] K
% 24 Copy
E [T Paste
i Paste Special. .,
10
W | Insert... [;\‘E
17 Delete..,
E Clear Copkents
4]
15 _d Insert Comrment
1B | S Format Cells. .
% Pick From Drop-down Lisk, .
19 | Add Watch
ﬂ Create Lisk, ..
ﬂ % Hyperlink,
2 [k
23 ﬂ} Look Up..,
24

e The Insert dialog box opens.

Insert E'

Inserk

() shift cells right
() shift cells down

) Entire column

[ (84 ][ Cancel ]

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

A | B | ¢ |

Sales $34 a67.00
Expenses | $1,234.00

Tatal 535 B0 .IIIIII

A blank row is inserted between
rows 3 and 4.

Ao e LD b —

g

v/ Select multiple rows before choosing Insert to add rows quickly. Excel inserts the same number of new rows that you
originally selected.
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Inserting a column
In Excel, you can insert a column anywhere you need it. Excel moves the existing columns to make room for the new one.

To Insert a Column:
o  Click anywhere in the column where you want to insert a new column.
e Choose Insert =* Columns from the menu bar.

Eﬂ File Edit ‘iew | Insert | Format  Tools  Data  Win
ARNE=A " N NI R 7 ¢
| il . Solumns = = |
C12 - Worksheet 43 .
A Bl chart... O

1 Monthly Bills £l Function...

2 Rent

3 Gas [Marne k

'4 El&ﬂriﬁ Ei.:tur'e »

5 Grocieries i

B Insurance | Myperlink...  Ctritk

7 | Car Payment g |

a Cable 35.00 35.00

=) Internet a0.00 a0.00

10| Credit Cards 5500 15500

11 Day care s00.00  500.00

12 Gasoline BIII.IIIIIII EEI.EIEI!

13 Misc. 25000 30000

14 Total 215500 232500

15

16 [ Monthly Wage 240000

17

15 Savings 24500

19

e Anew column is inserted to the left of the existing column.

OR
e Click anywhere in the column where you want to insert a new column.
e Right-click and choose Insert from the shortcut menu.

=) File Edit Wisu Inserk Formak Tools Daka wtincow Help
R R = P T (N 0 [ T [ [
i arial - 10 = | B I
[t} ht A BO
A | B | [= | D I E I

1 Monthly Bills Januany March

2 Rent s00.00 s00.00

3 Gas A45.00 5. 00

- Electric SD.DDI = ol

5 Grocieries 130.00 4t | Cut

=] Insurance 110,00 5 copy

i Car Payment 25000 X N

a Cable 35 00 £ Pasts

=] Internet 50.00 Paste Special...

10 Credit Cards 55.00 | Insert...

11 Day care s00.00 L

12 Gasoline 50.00 E=l=ED0 0

13 Misc. 25000 Clear Contents

14 Total 215500 2

15 —dl Insert Comrent

16 Monthly Wage =2.,400.00 5| Eormat Cells. ..

17 Pick From Drop-dowvoen Lisk. ..

15 Sawvings 245,00

19 add veakch

=20 Create List. ..

21 - .

= =, Hyperlink. ..

25 G Lookup...

24
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e The Insert dialog box opens.

Insert E|

Inserk

() shift cells right
() shift cells down

() Ertire row

O}

[ ok, ] [ Cancel

e  Click the Entire Column radio button in the Insert dialog box.
e Click the OK button.
e Anew column is inserted to the left of the existing column.

A, [ [=] I [ [ 5] [ E
1 Monthly Bills January March
2 Rent B00.00 B00.00
3 Gas 45.00 55.00
4 Electric SD.DDI 1 B0.00
=) Grocieries 130.00 1SD.DD
B Insurance 110.00 110.00
7 Car Payment Z250.00 Z250.00
=] Cable 35.00 35.00
=] Internet S50.00 S50.00
10 Credit Cards 55.00 155.00
11 Day care s00.00 s00.00
12 Gasoline S0.00 s0.00
13 Misc. 250.00 300.00
14 Total 2,155.00 2,325.00
15 A new column is inserted
15 | Monthly Wage 2.,400.00 between the January and
17 March colummns.
15 Sawvings 245 00
19

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

Deleting columns and rows
Columns and rows are deleted in much the same manner as inserting columns and rows.
To Delete a Row and All Information in It:

e Select a cell in the row to be deleted.

e Choose Edit =* Delete from the menu bar.

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

A | B | C | 5] |
1 Monthly Bills January March
2 Rent EO0.00 EO0.O0
3 Gas 45.00 5500
4 Electric | 50.00 EO.O0
5 Grocieries 130.00 150.00
=] Insurai )
7 Car Payi Delete El
(5] Cably 0cizte
J Internf oy cells oft
10 Credit C () shift cells up
11 Day cal - )
12 Gasoli|f @E i}
13 Misc ) Entire column
14 Tota
15 [ ] 4 ] [ Cancel ]
16 | Monthly Ve —
17
15 Savings 245.00
19

e  Click the OK button.
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To Delete a Column and All Information in it:
e Select a cell in the column to be deleted.
e Choose Edit =* Delete from the menu bar.
e  Click the Entire Column radio button in the Delete dialog box.

A | B | ¢ | o0 | E |
1 Monthly Bills | January March
2 Rent BO0.00 BO0.00
3 Gas 45.00 55.00
4 Electric a0.00 B0.00
] Grocieries 130.00 150.00
b Insurance 110.00 110.00
7 | Car Payment 250.00 250.00
8 Cable '
9 Internet lglete E'
10 Credit Cards Delete
11 Day care O shift cells left
12 Gasoline () shift cells up
13 Misc.
14]  Total 2| Otntrerow
15 ©Entire column;
1? Monthly Wage 2, [ o l [ —
18 Savings S0
19

e Click the OK button.

Challenge!
e  Open your Monthly Budget file.
e Delete the blank Column B.

After you delete the blank Column B it may look like this:

A | B | ¢ | b | E | F |
1 |Monthly Bidanuary  February  March April May
2 |Rent 400 400
3 |Car Paym 150 150
4 |Insurance 44 44
5 |Power B5 75
6 |Phaone a0 100
7 |Cable Caia) Caia)
8 [Credit Car ] 200
9 |Groceries 200 200
10 |Gas 100 125
11
12
13
14
156 | Total Mont 1094 1375
16 |Income 2400 2400
17 | Savings 1305 1021 ] ] ]
18 |Percent 5: 0544167
19

e  Save and close the document.
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Adjusting column widths

By default, Excel's columns are 8.43 characters wide, but each individual column can be enlarged to 240 characters wide.
If the data being entered in a cell is wider or narrower than the default column width, you can adjust the column width so it
is wide enough to contain the data.

B2 - f 12346678
A . B | ¢ | D |
Monthly Bills | Janua March
Rent I #ﬁﬁﬁ#ﬁ#! G00.00
Gas 45.00 55.00
Electric This example shows a case

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

column width.
Car Payment | ___.__  ___.__

Cable 35.00 35.00
v‘/ You can adjust column width manually or use AutoFit.
To Manually Adjust a Column Width:
e Place your mouse pointer to the right side of the gray column header.
e The mouse pointer changes to the adjustment tool (double-headed arrow).

OO | = | O | T | b | DO P —

A | B & ¢ | D | E |

1 Monthly Bills | January Ml‘rnd.)\

2 Rent &00.00 &00.00

i Gas 4500 &5.00 Tr?i:;g: ?s [?ﬁ-:»imer

4 Electric | 50.00 BO.O0 SNE

5 | Grocieries | 13000  {snpgp | oustmentlool

B Insurance 110.00 110.00

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

A | B | ¢ |

1 Monthly Bills January March

2 Rent GO0.00 GO0.00

i Gas 4500 55.00

4 Electric ! S0.00 F0.00

5 Grocieries 130.00 150.00

5] Insurance 110.00 110.00

7 | Car Payment 250.00 250.00

g Cable

g Internet Motice the difference in the

10 Credit Cards width of columns B and C.

11 Nav rara
To AutoFit the Column Width:

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

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

e Double-click the column header border.

e  Excel "AutoFits" the column, making the entire column slightly larger than the largest entry contained in it.
\/ To access AutoFit from the menu bar, choose Format =* Column =* AutoFit Selection.

Adjusting row height

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

To Adjust Row Height of a Single Row:

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

A E | ¢ |
Monthly Bills January March

Rent G00.00 BO0.00
Gas 4500 55.00
Electric 0.00 B0.00
Grocieries 13).00 150.00

Insurance
Car Payment

The mouse pointer changes to

oo o || e o

Cable the Adjustment tool.
Internet s R
Credit Cards o5.00 165.00
e Drag the Adjustment tool up or down to the desired height and release the mouse button.
A B | ¢ |
Monthly Bills January March
Rent GO0.00 G00.00
Gas 4500 55.00
Electric S0.00 G0.00
Grocieries e e

Insurance
Car Payment
Cable
Internet
Credit Cards

To AutoFit the Row Height:
Place your mouse pointer to the lower edge of the row heading you want to adjust.

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

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

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

Motice the difference in
height between row 1
and the other rows in
the spreadsheet.

Py = fme) Rt Reca i ) M (S [N ]

Challenge!
e Open your Monthly Budget file.
e  AutoFit the column width of Column A.

e Manually adjust the column width for any columns that you need to enlarge. For example, Column J may need to be
adjusted so the word September fits in the cell.

e Adjust the row height of Row 1 to at least double its current width.

A, | B | ¢ | D |
1 |Monthly Budget January  February March
2 |Rent 400 400
3 |Car Payment 150 150
4 |Insurance 44 44
5 |Power RS 75

e  Save and close the document.

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

e Insert cells
e Delete cells
e Merge cells

Inserting a cell

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

or columns.
To Insert Cells:
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e  Select the location where the new cell(s) should be inserted. It can be a single cell or a range of cells.
e Right-click and choose Insert.

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

A | B |e | b | E | F |

1
2
3 Dales 34 AR7 .00
4 Expenses  1,234.00
] I 56 501 00l
B # cut
7 -3 Copy
a :
5 [ Paste
1n | Right-click on the cell (C5) Paste Special...
11 where the new cell is to be

inserted. | Insert..  p
12 L
13| Click the Insert option in Delete...
14 the drop-down menu. sy Gsafiertis
1: A Insert Comment
17 S Format Cells...
13 Pick From Drop-doven List. ..
21 Create List, ..
3; WL Hyperlink...
24 4 LookUp...
24

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

Insert §|

Insert
() shift cells right

{:} Entire row
) Entire calumn

[ 04 ][ Cancel ]

Insert dialog hox
e Choose an option and click the OK button.
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Your result displays in the spreadsheet.

A | B ¢c | o |

1

2

3 Sales 34 567,00

4 Expenses | 1,234.00

5 ,I |

G Inserted 35,801.00

7 Cell

g

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

Deleting a cell
To Physically Delete the Cell from the Spreadsheet:

Right-click and choose Delete.

[ S T O O T N U Y I O ) (SN N Ry Y U | T [UCY R Y

A | B [ ¢ | b [ E [ F |
Sales 34 567 .00
Expenses 1.234.00
35,801.00 &  Cut
=5 Copy
[ Paste
Paste Special. ..
Insert,..
| Delete, . |

lig) by

=]

dd

I
by

Clear Contents

Insert Comment

Eormat Cells, ..
Pick From Drop-down Lisk, .,
Create List, ..

Hyperlink...

Look, Up...

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

A | B | e | D | E |

1
2
3 Sales 34 5&7.00
4 Expenses 1.234.00
5 |
E S —————— ]
7 35 ,801.00
g Delete E|
10 Delete
11 | You can delete
12 multiple cells at the

same time.
13
14 {:} Enkire row
15 ) Entire column
16
17 [ (8] 4 ] [ Cancel
18
19

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

Merging cells
In Excel 2003, you have another alignment option available to you: merge and center. This is performed when you want to
select one or more cells and merge them into a larger cell. The contents will be centered across the new merged cell.
The picture below shows why we might want to merge two cells. The spreadsheet presents Last Month and This Month
Sales and Expenses for Sally. Notice that Sally's name appears above the Last Month column. To evenly center Sally's
name across the two cells we would perform a merge and center.
A | B | ¢ B | E [ F |

Sally We would like to

Last Month | This Maonth g:ﬁtgghﬁ'guﬂ;?gm
Sales 34 667.00 32 564.00 cell C1 and D1

Expenses 1,234.00 3,251.00

35,801.00 35515.00

et Y S

To Merge Two Cells Into One:
e  Select the cells that you want to merge. It can be cells in a column, row or both columns and rows.

e Click the - Merge and Center button on the standard toolbar.
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PG 35V 8B F |9 - F 5]
: Arid -0 -|B I U|E=E=REE A1

C1 - A Sally i

A ] B c | b = Merge snd Center|———
1 sally I Highlight the cells to be
2 Last Month | This Month | merged and then click the
3 Sales 34 567.00 32564.00 Me{ﬁe and gegffr t;g“f’”
4 Expenses 123400 325100 O ¢ s@ndardioobar
5 If you do not see the button,
5 select the downward pointing

arrow at the end of the
7 32,801.00  35,815.00 toolbar to view the buttons
a that may not be visible. Select
g Add/Remove buftons.
e The two cells are now merged into one.
A | B c | D E
Sally 1
Last Month This Maonth
Sales 34 567.00 32 564.00

Expenses 1,234.00 3,251.00

35,801.000  35815.00

O~ |30 | | e | LD RO | —

Challenge!
e  Open your Monthly Budget file.
e Insert a blank row above the current Row 1, which contains the months of the year.
e Type My Budget in Al.
e Use the merge and center function to center My Budget over Columns A through N.

A [ B C | D | E F | & H [ 1 [ K| L | M
1 My Budget

2 | Monthily Budge January  Febsuary March April May June July August  September October  Movember December Total

3 Rent 400 A00
e  Save and close the document.

By the end of this lesson, learners should be able to:
e Change horizontal cell alignment
e Change vertical cell alignment
e Change text control
e Change text orientation

Using the Standard Toolbar to Align Text and Numbers in Cells
You've probably noticed by now that Excel 2003 left-aligns text (labels) and right-aligns numbers (values). This makes
data easier to read.

A E | C | D
1
2
i Sales 34 567.00
4 E}{plenses 1,234.00
5 |
5] Text, by default, is Mumbers, by default,
7 left-aligned in are right-aligned in
g Excel 2003. Excel 2003.

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

centered text

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

ﬁ

N
Right-align
ter

Left-align

To Align Text or Numbers in a Cell:

e Select a cell or range of cells
e Click on either the Left-Align, Center or Right-Align buttons in the standard toolbar.

e The text or numbers in the cell(s) take on the selected alignment treatment.

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

A B C D
1
2
3
4
<
5 |Horizontal Alignment  |Horizontal Left Horizontal Center Horizontal Right
]

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

Fill

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

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

lines are as wide as the cell.
Center Across Selection
Contents of the cell furthest to the left are centered across the selection of cells. Similar to merge and center, except the

cells are not merged.
To Change Horizontal Alignment using the Format Cells Dialog Box:

e Select a cell or range of cells.
e Choose Format =* Cells from the menu bar.
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@_1 File Edit Yew Insert | Format | Tools Data  Window  Help
0 G 3 T ek o | @ s o8y
E.ﬁ.rial - 10 - Row FE igl_"é
A3 - 3 Colurmn 2

A B Sheet b | E |

; AutoFormat. ..
Conditional Formatking. ..
oales Style... SE4.00

4 Expenses 1.234.00 3,261.00
5
B
7 35.,801.00 25.,815.00
2

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

Click the Alignment tab.

Format Cells

)X

ont Border || Patberns || Protection
Text abgriment Orientation
Huarizantal: | [& .
General v *
Yertical: o B : fot —
Biottom b >EC .
. .
Text control |+ -
O Wrap text .
[ shink to fit 0 5| Degrees
[] merge cells
Right-to-left
Text direction:
Conkext M|
Lo« J[ coe |

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

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

1

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

i

4

Yertical Justify
Yertical Center

5 |Yertical Alignment “ertical Baottam
B

To Change Vertical Alignment using the Format Cells Dialog Box:
e Select a cell or range of cells.
e Choose Format =* Cells from the menu bar.

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

Click the Alignment tab.

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

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

A | B | C

1
2 Text Control Examples:
3
4

This is an

example of — T Wrapped Text Example
5 |wrapped text.
B
7 | Shrink to fit cxample Shrink-to-fit Example
o
g

# The Wrapped Text wraps the contents of a cell across several lines if it's too large than the column width. It increases the
height of the cell as well.
# Shrink-to-Fit shrinks the text so it fits into the cell; the more text in the cell the smaller it will appear in the cell.

# Merge Cells can also be applied by using the e Merge and Center button on the standard toolbar.
To Change Text Control using the Format Cells Dialog Box:

Select a cell or range of cells.

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

Click the Alignment tab.

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

e Click the OK button.

Changing Text Orientation
The fourth type of cell alignment in the Format Cells dialog box is Text Orientation, which allows text to be oriented 90
degrees in either direction up or down.
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. —

wm m
@ g
= KQE?J =.
(] dz?’ s
= n o
[n3] "\.bt =
w éx_,"‘:’ o
] by '
= < =
= &
@ S o
S AR B
= T

7 = &

a

9 Text oriented at 0 Degrees (by default).

10

11

12 Text Orientation Examples

13

To Change Text Orientation using the Format Cells Dialog Box:

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

Choose Format =* Cells from the menu bar.

The Format Cells dialog box opens.

Click the Alignment tab.

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

Challenge!
e Open your Monthly Budget file.
e Center the text horizontally in Column A and Row 2.
e Apply a distributed vertical text alignment to Row 2.
@_1 File Edit ‘iew Insert  Format  Tools  Data

IRREN" BEEINE NN AR WEER RS

G158 - f2
A | B [ C |
1
5 Monthly Budget January | February
3 Rent 400 400
4 Car Payment 150 150
5 Insurance 44 44

Save your document.
Use the text control and text orientation features so that you are familiar with them.
Close the document without saving any of the formatting from the text control and text orientation features.

By the end of this lesson, learners should be able to:
e Format the display of numbers
e Format the date
e Format the time
e Format the display of percentages

Formatting Numbers in the Format Cells Dialog Box
Numbers in Excel can assume many different formats: Date, Time, Percentage or Decimals.
To Format the Appearance of Numbers in a Cell:

e Select a cell or range of cells.
e Choose Format =* Cells from the menu bar.
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@_1 File Edit Yew Insert | Format | Tools Data  Window  Help
A=A NEWENTE Wy ERTE LTI W Y
E Arial - 10 - Rowv rEE| . A
A3 - 3 Colurmn 2

A B Sheet b | E |

; AutoFormat. ..
Conditional Formatking. ..
oales Style... SE4.00

4 Expenses 1.234.00 3,261.00
5
B
7 35.,801.00 25.,815.00
2

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

Format Cells

l@' Alignment Font Border | Patterns || Prokection

Cateqory: Sarple |
Click Number in the Category drop-down list.

Format Cells

Mumber | alignment Font Border | Patterns || Prokection
Cateqory: Sample

General

Currency Decimal places; |2 x
Accounting

Dake

Time [ ] Use 1000 Separataor {3
Percentage Megative numbers:

Fraction = '

Scientific -1234.10

Text 1234.10

Special (1234, 10

Cuskam (1234100

mMumber is used For general display of numbers, Currency and Accounking
offer specialized Formatting For monetary value,

8] 4 l[ Cancel ]

Use the Decimal places scroll bar to select the number of decimal places (e.g., 2 would display 13.50, 3 would
display 13.500).

Click the Use 1000 Separator box if you want commas (1,000) inserted in the number.

Use the Negative numbers drop-down list to indicate how numbers less than zero are to be displayed.
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Formatting Date in the Format Cells Dialog Box
The date can be formatted in many different ways in Excel 2003. Here are a few ways it can appear:

October
10/06/03
10-Oct-0

6, 2003

3

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

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

Click the Number tab.
Click Date in the Category drop-down list.

Format Cells

Mumber | Alignment

Faonk Border Patterns | Protection

Cateqory:

General
Murmber
Currency

.ﬁ.ccnuntini

Time
Percentage
Fractian
Scientific
Text
Special
Cuskom

Sample

14-Mar-01 b

Locale {location);
Endlish {United Stakes) "

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

K ] [ Cancel

Select the desired date format from the Type drop-down list.

Click the OK button.

Formatting Time in the Format Cells Dialog Box
The time can be formatted in many different ways in Excel 2003. Here are a few ways it can appear:

13:30
1:30 PM

To Format the Appearance of Time in a Cell:
Select the range of cells you want to format.
Choose Format =* Cells from the menu bar.
The Format Cells dialog box opens.

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

Format Cells

Mumbey | Alignment Font Border | Patterms || Prokeckion
Cateqary: Sample

General

Murnber

CUrrency Tvpe:

Accounting *1:30:55 P/ P
Date 13, — —
e

Percentage 13:30:55

Fraction 1:30:55 FM 9
Scientific 3;:',5'5 5

Text 37:30:55 v
Special -

sk Locale (location):

English (United States) W

Time formats display date and time serial numbers as time walues, Except For
items that have an asterisk (*), applied formats do not swikch date or time
orders with the operating system.

K ] [ Cancel

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

Formatting Percentage in the Format Cells Dialog Box

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

To Express Numbers as a Percentage in a Spreadsheet:

e Select a cell or range of cells.

A B | C | 0 | E |
1
2
3 [Mumbers 1 0.023529
4 2.25 0.052941
] B 0141176 Highlight the
G a5 0. 105382 cells to format
7 g 0211765 as a Percentage
o 12 0.2682353
=) 775 0.1 82353_
10 425
11
12

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

: Arial -0 - B I U|E=EZ=GE=EE|-A
C3 - A 0.023529
A B | C | o | E |

1
2
3 |Mumbers 1 0023529
4 2.25 0.052941
5 - I (1 1
a] Format Cells
7
2 Mumber | alignment Font Border | Patterns | Protection
J Cateqory: Sample
1a General 2.35%
11 Mumber
12 Currency Decimal places: | S NG 5
13 Accounting

Drake
14 Time
15 Fercentage

Frackion
16 Scientific
17 Text
13 Special
19 Zustarm
20
21
22 Percentage formats multiply the cell value by 100 and displays the result with
23 a percent symbal,
24
25
26
57 Ik ] [ Cancel
28

o Define the Decimal Places that will appear to the right of each number.
e  Click the OK button.

A B | o | D | E |
1
2
3 [MNumbers 1 2.35% The numbers in
4 225 5.29%] the cell reflect
5 3] 14.12%| thatofa
B 45 10.59%| Cercentage
7 g 21.18%
g 12 28.24%
g 775 18.24%_
10 425
11
Challenge!

e Open your Monthly Budget file.
e Format the numbers in the spreadsheet as Currency without the $ symbol.

F
e  Fill the formula from B19 to C19 through N19. This text #OhAl will appear in cell 19 of Columns D through N
because expenses have not been entered for those columns yet.
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e  Select Row 19 and format the numbers as a percent with no decimal places.
An Example:

19 - A =CAR/CT
A | B | ¢ | D |

1
5 Monthly Budget January | February | March
3 Rent 400.00 400.00
4 Car Payment 150.00 150.00
5 Insurance 44 .00 44 00
B Foveer B5.00 75.00
7 Phone 50.00 100.00
o Cable 85.00 85.00
g Credit Cards Q.00 200.00
10 Groceries 200.00 200.00
11 Gas 100.00 126.00
12
13
14
15
16 | Total Monthly Expenses | 1,024.00 1 375.00
17 Income 240000 240000
18 Savings 1.306.00 1,021.00 Q.00
19 Fercent Saved 4% 43% " #Drvinl

e  Save and close the document.

By the end of this lesson, learners should be able to:
e Apply fonts
e Apply a font color
e Apply borders

Change font type, size and color

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

Selecting a Font Typeface:

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

A B | ¢ | o | E |
1
2
3 Examples of different typefaces:
4
5 Arial
B Century dchoolbook
7 Courier
g Impact
9 Monctype (breiva
10 Titnes Mew Eoman
11 Werdana
12

To Apply a Typeface to Information in a Cell:
e Select a cell or range of cells.
e Click on the down arrow to the right of the Font Name list box on the Formatting toolbar.

Arial -
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A drop-down list of available fonts appears.

ooz e EiTE [tz ~|B £ U|E
- B Arial T ,ﬁ,ganc'ﬁrﬁﬂ &
8B | ¢ | |& Albertus MT a
& Albertus MT Lt
: T ALGERIAN
Examples of differen & Antigque Olive Compact
E‘ & Antique Olive Roman
Centurj; SchoolbooH 8 Apple Chancery
Courier % Arial Black
NniEact - T Arial Marrow
Monotype (orsiva % Arial Rounded MT Bold
Times New Roman | % arjal Unicode MS v

Verdana

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

Change font type, size and color (continued)
To Apply a Font Size to Information in a Cell:

The "Font Size" list varies from typeface to typeface. The Arial font sizes, for example, are 8, 9, 10, 11, 12, 14, 16, 18,

22, 24, 26, 28, 36, 48, 72.

A

| B | ¢

| o | E |

L T et T i O S

—
]

—
—

—
2

Examples of different sizes:

Arial, §

Arial, 10
Aral, 12
Arial, 14
Arial, 16
Arial, 18

Arial, 20

Select a cell or range of cells.
Click on the down arrow to the right of the font size list box on the Formatting toolbar.

10

-
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e Adrop down list of available font sizes appears.

i Arial -0 [-| B £ U

g2 A

|J|'§%E

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

Change font type, size and color (continued)
To Apply Color to Information in Cells:

e Select a cell or range of cells.
e Click on the down arrow to the right of the font color list box.

A -

e  Adrop-down list of available colors appear.

Bukarmnatic | I

TR

m l Dark Blue
[ |

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

Underline, italics and bold

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

To Select a Font Style:

e Select a cell or range of cells.
e Click on any of the following options on the Formatting toolbar.

B I 11

Bold button (Ctrl + B).

Italics button (Ctrl + 1).

Underline button (Ctrl + U).

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

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

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

e  Select the cell or range of cells.
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e Choose Format =* Style from the menu bar.

Format | Tools Daka iindow

S Cells,. Chrl+1
Row F
Zolumn »
Sheet »
AutoFormat. ..

Conditional Formatking. ..
Skvle. .. [L

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

Style E|
Stvie ame: | TR
Stvle includes

Murnber ceneral

Alignment General, Boktom Aligned n

Eont Arial 10

Eorder Mo Borders

Patterns Mo Shading

Frotection  Locked

v/ You can change the style attributes (Number, Alignment, Font, Border, Patterns and Protection) for any Style Name.
You can create new styles by clicking on the Add button in the Style dialog box.

Adding a border to cells
Borders can be applied to cells in your worksheet in order to emphasize important data or assign names to columns or
rows.
To Add a Border to a Cell or Cell Range:
e Select a cell or range of cells.
e  Click on the down arrow next to the Borders button.
e  The Border drop-down appears.

_# Draw Borders. .,

e Choose a borderline style from the Border drop-down menu.
e The selected cells display the chosen border.

Adding Color to Cells
Colors can be applied to cells in your worksheet in order to emphasize important data or assign names to columns or rows.
To Add Color to a Cell:

e Select a cell or range of cells.
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Click the down arrow next to the Font Color button. A Font Color drop-down menu displays.

|B I U |E==EE|EE| - A -
| L | bl | i | 'S Mo Fill
AN EEEEER
EEEEENEENR
I EEEEEEE
CHNEEEN

The color red in the cells shown at
the left was selected from the Color
drop-down menu.

The selected cells display the color.

\An Example:

RedlOoOmm O

Save and close the document.

Fundamentals of 107 - (lase of Nou. 2011

A | B C | D | E | F | 5 | H
1 My Budget
5 Maonthly Budget January February March April May June July
3 Rent 400,00  400.00
4 Car Payment 15000  150.00
5 Insurance 44.00 44.00
5] Power B5.00 75.00
7 Phone S0.00 100.00
] Cable 35.00 85.00
) Credit Cards 0.00 200.00
10 Groceries 200.00 200.00
11 Gas 100.00 125.00
12
13
14
15
16 | Total Monthly Expenses 109400 1.379.00
17 Income 240000 2.400.00
18 Savings 13068.00 1)021.00 000 0.00 0.00 0.00 0,00
19 Percent Saved 54% 3% " #orvinl T aovo T gonanl T gD T #onann
20

-Tustructor - UW. Sthehemba

52



MOUNT MERU UNIVERSITY

By the end of this lesson, learners should be able to:
Identify the parts of a chart

e |dentify different types of charts

e Create an Embedded Chart

e Create a Chart Sheet

Understanding the Different Chart Types

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

Area Chart

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

- ] P
D W

Column Chart
A column chart uses vertical bars or columns to display values over different categories. They are excellent at showing

variations in value over time.

i e Y
il

Bar Chart
A bar chart is similar to a column chart except these use horizontal instead of vertical bars. Like the column chart, the bar

chart shows variations in value over time.

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

time.
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el
Al

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

Op B | @B

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

Identifying the Parts of a Chart

Have you ever read something you didn't fully understand but when you saw a chart or graph, the concept became clear and
understandable? Charts are a visual representation of data in a worksheet. Charts make it easy to see comparisons,
patterns, and trends in the data.
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Al B : & ! D | E | F | 6 | H
1 Asia Africa North Ame
2/ Quarter 1 $16,000.00 $12,000.00 $16,000.0
Z{ Quarter 2 $14,760.00 $13,500.00 $12,200.00 Source Data
AN Cuarter 3 $12 500.00 $15,000.00 $13,260.00
5 W $13,000.00 $14 500.00 $14,000.
G Chart Title
7
0 World Wide Widgets
g
10 $18,000.00
11
12 $16,000.00
13 $14,000.00 4 [ ]
14 Legend
15 $12,000.00 1 — 7
5 Value Axis ——$10,000.00 1 | (B asis
17 | A frica
18 $8,000.00 = | |OMorth America
19 $6,000.00 41— —
20
21 400000 1— |
22 ™
= $2,000.00 4 =1 “Data Series
24 §0.00 ' ' '
25 carter 1 Cluarter 2 Gluarter 3 Cuarter 4
2B
gg Categorny Axis
29

Source Data

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

The title of the chart.

Legend

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

Axis

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

Data Series

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

Value Axis

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

Category Axis

The axis identifying each data series.

Creating a Chart Using the Chart Toolbar

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

To Show the Chart Toolbar:
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e Choose View =* Toolbars =* Chart on the menu bar.

Wiew | Imsert  Format  Tool

Mormal

| Page Break Preview

| Toobars y Standard
Z0am... Formatking

Borders

£

| Chart

[,
Conkrol Tu:u:ull:u:u:-chE
Drawing
External Dakta

Forms

Formula Auditing

Parts of the Chart Toolbar:
Format

Chart Type By Row By Column

Chatt Area ~ | E50 | gl - ,ﬁ|g| g ®
Legend Angle
Chart Objects List Box Data Table Text

Chart Objects List Box

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

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

Chart Type

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

Used to show or hide the chart legend.

Data Table

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

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

By Column

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

Angle Text

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

Creating an Embedded Chart

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

e Choose View =* Toolbars =* Chart on the menu bar.

e  Select the range of cells that you want to chart. Your source data should include at least three categories or
numbers.
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A B | C | D E
1 Asia Africa North America
2 |Quarter 1 $16,000.00 $12,000.00 $15,000.00
3 |Quarter 2 $14 750.00 $13,400.00 $12 200.00
4 |Quarter 3 $12 A00.00 $15,000.00 $13,2650.00
5 |Quarter 4 $13,000.00 $14 500,00 $14,EIEIEI.EIEI_
B
7
el TR
10
e  Click the chart type pull down on the chart toolbar and select the chart that you would like to use.
b
7
A e TR
ot [

11
12 @% 'y
13 N @ a,
14 uBarChartf
15 7 "HE

16 S @ D
17
17 240
19

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

Chart | Window  Help

Chart Type. ..
| Chart Options. .. [
3D Yiew. ..
¥
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e Select the Titles tab and type the title of the chart in the Chart Title text box.

Chart Options @E]

[ TRles || Axes | Gridines | Legend | Datalabels | Data Table
Chart Litle:
Eluarter 4 I
Cateqory (X) axis:
Busrter 3 B Morth Americ]
EH.IB ﬁ:' e H | Ay
Ehynrge 2 @ Asia
Gusrtse 1
£0000 ﬁ.nlrum £10,00 115'.uu £20,00
00 060 600 000
ok || canel |

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

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

Creating a chart sheet

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

To Move an Embedded Chart to a Chart Sheet:

e Create an embedded chart.
e  Select the chart to be moved to a chart sheet.
e Choose Chart =* Location from the menu bar.

Chart | Window  Help

Chart Type. ..
Source Daka,..,

Chart Options. ..

Location... [
add Data. ..
add Trendline. .

3-D View. ..

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

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

Place chart:

4
[l | ©snenshee: | TR

e S
gILIIII_IE () As object in: |Sheet1 v|
Ok ][ Cancel ]

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

|§_‘1 File Edit Wiew Insett Formatk  Tools  Chart  Window  Help  Eitle for chart - - =
FaNESR - H B U === EE] . . A
- =
| | | | | |
o Morth Amerid
i m Africa
o Asia
Gluarter 1
e —
M 4 » ¢} Chartl / Sheetl f Sheet2 / Sheet3 / £ ¥
Ready RN

v/ You can also use the Chart Location dialog box to rename the Chart Sheet.
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An Example:

L w

5 Monthly Budget January February| March April May

3 Rent T 30000 400.00] 400.00

4 Car Payment 150.00 150.00 150.00

o Insurance 44.00 44.00 44.00

) Power B5.00 75.00 75.00

7 Phone a0.00 100.00 75.00

g Cable 85.00 85.00 100.00

49 Credit Cards 000 20000 50000

10 Groceries 200000 200000 25000

11 Gas 4 100.00 125.00)  100.00

12 | u |
13 My Budget

14

15 450.00

16

17 | 400.00

18] 35000 4 ,
19

20 30000 +—

3; 23000 1 O January
ﬁ- ao0.00 H W February (W
24| 45000 H

25

5 100.00 1

27| sno0 H

s I

29 Dl:":l T T T T T T T T T

. L

30 P R T

31 ¢ Qﬁﬁ S @ & P

e df-‘ h o e

33 ] |

e  Save and close the document.

By the end of this lesson, learners should be able to:
e Move a chart
e Resize a chart
e Delete a chart

Moving a chart

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

To Move a Chart:
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e  Click anywhere on the white space in the chart and use the cursor to drag the chart anywhere on the worksheet.

A, E | C | D
1 i Asia Africa North America
2 [Quarter 1 $16,000.00 $12,000.00 F15,000.00
3 [Quarter 2 $14 750.00 $13.500.00 §12 20000
4 [Quarter 3 $12 A00.00 $15,000.00 §13 25000
5 Quarter 41 $13,000.00 $14 500.00 $14,000.00)
B
g :
o |[m ] *I”:\
10 18,000.00 Move Cursor
11 $16,000.00 :
2| rammmon | e
13 '
14 || ¥1200000 7 O Azim Outline of |
15 F10,000.00 H At Chart being -

rica i

16| ss00000 | moved. |
17 |m OMarth Ametica :

$6,000.00 .
18 :
15 $4,000.00 H
0 $2,000.00 H :
21 fo00 +—E-5 . .
27 (@\‘\ ' (:é\"lv- {é\"b (:é\';‘ E
23 d@ 5&'&---@&*‘&---@& ----------------------------------------- -
24
L | |

i

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

Resizing a Chart

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

To Resize a Chart:

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

$16,000.00
$16,000.00
$14,000.00 H
$12,000.00 H
$10,000.00
$3,000.00
$6,000.00
$4,000.00 H
$2,000.00 H
$0.00 H

W
&
el

—§ Chart Area

O Azia

| Africa Legend

OMorth America

Flot Area

N
P

oF

g e
&7 @@-{é

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

§18,000.00
$16,000.00
$14,000.00
$12,000.00 -
$10,000.00
$5,000.00 -
$6,000.00
F4,000.00 4
$2,000.00 4
000 + T

A

O-@ G-@

(Grab
Handles

O Asia

W Africa

O Marth America

L b
P
& &7

Resize
" n Cursor

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

Deleting a Chart

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

To Delete a Chart:

e Click anywhere on the white space of the chart area to select the chart.
e Press the Delete key on your keyboard.
v/ If you have difficulty deleting a chart, click anywhere outside of the chart and then select the chart again.

Challenge!
e  Open your Monthly Budget file.
e Move the chart so that it is located below Row 19 and all the data.
e Resize the chart so that it is larger than its current size.
e  Save and close the document.

By the end of this lesson, learners should be able to:
e Change Chart Data
e Change the Chart Title
e Change the Data Series Names or Legend Names
e Change the Chart Type

Changing Chart Data
When you add a chart to your worksheet, Excel creates a link between the chart and your source data. Any changes made
to the original source data are automatically reflected in the chart.
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To Change Chart Values Directly in Worksheet Cells:

Changing Chart Data (continued)
To Add Data to an Existing Chart:

Open the worksheet that contains the chart to be changed.
Click in the cell whose value will change and type the new value.
Press Enter to accept the new value.

A, E | C | D E

1 i Asia Africa North America i
2 [Cuarter 1 H16,000.00 12,000.00 515,000.00
3 [Quarter 2 514 .750.00 F13,500.00 F12,200.00
4 [Quarter 3 12 5000 $15,000.00 13,250.00
5 |Quarter 41 $£13,000.0 $ﬁf1,5IZIEI.EIIII $14,000.00]
B
7 ] \\ | /Jr |
2 F15,000.00 \ J"
3 $15,000.00
1? $14,000.00 H - —

$12,000.00 H — - -
12 : i
13 $10,000.00 - — — = :iflé

Fica
14 $5,000.00 H - L | L _
OMarth Ametica
15 $6,000.00 H — — =
16 $4,000.00 — - -
1; $2,000.00 H — — — =
19 F0.00 # T T T L
k. P g b

g &"ﬁ d‘"ﬂé\ \‘P@ \?ﬁ
g; i i i i
oE | | [

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

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

A B | C | D E
1 Asia Africa North America South America
2 |Cuarter 1 $16,000.00 £12,000.00 $15,000.00 £11.413.00
3 |Cuarter 2 $14 750.00 £13 500.00 §12,200.00 9 765.00
4 |Cuarter 3 $12 500.00 $15,000.00 $13,250.00 §13,245.00
5 [Cuarter 4 $13,000.00 $14 500.00 $14,000.00 $1?,941.DD_
B
e Click on the chart to select it for editing.
e Choose Chart =* Add Data from the menu bar.
@_1 File Edt Yiew Insert Format  Tools | Chart | Window  Help
HANEA" RN RN AR WEE e i 1000 R NTRCN HEE
Chart Area | - b Chatt Options...
A, B | Location. .. | E
1 & Asia LI nd Dot nerica South America .
2 [Quarter 1 %16,000.00 | AR [+—15,000.00 $11,413.00
3 |Cluarter 2 314, 750.00 5D Wi, N2 .200.00 59 765.00
4 |Cluarter 3 12 500.00 ¥ N3,250.00 $13,245.00
5 Quarter 4] $13,000.00 BT 50010 $14,000.00 $17.941.000
5]

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

B | D | E |
ica North America | South America 1
F12,000.00 $15,000.004 B11 ,fi13.EIEIE
§13,500.00 12 200.00, $5.765.00)
§15,000.00 $13,25IZI.EIEIE $13,245.00)
F14 500.00 §1400000x $17.,941.00}
Add Data 3

Select the new data vou wish to add to the chart.,
Include the cells containing row or column labels
if wou wank those labels to appear on the chart,

Range: | =Sheetl!$E$1:3E45] -

[ ok ][ Cancel ]

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

Changing the Chart Title
The Chart Title can be changed at any time to a name that's meaningful to you.
To Change the Chart Title on the Chart:

$20,000.00

e  Click on the Chart Title.
=
%Norlilwiile Sale%
=
F15,000.00

$16,000.00 -
$14,000.00 -
$12,000.00 -
$10,000.00 -
$5,000.00 -
$6,000.00 -
$4,000.00 -
$2,000.00 -
$0.00 -

O A=iz

W Africa
OMarth America
O =outh America

Chart Title vﬁ’*lﬁvlﬁljzll‘?é ®
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o Click anywhere in the title name and make any changes to the text.

Worldwide Widget Sales

$20,000.00
$15,000.00
$16,000.00 L
$14,000.00
$12,000.00
$10,000.00
,000.00

6,000.00

4 000,00

2,000.00

$0.00

0 Asia

| Africs

O Marth America
0O South America

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

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

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

e Click the cell that contains the Data Series name or Legend that you want to change.

A | C |
1 Africa Nor
2 |Quarter 1 §12,000.00
3 |Quarter 2 $13,500.00
4 [Quarter 3 $15,000.00
5 [Quarter 4 $14 500.00
5
7
a Worldwide Widget Sales
g
10
11 A
12 i
13 Aszia
14 W Africa
15 Ororth America
16 O South Americs
17
18
15
20
21
22
23

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

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

mouse.
To Select a Different Chart Type:

e Click on the chart to select it for editing.
e Click on the Chart Type dropdown list box and select a different chart.

HRANEA" BTN RN AR TN RN AN N O

: Chart Area ~ 5 |l - _J.:EE]|E|*’4 .}J!
Chart Area = B |z
A B M & ¢ |
1 i Asia| == =% iy | Africa No
2 [Quarter 1 516 wl B $12,000.00
3 |Quarter 2 514 i $13,500.00
4 |Quarter 3 512 ¥ = §15,000.00
5 |Ouarter 40 13 2 - $14 50000
g *Line Chart
7 ] |
g WorldVrmoe—wwmgecsales
9
10 $20,000.00
11 $18,000.00
12 F16,000.00 -
13 F14,000.00 H O Asia
14 $12,000.00 H B A frica
w F10,000.00 H e
15 $8,000.00 -H ORkorth America
16 $6,00000 H O South America
17 $4,000.00 H
18 $2,000.00 H
19 $0.00 +
20 {é\
21 @‘?
22
53| W [ | [
Ihe new chart replaces that onﬁ selected for change. -
Worldwide Widget Sales
$20,000.00
$18,000.00
$16,000.00 1—
$14,000.00 ﬁwi etz
| g
$12,000.00 = iric
 §10,000.00 - |
$3,000.00 Morth America
FE 000,00 South America
$4,000.00
F2,000.00
F0.00 T T T
R
d}ﬂé d}ﬂé @Qﬁ @Qﬁ
OF OF OF OF
| | [
Challenge!
e Open your Monthly Budget file.
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e Change the dollar amount of Gas you spent in the month of February (cell C11) and press Enter to accept the new
value.
o Notice how the chart changes when you make that modification. Also, the values in C16 and C18 change
automatically.
o If you did not see the chart change, try entering another number into C11.

Add the data for the month of March to the chart.
Change the chart title from My Budget to whatever you wish to name it.
e  Save and close the document.

By the end of this lesson, learners should be able to:
e Format the chart title
e Format the chart legend
e  Format the axis

Formatting the Chart Title

The Chart Title can be formatted to change color, pattern, typeface, size and alignment using the Format Chart Title dialog
box.

To format the chart title:

e  Select the Chart Title.

o=
%Nﬂrlilwide Widget Sale%

$20,000,00
$15,000.00

$16,000.00 1—=

$14,000.00 —K:ja-é“:"— —e— Asig
- g% |

$12,000.00 —B— Africa

F10,000.00 - .
3 000.00 Morth Americs

FE 000,00 South America
F4,000.00
F2,000.00

F0.00 T

k. y ™ b
&{é\ &{é\ wiﬁé\ wiﬁé\
o o o o

Chart Title ~ |5 | |24~

[z | B[] % #

e Click the Format Button on the Chart Toolbar (or double click the Chart Title).

Chart

v x
Chart Title v@hﬁv dﬂIEI“B &
by

Farmat Chart Title |

e The Format Chart Title dialog box contains three different tabs-Patterns, Font and Alignment-that can be used to
format the Chart Title.

e The Patterns tab lets you define borders and fill colors (see lesson 13).

e The Font tab lets you define Font, Font Style, Size and Color (see lesson 11).
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e The Alignment tab lets you define horizontal and vertical cell placement, as well as text orientation (see lesson 11).

Format Chart Title

Patterns | Sligrirnent
Fonk: Faont skyle: Size:
| arial |Bald | 1o
E Antique Clive Compact Regular 8 ”
Bl antique Clive Roman Tkalic q =
Apple Chancer
bl Bold Italic 11 b

Lnderline: Color: Background:

|N|:|ne V| | Aukamatic V| |.ﬁ.ut|:umati|: w

Effects Preswvigw
[] strikethrough

[ ] superscript AaBhCcYyZz
[] subscript

AUk scale

This is a TrueType Fant, The same Fonk will be used on bath yvour prinker and
wour screen,

K ] [ Cancel

e Click the OK button to accept the Chart Title format changes.

Formatting the Chart Legend
The chart legend displays very useful information about the chart. Like a roadmap, the Legend identifies what different
colors or objects represent in the chart. The Chart Legend, like the Chart Title and Category Axis Labels, can be formatted to
your liking.
To Format the Chart Legend:
e Press the show/hide legend button on the Chart Toolbar to turn on the Legend display. (This button acts like a
toggle by turning the display on or off.)

Worldwide Widget Sales

$20,000.00 The Legend button
¥15,000.00 is a toggle that
$16,000.00 < - turns the Chart
$14,000.00 W —— Agim T} Legend on or off.
$12,00000 +—m-=—— — Adrics
$10,000.00 = _

& 000,00 Morth America

FE,000.00 south Americs

$4,000.00 =

$2,000.00

F0.00 T T T
N P
Q—dp Q—dp G-\{b G-\{b

Legend ~ | o | [24 ~ f152 |E| é »
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Click to select the Chart Legend.
Click the Format Button on the Chart Toolbar (or double click the chart legend).

Leqgend v@hﬁv ﬁ||§| P
:::uhrmat Legend

e The Format Legend dialog box contains three different tabs-Patterns, Font and Alignment-that can be used to
format the Chart Title.

The Patterns tab lets you define borders and fill colors.
The Font tab lets you define Font, Font Style, Size and Color.
e The Placement tab lets you define the location where the Legend will appear on the chart.

Format Legend @

Patberns Forik

Placemenit
(O Bottam
O Corner
O Top
(%) Right
O Left

ok | | cancel

e Click the OK button to accept the Chart Legend format changes.
v/ The only way to change the actual text that appears in the Chart Legend is to change the Source Data in the worksheet.

Formatting the Axis Labels

We've previously made reference to a Y-axis and an X-axis in Excel. In Excel, a graph represents a data in two dimensions.
The number of items sold in January is data on two dimensions: humber of items and month. The number of items might be
plotted on one axis, Y-axis, while the month may be plotted on the X-axis. The Y-axis runs up-and-down on the graph. The
X-axis runs left-to-right.

When formatting the Axis labels in your chart, you can adjust the numbers on the Scale of the chart as well as change font,
color, and style.

To Format an Axis:

e Click anywhere in the Axis label that you want to edit:
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Worldwide Widget Sales
Click anywhere
20,000.00 ] in the x-axis

15,000.00 +—"=———ge——" ;_,,4 labels to select
10,000.00 "’? Lﬁat Iaxis_,t and
isplay-its
5,000.00
f /

grab handles.
000 = T T T ]

Cluarter 1 Quarter 2 Quarter 3 Cluarter 4

Worldwide Widget Sales .
/ Click anywhere

2000000 = in the y-axis
15,000.00 —*2—33_7__/,/_, labels to select
10,000.00 - : " that axis and
£ 000,00 / display its

' 000 & // grab handles.

Cluarter 1 Guarter 2 Cuarter 3 Quarter 4

Click the Format Button on the Chart Toolbar (or double click the chart axis).

"-.-'alue.ﬁ.xis v@||ﬁv|$ﬁ|ﬂlﬁ ‘?\
e}

Farmat Axis

The Format Axis dialog box contains five different tabs-Patterns, Font and Alignment-that can be used to format
the Chart Title.

The Patterns tab lets you define borders and tick marks.

The Scale tab lets you define numeric intervals on the Value (Y) Axis scale.

The Font tab lets you define Font, Font Style, Size and Color.

The Number tab lets you define the format of numbers displayed in the Axis (see lesson 12).
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e The Alignment tabs let you define text orientation (see lesson 11).

Format Axis [‘S_<|
Patterns Scale Fonk | Mumber | Alignment
Cateqary: Sample
General 20,000,000
Currency Decimal places: |2 &
Accounting
[Dake
Tirne Ise 1000 Separator ()
Percentage Megative numbers:
Fraction = '
Scientific
Text 1,234.10
Special (1,234,100
Cuskam (1,234,100

[] Linked tao source

Mumber is used for general display of numbers, Currency and Accounking
offer specialized Farmatting for monekary value,

K ] [ Cancel

e Click the OK button to accept the Axis format changes.
v/ You can also use the angle axis buttons on the chart toolbar to change the angle of the value and category axis.

Changing the Data Series Color

When a chart is created in Excel 2003 you notice that color is automatically applied to the Data Series. You can keep this
format or change it for each Data Series in the chart. Many different aspects of each data series can be changed, but you'll
probably change the color of bars, columns, pie slices and areas most often.

To Change the Color of a Data Series:

e Select the data series that you wish to edit.

Worldwide Widget Sales
20,000.00 Click on any
15 000.00 Data Series
10,000.00 Color to select

alt data sharing
that category

£,000.00 ~{'
0.00

Cluarter 1 Quarter 2 Cuarter 3 Cuarter 4

e Click the Format Button on the Chart Toolbar (or double click the data series).

Series "Asia" - @| |4 ~ A | = | %
53

Format Data Series |
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e Use the Format Data Series dialog box to pick a new color.

Format Data Series E]

Bixis ¥ Error Bars || Datalabels || Series Order | Qptions

Lire Marker

(&) Automatic (®) Automatic

() pone () None

OCustnm DCustum
Stle: | ——— v Style: [ e v
Color: Automatic v Eoreground: Automatic v
Weight: | ———— (v Background: | Automatic |

] 5moothed line

Sge: |5 §|pts

Sample ’
(] shadow

*»

Ok ][ Cancel ]

e Click the OK button to accept the Data Series color changes.

By the end of this lesson, learners should be able to:
e  Set page margins
e Change page orientation and paper size
e Create headers and footers
e Create sheet settings

Setting Page Margins

The Page Margins define where on the page Excel will print the worksheet. By default, the top and bottom margins are set
at 1 inch in Excel 2003. The left and right margins are set at .75 inch. Margin settings can be changed to whatever you want.
Different margins can be defined for each worksheet in the workbook.

To Change the Margins in the Page Setup Dialog Box:

e  Select the correct worksheet.
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e Choose File =* Page Setup from the menu bar.

File | Edit Wiew Insert Fo

1| Mew.., Chrl-M
| Cpen... Chrl+0
Close
il Save Chrl4+5
Save fAs...
49 5ave as Web Page...
%1 File Search...
Permission k
Web Page Preview
| Page Setup... .
4 Prink Preview "
=4 Print... Chrl+P
Send To 3

Exit

»
W

e Select the Margins tab.

Page Setup
Chart
1 E 0.s 3
Qpkions. ..
Left: Right:
075 %
Bottorm: Foaker:
1 * 0.5 ¥
Center on page
(a4 ] [ Zancel

e  Use the spin box controls to define the settings for each page margin-Top, Bottom, Left, Right, Header and
Footer.

o Click the OK button to change the margin settings.

Changing the Page Orientation and Paper Size
The Page tab of the Page Setup dialog box lets you change page orientation (portrait or landscape) or paper size (e.g.,
letter size or legal size). The default paper size in Excel 2003 is 8.5 X 11 inches, with a portrait orientation (prints up and
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down on the long side of the page). A landscape orientation, on the other hand, prints up and down on the short side of the

page.
Orientation

) Portrait (%) Landscape

To Change Page Orientation:
e Select the correct worksheet.
e Choose File =* Page Setup from the menu bar.
e Click on the Page tab.

Page Setup
Page | Margins | Header/Footer | Sheet
Orienkatki
[
[,
Qe Qs
Scaling options, ..
(&) Adijust to: % normal size
) Fit ko pagels) wide by Eall
Paper size: % 11" Letker
Print gualitsy: |EDD dpi " |
First page number:
Ok, ] [ Cancel

Click on the paper size.
Click the OK button to accept the page settings.

Choose an Orientation (Portrait or Landscape) for the worksheet.
Select a Paper Size from the list of available paper size options that appear in the list box.

v/ The Page tab of the Page Setup dialog box lets you shrink the spreadsheet data so it fits on a specified number of
pages when you print. Click the Fit to: option button and enter the desired number of pages wide and pages tall.

The Page tab of the Page Setup dialog box lets define the resolution of the print job. Print Quality is measured in dpi, or

dots per inch. High dpi provides a better print quality.

Creating Headers and Footers

Headers and Footers can be added to any worksheet, although not required. A Header is any information that appear at the
top of each page. A Footer prints at the bottom of the page. If you want a header or footer inserted onto a page then you will

have to define them. Excel 2003 defaults to no header and no footer.

To Create a Header:
e Choose File =* Page Setup from the menu bar.
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e Select the Header/Footer tab in the Page Setup dialog box.

Page Setup

Header: _
||{nu:une]| v| Opkions. ..
[ Cuskom Header. .. ] [ Custom Footer, ., ]

Foaker:

| (none) v |

Ik, ] [ Cancel

e Click the Header drop down list and select and of the predefined headers:

Header:

Page 1 F

nong L

Page 1 of ¥
Sheet1

OR

click the Custom Header button to create your own header. Follow the instructions in the Header dialog box to

make your entry.

To format bext: seleck the text, then choose the Font button.

Toinsert a page number, date, time, file path, filename, or tab name: position the
insertion paink in the edit ba, then choose the appropriste bukkon,

To insert picture: press the Insert Picture button. To format your picture, place the
cursor in the edit box and press the Format Picture button,

@] )

I_;eFt section: Q:nter section: _gigﬁl: saction:
Page &[Page]

EH

e Click the OK button to return to the Page Setup dialog box.
To Create a Footer:

e Choose File =* Page Setup from the menu bar.
e Select the Header/Footer tab in the Page Setup dialog box.
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o Click the Footer drop down list and select one of the predefined footers.

Fooker:

(mone) r:

(none) -~

Page 1 —3
Sheet1 [\!3

OR

Click the Custom Footer button to create your own footer. Follow the instructions in the Footer dialog box to make
your entry.
v/ You can insert Placeholder buttons into both the header and footer to format text, insert page numbers, date, time,
filename, or tab name. Excel replaces those placeholders with the information each represents when the worksheet is
printed. Follow the instructions in the Header and Footer dialog boxes.

Creating Sheet Settings
The Sheet tab in the Page Setup dialog box provides additional print options you may want to add to your worksheet.

Page Setup | ? |
| Page Margins | Header(Footer | ''''''' Sh BH _______ )
Prink grea: | Prink....
Prink tithe
Fows bo repeat at bop: _
-
Columns o repeat at |eft; B
Prink
[ aridines [ rove and column headings
[JBlack and white  Comments: | inone) w
[ oraft quality Cell errors as: displayed w
Page order :

(%) Down, then over
() Over, then down

Lok J[ concel |

Print Area
By default, Excel prints from the Al to the last occupied cell in a worksheet. You can specify a different range of cells to print.

Print Titles
Prints column and row labels on each page of the printout. Specify these rows or columns in the Rows to Repeat at Top

and Columns to Repeat at Left textboxes.

Print - Gridlines

Determines whether gridlines are printed. However, turning off gridlines does not affect their appearance in Normal View.
Print - Black and White

If you used colors in your worksheet but don't want to waste the ink in your color printer, use black and white.

Print - Draft Quality

Choose draft quality to print the worksheet without gridlines or graphics.

Print - Row and Column Headings

Click this option to include row numbers and columns letters in your printed document.

Page Order

Determines the order in which worksheets are printed.

By the end of this lesson, learners should be able to:
e Specify a print area
e Preview a page
e Insert and remove page breaks
e  Print a worksheet or workbook

Fundamentals of ICT - Plass of Now. 201 ~Qustracton. - . Shelemba

76



MOUNT MERU UNIVERSITY

Specify a print area
In Excel 2003 you can print an entire workbook, a worksheet, a cell range or a cell. Excel defaults to printing the entire
worksheet. But if you want to print only a certain area of a spreadsheet then you can define a print area.
To Specify a Print Area:
e Choose View =* Page Break Preview from the menu bar.

ormal
U Page Ereak Preview %

Toolbars 3

Zoom, ..

¥
e Areduced image of the chart is displayed on the screen.
e Click on one of four blue-colored borders and drag to highlight and select the area to print.

A E [ u] E F G H 1 J
1
2
b}
4
5
[}
T
& Worldwide Widget Sales
A
]
] [ AN
12 A0, 10000
13 [RIATIR]
14 e Chart Area
B iz, —#— Fuis
i —B— AFrins
17 sinnn )
Harlk Amrring
15 [IRTIR] e
13 SELn —+— Sualh Ameri
ED [IAIIN 1]
1 b
e FERTINT]
23 L
24
25
26
27
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e Choose File =* Print Area =* Set Print Area on the menu bar.

File | Edit Miew Insert  Fo
1| Hew.., ChrlH

Chrl4+0

Lk
9

Ctrl+5

I
]
=
a7

Save As...

Save as Web Page...

Bk

File Search...

Petmission F

Wieb Page Preview

Page Setup...

Prink Area 4 m Sek Print Area

Prink Prewigw Clear Print firea

Print. .. Ckel4+P

Wy o

Send To »

Exit

bt
W

Only that area you defined in the print range will print when the worksheet is submitted to the printer for printing.

Preview a page before printing

Excel 2003 provides a Print Preview capability that shows a smaller picture of the printed page directly on the computer
screen. Print Preview is a good way for you to review the formatting and make sure the columns, rows and margins appear
exactly where you want them.

To Print Preview:

e Choose File =* Print Preview on the menu bar, or

Click the Print Preview button on the standard toolbar.
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T
i
Im
=8
=

View  Imsetk  Fo

MeEw, . kel

QpEn. .. Chrl+O

Ctrl+5

| Save as Web Page. .,

S S N

File Search...

Permission F

Wb Page Preview

Page Setup...

Prinkt Area k

| L4 Prink Preyviews

(=i Print... CErl+P

Send To »

Exit

¥
e In Print Preview window, the document is sized so the entire page is visible on the screen. Simply check the
spreadsheet for overall formatting and layout.

E3 Microsoft Excel - Book1

Pk Previous L Zoom J [F‘rint...] [Setup...] [Margins] [ Mormal Yiew ] [ Close J [ Help J

Warddwicn Widgut Saus

'v/ The Zoom button in Print Preview will enlarge the data so it can be read.

Inserting and Removing a Page Break

There are two different kinds of page breaks in Excel: soft page breaks and hard page breaks. A soft page break is
automatically inserted into a spreadsheet when there is too much data to fit on one page. A hard page break is one that you
can insert into a spreadhseet, wherever you want it to appear.

To Insert a Page Break:

e Move the cursor to the row where a page break needs to be inserted. This row will be the first row on the new page.
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e Choose Insert =* Page Break from the menu bar.

Insert | Format  Tools D

Cells. ..

Rows
Zolumns
Worksheet

ﬂ Chart...

Symbal, ..

| Page Break. \-E

S| Eunction...

Marne k

A Comment

Picture k
#,4 Diagram...

Ohiject, ..
M Hyperlink..,  Crrl+k

=)

e A page break, indicated by a dashed line, is inserted into the worksheet.
To Delete a Page Break:

e Move the cursor to the row where a page break appears

e Choose Insert =* Remove Page Break from the menu bar.

@ File Edit Wiew | Insert | Format Tools Data  window  Help
ARNE=N" REWER Rows F |9 -0 -8 F 3]
15 - Columns
A, | B Warksheet E | F | G |

1

Chart...
2 Januar IH—H -
3 Februg Symbl...
4 Mar_':h ! Remove Page Break
5 Al A co Q—

Unctian, ..
B hay - Page breaks are
7 June Rarne 3 represented by dashed

lines.

8 JUIY Picture 3
4 Augus]
10 Sentef iil__'_y Hyperlink. .. Chrl+HE
11 Octob ¥
12 Movermber
13 December
14

e The page break (represented by a dashed line) is removed from the page.

Printing a Worksheet or Workbook

Printing in Excel is much like printing in other Office applications like Microsoft Word. As previously mentioned, Excel
defaults to printing the entire worksheet.

To Print a Worksheet:
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Choose File =* Print from the menu bar.

JT‘ Edit  Wiew Insert  Fo
L1 Mew.. ChrlHM
[ Cpen... Chrl4o

Close
ml save Crl+5
Save As...

|4 Save as Web Page..,

%1 File Search...

Permission F
Wb Page Preview

Page Setup...

Prinkt Area k

|| Print Preview

|5 Print... n ClrkP
e
Send To »
Exit

»
W

The Print dialog box opens.

Print @E|

Printer

Nome: ST
Stakus: Idle e,
=D

Where:  LPT3:
Cormnrment:
[ ] Prink ko file
Prink range Copies
umber of copies: 8
OF:'] Number of gopies: | 1 3|
O Page(s) Fom: | $| To: :

Prink wahak |ji| Ijﬂ Cgllate
() Sedection () Enkire workbook.

(%) Active sheekls)

= (o= )

Specify the Printer Name where the spreadsheet will print. If you only have one printer in your home or office, Excel
will default to that printer.

In Print Range, choose whether to print All or a certain range of pages (Pages From n to y, where n and y are the
beginning and ending page numbers.

In Print what, choose whether to print a Selection, the Active sheet or the Entire Workbook (all worksheets in
the workbook). Excel defaults to the Active Sheet.

Choose the Number of Copies to print by clicking on the up or down arrows.

Click the OK button to print the worksheet.
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v‘/ Don't print your Excel spreadsheet without checking spelling first! Excel includes two tools to help correct spelling errors:
AutoCorrect and Spelling.
Advanced Excel Topics

By the end of this module, learners should be able to:
Filter data in a spreadsheet

Using AutoFilter
The AutoFilter feature makes filtering, or temporarily hiding, data in a spreadsheet very easy. This allows you to focus on
specific spreadsheet entries.
To Use AutoFilter:

Select Data from the main menu.

Select Filter = AutoFilter.

Click the drop-down arrow next to the heading you would like to filter.
For example, if you would like to only view data from the West Sales Region, click the drop-down arrow next to Sales
Region.

E‘_W File Edit Wiew Insert Formak  Tools  Data  Window  Help - 5 X
B3 - fe Wiest

A, | B | C | D | E =
1 |[Employee Name [~|Sales Regid = |January E]Fehrumy[z]h'larch E
2 |Smith, Jane Sort Ascending $505,000.00 | $750,000.00 $=00,200.00
3 |Potter, Betty S e $50,000.00 $150,000.00 $175,000.00
4 |Doe, John (Al §425 000.00 $226 00000 $126 000.00
5 |Shadow, Elizabeth|(Top 10...) §95 000,00 $126 50000 $250,000.00
E |Fobinson, Betty ':E‘;';'ft':'m"':' $423 45600 $324 AE0.00 $123 450.00
7 |Smith, Harold Naorth §e25 326.00 $426 32600 $156,250.00
8 |Thomas, Fobert | South §152 380.00 $265 489 00 $160578.00
9 |Zachman, Zachary $80,000.00 $90,000.00 $35,000.00
10 |Altman, Zoey South $190,000.00 $175,000.00 $165,000.00
11 |Bittirman, Williarm WWest §250,000.00 $125,000.00  $30,000.00
12 |Allenson, Carol South §375,800.00 $385,000.00 $275 00000
13 |Carlsan, David West §425 000.00 $326 BA0.00 $150,280.00
14 [kellerman, Frances West $425 000.00 ) $189 050.00 $125 00000
15 |Collman, Harry Maorth §326,000.00 $128 A00.00 $250 22500
16 |Ferguson, Elizabeth  South $175,000.00 §$155000.00 $30,000.00
17 |Marrison, Thomas  East $255,000.00 $324 560.00 $156,250.00
158 |Hodges, Melissa Wiest $195,850.00 $425 325.00 $160,573.00
E .
M 4 » »]Sales 2006 § Sheet? / Sheeta / | < >
Ready LM

Choose the data you would like to display.

In this example, you would choose West. All other data will be filtered, or hidden, and only the West Sales Region data is

visible.

# Click the drop-down arrow again and select All to display all of your original data.

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

Sort lists in ascending order
Sort lists in descending order
Sort multiple categories at the same time

Sorting Lists

Sorting lists is a common spreadsheet task that allows you to easily reorder your data. The most common type of sorting is

alphabetical ordering, which you can do in ascending or descending order.

In this example, we will alphabetize the employee names.

To Sort in Ascending or Descending Order:
Select Data from the main menu.
Select Sort. The Sort dialog box will appear.
Select the category you would like to Sort by.
Select Ascending to sort in alphabetical order from A to Z.
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Click OK.
|3_le File Edit Wiew Insert Format  Tools Data  Window  Help - B
A2 - A& Srnith, Jane
A | B | o | D | E =

1 |Employee Name [ ~|Sales Regi

2 |Smith, Jane

3 |Fotter, Betty §175,000.00
4 |Doe, John 125 000.00
5 |Shadow, Eliza {(*) Ascending $260,000.00
E |Fobinson, Bet () Descending $1235,450.00
7 |Smith, Harald F156 250.00
8 |Thomas, Robe| - _ §160 578.00
9 |zachman, Zac g;i::.ig $35,000.00
10 |Altman, Foey g - %165 ,000.00
11 |Bittirman, Willi _ H80 000,00
12 |Allenson, Caro © Ascending 00 $275,000.00
13 |Carlson, David © Descending 0.00 $150,280.00
14 |Kellerman, Fra My datarange has h0.00 $125 000.00
15 |Collman, Harry (&) Header row ) Mo header row 0.00 §250 225.00
16 |Ferguson, Eliz 0.00 §30,000.00
17 |Moartison, Thor) [ aptions. . [ o | [ cancel ] 0.00 $156,250.00
18 |Hodges, Melis 5.00 $160 573.00
19

T

M 4 » »\Sales 2006 { Sheet2 { Sheet3 / | ¢ |
Ready MLIM

# To sort in reverse alphabetical order from Z to A, select Descending.

To Sort Multiple Categories:

Select Data from the main menu.
Select Sort. The Sort dialog box will appear.
Select the category you would like to Sort by.

Select Ascending to sort in alphabetical order from A to Z.
In the Then by section, select the second category you would like to sort.

Fundamentals of 107 - Placs of Neu. 201

83

-Tustructor - UW. Sthehemba



MOUNT MERU UNIVERSITY

Click OK to sort in alphabetical order and by sales region.

|3_le File Edit Wiew Insert Format  Tools Data  Window  Help - B

A2 - A& Srnith, Jane

A | B | o | D | E

1 |Employee Name |~ |Sales Regi
2 |Smith, Jane
3 |Fotter, Betty §175,000.00
4 J0oe, John Sark by 125 000.00
] Sha!:inw, Eliza e — | (® ascending F2a0 00000
E |Fobinson, Bet () Descending $1235,450.00
7_|Smith, Harald | open by F156 250.00
8 |Thomas, Robe| S @ Ascending F160 575.00
9 |fachman, fac o 'A ODe;cen ding £35 000.00
10 A!tr_nan, Eue.j,r. {Emploves Mame B $165 000.00
11 |Bittiman, Willi _ $80,000.00
12 |Allensaon, Carg|  |January k © Ascending I0.00 %275 000.00
13 |Carlson, David ;z'igﬁa“f o| ©Descending 0.00 $150,250.00
14 |Kellerman, Frel Mre=mrorgerms 0.00 $12% 000.00
15 |Collman, Harry (&) Header row ) Mo header row 0.00 §250 225.00
16 |Ferguson, Eliz 0.00 §30,000.00
17 |Moartison, Thor) [ aptions. . [ o | [ cancel ] 0.00 $156,250.00
18 |Hodges, Melis 5.00 $160 573.00
19
T o
M 4 » »\Sales 2006 { Sheet2 { Sheet3 / | ¢ |
Ready MLIM

By the end of this module, learners should be able to:
Insert comments
View comments
Edit comments
Delete comments
Show and hide comments

Inserting, Viewing, and Editing Comments
There may be times you would like to leave a reminder or note in the spreadsheet for yourself or someone else. Excel allows
you to easily insert comments in a cell, as well as view and edit those comments.
To Insert a Comment:
Select the cell where you would like to add a comment.
Choose Insert =* Comment from the main menu.
Enter your comment into the text box that appears next to the selected cell.
_ Click in any other cell. The comment box will disappear.
# Notice the small, red triangle in the upper-right corner of the selected cell. This triangle indicates that there is a comment
associated with the cell.
To Edit, Delete, Show, or Hide a Comment:
Right-click the cell with a comment.
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Select Edit Comment, Delete Comment, or Show/Hide Comments from the menu.

@_1 File Edit Yiew Insert Format Tools Data  Window  Help -3 X
(2 - B 505000

A | B | C | o | #
1 |Employee Name | Sales Region Janua February Marcl
2 |Smith, Jane Marth I LENE OO0 DO $750 000 00 LEO,
3 |Potter, Betty Yiast da | Cut ),
4 |Doe, John South 23 Copy o,
S |Shadow, Elizabeth | East 2! oot O,
b |Hobinson, Betty East i Paste 3,
7 |Smith, Harald Yi'est Paste 3pecial. . =3
g8 |Thormas, Robert Marth e, 0,
8 |fachman, Zachary  |Morth 5,
10 [Altman, Foey South Delete. .. a
11 [Bittirman, WWilliam West | = 0,
12 [Allenson, Caral South i =5,
13 |Carlson, David West A Edt Comment [,
14 |Kellerrman, Frances West Delete Comment |5,
15 |Collman, Har.rj,f Marth ShowHide Comments
16 |Ferguson, Elizabeth | South \\mﬁr_f/fﬂ,
17 |Marrisan, Thomas | East k) W B,
18 [Hodges, Melissa West Fick From Crop-down List. . [,
;g add Watch
M Create Lisk, ..,
22 & Hyperlink... 7
4 4 v »[\Sales 2006  Sheet2 { Sheet3| |
Ready a&; Look Up...

# To hide a comment after choosing to show it, simply right-click the cell, choose Hide Comment from the menu.

Challenge!
If you have not already done so in a previous Challenge, download and save the Employee Sales spreadsheet. Need help?
Open the Employee Sales spreadsheet.
Add the following comment to the cell with Jane Smith's February sales information:
Record Month -- Sold 19 cars!
Add the following comment to the cell with Thomas Morrison's June sales information:
Lowest monthly sales -- out sick.
Delete the comment associated with Jane Smith's February sales record.
Save and close the spreadsheet.

By the end of this module, learners should be able to:
Insert a hyperlink

Inserting Hyperlinks
Watch the video! (1:30 min) - Tips for watching our videos.
You can insert hyperlinks into a spreadsheet to access specific websites from that spreadsheet. Many businesses use
hyperlinks within spreadsheets to easily link to online documents that are relevant to that specific spreadsheet.
In this example, we are working with a personal budgeting spreadsheet. We will insert a hyperlink that links to the
GCFLearnFree.org® website. The site offers a tutorial on Money Basics, which includes general budgeting information.
To Insert a Hyperlink to a Website:

Select the cell where you would like to insert the hyperlink.

Select Insert =* Hyperlink from the main menu. The Insert Hyperlink dialog box will appear.

Enter the text you would like to appear as your link in the Enter text to display: field.

Enter the website address in the Address: field at the bottom of the dialog box.
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Click OK. The hyperlink will appear in your spreadsheet.

(0] ple Edt Vew [ncert Fomat Tooks Data Window Hep e ooosshonforbeln ow o @ X
A2 - f

A | B C | D | E F | 6 | H I~
1 2005 Monthly Budget

i) Lookin: | %@ Removable Disk (E:) P @]
Al

webPage | | | Digidesign Databases

|
|
| Curert | =y yideo_OnlineClassRegistration
‘ & ) Working Documents
Place in This g_] Cower Letter
| Cover Lether - With Changes
| Pages Employes Sales
| Excel_autoFiker_withCaptions
| Excel_FormatWorkshests
|
|
|

Document Files Excel_Hyperlinks
Excel_Insert¥iewEditComments |
o [hittp: ffwovens gcflesrnfres. orgtutorials
E-mai Address

LREGK | [ cancel |

By the end of this module, learners should be able to:
Group worksheets
Format multiple worksheets at the same time

Formatting Worksheets
Watch the video! (1:16 min) - Tips for watching our videos.
You can format multiple worksheets at the same time in Excel. To do this you must first group the worksheets together.
To Group and Format Worksheets:
Click the first sheet tab you would like to format.
Press and hold the Shift key on your keyboard.
Click the last sheet tab you would like to format.

For example, if you have a workbook with three worksheets labeled 2005, 2006, and 2007, respectively, you would
click the 2005 tab, press and hold the Shift key, and then click the 2007 tab. Both sheet tabs you clicked, and any in
between, will be highlighted.
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@ File Edit ‘Yiew Insert Format Tools Data  Window  Help - F X
A - pi

A | B [ ¢ [ o [ E [ F I3
1 2005 Monthly Budget
z 1
3 January  February March April N
4 |Rent F200.000 F250.000 $250.000 $250.000 §250.00
A |Car Payment $0.00 $0.00 $0.00 $0.00 $0.00
b |Cahle $30.00 $30.00 $30.00 $30.00 $30.00
7 |Poar 42.00 $45.00 $45.00 $a0.00 5500
g |Phone $30.00 $32.00 $35.00 $30.00 $42.00
8 |Insurance F45.00 F45.00 §45.00 §45.00 F45.00
10 [Credit Cards 100,00 100,00 $100.000  $100.000  $100.00
11 |Groceries $300.000 300000 $300.000  $300.000  $300.00
12 |Gas §175.00 §175.000 $175.000 $175.000 $175.00
13
14
15
16
17 |Monthly Expenses | §972.00) §977.000 §$980.000 $930.00 $997.00
18 [Income $1,20000 §1 20000 §1,20000 §1 20000 §1 20000
19 | Savings R0 000 $223.000 5220000 5220000 $203.00|
Ready MM

Edit one of the worksheets.
Any changes you make to one sheet will appear in all the highlighted sheets. For example, if you delete a row in the first

sheet, that row will no longer appear in any of the highlighted sheets.

Challenge!
If you have not already done so in a previous Challenge, download and save the Monthly Budget spreadsheet. Need help?
How to Download a File

Open the Monthly Budget spreadsheet.

Group the three sheet tabs.

Add a column to the right of July.

Type August in the column heading.

Save and close the spreadsheet.

By the end of this module, learners should be able to:
Format cell styles using the Format Cells dialog box.
Format numbers, alignment, font, border, and patterns in a spreadsheet.

Applying and Modifying Cell Formats
Watch the video! (2:24 min) - Tips for watching our videos.
You may want to modify the appearance of your spreadsheet to make it more visually appealing. Excel allows you to make
cosmetic changes to cell formatting.
To Apply and Modify Cell Formats:
Use your mouse to select the cells you want to modify.
Select Format =* Cells from the main menu. The Format Cells dialog box will appear.
Decide how you want to format the cells.
Select the tabs that allow you to make the desired changes.
Use the Format Cells drop-down menus and tools to make the desired changes.
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Click OK.
Format Cells _? |F§|
' Alignment Fonk Border Patterns Protection
Category: Sample
zeneral $195,000.00

Mumber

Decimal places: |z

L

Accounking

Diake Symbal:

Tirne £ -
Percentage " .

Frackion Megative numbers:

Scientific 3

Text $1,234.10

Special (F1,234.100

“uskom (F1,234.100

Zurrency Formats are used For general monetary walues. Use Accounting
formats to align decimal poinks in a column.

[ Ok ] [ Cancel ]

In the Format Cells Dialog Box You Can Change:
Number Formatting
Alignment Formatting
Font Formatting
Border Formatting
And More!

By the end of this module, learners should be able to:
View available templates
Create a new workbook from a template

Creating New Workbooks Using Templates
Watch the video! (0:53 min) - Tips for watching our videos.
Excel allows your to create new workbooks using templates, or a predefined pattern. Several templates are preloaded in
Excel and others are located on Microsoft Office Online.
To Create New Workbooks Using Templates On Your Computer:
Open Excel.
Select New from the menu. The New Workbook dialog box will appear.
File =+ New from the main menu. The New Workbook task pane will appear.
Click On my computer... in the Templates section of the New Workbook task pane. The Templates dialog box will
appear.
Select the Spreadsheet Solutions tab.
Select the template you wish to use.
Click OK.
To Create New Workbooks Using Templates on Office Online:
Open Excel.
Select File =* New from the main menu. The New Workbook task pane will appear.
Click Templates on Office Online in the Templates section of the New Workbook task pane. Office Online will
open in a new browser window.
Browse the template categories and click the link of the category you wish to view.
Click a template link.
Click Download Now to download the template.
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