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Introducing
CustomGuide
Courseware

Thank you for choosing CustomGuide courseware as the
solution to your training needs. A proven leader in the
computer training industry, CustomGuide has been the
key to successful training féihousands of students and
instructors across the globe.

This manual is designed for computer users of all
experience levels. Novice users can use it to learn skills
such as formatting text, while advanced users can use it to
create their own templates.

All this information is quickly accessible. Lessons are

broken down into basic stdyy-step instructions that

answert oichogwestions in minutes. You can print a
complete 30€page training manual or a single page of

instructions.

Herebs how a atalisorgane@dii de m

Chapters

Each manual is divided into several chapters. Aren't sure
if you're ready for a chapter? Look at the table of contents
that appears at the beginning of each chapter. It will tell
you the name of each lesson and subtopic indinl¢éhe
chapter.

Lessons

Each chapter contains lessons on related topics. Each
lesson explains a new skill or topic and contains an
exercise and exercise file to give you hands
experience. These skills can also be practiced using
CustomGuide Online Leaing.

Review
Areview is included at the end of the manual. Use these
quiz questions and answers to assess how much you've
learned.

University of Virginia Health System 7



How It Works

1. Open Microsoft Word 4,

Our customizable courseware is provided as siftgple
use, editable Microsoft Word doaents$ if you can use
Microsoft Word you can create your own training
materials in minutes!

2. Select Your Topics

Select the content you need from our awardning 5.

courseware library. You can even mix and match topic
between titles, such as Microsoft Gagk and Microsoft

Print and Distribute

Print as many copiesaou need at your site, without
paying any peunit royalties or maintaining physical
inventories. You can print singjgage handouts, a groug
of related | essons, or a
convenient, and very affordable.

Teach and Learn
Y o u léve having your own customized training
materials, and your users will appreciate the colorful

Word.

3. Customize
Arrange topics in the order you wénthe courseware
automatically updates to reflect your changes. Add ya
organizationés name a-nd
houseo | ook.

illustrations, dowrto-earth writing style, and the
convenience of having a reference guide that they cal
use in or out of the classroom.

39 Generation Course wa r e What 6s New?

CustomGuide is pleased to introduce 3rd generation courseware. Completely redesigned from years of customer feedback,
3rd generation courseware features a streamlined design that is easier to customize and use as a referencddoblaifake a
the table below for more information regarding these features.

Featuring a professional-looking, easy-to-read design, 3" generation courseware appeals to
instructors, students and individual users alike.

Streamlined design

A new Exercise Notes section appears at the top of each lesson. Rather than practicing the
topic step by step through the lesson as in 2 generation courseware, the topic can be
practiced using the exercise file and exercise described here.

Exercise Notes

In addition to the Table of Contents found at the beginning of each courseware title, 3"
generation courseware includes a Table of Contents at the beginning of each chapter, making
it even easier to locate the lessons you need.

Table of Contents

Smart Quizzes The Quiz section, located at the back of the book, automatically updates itself when the
manual is customized. For example, if you remove a lesson regarding cutting and pasting text,

there will be no questions in the Quiz section that relate to cutting and pasting text.

The design of 3" generation is simplified, which makes it easier to customize. All you have to
do is click and drag or copy and paste, or press the <Delete> key to remove a lesson, and
voila; youbre done!

Easier customization

Use as a reference tool 3" generation courseware breaks tasks down into basic step-by-step instructions and can be

used as a virtual hetl 0 des&s t iamssveirn ngi mihtoen

8 © 2010 CustomGuide, Inc.



Courseware Features

G Working with Shapes and Pictures

Positioning Pictures

Whenever you insert a graphi¢dra document, it is

G—— Tips

objects, they must be on a drawing canvas. St
lesson orinserting Shapefor more information.

Adjust text wrapping

change the objectodos te

wish to adjust.

e_ 2. Click theText Wrapping button in the Arrange

each style.
3. Select a text wrapping style from the list.

The text wrapping stylis applied to the image.

f

Other Ways to Adjust Text Wrapping:

from the submenu.

To display/hide the grid
Just like the graph papgou used to use in geometr
help you draw and position objects.

1. Click the View tab on the Ribbon.

Other Ways to Display the Grid:
Press<Shift> + <F9>, or click theFormat
contextwl tab on the Ribbon, click thaign
button in theArrange group, and seléaw

inserted inline with text by default. This means that th

V If you want to use a graphic with other graphics

To adjust how text reacts to the objects in your documer

1. Doubleclick the object whose text wrapping you

The Format contextual tab appears on the Ribbon.

A list of text wrapping styles appears. Take a look
the Text Wrapping Styles table for a description of

Rightclick the image, point to Text Wrappin:
in the contextual menu, and select an optior

class, theyrid consists of horizontal and vertical lines 1

2. Click theGridlines check box in the Show/Hide grouj

Horizontal and vertial gridlines appear on the page.

& Exercise

Exercise File: AmericanHistory?3.docx

text in the document moves in order to accommodate . Exercise: Sekct the header row containing| —— _e
graphic. This lesson will show you how to adjust text the month labels, the Income row, the Total
wrapping and how to use the grid to position objects. Exp. Row, and the Net Inc. row (use the Cti

key to select multiple rows). Create ®©2
Clustered Column chart.

ee

Table 7-2: Text Wrapping Styles

Intine This places the object at the insertion point in
Xt ] with Text 'me of textin the doument. The object remain:
on the same layer as the text.

Wraps text around all sides of the square

[ sware  ounding box for the selected object,
Wraps text tightly around the edges of the act
@ Tight image (instead of wr.
bounding box).
group Behing TS removes text wrapping and puts the obje
I§ Text behind text in a document The object floats o1
its own layer.
InFront TS removes text wrapping and puts the obje
@ of Text [N frontof textin adocument. The object float
onits own layer.
Top and  Wraps text around the top and bottom of the
5| Bﬂ"’mm object, leaving the area to the right and left of
the object clear.
Similar to the Tight style, this style wraps text
[ Throuh  rughout the image.

y

Majestic Natural Beauty
* Dlympic National Park [WA]
o Crater Lake National Park (OR)
# Loke Tahoe (CA)
« The Monterey Peninsula (CA)
+ Yosemite National Park (CA)

—10

Figure 7-3: A document with the grid displayed.

Gridlines from the list.
Tip: Gridlines do NOT appear in the printed a
document.
) Lessons are presented 0 102 © 2007 CustomGuide, nl se and
you can follow along witt] pic of the

lesson ends and a new one begns.

G Clearstep-by-st ep i nstr uct i-toonos
questions. Anything you need to click appears like
this.

G Whenever there is more than one way to do
something, the most common method is presented
in the numbered step, while the alternate methods
appear beneath.

{) The table of contents, index, tables, figures, and (H)
quiz questions automatically update to reflect any
changes you make to the courseware.

[esson.

Tips let you know more information about a specific
step or topic as a whole.

Tables provide summaries of the terms, toolbar
buttons, and options covered in the lesson.

Icons and pictures show you what to look for as you
follow the instructions.

University of Virginia Health System
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Program
Fundamentals

Starting Excel 2010.........ccoeeeiiiiieiiiiiiee e 11
Windows Vista and Windows 7................ 11

What 6s New i n..Ex.c.el..201P0

Giving Commands .......ccccceeeeviiiiiieiene e 14
RIDDON.....ooiii 14
Filetab ......coooo 15
Quick Access Toolbar .........ccccceeeviiinneen. 15

Using Command Shortcuts .........ccoeeeeeeeeeieeennn, 16
Keystroke shortcuts .........cccccevveevveiiiinnen, 16
Contextual MEeNUS.........ccccvveeereeeeeiiiieeen, 16
Mini Toolbar.........ccccccc 16
KeY TIPS oottt 17

Creating a New Workbook ..........cccoceeeininns 18
Create a new blank workbook ................. 18
Create a workbook from a template ........ 18

Opening a WorkbooK .........cccovcieeiiiiiiiiiiiiinee 19

Previewing and Printing a Worksheet ............. 20

Saving a WorkbooK ..........ccccccvi 21
Save a new workbook.................cceuvneeen. 21
Save workbook changes.............cccceenee. 22
Save a workbook under a different name
and/or location ..........cccceeeeviiciiiieeie e 22
Save a workbook as a different file type.. 22

Closing a WOrkbooK ........ccccevviieiiiiiiiiiiiiieeee 23

USING Help oo 24
Search for help ..., 24
Browse forhelp.......ccccooev 24
Choose the Help source .........ccccvvvvvevenees 24

EXiting EXCel ..coooeeeiiiiiiiiee e, 26

Microsoft Excel is a powerful spreadsheel
program that allows you to make quick
and accurate numerical calculations and
helps you to make your data look sharp
and professional. The usks Excel are
limitless: businesses use Excel for
creating financial reports, scientists use
Excel for statistical analysis, and families
use Excel to help manage their investmer
portfolios.

I f youdre moving fr
earl i er t o lEBeedhatl 2 (
Excel has undergone a major redesign.
Youdl |l stild]l be far
programdés functione
a completely new user interface and man'
new features that have been added to
make using Excel more efficient.

This chaper is an introduction to working
with Excel. Youobl |
parts of the program screen, how to give
commands, use help, and about new
features in Excel 2010.

10 © 2010 CustomGuide, Inc.



Program Fundamentals

Starting Excel 2010

In order to use a program, you must ftaot launct® it
first.

Windows Vista and Windows 7

1. Click theStart button.
The Start menu appears.
2. Click All Programs.
The left pane of the Start me displays the programs
and menus installed on your computer.
3. Click Microsoft Office.
4. SelectMicrosoft Office Excel 2010.
The Excel 2@0 program screen appears.
£J Other Ways to Launch a Program:
Click the Start button and type the program name
in the Search box. Click the program in the search
results to launch it.
Tips
V If you use Excel 200 frequently, you might consider

pinning it to the Start menu. To do this, rigtick
Microsoft Office Excel 2010in the All Programs
menu and sele®in to Sart Menu.

Windows 7 users can also pin a program to the
taskbar. To do this, rightlick the Excel button in the
taskbar and sele&tin this program to taskbar from
the contextual menu.

& Exercise
A Exercise File: None required.

A Exercise: Start the Microsoft Office Excel 2@ program.

. Maintenance
. Microsoft Office
@ Microsoft Access 2010
3] Microsoft Excel 2010
E Microsoft Infobth Designer 2010
m Microsoft InfoPath Filler 2010
@ Microsoft OneMote 2010
|8 Micrasoft Qutlook 2010
|E| Microsoft PowerPoint 2010
[B] Microsoft Publisher 2010
|i| Microsoft SharePoint Workspace 201 —
(W] Micrasoft Word 2010
. Microsoft Office 2010 Tools
. Microsoft Office Tools
. Microsoft Office Live &dd-in
. Microsoft SQL Server 2008
. Moazilla Firefox
| MozyPro
.| Startup
. Sunbelt Software

4  Back

MELISSAP

Documents

Pictures

Music

Games

Computer

Control Panel
Devices and Printers

Default Programs

Help and Support

| |55:r:r" programs and files ye |

@ =5 g

Figure 1-1: The All Programs menu in Windows 7.

University of Virginia Health System 11



Program Fundamentals

What 6s

New @O

Excd 2010is very different from previous versions. The
table below gives you an overview of what to expect.

E X C & Exercise

A Exercise File: None required.

A Exercise: Review the new features in Microsoft Office
Excel 2A.0.

Table 1-1: What 6s

NewlOi n Excel 20

CustomizableRibbon

Backstage View

Workbook Management

Paste withLive Preview

More Themes and Styles
Improved Picture-Editing

Tools

Accessibility Checker
Language Tools

Better conditional
formatting

Improved charts

Improved PivotTables

Improved functions

Improved filtering

Equations in text boxes

The Ribbommakes all the commands neededvtrk with a program readily availabl€he Ribbon was
introduced in Excel 2007, but has been improveBcel 2010nowyou ca create your own tabs and
groups for the Ribbon. You can also rename or change the order of default tabs and groups.

Backstage view is where you open, save, print, share, and manage your files and program option
access Backstage vieglick the File tab on the Ribbon.

Three new tools help you manage, protect, and share your workesdmzer previous versiongets
you revert to an earlier version of your workboBkotected viewhelps protect your computer from
orline attacks when opening files from the Interfiéte Trusted documentsfeatureremembers which
flesyou trust so you arendt prompted each tim

Allows you to preview hovpasted content will look with variouggte optiondefore you paste.it

Predefined styles and themes let you change the overall look and feel of a worksheet in just a few
Now Office 2010 has even more themes you can apply to your documents.

There are many new ways to edit pictures and images in your documents.

Insert screen shotsYou can take a screen shot or screen clipping and add it to your documents.
Improved SmartArt: Now you can add SmartArt that uses photographs.

Other tools: New picture editing tools let you refine the brightness, contrast, or sharpness of a pic
add artistic effects; and control cropping and compression.

The Accessibility Checker lets you find and fix issues that can makeidudtifior people with
disabilities to read or interact with your workbook.

Improved language tools let multilingual users set preferences for language settings in Office 201

Conditional formatting allows yotp analyze Excel data with just a few clickkew icon sets and
formatting options fodata bars are available to add to conditional formatting in your documents.

Sparklines are tiny charts that fit within a cell. They are useful forging a snapshot of yowtatain a
small amount of space.

Expanded charting limits: Now the number of data points in a data seriesliglonited by available
memory.

Double-click to format charts: In Excel 2010, you can instantly access formatting optigndouble
clicking a chart element.

Macro recording for chart elements: You can use the macro recorder to record formatting changes
charts and other objects.

PivotTables are easier to use and are more responsive in Excel 20fi@éhMalding to speed up
performance; the ability to fill down labels; and new search features are some of the enhancemer
Excel 2010.

Slicersare a visual way to filter the data in PivotTables. When a slicer is inserted, you use buttons
filter the data and display what you need. Slicers also make it easy to see which filters are appliec

Excel 2010 includes a set of more accurate functions for statistics. Some existing functions have .
been renamed so they better describetwiey do.

A new search filter helps you to find what you need in large worksheets quickly. Search filters can
used in tables, PivotTables, and PivotCharts. AutoFilter buttons also remain visible as you scroll ¢
a table.

Excel 2 Gil Hpdasion Pools nhake it easier to write and edit equations by keeping them ins
text boxes on a worksheet.

12 © 2010 CustomGuide, Inc.



Program Fundamentals

Understanding the Excel
Program Screen

The Excel 2@0 program screen may seem confusing and
overwhelming at first. This lesson will help you become
familiar with the Excel 2@0 program screen as well as
the new user interface.

?

& Exercise Notes
A Exercise File: None required.

A Exercise: Understand and experiment with the different
parts of the Microsoft Office Excel 20 screen.

& = = Bookl - Microsoft Excel |i\§uﬂj:7°
o—g Home Insert Page Layout Formulas Data Review View & @ = B 2 1
= X Calibri -1 - General - }%C-:ndit\-:nalF-:nrmatting' 5= Insert ~ - ;i? }}
J Gz~ B 7 U~| A A $ - % » [ Formatas Table ~ ¥ Delete = j' Z _e
Faste . e Sort & Find &
- | & A- % 5% [ Cell Styles - [ Format * | 2~ Filter - Select~
Clipboard Font Alignment Number Styles Cells Editing
G Al - b | v
o\ A B c D E F G H I 1 K k=
N 1 I
]
2
3
4
e
6
7
8
c
10
11
12
13
14
15
16
17
13
19 -
M 4 » M| Sheetl ~Sheet2 Sheet? ~¥1 | []4 1]
Ready | 25T T |[EElE @ 100% (=) [} (+)
I I I I T T
I

File tab: Contains basic file management comma&ndsch
as New, Open, Save, and Clésand program options.

Q

Quick Access Toolbar Contains common commands such o
as Save and Undo. You can add more commands as well

Title bar: Displays the name of the workbook you are
working on and the name of the program you are using.

o

Close buttont Click the close button in the Title bar to exit @
the Excel program entirely, or click the close button in the
Ribbon to close only the cummeworkbook.

Ribbon: The tabs and groups on the Ribbon replace the
menus and toolbars found in previous versions of Excel.

L

Scroll bars: Use the vertical and horizontal scroll bars to
view different parts of the worksheet.

O

Zoom slider: Click and drag the slider to zoom in or out of 0
window. You can also use the + antduttons.

©Q © © 0 66 o0 o

o o

View buttons: Use these buttons to quickly switchtween
Normal, Page Layout, and Page Break Preview views.

Worksheet tabs:Workbooks have three worksheets by
default. You can move from one worksheet to another by
clicking the worksheet tabs.

Status bar. Displays messages and dack on the current
state of Excel. Rightlick the status bar to configure it.

Name box Displays the active cell address or object name
Click the list arrow to enter formulas.

Row and column headingsCells are organized and
referenced by row and column headings (for example, cell
Al).

Active cell: You can enter or edit data in the active cell.

Formula Bar: Allows you to view, enter, and edit data in th
active cell. Displays values or formulas in the cell.

University of Virginia Health System 13
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Giving Commands

Excel 2A.0 provides easy access to commands through
the Ribbon. The Ribbon keeps commands visible while
you work instead of hiding them undeenus or toolbars.

Ribbon

The Ribbon is made up of three basic componeaits,
groups, and button#. is the primaryway to give
commands in Excel.

Tabs: Commands are organized irteoson the Ribbon.
Each tab contains a different set of commands. There are
different types of tabs:

e Command tabs These tabs appear by default
wheneveryou open the Excel program. In Excel
2010, the Home, Insert, Page Layout, Formulas,
Data, Review, and View tabs appear by default.

e Contextual tabs Contextual tabs appear whenever
you performspecific task, or whea specificobject
is selected. The tatlwdfer commands relative to only
thatobject or task. For example, whenever you select
an imagethePicture Tooldab appears on the
Ribbon.

Groups The commands found on each tab are organized
into groupsof related commands. For example, the Font

group contains commands used for formatting fonts. Click

the Dialog Box Launchg|- ) in the bottorrright corner

of a group to display even more commands. Some groups

also contain galleries that display several formatting
options.

O Trap: Based on the size of the program window,
Excel changes the appearance and layout of the
commands within the groups.

Buttons: One way to issue a command is by clicking its
buttonon the Ribbon. Buttons are the smallest element of
the RibbonClick a button to giveacommand.

Tips

V  You can hide the Ribbon so that only tab names
appear, giving you more room in the program
window. To do this, doublelick the currently
displayed command takr, rightclick a Ribbon tab
and selecMinimize Ribbon from the contextual
menu.To display the Ribbon again, click any tab.

& Exercise
A Exercise File: None required.

A Exercise: Click each tab on the Ribbon to view its
commandsClick theFile tabto view Backstage view.

Quick Access
Toolbar

A= R R

Command tab

Contextual tab

re Tools

Page Layout Format

— Dialog Box
. Launcher
j" = Fonts ~
Themes
. Effects = Effects =—Button
Themes
Group
Figure 1-2: Elements of the Ribbon.
X 9~ < Bookl - Microsoft Bxcel ==
H Insert  Pagelayout  Formul Dt R Vi v@co@ R
AL I -
A B c D E F G H 1 J K [~
i :‘-
2
3
A
5
6
7
8
9
10
1
12
13
14
15
16
17
18
19
20
21
22
23 3
14> »| Sheet1 /Sheet? .~ Sheets ~¥a []e 30!
Reacy | 7 | |E@ @ 100% (=) Iy ()

Figure 1-3: Hiding the Ribbon gives you more room in the
program window.
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File tab

TheFile tabappearsn the uppefeft corner of the
program windowWhen clcked, it open8ackstage view
which is where you find commands for basic file
managemenincluding New, which creates a new file;
Open, which openseexistingdfile; Save, which saves the
currently opened file; and Close, which closes the
currently opené file. This is also where you find
commands for controlling program options and sharing.

@ Tips

V TheFile tabreplaces the File merand Office Button
found in previous versions of Excel.

Quick Access Toolbar

The Quick Access Toolbappears to the right of thele
taband provides easy access to the commands you use
most frequently. By default, the Save, Undod Redo
buttons appear on the toolbar; however, you can
customize this toolbar to meet your needs by adding or
removing buttons.

@ | Bookd - Microsoft Excel [=[ & s
“ Home  Inset  Pagelayout  Formulas  Data  Review  View (7]
I save .
Information about Book1
[ save s
[ Open a Permissions
[ Close 13 Anyone can open, copy, and change any part of
‘this workboolk.
Protect
Workbook + Properties «
size
Recent =
N _ Prepare for Sharing Tags
ew 7 Categories
[ j Before sharing this file, be aware that it contains: Categories
Document properties and author's name
i Check for prop Related Dates
kesues Content that peaple with disabilties find
difficult to read Last Modified  Today, 4:24 ..
share Created Today, 253 .
Last Printed
Help y Versions
— 4 You can open or delete a version file. Most Related People
25 Add-Ins - autosaved versions are deleted when you close this
Manage Gile, Author
) options Vi o
2 on srens %0 There are no previous versions of this file. Last Modified By
B Bt

Figure 1-4: The Info tab in Backstage view.

Save

Customize

Quick Access

] 9=

Figure 1-5: The Quick Access Toolbar.

Undo

Redo Toolbar

University of Virginia Health System
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Using Command Shortcuts

Command shortcuts provide other ways to give
commands in ExceShortcuts can be a tirsaving and
efficient alternative to the Ribbon. Use shortcuts for the
commands you use most frequently.

Keystroke shortcuts

Without a doubtkeystroke shortcuire the fastest way to
give commands in Excel
issuing common commands, such as saving a workbook.

In order to $sue a command using a keystroke shortcut,
you simply press a combination of keys on your
keyboard. For example, rather than clicking the Copy
button on the Ribbon to copy a cell, you could press and
hold the copy keystroke shortcut, <Ctrl> + <C>.

Contextual menus

A contextual mendisplays a list of commands related to
a specific object or area. To open a contextual menu:

1. Rightclick an object or area of the worksheet or
program screen.

A contextual meun appears, displaying commands
that are relevant to the object or area that you+ight
clicked.

2. Select an option from the contextual menu, or click
anywhere outside the contextual menu to close it
without selecting anything.

Mini Toolbar

TheMini Toolbarappears when you select text or data
within a cell or the formula bar, and contains common
text formatting commands.

1. Select text or data within a cell or the formula bar.

The Mini Toolbar appeansearthe text or data you
selected.

O Trap: Sometimes the Mini Toolbar can be hard to
see due to its transparency. To make the Mini
Toolbar more visible, point to it.

Tip: To close the Mii Toolbar while text is still
selected, pressEsc>
2. Click a buttonon the Mini Toolbar.

The command is given in Excel.

& Exercise
A Exercise File: None required.
A Exercise: Memorize some common keystroke shortcuts

Open a contextual menu in the maertof the program
window.

T h e Jale 1e2: Cornpia keystioke|Shortcgts e at  f or

<Ctrl> + <O> Opens a workbook.

<Ctrl> + <N> Creates a new workbook.

<Ctrl> + <S> Saves the current workbook.

<Ctrl> + <P> Prints the worksheet.

<Ctrl> + <B> Toggles bold font formatting.

<Ctrl> + <I> Togglesitalic font formatting.

<Ctrl> + <C> Copies the selected cell, text or objec

<Ctrl> + <X> Cuts the selected cell, text or object.

<Ctrl> + <Vv> Pastes the selected cell, text or objec

<Ctrl> + <Home> Moves the cell pointer to the beginnir

of the waksheet.

Moves the cell pointer to the end of tt
worksheet.

<Ctrl> + <End>

Cut

Copy
Paste

8o =

Paste Special...

Insert...

Delete...

Clear Contents

Filter »

Sort »
—d Insert Comment
%f  Format Cells...

Pick From Drop-down List...

Mame a Range...

E)

=]

Hyperlink...

Figure 1-6: A contextual menu.

Calibri ~ 11 ~ A" A" % - %

B 7 =&~ A5

&

Figure 1-7: The Mini Toolbar.
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@ Tips

V I f you dondét want teley Mi ni Tool bar to appear
time you select text, click tHeile taband click
Options. Click thePersonalizecategory, uncheck the
Show Mini Toolbar on selectioncheck box, and
click OK.

V  Alarger version of the Mini Toolbar and a contextual
menu appear when you rigblick an object or area
of the worksheet window

Key TipS Key Tip badge
Key Tipsappear whenever you press the <Alt> key. You = |
can use Key Tips to perform just about any action in [x] (a |I= s
Excel, without ever having to use the mouse. Home | Inset  Pagelayout  Formulas  Data

. . e i L .
To issue a command using a Key Tip, first press the <Alt> & alibri M E = = |General

A T $ - o

=0 .00
00 .0

2 B 7 U~ A4
- A~

Clipboard Font Alignment MNumbe

key. Tiny letters and numbers, calleddgesappear on
the Quick Access Toolbar, and all of the tabs on the
Ribbon. Dependingn the tab or command you want to
select, press the letter or number key indicated on the
badge. Repeat this step as necessary until the desired
command has been issued.

i

Figure 1-8: Press the <Alt> key to display Key Tips.
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Creating a New Workbook & Exercise
A Exercise File: None required.

Creating a new workboak one of the most basic _
commands you need to know in Excel. A new workbook A Exercise: Create a new blank workbook. Then create a
' new workbook from a Microsoft Office Online template.

automatically appears upon . al so
helpful to know how to create a new workbook within the

application. You can create a blank new workbaaich

as the one that appears when you open Excel, or you can

create a new workbook based on a template.

]! 1 Bookl - Microsoft Excel (=] e ]
Create a new blank workbook BER o oo s o v o =
i save
. . . B sove s Available Templates Blank workbook
1. Click theFile tabon the Ribborand selecNew. o & e
The Newtab of Backstage view appeaBy default, j . ’
the Blank Workbook option is already selected. L@
2. Make sure th&lank Workbook option is selected E’a
and clickCreate. e
The new blank workbook appears in the Excel “’ OffccomTempltes B Offcecomty 2
application screen. o ¥ & m
Other Ways to Create a Blank Workbook: 2
Press<Ctrl> + <N>. Or, doubleclick theBlank -
Workbook option in Backstage view. - - ; .

Create a workbook from a template Figure 1-9: The New tab of Backstage view.

1. Click theFile tabon theRibbonand selecNew.

The New tab of Backstage view appeditsere are
several ways you can create a new workbook from a
template.

¢ Recenttemplates Select a template in the
Recently Used Templates area and clickate.

e Sample templates Click this category to view
templates thatire alreadynstalled on your
computer. Select the template you waniseand
click Create.

o My templates: SelectMy Templatesto open a
dialog box that displays templates you have
created and saved on your computer.

¢ New from existing: SelectNew from Existing to
open a dialog box that allows you to browse for a
workbook on your computer that you want to base
a new workbook on. This is essentially like
creating a copy of an existing file.

o Office.com Templates Click acategory to view
templates that you can download from Office
Online. Find the template you wantuseand
click Download.

18 © 2010 CustomGuide, Inc.
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Opening a Workbook

Opening avorkbooklets youusea workbook that you or

someone else has previously created and then saved. This

lesson explains how to open a saved workbook.

Open aworkbook

You can locatevorkbookon your computer and simply
doubleclick it to open it, but you can also open a
workbook from within the Excel program.

1.

3.

Click theFile taband selecOpen.

The Open dialog box appears. Next, you have to tell
Excel where the file you want to open is located.

Other Ways to Open a Workbook:
Press<Ctrl> +<O>.

Navigate to the location of the saved file.

The Open dialog box has several controls that make it

easy to navigate to locations and find files on your
computer:

e Address bar: Click alocationin the Address bar
to open it. Click the arrow to the right of a
locationto view alist of folders within that
location. Select a folder from the list to open it.

e Folders List: Shortcuts to common locations on
your computer, such as the Desktop and
Documentdibrary.

e Search box:This searches the contedits
including subfolde@ of tha window for the text
that you type. I f a
other file properties match the searched text, it
will appear in the search results. Search results
appear as you enter text in the search box.

Selecta file and clickOpen.

Excel displays the file in the application window.

Tips

\Y,

To open a workbook that has been used recently,
click theFile tab, clickRecent and select a
workbook from the Receorkbookslist.

You can pin a workbook to the Recélbrkbooks
list so thatit is always available there. Click tiren
this document to the Recent Workbooks lisbutton
next to the workbook that you want to always be
available. Clickit again to removéhe workbook
from the ReceriiVorkbookslist.

& Exercise
A Exercise File: Salesxlsx

A Exercise: Open a workbook.

Folders List
Address bar Search box
(] Open -
()2 » Libraries » Documents » <[ | [ Search Documénts ol
Organize ¥ New folder = v Al @

(3] Microsoft Excel Documents library

ncludes: 3 locations

4.0 Favorites
B Desktop
B Downloads

Name Date modified Type
4 My Documents (22)

5 Recent Places C:\Users\MELISSAP

backup

bus skills pdfs

Important Documents

4 Libraries
| Documents
& Music Magic Briefcase
Managing
Marketing

meeting agendas

@ Homegroup |~ 0

= Pictures

B Videos

All Excel Files (1" xisg™xdsm; v

Open |v Cancel |

File name: -

Tools ~

fi 1 &'§ye % MeOpen diglog hox. Ta gpen @ fleyou.

must first navigate to the folder where it'is saved. Most
new files are saved in the Documents folder by default.

tags

University of Virginia Health System
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Previewing and Printing a
Worksheet

Once you have created a worksheei] your computer is
connected to a printeypu can print &opy Beforeyou

do

this, i

t 6s

a good id

1. Click theFile tabon the Ribborand selecPrint.

Notice that the prinsettingsanda preview of the
document appear together, with préettingson the
left and a preview on the tig

& Exercise Notes

A Exercise File: SalesxIsx

A Exercise: Preview and pnt the worksheet.

ea to p

@ Tip: Use thescroll bar or the page navigation
controls below the preview to view other pages in

the document.

Other Ways to Preview and Print:

PresCtrl> + <P>.

After previewing the document, you can specify
printing optionssuch asvhich pags orthe number

of copies to print.

Specify printing optiongand click thePrint button.

The document is sent to the printer

review how itos

”

= save
G save As
._3 Open

._j Close
Info
Recent

New

Share

Help
[z Addins -
:] Options

4 Eat

!i! Home Insert

Page Layout Formulas

Print
=
=

Print

Copies: 1 s

Printer

7 hp color LaserJet 2550 PS

‘% Ready
Printer Properties

Settings

Print Active Sheets
Only print the active sheets

-

Pages: L to z

J Print One Sided -
i Only print on one side of th...
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Figure 1-11: The Print settings and Print Preview as shown in Backstage view. Use the print
settings in the left column to control how the document is printed. Use the print preview area in
the right column to preview how the document will look when printed.
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Program Fundamentals

Saving a Workbook & Exercise Notes

~ A Exercise File: None required.
After youdve created a work

you want to use it again. Also, if you make changes to a
wor kbook youdll want to sav
copy of an existing workbook with a new name, to a
different location, or using a different file type.

A Exercise: Create a new workbook and save it with the fi
name fiSaved Workbook. o Ty\a
save the workbook with a

Save a new workbook

1. Click theSavebutton on the Quick Access Toolbar.
The Save As dialog box appears.

Other Ways to Save:

Pr trl> + <S>, Or, click theFile taban i
esxC S>. Or, clic eFile taband Folders List Address bar  Search box
selectSave
[&] Save As [
2. Specify the drive and/or folder where you want to () [ » Lirriss » Documents » « [ 62 [ eorch bocuments 2]
save your workbook. S ———— =+ @
The Save A dialog box has several controls that T 2t Favartes Documatlis iy Arrangeby:  Folder ~
make it easy to navigate to locations on your My Dropbox N' E— —— -
eskto E ame ate modimied ype
computer: = Desiop
B Downloads 4 My Documents (21)
. . . =1 Recent Places C:h\Users\MELISSAP
e Address bar: Click a location in the Address bar backup S
to open it. Click the arrow to the right of a i bus sklls pfs Fil folder
location to view a list of folders within that & i B e B
location. Seleca folder from the list to open it. s =B '
. 3 File name: -
e Folders List: Shortcuts to common locations on Sove s ype: [Eucel Wordoaok (ads) -
your computer, such as the Desktop and Authors: MELISSAP Tags: Add a tag
Documents library. R
e Search box:This searches the contefits ~ Hide Folders Tools + [ Concel

including subfolde@ of that window for the text

that you type. |1 a fil eFi%usre N2 M€ save Lsidiélos boxX 'I%enDtoc%nQeﬁts’ LEDE

Ot,her file pr(_)perties matchéfsearched text, it library is the default location for saving, but you can
will appear in the search results. Search results change the save location as necessary.
appear as you enter text in the search box.

3. Enter the file name in the File name text box.

4. Click Save
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Program Fundamentals

Save workbook changes

Once you make changeso a

wor kbook

before, you need to save it again.

1.

Click the Savebutton on the Quick Access Toolbar.

Any changes you have made to the workbook are
saved.

Other Ways to Save:
Press<Ctrl> + <S>, Or, click theFile taband
selectSave

Save a workbook under a different name
and/or location

You can save another copy of a saved document using a
new name or in a new location.

1.

3.

Click theFile taband ®lectSave As

The Save As dialog box appears.

Enter a different name for tlie in the File name
text box

Navigate to a new location to save the fite
necessary

Click Save

Save a workbook as a different file type

Just as some people can speak several languages, Excel
can read and write in other file formatsakingit easier
to share information between programs.

youobve

saved

Table 1-3: Common Excel File Formats

File Type

Excel Workbook (.xIsx)
Excel Macro-Enabled
Workbook (.xIsm)
Excel 9% Excel 2003
Workbook (.xls)

PDF (.pdf)

Web page (.htm, .html)

XML Data (.xml)

CSV (.csv)

Description

The default format for Excel 201(
workbooks.

This file format supports macros
in Excel 2010.

Workbooks in this format can be
used by all versions of Excel.
Does not support XML.

Use this format for files you want
to share, but do not want to be
changed.

This format is usetb create Web
pages.

This file type is used exclusively
for XML -enabled workbooks.

Use this to share workbook data
with other programs or lists, suct
as databases.

1. Click theFile taband selecBave As
The Save As dialog box appears.

2. Click theSave adype list arrow and select a file
format.

3. Click Save
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Program Fundamentals

Closing a Workbook & Exercise Notes

~ ) A Exercise File: Any open workbook.
When youdbére done working on )
close it. A Exercise: Close all open workbooks.

1. Click theFile tabon the Ribborand selec€lose

The workbook closes. You can access the file again
by opening it late

Other Ways to Close a Workbook:

Press<Ctrl> + <W>. Or, click theClosebutton

in the upper right corner of the workbook window
(do notconfuse this with the program Close
button onthe title bar).

Tip: If you have multiple workbooks open,
clickingt he act i v €losebuttokdnly o k 6 s
closes that one workbook. The other workbooks
remain open in the window until you click their
close buttons as well.

© Trap: The Qose button located in the title bar
closes only the active workbook if there is more

than workbook open. However, if there is only B
oneworkbookopen, it closethe workbookand 1) 52 Close the active
causes you to exit the Excel program entirely. pe = &P workbook.
|'._7.|‘ = = Salesxlsx - Microsoft Excel |El|—\§|lér
m Home Insert Page Layout Formulas Data Review View & @ o B ER
= ¥ Cambria -l - [E]= =  General -+ [E}conditional Formatting = S=lnsert - X v Ap :
Ao Bl v e e : 727 &
Ea- B|JZ U~ A a = = =~ $ - % o g5 Format as Table ~ =% Delete ﬂ'
Paste o o Sort & Find &
- F EH DA EIE %8 % IS5 Cell Styles ~ {2l Format ~ | 2 Filter - Select -
Clipboard Font Alignment Number Styles Cells Editing
Al - J« | Income & Expenses v
A [ e [ ¢ [ o [ € F G H I J K
a Income & Expenses
2
3 Jan Feb Mar Apr May June
4  Income $12,000 $ 17,000 $ 18,500 & 16,500 $15,500 $17,050
5
& Supplies 1,200 2,500 3,000 3,500 3,500 3,850
7 | Office 500 600 700 800 800 880
8 |Wages 7,000 7,000 7,000 7,000 7,000 7,700 E
9 | Utilities 3,000 3,000 3,000 4,000 4,000 4,400
10 | Total Exp. $11,700 $ 13,100 $ 13,700 & 15,300 $15,300 $16,830
11
12 | Net Inc. $ 200 $ 3900 $ 480 $ 12,200 § 200 $ 220
13
14
15
16 P
17
18 -
4 4 » ¥ | Sheetl / Sheet? ~ Sheetd ~¥2 [ il | (0|
Reagy | 3 | | @ 100% (=) [} +

Figure 1-13: Closing a workbook.
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Program Fundamentals

Using He|p & Exercise

. A Exercise File: None required.
When you dondt know how to

2010, look up your question in the Excel Help files. The
Excel Helpfiles can answer your questions, offer tips, and
provide help for all of Excel 6s features.

A Exercise:Sear c h foimelast.e rBmw ofiws e
t hBornfula® category of Hel p.

Search for help

1. Click theMicrosoft Excel Help button (&) on the
Ribbon.
The Excel H&§ window appears.

Other Ways to Open the Help window:

Press<F1>.

2. Type what you want to seafEdetsearthor i n t he Béwdeyeptopic wor ds

t o s e aboxamd pressErier>. keywords here. categories.

Alist of help topics appears.

@) Excel Helf [ —
3. Click the topic that bestnswers your question o e aae e
~ P Search -
Excel diplays information regarding the selected  Offics
topic. =
products support images templates downldads

BrOWSe for help Getting started with Excel 2010

1. Click theMicrosoft Excel Help button &) on the
Ribbon.

The Excel Help window appears.

2. Click the category that you want to browse.

The topics within the selézd category appear.

3. Click the topic that bestnswers your question. D im0 ot e i

d-the-scenes stary about

Excel displays information regarding the selected P @comncdedio O on
topic.

Figure 1-14: The Excel Help window.

Choose the Help source

If you are connected to the Internet, Excel@@etrieves
help from the Office Online database by default. You can
easily change this to meet your needs.

1. Click theSearchbutton list arrow in the Excel Help
window.

A list of help soures appears.

2. Select an option from the list.

Now you can search from that source.
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Program Fundamentals

@ Tips
V Office 2010 offers enhanced ScreenTips for many Table 1-4: Help buttons
buttons on the Ribbon. You can use these ScreenTips ;
Return to the previous hel
to learn more adut what a button does and, where € Back topic. P P
available, view a keystroke shortcut for the
commandl f you see the message ess 1 Returg tp moyg fppward to the

hel po, press <F1> to get nvrgorwiarq]form%etXtheémﬂp'C?%rF“%“?g ve toc

that command.

L . . Stop the transfer of information
V  When you are working in a dialog box, click the x) Stop fronﬁ) the online Help database.

Help button @) in the upper righthand corner to

et help regarding the commands in the gjdox. Refresh the page to correct pac
g preg g ¢ Refresh layout or get the latest data.
Home Click here to return to the Help
home page.
Print Click here to printhe current

help topic.

Click here to change the size of

ClienE)e [Fe. Size the text in the Help window.

Show Table of Click here to browse for help
Contents using the Table of Contents.

& & @ B

Click here to layer the Help
window so that it apgars behind
all other Microsoft Office
programs.

Keep On Top
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Program Fundamentals

Exiting Excel & Exercise

] ] A Exercise File: None required.
When youbre f i nilOsybueshouldiexii n g

it. Exiting a program closes it until you needuse it
again.

A Exercise: Exit the Microsoft Office Excel 200 program.

1. Click theFile tah.

2. Click theExit button.
The Excel programnvindow closes.

Other Ways to Exit Excel:

If there is only one Excel program window open,
click theClosebutton in the title baiOr, right

click theExcelbutton on the taskbar and select
Close windowfrom the Jump List.

Tips Exit the Excel program.
V Having too many programs open at a time could slow [ | = | |
down your computer, so itoés a g C"ﬁo exit all
programs thatare6t bei ng used.
6@ o R
-
|E|| - | Sales.xlsx - Microsoft Excel | = | B[S
.i. Home Insert Page Layout Formulas Data Review View e
= save . ST =
Information about Sales :
Save As L e i
C\Users\MELISSAP\Desktop!Sales.xlsx -
13 Open
[ Close L
A Permissions
m LE} gj Ar.l)rone can open, copy, and change any part of Properties =
this workbook.
Protect size 116KB
Recent Workbook = Title
Tags
Mew Categories
] - Prepare for Sharing
Print | ﬁ Before sharing this file, be aware that it contains: Eeletedbiotes
Check for Document properties, printer path, author's Last Modified 3/18/2010 5:...
Share Tssues - name and related dates Created 6/2/2006 20...
C_ontentthat people with disabilities find Last Frinted 6/21/2006 2:...
Help difficult to read
— Related People
[z Addns ~
Versions Author smeinz
2] Options e o
=€ You can open or delete a version file. Most
@ Exit autosaved versions are deleted when you close this Last Modified By
B file.
ersions = - . e
%] There are no previous versions of this file. Related Documents
Bl Open File Location

Exit the Excel
program.

Figure 1-15: There are two ways to exit Excel.
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Program Fundamentals Review

Quiz Questions

1.

10.

11.

Excel automatically opens with Windows. (True or False?)

Which of the following is NOT a new feature in Excel 2010?
A. Backstage view
B. Improved picture editing
C. The Ribbon
D. Paste with Live Preview

The Ribbon can be hiddeso that only tab names appear. (True or False?)

The File tab contains basic file commands. (True or False?)

What is the Quick Access Toolbar?
A. There are no toolbars in Excel 2010.
B. What appears when you select text.
C. A customizable toolbar of comma@ommands that appears above or below the Ribbon.
D. An extension of the Windows taskbar.

Which of the following is NOT a common keystroke shortcut in Excel?
. <Ctrl> + <Alt> + <Delete>

. <Ctrl> + <S>

. <Ctrl> + <O>

. <Ctrl> + <Home>

o0 w>

You can only cret@ a new workbook by launching the Excel program. (True or False?)

To open a workbook, click the File tab and select
A. Open
B. Find
C. Lookin
D. Search

Print settings and print preview appear side by side in Backstage view. (True or False?)

Whenyou save a workbook with a different name, the old workbook is deleted. (True or False?)

You can close a workbook which one of the following ways?
A. Press <Ctrl> + <C>.
B. Click and drag the workbook window to the Recycle Bin.
C. Click the workbookdés Close button.

University of Virginia Health System
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12.

13.

D. Press <Delete>.

What key can you press to get help in Excel?
A. <Esc>
B. <Ctrl> + <H>
C. <F1>
D. <F11>

Which of the following are ways to exit Excel? (Select all that apply.)
A. Click the File tab and click Exit Ext.
B. Click the Office Button and click Close Excel.
C. Click the Close button on the title bar.
D. Click the Close button on the Quick Access Toolbar.

Quiz Answers

1.

2.

10.

11.

12.

13.

False. You must start Excel to begin using it.

C. The Ribbon was introduced in Excel0Z0Q so it is not new in Excel 2010. It has been improved, however, so that it
is possible to customize tabs and groups on the Ribbon.

True. Doubleclick a tab to hide the Ribbon, then click any tab to view commands once again.
True. The File tab containabic file commands, similar to the File menu of previous versions.

C. The Quick Access Toolbar is a customizable toolbar of common commands that appears above or below the
Ribbon.

A. <Ctrl> + <Alt> + <Delete> is a Windows command, not an Excel command.

False. It's true that a new workbook appears automatically when you open Excel. However, that is not the only way to
create a new workbook.

A. Select Open and then navigate to the saved file you want to open.

True. In Backstage view, print settings appeangéide a preview of how the document will look when printed.
False. The original workbook remains intact, with its original name.

C. Click the Close button or press <Ctrl> + <W> to close a workbook.

C. Press <F1> to access help in Excel.

Aand C. Click theFile tab and click Exit, or click the Close button on the title bar.

28
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Getting Started
with
Worksheets

Navigating a Worksheet........ccocccvveeeiiiciiinennnn. 30
Entering Labels and Values..........ccccccooevinenne 31
Selecting a Cell Range ........cccovevviiieeiniieneeee, 32
Overview of Formulas .........cccccceeeviiieeiniieeeenee, 33
Entering Formulas........ccccceviiiiiiiiinc e 34
Filling In Content Automatically....................... 36

This chaptewill show you the most basic
tasks in Excel: entering labels and
numbers, and entering formulas.

Using Exercise Files

This chapter suggests exercises to practi
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

e Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

¢ Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercigs are written so that you may
Abuild upon themo,
in a chapter can be performed in
succession from the first lesson to the las
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Getting Started with Worksheets

Navigating a Worksheet

Before you start entering data into a worksheet, you need
to learn how to move around in one. You must make a cell

active by selecting it before you can enter information in
it. You can make a cell active by using:

The Mouse: Click any cell with the white cross
pointer. L_p

The Keyboard: Move the cell pointer using the
keyboarddéds arrow keys.

To help you know where you are in a worksheet, Exce
displays row heading#ndentified by numbers, on the left
side of the worksheet, and column headjngsntified by
letters, at the top of the worksheet. Each cell in a
worksheet has its oweell addressnade from its column
letter and row numbér such as cell A1, A2, B1, B2, etc.
You can immediately find the address of a cell by looking
at theName Boxwhich shows the current cell address.

1.

Click anycell to make it active.
The cell address appears in the name box.

Now that youdre famild.@
with the mouse, try using the keyboard.

ar

Pres <Tab>.

The active cell is one cell to the right of the previous
cell. Refer torable2-1: Navigation Shortcutfor
more information on navigating shortcuts.

Tips

\Y,

Excel 2A.0 worksheets havg, 048,576 rows and
16,34 columnsTo view the offscreen portions of
the worksheet, use the scroll bars.

Using the <Ctrl> key with arrow keys is very
powerful. These key combinations jump to the edges
of data. For example, if you have a group of data in
columns AG and anothegroup in columns FZ,

<Ctrl> + <— > jumps between each group of data.

& Exercise Notes

A Exercise File: Sale@-1.xIsx

A Exercise: Practice moving around in the wstieet using

both the mouse and keyboard.

A B
1 A1 BL cC1
2 A2 | B2
3 | A3 | B3

B2
A B

1
2

3

c2
C4

Cells are referenced as Al,
A2, B1, B2, and so on, with
the letter representing a
column and the number
representing a row.

The active cell is in:
The B column and
the 2 row, so its cell
reference is B2.

Figure 2-1: Examples of cell references.

wi t h

mo Vv i

ng the

cel |

poi

Table 2-1: Navigation Shortcuts

Press To Move

— or <Tab> One cell to the right.
<« or One cell to the left.
<Shift> + <Tab>

T or One cell up.

<Shift> + <Enter>
{ or <Enter>
<Home>

<Ctrl> + <Home>

<Ctrl> + <End>

<Page Up>
<Page Down>

<F5> or
<Ctrl> + <G>

One cell down.

To column A in the current row.
To the first cell (A1) in the

worksheet.

To the last cell with data in the

worksheet.

Up one screen.

Down one screen.

Opens the Go To dialog box where
you can go to a specific cell address

30
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Getting Started with Worksheets

Entering Labels and Values

Now
Excel,yan 6 r e

familiar
to start

that youodre

ready

basic types of information you can enter in a cell:

Labels: Any information not used in calculations.
Labels are used for headings in columns and rows,
and aglata in columns and rows. Excel treats cell
datacontaining letters or nenumerical punctuation
as text and automatically ledligns it inside the cell

Values: Numerical dataincluding numbers,
percentages, fractions, currencies, dates, or times,
usually used in formulas or calculatiofi<cel treats

Wi

ent

information that contains numbers, dates or times as a

value and automatically righatligns it in the cell.

Exceleven treats dates as valuemkes it pasible to
perform calculations and formulas on the labels. For
example, you can subtract one date from another to
find how many days are between théfou can
controlhow datesappear with cell formatting.

Select thecell where you want tenter data
Type thedatain the cell.

Press thecEnter> or <Tab> key.

The cell entry is confirmed and the next cell becomes

active.

Other Ways to Confirm a Cell Entry:
Click the Enter button on the Formula Bar.

If the contents do ndit in the cell, the text spills into
theempty cell to the rightf that cell is not empty,
Exceltruncate the data so only part of it is visible.

Tips

\Y

If you want to start a label with a number, type an
apostrophat the beginning of the label. This tells
Excelthat the cell contents are a label, not a value.

AutoComplete can help you enter labels. Enter the
first few charaatrs of a label; Excalisplays the

label if it appearegreviously in the column. Press
<Enter> to accept the entry or resume typing to
ignore the suggestion.

You can reformat dates after entering them. For
example, if you enter 4/42, you careasily réormat
to April 4, 2012 This is covered in another lesson.

& Exercise Notes
A Exercise File: Sale®-1.xIsx

A Exercise:Type the | abel
Enterthe following labels in cell range A7:A11:
Supplies, Office, Salaries, Utilities, Total

Enter the following values in the cell range D4:F4:
18500, 16500, 15500

i
fiSal e <y

Enter todayds date in B13
Excel treats dates as values, but
the dates appear differently in the
cell in which they are entered.
B13 - & | 5/12/2010 v
A B C D E F
1 Salesand Expenses
3 Jan
4 Sales 12000 17000 18500 163500 13500
5
6 |Expenses
7 |Supplies 1200 2500 3000
8 Office 500 600 700
9 Salaries 7000 7000 F000
10 Utilities 3000 3000 3000
11 Total 11700 13100 13700
12
13 Updated:llZ—MaE—lO!
14

Figure 2-2: A worksheet with labels and values.

Table 2-2: Examples of Valid Date and Time Entries

October 172010 5:45 PM
10/1710 5:45 AM
10-17-10 5:45

(Excel assumes:45 AM)
17-Oct-10 17:45

(5:45 PM on a 2hour clock)
Oct17 17:45:20
(Excel assumethe current (5:45 PM and 20 seconds)
year.)

University of Virginia Health System
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Getting Started with Worksheets

Selecting a Cell Range and
Entering Data in a Cell Range

Selecting a cell range

To work with a range of cells, you need to {tnbow to
select multiple cells.

1. Click the first cell you want to select in the cell range
and hold the mouse button.

2. Drag to select multiple cells.

As youdrag, the selected cells are highlighted.

3. Release the mouse button.
The cell range is selected.

Other Ways to Select a Cell Range:

Select the first cell of the cell randeress and
hold the<Shift> key andselect the last cell of the
cell range

Tips

V To select all the cells in a worksheet, click 8elect
All button where the row and column headers come
together, or pressCtrl> + <A>.

V  To select multiple no@adjacent cells, select a cell or
cell range and hold down tkeCtrl> key while you
select other cells.

Entering data in a cell range

Whenyou have to entex lot of dataselecing the range
makes data entry easier and faster. Selecting a range of
cells restricts the cell pointer so it can only move inside
the selected range.

1. Select the range of cells in which you want to enter
data.

By selecting a range, you restrict where the cell
pointer can move and can concentrate on data entry
instead ofmovingthe cell pointeback and forth

2. Enter the data in the first cell. Presiab> or
<Enter> to move on to the next cell.

When the active cells reaches the end of a column or
row, the next time your press <Tab> or <Enter>, the
cell pointer moves to the next cell in the selected
range.

3. Click any cell in the worksheet to desel&et range.

& Exercise Notes
A Exercise File: Sales22.xIsx

A Exercise: Select the cell rangg7:F10 and then eter the
databelowin cell range E:F10.

E F

7 2500 1500

8 400 400

9 7000 7000

10 3000 3000
Click to select the entire
worksheet.

A B C D E F

1 |Sales and Expenses
2
3 Jan
4 Sales 12000 17000 13500 16500 15500
&
6 Expenses
7 |Supplies 1200 2500 3000 2500 1500|
8 |Office 500 600 700| 400
9 |Salaries 7000 F000 7000 7000
10 |Utilities 3000 3000 3000 3000
11 Total

12

Figure 2-3: Entering text in a selected cell range.

Table 2-3: Navigating in a Selected Cell Range

Down <Enter>

Up <Shift> + <Enter>
Right <Tab>

Left <Shift> + <Tab>
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Getting Started with Worksheets

Overview of Formulas and Cell & Exercise Notes
References A Exercise File: None required.

A Exercise: Understand how formulas are used in Excel.

This lesson introducef®rmulas and the different elements
that are required to write a formula

Values A
1 100
Values are any numerical data entered in a worksheet. 2 300
Once values are entered in the worksheet, they can be 3 500
usedin formulas. 4 600
Formulas
Formulas are alues, but unlike regular values, formulas
contain information to perform a numerical calculation, Bl ~
such as adding, subtracting, or multiplyidgcell with the A
formula =5+3 will display the result of the calculation: 8. ; ;gg
All formulas must start with an equsign (=). Then you 3 500
specifymoreinformation: the values you want to 4 600
calculate and the arithmetic operator(s) or function
name(s) you want to use to calculate the values.
e Operators are the basic symbols used in
mathematics: {plus),- (minus), / (divde), *
(multiply). In Excel, you use these just as you would
to write out a math problem.
e Functionsare used more often in Excel. Functions Bl ~
are premade formulas that you can use as shortcuts, A
or to perform calculations that are more complicated. 1 100
2 300
Relative and absolute cell references i ggg
Formulas can contain numbers, like 5 or 8, but more often
they reference the contents of cefixell referenceells
Excel where to look for values you want to use in a A
formula.For example, the formula =A5+A6 adds the 1 100
values in cells A5 and A6. § ggg
Usingcell referencess advantageous because if you 4 600
change the values in the referenced cells, the formula
result automaticallypdates usinthe new vales There
are twotypes of cell references: relative and absolute.
e Relative: Relative reference®fer to cells in relation 1 -
to the cell that contains the formul&henthe A
formulais moved, it referen@mew cells based on ] 100
their locationrelativeto the formula. Relative 2 300
references are the fdeilt type of references in Exce 3 500
e Absolute: Absolute references always refer to the . o0
same cell, evewhenthe formula iscopied Absolute
references are indicated with dollar sig#8$1)in A
formulas Pressing <F4> changes a cell reference to 1 100
absolute. 2 300
3 500
4 600

ST
B C
200

Fo| =p1v2 |+
B C
200

E[az Tr
B C
200
£00
1000

200

Al =sasi2 |
B C
200 2001
600
1000
1200
ESTI®
B C
200 200
600 200
1000 200
1200 200

Values
Values in Column A.

Formulas
Aformulain cell B1
using the multiplication
operator.

The cell displays the
result of the formula,
while the Formula Bar
displays the formula.

Relative cell reference
When the formula in cell
B1 is copied to the rest
of the cells in column B,
the cell references are
updated in each row.

The results of each
formula are different
because each formula
refers to a different cell.

Absolute cell reference
When the formula in cell
C1 is copied to the rest of
the cells in column C, the
cell references are not
updated.

The results of each
formula are the same
because each formula
refers to the same cell.

University of Virginia Health System

33



Getting Started with Worksheets

Entering Formulas

This lesson takes a look labw to enteformulasin a cell
A formula starts with an equal sign, followed by:

e Values or cell references joined by an operator
Example: =5+30or =A1+A2

e Afunction name followed by parentheses containing
function argumentd-unctions are the most common
way to enter formulas in Excel.

Example: =SUM(A1:A2)

Enter a formula with an operator
1. Click a cellwhere you want to enter a formula.

2. Type=, thentype cell references and operators

You can also enter the formula in the Formula Bar.

3. Presx<Enter>.

The formula calculates the result and displays it in
the cell where you entered it.

Enter a formula with a function
1. Click a cell where you want to enter a formula.

2. Click thelnsert Function button in the Formula Bar

If you know the name of the functigiou want to
use, you can type it out instead of selecting it from
the Function button.

Other Ways to Enter a Function:

Click the Formulas tab on the Ribbon and click
theInsert Function buttonin the Funabn
Library group

3. Select the function you want to use and clik.

The Function Arguments dialog box appears.

4. Enter the function arguments and cliok.
The result of the formula appears in the cell.
Tips

V' You can use the Formula AutoComplé&ature to
help you create and edit complex formulas. Type an
= (equal sign) in a cell or the Formula Bar and start
typing the formula. A list of functions and names that
match the text you entered appears. Select an item
from the list to insert it intéhe formula.

& Exercise Notes
A Exercise File: Sales23.xIsx
A Exercise: In cell B11,total thevalues in B7:B10

In cell G4, multiply F4 by G2, making G2 an absolute cell
reference.

In cell G7,multiply F7 by G2, making G2 aambsolute cell
reference.

In cell C11,AutoSum the column C expense values.

The formula of the cell
is displayed in the

Formula Bar.
Bll ~ Jfe | =SUM(BT:B10) v
A B C D E F G e

1 |Sales and Expenses Budget Ind
2 110%
3 Jan
4 Sales 12000 17000 18500 16500 15500
5
6 |Expenses
7 |Supplies 1200 2500 3000 2500 1500
8 |Office 500 600 700 400 400
9 |Salaries 7000 7000 7000 7000 7000
10 |Utilities 3000 3000 3000 3000 3000
11 (Total 11?00.
12 -
M 4+ M| Sheet Sheet? “Sheet3 /¥3 4 2Nl

The value of the formula
is displayed in the cell.

Figure 2-4: Entering a formula in a worksheet.

Table 2-4: Examples of Operators and Functions

= All formulas start with an equal sign.

i @ =A1+B1
- @ =A1-B1
* @ =B1*2
/ @ =A1/C2
SUM H =SUM(A1:A3)
AVERAGE @ =AVERAGE(A2,B1,C3)
COUNT @ =COUNT(A2:C3)
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Getting Started with Worksheets

Enter an absolute cell reference in a formula
1. Enter the formula using operators or functions.

2. Click the cell you want to reference and press the
<F4>key.

Dollar signs $ are added to the cell refereincihe
formula

Other Ways to Add an Absolute Cell Reference
in a Formula:

Type the address of the cell with $ (dollar signs)
before every reference headirfgor example,
type $B$4).

Total values automatically with AutoSum

Adding up the values in a range of cells is the most
popul ar formula in Excel,
with the AutoSum featuré@utoSum inserts the SUM
function (which adds all #hvalues in a range of cells) and
selects the range of cells Excel thinks you want totaled.

1. Click acell next to the column or row of numbers
you want to sum.

For example, if you want to add up a column of
numbers, click the cell at the bottom of thaumn.

Or, if you want to add up a row of numbers, click the
cell to the right of the row.

2. Click theHometab and click théutoSum button in
the Editing group.

The SUM function appears in the cell and a moving
dotted line appears around the cell ratige Excel
thinks you want to sum. If the range is not correct,
click and drag to select the correct range.

Tip: Click the AutoSum button list arrow to
choose from other common functions, such as
Average.

Other Ways to Enter AutoSum:
Press<Alt> + <=>.
3. Press theEnter> key to confirm the action.

The cell range is totaled in the cell. If you chaage
value in the summed range, the formula will
automatically update to show the new sum.

fe | =F4*5GS2
C D E F G H
1 Budget Increase
2 L1104
3 |Feb Mar Apr May Jun
4 17000 18500 16500  15500|=Fa*$c3d|
5
6
7 2500 3000 2500 1500
8 600 700 400 400
9 7000 7000 7000 7000
10 3000 3000 3000 3000
11 13100 13700 12900 11900

12
Figure 2-5: A formula with a relative (F4) and an absolute
($G%$2) cell reference.

o theydve made this

easy

AutoSum H
button
FHd9- |+ Salesxdlsx - Microsoft Excel |5 = |'&
m Home | Insert Page Layout Formulas Data Review View & @ = gH 23
o;ﬁ Calib *li1 - f = % A s = - G
a- B IO - i Mumber| Styles | Cells X #h
i s - - - A
Clipboard Font Alignment Editing
sum - ® " f | =SUM(CT:C10) ¥
A B c D E F G H T
1 sales and Expenses Budget Increase
2 110%
3 Jan
4 |Sales 12000 17000 18500 16500 15500 =
35
6 |Expenses
7 |supplies 12000 2500, 3000 2500 1500
8 Office 5002 600} 700 400 400
9 |Salaries 7000} 7000/ 7000 7000 7000
10 utilities 3000{ 3000, 3000 3000 3000
11 |Total 11700]=
12 -
14 4 ¢ ¥ | Sheetl Sheet2 ~‘Sheet3 ¥4 [T« 0|
Point | I3 | | EH O

Figure 2-6: AutoSum automatically enters a SUM formula
and selects the cells it thinks you want to total.
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Getting Started with Worksheets

Entering Content
Automatically

Since entering data ismaajortask in Excel, this lesson
covers thre¢ools that make are very useful in data entry:
Fill, AutoComplete, and PickList.

Use Fill

Fill is a great way to enter sequential numbers, months or
daysquickly. Fill looks at cells that you have already

filled in and makes a guess about how you walfitl tim

the rest of the series. For exampig/ou enter January

Fill will fill in thefollowing monthsfor you.You can also
use Fill tocopyformulasto adjacentells

1. Select a cell or cell range that contains the data and
increment you want to s

Excel can detect patterns pretty easily. A series of 1,
2, 3, 4 is easy to detect, as is 5, 10, 15, 20. It can also
detect a pattern with mixed numbers and letters, such
as UPV3592, UPV3593, UPV3594.

@ Tip: If you select only one cell, that same value is
copied to the adjacent cells when youd-ilinless
Excd recognizes it as a date or time, in which
case it will fill in the next logical date or time
period.

2. Position the mouse pointer over the fill handle (the
tiny box i n-righttt@neny untilthed s |
pointer changes to a plus sitn

3. Click and drag the fill handle to the cells that you
want tofill with the information.

As you click and drag, a screen tip appears
previewing the value that will be entered in the cell
once you release the mouse button.

Table 2-5: Fill Series Examples

Selected Cell(s) Entries in Next Three Cells

January February, March, April

Jan Feb, Mar, Apr

5:00 6:00, 7:00, 8:00

Qtr1 Qtr 2, Qtr 3, Qtr 4

5 10 15, 20, 25

1/20/12 1/2212, 1/22/12, 1/2312
UPV-3592 UPV-3593, UPV3594, UPV3595

& Exercise Notes
A Exercise File: Sales24.xlIsx

A Exercise: Fill in the monthlabek in ow 3. Labels should
start with Jan in column B and end with Jun in column G.

Copy the formula in cell G7 to cells G8:GXlopythe
formula incell C11 over to columns D, E, &nd G

A B = D E F G H
1 |Salesand Expenses Budget Increase
2 110%
3 Jan I
4 Sales 12000 17000 18500 16500 15500 +
5
6 Expenses
7 Supplies 1200 2500 3000 2500 1500
8 Office 500 600 700 400 400
9 |Salaries 7000 7000 7000 7000 7000
10 |Utilities 3000 3000 3000 3000 3000

11 Total
12

11700 13100

Figure 2-7: Fill fills in months after January into the
selected cells. Notice that a screen tip previews the
content being filled into the cells.

ower
D11~ Jx | =SUM(DT:D10} v
A B C D E F b

1 |Sales and Expenses f
2
3 Jan Feb Mar Apr May 1
4 |sales 12000 17000 18500 16500 15500
5
6 Expenses
7 |Supplies 1200 2500 3000 2500 1500
g Office 500 500 700 400 400
9 Salaries 7000 7000 7000 7000 7000
10 | Utilities 3000 3000 3000 3000 3000
11 |Total 11700 13100] 137000 12300 11300
12 3
4 4 » v | Sheetl , Sheet? ~Sheet3 {4 » [

Figure 2-8: Formulas that are copied with Fill are updated
relative to their location. This formula copied from C11 is
updated to use cell references from the D column.
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Control fill options = - H
fFildoesno6t e n tthe wayyedxgected,o nt e Budget Increase
you can correct the content usiAgtoFill Options.This 110%
button appears after using the Fill commgauad itoffers May Jun |
valuable control ovelnow theFill command works. 15500 =
- C  Copy Cells
1. Enter cell content usgFill. Bl Fill series
After releasing the mouse button, fig Options ligg O Fill Formatting Only
button appears. 7000 O  Fill Without Formatting
2. Click theFill Options button. 3000 © Pl Months
11900
A list of ways you can control the cell content that is 3
entered appears. v [1]
MO 100% (=) [ {+)

3. Select afill option from the list.

Figure 2-9: Click the AutoFill Options button to choose a

The cell content is changed according to the fill different result of the Fill

option you chose.
Repeat values in a column
Excel 6s AutoComplete feature helps speed up data entry,
especal ly if youdre using repetitive information.
1. Type thefirst few characters of a label.
Excel displays the label, if it appears previously in
the column.
2. Press<Enter>.
Excelaccepsthe entry
fasuggestion appears and you dondt want to use it,
resume typing to ignore the suggestion.
Select contents from a list
The PickListisalistoflatay o u6ve used and helps keep

your information consistent.

1. Rightclick the cell vihere you want to enter a label
and electPick from Drop-down List from the
contextual menu.

A list appears under the cell.

2. Selectanentry from the list.

The data is entered and the list disappears.
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Getting Started with Worksheets
Review

Quiz Questions

14. Press to move the cell pointer one cell to the left.
A. <Enter>
B. <Shift> + <Tab>
C. The up arrow key
D. <Tab>

15. You can select all thcells in a worksheet at once. (True or False?)

Quiz Answers

14. B. Pressing <Shift> + <Tab> moves the cell pointer one cell to the left.

15. True. You can select all cells at once by pressing Ctrl + A.
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3Editing a
Worksheet

Editing Cell Contents ..........ccccvvvveveeee i, 40
Edit cell contents.........coceeevviviiiiviieeeeen, 40
Replace cell contents..........ccccoovvveeerinnen. 40
Clear cell contents .......coooeeeveeiivivieeeeinnnnn. 40

Cutting, Copying, and Pasting Cells ............... 41
Moving and Copying Cells Using the Mouse
................................................................. 42

Cutting, Copying, and Pasting Cells ............... 43

Using the Office Clipboard ..........cccccevviiinennee. 45

Checking Your Spelling...........cccceeeeeii. 46

Inserting Cells, Rows, and Columns ............... 48

Deleting Cells, Rows, and Columns ................ 49

Using Undo, Redo and Repeat........................ 50
Undo a single action ............ccccovvveeeninnen. 50
Redo an action.........ccooveveeveievinieiiiieeeeen, 50
Undo multiple actions .............................. 50

Using Find and Replace.......cccocccvveeiiiiiiiinennnn. 51
Search optionS........cccevvvevvvvvieiiiieieieeeeee, 52

Using Cell Comments .......cccceeeiiiiieeiniieeeenee 53
Insert a comment.......ccocceeviiiiiiiiniiiieeiins 53
VIEW @ COMMENT ...coevviiieieieiei e, 53
Editacomment.......ccooovvveeiiiiinieiieeeeeee, 53
Delete a comment.........ccceeeeeevvieeeivnennnn.. 54

This chapter will show you how to edit
your Excel wor kshece
to edit cell contents; cut, copy and paste
information; insert and delete columns
and rows; undo any mistakes you might
make; and even correct your spelling
errors.

Using Exercise Files

This chapter suggests exercises to practi
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

e Open the exerse file for a lesson,
perform the lesson exercise, and close
the exercise file.

¢ Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are writteso that you may
Abuild upon themo,
in a chapter can be performed in
succession from the first lesson to the las
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Editing Cell Contents

Once youdve entered
or replace those cell contents.

dat a i

Edit cell contents

1. Doubleclick the cell you want to edit.
The cell is in edit mode.

In Edit modethe arrow keys move from character to
character in the cell instead of from cell to cell. While
Excel is in Edit mode you can also move the insertion

& Exercise Notes

A Exercise File: Mileage3-1.xIsx
n

A Exercise:Edi t

cel | MikagsRepoi Editr ¢
cel | B3 so it reads MfnDest
fiBeginningo. Edit D3 to r

Clear the contents of cells G3:G10.

Edit the formula in F4 tase an absoluteferenceto F2
instead of the value fA0. 3
Then copy the formula in F4 to F5:F12.

point byclicking the Fbeam pointewhere you want B3 - Je | Location
to insert text. A B C D
. 1 Reimbursements
Other Ways to Enter Edit Mode: 2
Select the cellClick anywhere in the Formula 3 |Date Cocation___IStating  End
Bar, orpress<F2>, 4 | 2/2/2012 Duluth 20478 20568
5 | 2/4/2012 Minneanolis 21004 21364
2. Edit the contents of the cell. 6 2/87200 g3 - 3
7 | 212120 Y 5 C 5
Use the arrow keys and the <Delete> and .
. 1 Reimbursements
<Backspace> keys to help you edit the cell contents. 2
Press .
3 |Date Starting End
3. Press<Enter>. <Delete> 1 21212012 Dan " 20478 20568
. . 5 | 2/4/2012 Minneapolis 21004 21364
Other Ways to Edit Cell Contents: _ 6 2/8/2012 St. Cloud 21436 21707
Select the cell, then edit th{7 54512 cCloguet 21801 21891
Formula Bar and. Pres&nter> or click the
Enter button on the Formula bar. Figure 3-1: Clearing cell contents.
Replace cell contents
1. Select the cell.
2. Enternew data.
3. Press<Enter>. Al - F | Reimbursements
The newly typed information replaces the previous A B c D
cell contents. ; [Reimbursdments
3 Date Destination  Starting  End
Clear cell contents 4 2/2/2012 Duluth 20478 20563
5 | 2/4/2012 Minneapolis 21004 21364
1. Select the cell. 6 28201  p - K « fx | Mileage Report
7 | 2M12/20
A B C D
2. Presx<Delete> 1_Mileage Report
2
Other Ways to Clear Cell Con.tents. . ggetext 3 Date Destination _|Starting _|End
Under the que tab on the Ribbon, click the 4 | 292012 Duluth 20478 20568
Clear button in the Editing group. 5 | 2/4/2012 Minneapolis 21004 21364
- . 6 | 2/8/2012 St Cloud 21435 21707
Tip: Note that his clears the cell contents, not the 7 | 2/12/2012 Clogust 21801 21891

actual cell.

Figure 3-2: Replacing cell contents.
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Editing a Worksheet

Copying and Moving Cells & Exercise Notes

A Exercise File: Mileage3-2.xIsx

You can mover copyinformation in an Excel worksheet
by cutting or copyingand then pasting the cell data in a

new place. You can work with one cell at a time or ranges LoD EEll SRR = 2 T A=,

of cells. Using click and drag, ove the cel back to A3F12

@ Tips

V  You mag cut, copy, and paste any item in a
worksheet, such as clip art or a picture, in addition to

cell data. A moving dashed border
appears around a cell or cell
Co py cells range when you cut or copy it.
When youcopya cell, the selected cell data remains in its o = Renalt - E
original location and is added to the Clipboard. 5
3 Date Defstination
1. Select the cell(s) you watd copy. 4 | 2/2/2012 Duluth 20478
. i ‘Winneapoal s
Tip: If you want to cut or copy only selected parts g g.;.ég}g._g_t@ %‘f;—f—;—"g -- g]ggg
of a cell d0sclckdhetedtot s, doub 7 2122012 Cloguet 21801
display a cursor and select the characters you 8 | 2/15/2012 Hibbing 21956
want to cut. 9 | 2/20/2012 Minneapolis 22478
10 | 2/22/2012 Mankato 23481
2. Click theHometab on the Ribbon and click the 11| 2/2412012[Winneapolis ] 24100
Copy button in the Clipboard group. E 212712012 & (Ctrl) -
Other Ways to Copy Cel[s: . ' [ R —
Press<Citrl> + <C>. Or, rightclick the selection pasted into the new cell.

and selecCopy from the contextual menu.

Figure 3-3: Copying and pasting a cell.

3. Select the cell where yomant to paste theopied
content

When you select a destination to paste a range of
cells you only have to designate the first cell where
you want to paste the cell range.

4. Click theHometab on the Ribbon and click the
Pastebutton in the Clipboard group.

The copied celtlata is pasted in the new location.

Other Ways to Paste Cells:

Press<Ctrl> + <V>. Or, rightclick where you
want to paste and selgeastefrom the contextual
menu.

A Exercise: Copy cell B5 and paste it in cell B11

Beginning Ending

20568
21364
21707
21891
22266
22838
24001
24620
25122

University of Virginia Health System
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Move cells

Moving cells typically involves a process of cutting and
pasting When youcuta cell, it is removed from its
original location and placed in a temporary storage area
called the Clipboard.

1. Select the cell(syou want tomove
2. Click theHometab on the Ribbon and click ti@ut
button in the Clipboard group.

Aline of marching ants appeaxsound the selected
cells and the message A
ENTER or choose Pasteo

Other Ways to Cut Cells:
Press<Ctrl> + <X>. Or, rightclick the selection
and selecCut from the contextuainenu.

3. Select the cello whichyou want tomove the cells.

When you select a destination to paste a range of
cells you only have to designate the first cell where
you want to paste the cell range.

4. Click theHometab on the Ribbon and click the
Pastebutton in the Clipboard group.
The copied cell data is pasted in the new location.

Other Ways to Paste Cells:

Press<Citrl> + <V>. Or, rightclick where you
want to paste and seldeastefrom the contextual
menu.Or, select the destination and press
<Enter>.

Moving and copying cells using the mouse

Using the mouse to move and copy cells is even faster
and more convenient than using the cut, copy ana past
commands.

1. Select the cell(s) you want to move.
2. Point to the border of the cell or cell range.
3. Click and hold the mouse button.

4. Drag the pointer to where you want to move the
selected cell(s) and then release the mouse button.

Tips

V  Press and hold theCtrl> key while clicking and
dragging to copy the selection.

A B (= D E F

1 Mileage Report

2 Cost/Mile 50.50

3

4

5

]

7

8 —

9 |Date Destination ~ Beginning Ending  Total Miles Amuont

10| 2/2/2012 Duluth 20478 20568 90  545.00

11| 2/4/2012 Minneapolis 21004 21364 360 $180.00

12 | 2/8/2012 St Cloud 21435 21707 272 $136.00

13 |2/12/2012 Cloguet 21801 21891 90  545.00
S e 14 |z1s2012 Hibbing 21956 22266 310 $155.00
ap 15 | 2/20/2012 Minneapolis 22478 22838 360 $180.00

16 | 2/22/2012 Mankato 23481 24001 520 $260.00

17 | 2/24/2012 Minneapolis 24100 24620 520 $260.00

8 |2/27/2012 Minneapolis 24850 25122 272 $136.00

1
19
Figure 3-4: When cells are cut and pasted, they are
moved to a hew location in the worksheet.

The screen tip previews the address of
the cell range as it is moved.

A B (5 D E F
1 Mileage Report
2 Cost/lMile 50.50
3
4 s
b
&
7
8 —
9 Date Destination  Beginning Ending  Total Miles Amuont
10 2/2/2012 Duluth 20478 20568 90 $45.00
11 2/4/2012 Minneapolis 21004 21364 360 §180.00
12 | 2/8/2012 St. Cloud 21435 21707 272 §136.00
13 |2/12/2012 Cloguet 21801 21891 90 $45.00
14 12/15/2012 Hibbing 21956 22266 310 §155.00
15 | 2/20/2012 Minneapolis 22478 22838 360 $180.00
16 | 2/22/2012 Mankato 23481 24001 520 $260.00
17 | 2/24/2012 Minneapolis 24100 24620 520 §260.00
18 | 2/27/2012 Minneapolis 24850 25122 272 $136.00

Figure 3-5: Moving a cell range using the mouse.
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Controlling How Cells Are & Exercise Notes
Moved or Copled A Exercise File: Mileage33.xIsx

A Exercise: Use Paste Options topy the values only from
You cancontrolhow cell contentooks or behaves when it E4:E12 to E14:E22.
IS pastgd For example, you cakeepthed a taos . Enter the value 1.25 in cell G4. Use paste special to
formatting, or have it take on the formatting properties of multiply E4:E12 by this value.

the destination cells.

Use Paste Options

You can control how content is pasted in your
spreadsheets ing the Paste Options in Excel.

A B c D E F G

1. Paste theontentin the spreadsheand click the Mileage Report

1
: 2 Cost/Mile $0.50
Paste OpthﬂSbUttOﬂ. 3 Date Destination  Beginning Ending _T_m_a_l_l\tjil_e_s_.Amuont
. . . 4 | 2/2/2012 Duluth 20478 20568, 90y 545.00
The Paste Options button appears in the lengit § | 2/4/2012 Minneapolis 21004 21364} 360, $180.00
corner of the pastecbntent A list of different ways 6 | 2/8/2012 St. Cloud 21435 21707} 272 $136.00
7 1 212/2012 Cloguet 21801 218914 90)  345.00
you can paSte the content appears. § | 2/15/2012 Hibbing 21956 222665 310} 8466 00
r . i 9 | 2/20/2012 Minneapolis 22478 22838: 360! Paste
d Other Ways to Use Paste Options: _ 10| 2/22/2012 Mankato 2481 2000t 5205 el (55
Before pasting, lick the Pastebutton list arrow in 11/ 2/24/2012 Minneapolis 24100 24620, 520, = 5
. 12 | 2/27/2012 Minneapolis 24850 25122} 272y i ex 4
the Cllpbqard group on the Home tahd select a = t Pme;‘lues
paste option from the list. 14 0 o
15 of 123 IE.;ﬁI IEB‘/
Tip: The optiors available depend on the type of 1? g otnlyPaste Options
contentbeing pasted-or examplecontentthat B of %4 (= || =
contains formulas will have more paste options 19 0f &, () -

thancontentthat contains only text. _ _
Figure 3-6: The Paste Options button appears after

2. Pointatapasteoption pasting so you can specify how data is pasted into your

worksheet.
A live preview of how theontentwill look using
that pasteption appears.
3. Click apasteoption.
The data is pasted using the selectption
Table 3-1: Paste Option Commands
3 Paste Paste using default settings. 3 \/5lues Paste only values from cells.
% Formulas Pasteonly formulasfrom cells. 3 Values & Number  Paste the values and number
Formatting formatting from cells.
*£ Formulas & Number Paste formulas and number 12 \/alues & Source Paste the values and all formatting
Formatting formatting. Formatting from souce cells.
% Keep SourceFormatting Paste usingprmatting from the %/ Formatting Paste only the formatting used in
original cells. source cells.
““ No Borders Remove borders fromasteccells. = Paste Link Paste a link to the selected cells.
=i Keep Sour@ Keep the width of the original cells| &l picture Paste a picture of the selected cells.
Column Widths
£8 Transpose Flip the data so the rows are flippe( | Linked Picture Paste a picture of the cells with a link
to columns and vice versa. to theoriginal cells.
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Use Paste Special commands

You canalsocontrol how content is pasted using the Paste
Special command

1. Copy or cut an item as you normally would.

E4 - S | =(D4-C4)*1.25
2. Click the cell where you want to paste the item. C D E F G
1
3. Click theHometab and click thé?astebutton list 2 Cost/Mile §0.50
arrow in the Clipboard group. 3 Beginning Ending  Total Miles Amuont
N he P ial dialog b 4 20478 20568 1125 $56.25 1.25
ow open the Paste Special dialog box. 5 21004 21364 450l 522500
) 6 21435 21707 3400 $170.00
4. SelectPaste Special 7 21801 21891 1125 $56.25
The Paste Special dialog box appears. B 21356 22266 381.3) $133.75
9 22478 22838 4500 $225.00
Other Ways to Open Paste Special: 10 23489 24004 650] $325.00
Press<Ctrl> + <Alt> + <V>. 11 24100 24620 6501 $325.00
12 24850 25122 3400 $170.00

5. Select gaste option and clickK.
. . . Figure 3-7: Paste Special multiplies the value of the
The content is pasted into the spreadsheet using the  ¢qpied cell (G4) with the values in the selected cell range
selected option. (E4:E12).

6. Press<Enter>.

The pasted content is deselected.

Table 3-2: Paste Special Commands

Paste Option Description

All Pastes all cell contents and formatting. Same as the Paste command.

Formulas Pastes only the formulas as entered in the formula bar.

Values Pastes only the values as displayed in the cells.

Formats Pasts only cell formatting. Same as using the Format Painter button.

Comments Pastes only comments attached to the cell.

Validation Pastes data validation rules for the copied cells to the paste area.

All using Source theme Pastes all cell contents and fatting, including the theme, if one was applied to the source de
All except borders Pastes all cell contents and formatting applied to the copied cell except borders.

Column widths Pastes only the width of thelddwsr cael aarnl.
Formulas and number formats Pastes only the formulas and number formats.

Values and number formats Pastes only the values and number formats.

Operation (several options) Specifies which mathematical operation, if any, you want to apphetcopied data.

Skip blanks Avoids replacing values in your paste area when blank cells occur in the copy area.
Transpose Changes columns of copied data to rows, and vice versa.

Paste Link Links the pasted data to the source data by pasting a forefatance to the source data.
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Collecting Items to Move or
Copy

If you do a lot of cutting, copying, and pasting you will
appreciate the Office Clipboard. The Clipboard lets you
collect nultiple cut or copiedtemsat a time, which you
can then paste as needed. You can even use it to collect
and paste itenfsom other Office programs.

1. Click theHometab on the Ribbon and click the
Dialog Box Launcherin the Clipboard group.
The Clipboard task pane appears along the left side of
the window.

2. Cut and copy items as you normally would.

The Clipboard can hold 24 items at a tirAs.long as
the Clipboard is open, it collects items that are cut or
copied from all Office program3.he icon next to

each item indicates the program the item is from. See
Table3-3: Icons in the Clipboard Task Pafue

examples of some common icons.

3. Click where you want to paste an item from the
Clipboard.

Click the item in the Clipboard.

The item is pasted in the workbook.

@ Tips

V  While the Clipboard is displayed, each cut or copied
item is saved to the Clipboandthe Clipboard is not
displayed, the last cut or copied item is replaced.

To remove an item from the Clipboard, click the

& Exercise Notes
A Exercise File: Mileage3-4.xIsx

A Exercise: Display the Clipboard. Copy teecell rangs:
A6:F6;A10:F10; A12:F12

Paste the copied items in A14, A15, and A16.
Close the Clipboard and clear the contents of celléRI6.

Table 3-3: Icons in the Clipboard Task Pane
=
=]
el
U
]
el

2

Content cut or copied from Microsoft Excel.
Content cut or copied from Microsoft PowerPoint.
Content cut or copied from Microsoft Word.
Content cut or copied from Microsoft Outlook.
Cut or copied graphic object.

Web page contents cut copied from a Web
browser.

Content cut or copied from a program other than
Microsoft Office.

| . [

H A ; . | i = Mileagexdsx - Microsoft Excel
it embs &nd slecDaeterClicktheClear H
- . g Home Insert Page Layout Formulas Data Review View =] @ o e 2B
All button in the task pane to remove all items from el e o P R — comene | T be ]
. = = ‘% g™ Insel z
the Clipboard. pT1 Ga- B Z U AN He 5% 0 | Fooes @ -
TS me BA- AR I < | ElFormat - | 2
Clipboard Font nment Number Cells Editing
A2 - £ 2/27{2012 v
3 of 24 - Clipboard - x A B C D E F N
- 1 Mileage Report
[paste ] [ Coaran ] 2 Cost/Mile $0.50
Click an item to paste: 3 Date Destination  Beginning Ending  Total Miles Amuaont
€] 2/27/2012 Minmepols 4 2/2/2012 Duluth 20478 20568 1125 356.25
24350 25122 340 $170.00 5 2/4/2012 Minneapolis 21004 21364 450  $226.00 =
6 | 2/8/2012 St. Cloud 21435 21707 340 $170.00
Copied and cut items 7 2/12/2012 Cloquet 21801 21891 1125 $56.25
p in th i =k} Yz vankato 23461 8 | 2/15/2012 Hibbing 21956 22266 387.5  $193.75
appear in the Clipboard $325 9 | 2/20/2012 Minneapalis 22478 22838 450 $225.00
task pane. 10 | 2/22/2012 Mankato 23481 24001 650  $325.00
) 2/8/2012 5t Cloud 21435 11, 2/24/2012 Winngapglis 24100 24620 650 $326.00
21707 340 §170.00 12 4 272772012 Minneapolis 24850 95122 340 $770.00y
13
— T4 90
Click to control how Optons 15 360 o
R 4 4 » ¥ Sheetl ~Sheet? Sheet3 ~#[]4 v [
the C|lpboafd Select destinatio... | Average: 1/26/1950 Count:6 Sum: 5/16/2150 ||EE|[O] £ 100% — [} +

operates.

Figure 3-8: A worksheet with the Clipboard task pane displayed.
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Checking Your Spelling

You can use Excel ds spell
spelling errors in your worksheef® check the spelling
of a worksheet all at once, use the Speltirmjog box.

1. Click theReviewtab on the Ribbon and click the
Spelling button in the Proofing group.
Excel begins checking spelling with the active cell.

@ Tip: Depending on which cell is active when you
start the spell check, you may see a dialog box
that asks you if you want to start your spell check
from the beginning of the sheet. Sel¥et

Other Ways to Check Spelling:

Press<k7>.

If Excel findsan error, the Spelling dialog box
appears with the misspel
Dictionaryo text box. Yo

choose from when the Spelling dialog box opens:

¢ Ignore Once:Accepts the spelling and moves on
to the next spelling error.

o Ignore All: Accepts the spelling and ignores all
future occurrences of the word in the worksheet.

e Add to Dictionary: If a word is not recognized in
the Microsoft Office Octionary, it is marked as
misspelled. This command adds the word to the
dictionary so it is recognized in the future.

e Change:Changes the spelling of the word to the
spelling that is selected in the Suggestions list.

e Change All: Changes all occurrems of the word
in the worksheet to the selected spelling.

© Trap: Exercise caution when using this
comman@ you might end up changing
somet hing you didnot

e AutoCorrect: Changes the spelling of the word to
the spelling that is selected in the Suggestions list,
and adds the misspelled word to the AutoCorrect
list so that Excel will automatically fix it
whenever youype it in the future.

2. If the word is spelled incorrectly, select the correct
spelling from the Suggestions list. Then click
Change Change All, or AutoCorrect. If the word is
spelled correctly, clickgnore Once Ignore All,

Add to Dictionary .

Excel gplies the command and moves on to the next
misspelling.

& Exercise Notes

A Exercise File: Mileage35.xIsx
C
A Exercise: Run spell check and correspelling for the

entire worksheet.

X

Ignore All
Add to Dictionary
Suggestions:
T - Change

| Change All

AutoCorrect ‘

Spelling: English {(U.5.)

Nat in Dictionary:

Amuont

u = ‘

Dictionary language: | English (U.S.)} IZI
Options... Cancel

Figure 3-9: The Spelling dialog box.

The spelling check is complete for the entire sheet.

want S

Figure 3-10: This message appears when Excel is
finished checking the worksheet.

Microsoft Excel
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Editing a Worksheet

Once Excel has finishezthecking your worksheet for
spelling errors, a dialog box appears, telling you the
spelling check is complete.

3. Click OK.

The dialog box closes.

Turn the spell checker on or off
By default, Excel checks for spelling errors as you type.
To turn this feature on or off:
1. Click theFile tab on the Ribbon and click the
Options button.
TheExcelOptions dialog box appears.
2. Click theProofing tab and click th&heck spelling
as you typecheck box.
3. Click OK.
@ Tips

V The AutoCorrect feature automatically corrects
commonly misspelled words for you as you type.

University of Virginia Health System
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Editing a Worksheet

Inserting Cells, Rows, and & Exercise Notes
Columns A Exercise File: Mileage36.xIsx

A Exercise: Insert new cells in A2:F2 and shift cells down.
While working on a worksheet, you may need to insert

new cells, columns, or rowg/hen you insert cells, the
existing cells shift to make room for the new cells. Insert two new rows above row 2.

Insert news cells in F3:F13 and shift cells to the right.

Insert cells

1. Select the cell or cell range whereuywant to insert

A B e D E F G
Cells' 1 Mileage Report
. 2 Cost/Mile $0.50]
The number Of Ce||S yOU Select IS the number Of Ce||S 3 Date Destination  Beginning Ending  Total Miles Amount
H H 4 | 2/2/2012 Duluth 20478 20568 1125 $56.25 1.25
that WI” be Inserted' 5 | 2/4/2012 Minneapolis 21004 21364 450 $225.00
6 | 2/8/2012 St. Cloud 21435 21707 340 $170.00
2. Click theHometab on the Ribbon and click the 1. Select where you want to insert new cells.
Insert buttonlist arrow in the Cells group. Select
Insert Cells. v
. A B e D E F G
The Insert dialog box appears. Hemaiycan tell : Me_ﬂepm |
Excel how you want to move the existing cells to 3 Cosie 050 & +
4 Date Destination  Beginning Ending  Total Miles Amount Bl P
ma k e ( oom 1: or the new one e 012 T aosen o 1ps gsgs O Fomatsame As Above | s
righto or AShi ft cel |l s do s 24202 Minneapois 21004 21364 450 $o2500 O Formatsame AsBelow

O Clear Formatting

You can al so select AiEnt i B &enewgellsgppea inthe felgctadicellrange. clo | u mn o

in the Insert dialog box to insert an entire row or g“‘;_k theb'”tste”t

. ptions putton to

colunm and not just a cell or cells. choose seflings
for new cells.

3. Select the insert option you want to use and click

OK. Figure 3-11: Existing cells shift down to make room for the

The cell(s) are inserted and the existiedjs shift. inserted cells.
Other Ways to Insert Cells:
Right-click the selected cell(s) and selétsert
from the contextual menu. Select an option and
click OK.
Insert rows or columns Insert A
Insert

1. Select theow headingbelow orcolumn headingto

. . Shift cells right
the right of where you wano insert the new row or

column.
Entire row
The number of row or column headings you select is Entire column
the number of row or columns that will be inserted.
0K l | Cancel

2. Click theHometab on the Ribbw and click the
Insert list arrow in the Cells group. Seldcisert
Rowsor Insert Columns.

w -

Figure 3-12: The Insert dialog box.

The row or column is inserted. Existing rows are
shifted downward, while existing columns are shifted
to the right.

Other Ways to Insert Rows or Columns:
Right-click a row or column heading and select
Insert from the contextual menu.
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Deleting Cells, Rows, and
Columns

You can quickly delete existing cells, columns, or rows
from a worksheet. When you delete cells the existing cells
shift to fill the space left by the deletion.

Delete cells
1. Select the cell(s) you want to delete.

2. Click theHometab on the Ribbon and click the
Deletelist arrow in the Cells group. Seldotlete
Cells.

The Delete dialog box appears. Here you can tell
Excel how you want to move the remaining cells to
coverthe hole left by the deleted cell(s) by selecting

& Exercise Notes

A Exercise File: Mileage37.xIsx

A Exercise: Delete rows 23, and 4
Delete cel$ R2:F12 and shift cells left.

A B C D E F G
1 Mileage Report
2
3
i
3R Cost/Mile $0.50
6 Date Destination Beginning Ending Total Miles Amount

1. Select rows you want to delete.

Z . R = . A B [ D E F G
AShift cells | eftodo or A Shi[i wieageRepot
2 Cost/Mile $0.50
o T|p You can also sele@&ntire row or Entire 3 |Date Destination  Beginning Ending  Total Miles Amount
. . 4 | 2/2/2012 Duluth 20478 20568 112.5 $56.25
columnin the Delete dialog box to delete an 5 " 2/2/72012 Minneapolis 21004 21364 450 $225.00
entire row or column. 6 2/8/2012 St. Cloud 21435 21707 340 $170.00

3. Select an option and clicRK.

The cell(s) are deleted and the remaining cells are
shifted.

© Trap: Pressing the <Delete> k@nly clears a
cell 6s idordtoerstnd;t del et e

Other Ways to Delete Cells:

Right-click the selection and seldbteletefrom

the contextual menu. Select an option and click
OK.

Delete rows or columns

1. Select theow or column heading(s)you want to
delete.

2. Click theHometab on the Ribbon and ck the
Deletebutton in the Cells group.

The rows or columns are deleted. Remaining rows
are shifted up, while remaining columns are shifted to
the left.

Other Ways to Delete Rows or Columns:

Select the column or row heading(s) you want to
delete, righiclick any of them, and selebelete
from the contextual menu. Or, click tBeletelist
arrow and seledDelete Sheet Rowsr Delete
Sheet Columns The row or column ofte active
cell is deleted.

2. The existing cells shift up to replace the deleted rows.

Figure 3-13: Existing cells shift up to replace deleted cells.

the actual cel |

Delete |M

Delete

9

Shift cells up
Entire row

Entire column

0K ] ‘ Cancel

Figure 3-14: The Delete dialog box.
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Using Undo and Redo

The urdo andredo commands are very useful commands
for working with cell contents and cell formatting.

Undo an action

Undodoes just that it undoes any actions as though they
never happened.

1. Click theUndo button on the Quick Access Toolbar.

Your last action is undone. For example, if you had
deleted an item and then decided you wanted to keep
it after all, undo would make it reappear.

Other Ways to Undo:
Press<Ctrl> +<Z>.

Redo an action

Redois the opposite of unddt redoes an action you have
undone. For example, if you decide that you do, after all,
want to delete an item that you have just brought back
with undo, you can redo the delete action.

1. Click theRedobutton on the Quick Access Toolbar.

The last actioryou undid is redone.

Other Ways to Redo an Action:
Press<Ctrl> +<Y>,

Tip: Click theRedobutton list arrow to redo
multiple actions.

Undo or redo multiple actions

1. Click theUndo button list arrow oRedobutton list
arrow on the Quick Access Toolbar.

A list of the actions in Excel appears. To undo or redo
multiple actions, point to the command you want to
undo or redo.

For exampleto undo the last three actions, point at
the third action in the list. Each action done before
the one you select is also undone.

Tip: You can undo or redo up to 100 actions in
Excel, even after saving the workbook.
2. Click the last action you want t;mdo or redo in the
list.

The command you select and all subsequent actions
are undone or redone.

& Exercise Notes
A Exercise File: Mileage38.xIsx

A Exercise: Delete the contents of cell A1. Undo the actior
then redo the action

Enter fA.350
then redo both actions

i drandB.2Undbatleattiens e

Undo
button
Undo button
) _—list arrow
Delete

Typing 35" in F2 |~ Undo multiple
actions by selecting

Unda 2 Actions D,? the actions you wish

to undo.
@' [l |= Mileagexlsx - Microsoft Excel =HEN X
Delste Page Layout Formulas Data Review View & 9 =2 =
o |TyRINg'3SINFZ L = . | T - 87
1 | Undo 2 Actions k P A =
A A - @ - & -
Paste Number| Styles  Cells
S F  Eme B A ST
Clipboard Font Alignment Editing
A4 - J=| 2/8/2012 v
A B C D E F G :
1 Mileage Report
2 Cost/Mile $0.35

3 Date Destination  Beginning Ending  Total Miles Amount
il 2/8/2012 St. Cloud 21435 21707 340 $119.00

5 12/12/2012 Cloguet 21801 21891 112.5 $39.38

6 2/15/2012 Hibbing 21956 22266 3875 $13563

7 2/20/2012 Minneapolis 22478 22838 450 $157 50

8 2/22/2012 Mankato 23481 24001 650 $227.50

9 2/24/2012 Minneapolis 24100 24620 650  $227.50

10 2/27/2012 Minneapolis 24850 25122 340 $119.00

11

12

13 hal
4 4 » ¥ Sheetl ~Sheet2 -‘Sheet3 ~¥J I+ v [

Average: 5/12/1946 Count: 12 Sum: 8/22/2363 ||BH IEI 100% (= U {4+

Figure 3-15: Using the Undo command.

50 © 2010 CustomGuide, Inc.



Editing a Worksheet

Finding and Replacing
Content

Dondét waste time scanning
values that you want to replace with something new:
Excel 6s find and replace ¢
with just a fev clicks of your mouse.

Find
The Find feature makes it very easy to find specific words

and values in a worksheet.

1. Click theHometab on the Ribbon and click ténd
& Selectbutton in the Editing group. Sele€ind
from the Ist.

The Find tab of the Find and Replace dialog box
appears.

Other Ways to Find Text:
Press<Ctrl> + <F>,

2. Type the text or value you want to findtinh e  fi F i
what o text box.

3. Click theFind Next button.
Excel jumps to the first occurrence of the word,
phrase, or value that you entered.

4. Click theFind Next button again to move on to other
occurrences. WhenClgsmubr e

Replace

Replace finds specific words and values, and then
replaces them with something else.

1. Click theHometab on the Ribbon and click tfénd
& Seled button in the Editing group. SeleReplace
from the list.

The Replace tab of the Find and Replace dialog box
appears.

Other Ways to Replace Text:
Press<Ctrl> + <H>,

2. Typet he text or value you
what 0 text box.

3. Type the replacement text
witho text box.

& Exercise Notes
A Exercise File: Mileage39.xlIsx

A Exercise:Fi nd

al | i nnsetaapnocl e ss 0o 1
y  worksheet.
Repl ace all i nst aBlaneds. of
O il 11 v o v ow o (VIR oo v y
& = Mileagexisx - Microsoft Excel = |
g Home | Insert  Pagelayout Formulas  Data  Review View o @ =@ =
% Arial ~ 10 i General - gelnsert - I v
: . |9 or | &
Ga- B Z U - A & 8 - % 3 Delete - [g] -
Styles .. Sort & |Find &
I | B S-A- W 5B - HFormatm 2 e - |select -
Clipboard Font Alignment Number 4 Eind
A~ J: | Mileage Report 2, Replace. I"\3
A B C D E F =  Go To.
1 |IMHE§ e R-épon Go To 3pecial...
2 Cost/Mile $0.35
3 Date Destination  Beginning Ending  Total Miles Amount Formulas
4 2/8/2012 St. Cloud 21435 21707 340 $119.00 Comments
5 2/12/2012 Cloguet 21801 21891 1125  $39.38 Condtional Formating
6 2/15/2012 Hibbing 21956 22266 387.5  $13563 Constants
7 2/20/2012 Minneapolis 22478 22838 450 $157.50 .
8 2/22/2012 Mankato 23481 24001 650  $227.50 Data Validation
9 2/24/2012 Minneapolis 24100 24620 650  $22750 | [ select Objects
10 2/27/2012 Minneapolis 24850 25122 340 $119.00 |
1" f; Selection Pane..
12
13 E
M 4 » | Sheetl ~Sheet2? ~Sheet3 ¥d Ikt » [
Ready | 3 | =T E 10 (=) Iy 1)

n Iglgure 3-16: Opening the Find and Replace dialog box.

Find and Replace l B -t
Find what: Minneapolig E
| Find All | [ Find Mext ] ‘ Close ‘

Figure 3-17: The Find tab of the Find and Replace dialog
box.

Find and Replace @ ﬁ
Find what: Mankato
W | | Replace with: |Blaine =d
| mepiacean | | mepace | | mndar | [ mndnes | [ cose |

Figure 3-18: The Replace tab of the Find and Replace
dialog box.
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4. Click theFind Next button.

Exceljumps to the first occurrence of the word,

phrae, or value in the

5. Choose how you want to replace the text:

e Replace:Click to replace the current item.

o Replace All: Click to replace each item found in
the document. Use this command with caution:

you might replace something youdi n 6 t
replace.

6. Click Close

Search options

Use Excel 6s search

in the document.

1. Click theMore button in the Find and Replace dialog

box to specify how to search fdata

Table3-4: Find and Replace Search Options

options

AFind whato box.
want t o
Find and Replace ‘ B it
Find Replace
Find what: E| ‘ Mo Format Set ‘ | Format... -
Within: | Sheet [+] [ mateh case
search: | By Rows EI Match entire cell contents r C h es
Look in: |Formulas EI
‘ Find All |[ Eind Next I | Close ‘

Figure 3-19: The Find and Replace dialog box with search

options displayed.

describes the Sezh Options available under the Find

and Replace tabs.

O Trap: If you specify Search Options, make sure to
turn them off when you are finished. Otherwise,
subsequent find or replace commands will use the

same search options.

Table 3-4: Find and Replace Search Options

Within
Search
Look in
Match case

Match entire cell contents
not included.

Format button

Searches exactly as text is typed in the text box.

Choose whether to search within just the current sheet or the entire workbook.
Search by rows (left to right, then top to bottom) or columns (top to bottom, then left to right).

Specify which kinds of data you want to search in, such as formulas, values, or comments.

Searches only for cells that match the contents in the text bozlgrfiarts of phrases or words are

Specify formatting characteristics you want to find attached to the text in the Find what text box
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Adding Comments to Cells

Sometimes you may rd to add notes to a workbook to
document complicated formulas or questionable values,

or to leave a comment
comments command helps you document your

for

worksheets and make them easier to understand. Think of
cell comments as Rblt Notes that you can attach to any
cell. Cell comments appear whenever you point at the cell

theydre attached to.

Insert a comment
1. Click the cell you want to attach a comment to.

2. Click theReviewtab on the Ribbon anzlick the
New Commentbutton in the Comments group.

3. Type a comment.

4, Click outside the

finished.

Other Ways to Insert a Comment:

comment

Right-click the cell you want to attach a comment

to and seledew Commentfrom the contextua

menu. Type a comment.
View a comment

1. Pointto the red trianglehaped comment marker
thatds | ocated in the

cel

Tip: To display a comment all the time, click the

cell with the comment, then click tiieview tab
on the Ribbon and click théhow/Hide

Commentsbutton in the Comments group. Or,

click theShow All Commentsbutton in the

Comments group to display all the comments in a

worksheet at once.

Edit a comment

1. Click the cell that contains the comment you want to

edit.

2. Click theReviewtab on the Ribbon and click the
Edit Comment button in the Comments group.

3. Edit the comment.

You can change the size of a comment text box by
clicking and dragging one of the eight sizing handles

that surrounds the comment.

& Exercise Notes

A Exercise File: Mileage310.xIsx

A Exercise: Add a comment to cef\10 that readsfiThis
date may be incorrect.

View the comment.

Edit the c¢comment Wdoulkl yoa plehset
check my receipts to veri
Delete the comment.
|z|‘ =, |= Mileagexlsx - Microsoft Excel e [
Home Insert Pagelayout Formulas Data | Review | View & @ o B O
¥ Spelling ==
&4, Research -5 -
= Translate
% Thesaurus >4
Proofing Language Comments Changes
AlD - B v
A B C D E F G

3 Date

4 | 2/8/2012 St. Cloud
5 2/12/2012 Cloquet
6 2/15/2012 Hibbing
7

8

2/22/2012 Blaine

Destination

2/20/2012 Minneapolis

21435
21801
21956
22478
23481

9 2/24/2012

Melissa:
212712012 By dare may be
" Hincorrect

4 4 » | Sheetl - Sh

Cell A10 commented by Melig]

et2
a

Sheet3

Beginning Ending

21707
21891
22266
22838
24001
24620
25122

Total Miles Amount

340
1125
387.5

450

650

650

340

Resize handle

1]

4

| | EE O E1

$119.00

$39.38
$135.63
$157.50
$227.50
$227.50
$119.00

31

Comment text box

Figure 3-20: Cells with comments have a red comment
indicator in the upper right corner of the cell.
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4. Click outsidethecmme nt ar ea when youdre
finished.

Other Ways to Edit a Comment;

Right-click the cell with the comment you want to
edit and seledEdit Comment from the

contextual menu. Edit the comment.

Delete a comment

1. Click the cell that contains the comment you want to
delete.

2. Click theReviewtab on the Ribbon and click the
Deletebutton in the Comments group.

Other Ways to Delete a Comment:
Right-click the cell you want to delete and select
Delete Commentfrom the contextual menu.
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Quiz Questions

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

You can replace cell contents by typing over the current contents.diTRadse?)

To copy cells using the mouse, press and hold the key while clicking and dragging the selection.
. <Alt>

. <Ctrl>

. <Shift>

. <F4>

o0 x>

The Paste Options button appears after pasting cells in Excel. (True or False?)

With the Paste Special command, you can choose to paste only
A. values
B. formulas
C. cell comments
D. All of these are correct.

The Office Clipboard is available in other Office programs besides Excel. (True or False?)

Which button should you ick to leave misspelled text alone and move to the next questionable word?
A. Ignore Once
B. Ignore All
C. Add to Dictionary
D. Change

When you insert a row, the existing rows are shifted in which direction?
A. Left
B. Upward
C. Downward
D. Right

Pressing the <Delete> key deletes the selected cell and its contents. (True or False?)

You can undo multiple actions in Excel. (True or False?)

To access the find and replace commands, click the Find & Select button in the group on the Home tab.
A. Editing
B. Cells
C. Number
D. Clipboard
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26.

You can delete a cell comment, but you

Quiz Answers

canot

edi t

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

True. Simply click a cell and type to replace its contents.

B. Press and hold the <Ctrl> key to copy cells using the mouse.

True. The Paste Ophs button appears after pasting cells in Excel.

D. You can use the Paste Special command to paste any of these elements.

True. The Office Clipboard can be used in all Office programs.

A. Click the Ignore Once button to leave text alone and move to gieuestionable word.

C. The existing rows are shifted downward when you insert a row.

Fal se. Pressing the <Delete> key only
True. You can undo multiple actions in Excel.

A. Editing

False. You can edit or delete a cell comment.

del et es

t

he
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4Formatting a
Worksheet

Formatting TeXt......ccooveeeeeiiiiieeee e 58
Formatting Values .........ccccooviinieeeeee e, 59
Adjusting Row Height and Column Width ...... 60
Adjust column width...........cccociiiiineen 60
Adjust row height .......cccccoeeiiiiiiiee e 60
AutoFit columns OF FOWS .........ceevveeeeeeenne 60
Working with Cell Alignment..........ccccceevvnneee 61
Adding Cell Borders and Background Colors 62
Copying Formatting .....ccccceevvvvvveeeeeeeesiiiiieeenn. 64
Applying and Removing Cell Styles................. 65
Apply acell style.......ccoovviieiiniiiiiiiiee 65
Remove a cell style.........ocoveeiiiiiiiininnnn. 65
Creating and Modifying Cell Styles ................. 66
Modify or duplicate a cell style................. 67
Using Document Themes ..............ccceeeeeeeee. 68
Apply a document theme........................ 68
Mix and match document themes............ 68
Create new theme colors and fonts......... 69
Save a new document theme.................. 69
Applying Conditional Formatting .................... 70
Apply Highlight Cell Rules and Top/Bottom
RUIES. ..o 70
Apply Data Bars, Color Scales and Icon
SIS i 71
Creating and Managing Conditional Formatting
RUIES . 72
Create anNew rule ..........occcvvveeveeeeeeininnnee, 72
Manage rules...........ccccceeeeiei e, 72
Remove conditional formatting ................ 73
Finding and Replacing Formatting ................. 74

You probably have a fewolleagues that
dazzle everyone at meetings with their
sharplooking worksheets that use
colorful fonts and borders.

This chapter explains how to format a
worksheet to make it more visually
attractive and easier to read.

You will learn how to change the
appearance, size, and color of text and
how to align text inside a cell. You will
learn how to add borders and shading an
how to use cell styles, as well as many
other tools that will help your worksheets
look more organized and professional.

Using Exercis Files

This chapter suggests exercises to practi
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

e Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

¢ Open the exerse file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
Abuild upon themo,
in a chapter can be performed in
succesion from the first lesson to the last.
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Formatting Text

You can emphasize text in a worksheet by making the text

darker and heavieb(ld), slanted italics), or in a
different typefacefpnt). The Font group on the Home tab
makes it easy to apply charactermatting.

1. Click the cell(s) with the label you want to format.

2. Click theHometab on the Ribbon and click a
formatting button in the Font group.

The text is formatted.

Other Ways to Format Text:

Right-click the cell(s) you want to format. Click a
formatting button on the Mini Toolbar. Or, right
click the cell(s) you want to format and select
Format Cells from the contextual menu or click
the Dialog Box Launcherin the Font group.
Select formatng options on the Font tab in the
Format Cells dialog box.

Tips

V To use different font formats for different characters
within the same cell, make the formattingaoges
while in edit mode.

V The formatting buttons in the Font group, such as
Font Color and Font Size, are not justflmmatting
label® you can use them to format values as well.

V Text is often called a
usually acts as a label to the data in the worksheet.

& Exercise Notes
A Exercise File: Sales41.xlIsx

A Exercise: Format cell A1 with 14 pt Cambria font, then
format thecell ranges B3:G3 and A4:A12 with bold
Cambria font.

~
Format Cells [ X
| Mumber I Alignment | “Font | | Border | Fill I Protection |
Font: Font style: Size:
Cambria Regular 14
‘Cambria (Headings P Regula - 10 -
T Calibri (Body) Ttalic 11
ADMUI3Lg Bold 12
ADMUI3Sm Bold Italic
B Agency FB 15
I Aharoni 2 | |18 <
Underline: Color:
Nane I (- | [ tiormal font
Effects Preview
Strikethrough
Superscript AaBbCcYyZz
Subscript
This is & TrueType font. The same font will be used on both your printer and your screen.
Coe
4

Figure 4-1: The Format Cells dialog box

Table 4-1: Font Formatting Buttons

il Make textdarker and heavier.

Bold

Italic

Underline

Font

Font Size

Increase/Decrease
Font Size

Al

Font Color

Make textslant

Add aline or double lineunder text.

Select a differenfiont .

adjustfont size

Adjust font size by one increment
eitherlargeror smallet

Adjusttext color

text
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Formatting Values

Applying number formatting changes how values are
displayed i t doesnédét change the
Excel is often smart enough to apply some number
formatting automatically. For examplé yiou use a dollar
sign to indicate currency, such as $548.67, Excel will
automatically apply the currency number format for you.

1. Click the cell(s) with the value(s) you want to format.

2. ClicktheHometab on the Ribbon and click a
formatting button in the Number group.

The values are formatted. Sihe table belovior
more information on buttons in the Number group.

Other Ways to Format Values:

Right-click the cell(s) you want to format. Ck a
formatting button on the Mini Toolbar. Or, right
click the cell(s) you want to format and select
Format Cells from the contextual menu or click
t he Nu mb érloggBoxd aupches.
Select formatting options on the Number tab in
the Format Cells diag box.

Tips

V  Create custom number formats in the Format Cells
dialog box by selecting the Custom category,
selecting a number format code in the list, and editing
it in theType text box. Watch the sample area to see
how the custom number format you create will be
displayed.

V  The formatting buttons in the Font group, such as
Font Color and Font Size, are not just for formatting
label® you can use them to format values aslwel

& Exercise Notes
A Exercise File: Sales42.xlsx

A Exercise: Format the cell range B4:G12 with the
Accounting number format and decrease the decimal ple
so no decimals are shown.

Select the range B6:G10 and display the Format Cells
dialog box. Select the Accounting category and rentbge
dollar symbols from the range (select None as the symbt

Format values using
the commands in the
Number group.

Accounting format with and
without dollar symbols.

- Salesd-3.alsx - Microsoft Excel ==
g Home || Insert  Pagelayout  Formulas  Data cview  View o @ o &P R
= G g . = =i |General - | E v AT
_1 dfh amypria - = enera & 1) 7
Sar B [ U~ A 4 %% @~ 34~
Paste . Styles | Cells
- E A b - - -
Clipboard Font Number Editing
Al - J+ | Income & Expenses =
A B C D E F G =
1 |Incomel& Expenses
3 Jan| Feb Mar Apr May June
4 Income |[$ l12000 $ 17000 $ 18500 $ 16500 S 15500 $ 17,050 |
5
6 Supplies| 1,200 2,500 3,000 3,500 3,500 3,850
7 Office 500 600 700 800 800 330
8 Wages 7,000 7,000 7,000 7,000 7,000 7,700
3 Utilities 3,000 3,000 3,000 4,000 4,000 4,400
10 | Total Ex 11,700 13,100 13,700 15,300 15,300 16,830
11
12 Netlnc. | $ 300 S 3,900 $ 4800 S 1,200 $ 200 $ 220
13 -
4 4 » M| Sheetl Sheet2 ~Sheet3 %3 [14 r [
Ready | |[FR|E & 200% (=) L} (+)

Figure 4-2: Formatted values.

Table 4-2: Number Formatting Buttons

G ||

Number Format

Accounting Number
Format

%]

Percent Style

-]

Comma Style

1000.00
or
Increase{Decrease 1000.0
Decimal

$1,000.00

100%

1,000

Select from several number formatéke General, Number, or Tindeor
click More to see all available formats.

Apply the Accounting number format, which adds a dollar sign ($) and
decimal point.

Apply the Percent format, which converts the value to a percentage and
a percent symbol (%).

Add a thousarglseparator.

Increase or decrease the number of digits shown after the decimal point.
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Adjusting Row Height and
Column Width

When you start working on a worksheet, all the rows and
columns are the same siZs you enter information into
the worksheet, you will quickly discover that some of the
columns or rows are not large enough to display the
information they contain.

Adjust column width

1.

Point to the column heade
pointer changes toH.

Click and drag to the left or right to adjust the width.

A dotted line appears as you drag, showiag y
where the new column border will be.

Other Ways to Adjust Column Width:
Right-click the column header(s), sel€&dlumn
Width from the contextual menu, and enter the
column width. Or, select the column header(s),
click theFormat button in the Cellsmup on the
Home tab, seledidth, and enter column width.

Adjust row height

1.

& Exercise Notes

A Exercise File: Sales43.xlsx

A Exercise: Adjust the width of column A to 13.00 points
and the height of row 1 to 24.00 points.

AutoFit columns B through G.

= R R = (R B

10
11

12

The screen tip displays the width of the

column as the size changes.
ros riaht |h0r der

Al

A
Income

Supplies
Office
Wages
Utilities
Total Ex)

Net Inc.

unt i

| Width: 13.00 (96 pixels)

S

S

B

12,000 S

1,200
500
7,000
3,000
11,700

300 S

C

17,000 S

2,500
B00
7,000
3,000
13,100

3,900 S

Point to the row header 0sFignrs43;iregasing Big wipts of colymp A.j |

pointer changes to -I—

Click and drag up or down to adjust the height.

A dotted line appears as you drag, showing you
where the new row border will be.

Other Ways to Adjust Row Height:

Right-click the row header(s), seleéRbw Height
from the contextuamenu, and enter the row
height. Or, select the row header(s), click the
Format button in the Cells group on the Home
tab, selecHeight, and enter the row height.

AutoFit columns or rows

The AutoFit feature automaticgltesizes columns or
rows to fit the cell in each column or row that has the
widest or tallest contents.

1. Doubleclick the right border of the column(s) or
bottom border of the row(s).

Tips

V  To AutoFit multiple rows or columns, select the rows

and columns, then doubtdick the corresponding
border to adjust all selected rows or columns.

F= | Incor

t

t

he

he
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Working with Cell Alignment

By default, the contents of a cell appear at the bottom of
the cell, with values (numbgraligned to the right and
labels (text) aligned to the left. This lesson explains how

to control the alignment of data in a cell.

1.

2.

Select the cell(s) you want to align.

Click theHome tab on the Ribbon and click an
alignmentbutton in the Alignment group.

The cell contents are realigned. Sedle4-3:; Cell
Alignment Buttons in the Alignment Grodpr more

information about alignment options in Excel.

Other Ways to Align Cells:
Right-click the cell(s) you want to align. Click an & | cellis wrapped.

alignment button on the Mini Toolbar. Or, right
click the cell(s) you want to align and select

& Exercise Notes
A Exercise File: Sales44.xlIsx

A Exercise: Center align the labels in cells B3:G3.

cells A1:G1.

A B
1 Left Aligned
2 Centered
3 Right Aligned
4 Merged and Centered
5 Indented
The text in this

Figure 4-4: An example of horizontal alignment options.

Format Cells from the contextual menu or click
theDialog Box Launcherin the Alignment
group. Select alignment options on the Alignment
tab in the Format Cells dialdgpx.

A B £

Top Aligned

1 Middle Aligned

Bottom Aligned

Figure 4-5: An example of vertical alignment options.

Mer ge and center the | abe

Table 4-3: Cell Alignment Buttons in the Alignment Group

=||=] [=]

Top/Middle/Bottom Align

Align Left/ Center/Right

Orientation

Decrease/Increase Indent

—

EI:!
Wrap Text

Merge & Center list arrow

Align cell contents to the top, middle, or bottom of the cell using these three buttons.

Align cell contents to the left side, center, or right side of the cell using these three buttons.

Align cell contents diagonally or vertically.

Increase or decrease the margin between the cebkmis and the cell border with these two

buttons.

Make all cell contents visible by displaying them on multiple lines within the cell (this incree

the rowbs

hei ght) .

Select from a few options for merging celigether and centering cell contents within the

merged cells.
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Adding Cell Borders and
Background Colors

Adding cell borders and filling cells with colors and

patterns can make them more attractive, organized and

easy to read.

Add a cell border

Borders are lines that you can add to the top, bottom, left,

or right of cells.
1. Select the cell(s) you want to add the border to.

2. Click theHometab on the Ribbon and click the
Border list arrow in the Font grqu

A list of borders you can add to the selected cell(s)

appears. Use the examples shown next to each border

option to guide your decision.

I f the border

in the list, add one border at a time.
3. Select a border type

The border is applied.

@ Tip: To remove a border, click tfgorder list
arrow in the Font group and seléab Border.

Notice that tle border option you chose now appears
as the selected border type on the Border button. If

you want to apply the some border to another cell,
just click the Border button.

Other Ways to Add a Border:

Right-click the cell(s) you want to add the border

to. Click theBorder list arrow on the Mini
Toolbar and select a border. Or, rigiitk the
cell(s) you want to format and seldairmat
Cellsfrom the contextual menu or click the
Dialog Box Launcherin the Font group. Click
theBorder tab in the Format Clsl dialog box and
select border options.

Draw a cell border

Someti mes itbdbs easier to

in cells, so you can see the borders as they are applied.

1. Click theBorder button list arrow in the Font group
of the Home tab and seldotaw Border.

The cursor changes into a pencil shape.

configurat:i

dr

& Exercise Notes
A Exercise File: Sales45.xlsx

A Exercise: Add a bottom border to cells B33 and B9:G9.
Add a light blue fill color (Accent 1, Lighter 80%) to the
Income & Expenses merged cell.

Cell border Background color
A B c D E F G

2 Income & Expenses

2

3 Jan Feb Mar Apr May June
4 |Income $12,000 $17,000 $18,500 $16,500 $15,500 $17,050
5

6 Supplies 1,200 2,500 3,000 3,500 3,500 3,850
7 | Office 500 600 700 800 800 880
g2 Wages 7000 7,000 7,000 7,000 7,000 7,700
9 | Utilities 3,000 3,000 3,000 4,000 4,000 4,400
10 Total Exp. 11,700 13,100 13,700 15,300 15,300 16,830
11

12 NetInc. $ 300 $3900 $ 480 $ 1200 $ 200 $ 220

Figure 4-6: Worksheet with cell borders and a background
color applied.

Format Cells l ? &]
Mumber | Alignment Font Border Fil Protection
Line Presets
Style: — |
MNone ~ ==—===—-= +
R —— None oufine Inside

== Text
Color:

Automatic |z|

RE

The selected border style can be applied by dicking the presets, preview diagram or the buttons
above,

Figure 4-7: The Format Cells dialog box with the Border
tab displayed.
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Formatting a Worksheet

2. Click and drag the cell gridlines where you want to
apply the border.
The boders are applied to cells as indicated.

@ Tips

V To change the style or color of the lines used by the

Draw Border tool, click th®&order button list arrow
in the Font group and select thime Color andLine
Style you want to use.

Add a cell background color

Fill the background of a cell by adding a color or pattern.

1.

2.

Select the cell(s) you want to add the color to.

Click theHometab on the Ribbon and click tifel
Color list arrow in the Font group.

A list of colors you can add to the selected cell(s)
appears.

Select the dor you want to use.
The fill color is applied.

Notice tha the color you chose now appears as the
selected color on the button. If you want to apply the
shading to another paragraph, just click the button to
apply the displayed shading color.

Other Ways to Apply Background Color:
Right-click the cell selection and click tisll
Color list arrow on the Mini Toolbar. Select a
color. Or, rightclick the cell(s) you want to
format and seledtormat Cells from the
contextual menu or click theialog Box
Launcherin the Font group. Click thEill tab in
the Format Cells dialog box and select a
background color or fill effects.

Tips

\Y,

You can use an imagas the background of a
worksheet. Click th€age Layouttab and click the
Background button. Browse to and select the image
you want to use as the worksheet background. Click
Insert.

A B £ D E F G H
2 Income & Expenses
2
3 Jan Feb Mar Apr May June
4 Income $12,000 $17,000 518,500 516,500 3515500 $17,050
5
6 Supplies 1,200 2,500 3,000 3,200 3,500 3,850
7 Office 500 600 700 800 800 880
& Wages 7,000 7,000 7,000 7,000 7,000 7,700
9 Utilities 3,000 3,000 3,000 4,000 4,000 @,400
10 Total Exp. 11,700 13,100 13,700 15,300 15,300 16,330
1
12 NetInc. 5 300 S 3,900 S 4800 5 L200 5 200 § 220

13

14

Figure 4-8: Click and drag the Draw Border tool to add
borders to cells.

Format Cells l @ &J
|Number I Alignment I Font I Border |F\II Protection
Background Color: Pattern Color:
[ Mo Calor ] Automatic |z|
1l EEE u Pattern Style:
u [=]
L
HEN
EEEEENEEEN
AEEEEENENENEN
HE EEEER
Fill Effects... ‘ |MoreCo|ors‘..
Sample
e

Figure 4-9: The Fill tab of the Format Cells dialog box.
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Copying Formatting & Exercise

_ _ . A Exercise File: Sales46.xIsx
If you find yourself applying the same cell formatting

again and again, then you should familiarize yourself with
the Format Paiter tool. The Format Painter allows you to
copy the formatting of a cell or cell range and apply it
elsewhere.

A Exercise: Use the Format Painter to copy the value
formatting from the cell B4 to the range B10:G10.

1. Select the cell(s) with the formatting yauant to

copy. Format Painter button
2. Click theHometab on the Ribbon and click the — — ——
Format Painter button in the Clipboard group. - J——
Home Insert Page Layout Formulas Data Review View & @ o B OER
Other Ways to Access the Format Painter Calibr o) == A | 2
Button: = Bj o i' AA A Number| Styles | Cells j__' Lo
. . . H-| - A = - 7| @
Se|eCt the Ce”(S) W|th the fOI’mattIng OptlonS yOU Clipboard Font Alignment Editing
want to copy, then rigktlick the selectionClick 1R X 6C - Fe | =sUM(B6:89) S
the Format Painter button on the Mini Toolbar. : Q E < L E L < HI
The mouse pointer changes to indicate it is ready to £ -Jan Feb Mar Apr  May June
f : 4 |Income 1$12,000) $17,000 $18,500 $16,500 $15,500 $17,050
apply the copied formatting. b =
. . . . 6 S li 1,200 2,500 3,000 3,500 3,500 3,850
Tip: Singleclick theFormat Painter button to o o o w0 mol a0
apply copied formatting once. Doukdéick the 8 Wages 7,000 7,000 7000 7,000 7,000 7,700
: : 9 |Utilities 3,000 3,000 3,000 4,000 4,000 4,400
Format_ Painter butto_n toapply copled i 10 |Total Exp. [ 11,700 13,100 13,700 15,300 15,300 ".r25,830 |
formatting as many times as necessary, then click 1
it again or press theEsc>key to deactivate the g Net Inc $ 300 53500 $ 4800 1200 § 200 5 220
! i 4 » W| Sheetl Sheet2 ~Sheet3 . 7J M4 » [
Format Painter. Use.. | Average: 14,322 Countd Sum: §5930 |[EH|OIME 100% (= 0 (1)

3. Click the cell to which you want to apply the copied Figure 4-10: Using the Format Painter tool to copy
formatting. formatting from cells in row 4 to cells in row 10.

The copied formatting is applied.
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Applying and Removing Cell
Styles

Styles contaipreset font formatting, cell shading, and
other formatting items that can be applied to a cell or cell

range all at once. This is a convenient and easy formatting

option for your cells.
Apply a cell style
1. Select the cell(s) you want to format.

2. Click theHometab and click theCell Stylesbutton
in the Styles group.

A gallery of styles appears.

3. Select a cell style.

@ Tip: Hover the pointer over a style to preview
how it will look before selecting it.

Remove a cell style
1. Select the cell(s) that have the cell style applied.

2. Click theHometab and click the&ell Stylesbutton
in the Styles group.

3. Click Normal.
Tips

V  Cell styles are associated with the theme that is being
used for the workbook. If you switch to a new theme,

the cell styes will update to match it.

V If you have another workbook that contains styles
that you want to copy into the current workbook,
click theCell Stylesbutton in the Styles group and
selectMerge Styles

& Exercise

A Exercise File: Sales47.xlsx

A Exercise:Apply the fAHeading 3¢
range B3:G3.

Apply th AfHeadi ng 40 cel
Apply th iTotal o cel |l st

e
e
h

Remove the fAHeading 40 ce

B3 - £ Good, Bad and Neutral

A B c | Normal Bad Good Neutra
a Incom DPataand Model
5 11 | excianatory... [input ] Note
3 Jan Feb |[output Warning Text
4 Income $12,000 $17,00( Titles and Headings ) -
5 Heading 1  Heading 2 Heading 3 eading 4 I'itle Total
6  Supplies 1,200 3,50 Themed Cell tyles [
7 |Office 500 600 50%- Accentl  20%- Accent2  20%-Accent3  20%-Accentd  20%- AccentS  20% - Accent6
2 |Wages 7,000 7,00
9 Utilities 3000  300( 0%-Accentl  [40%-Accent2 | 40%-Accents |40%-Accentd | 40%- Accents  40%-Accents

10 Total Exp. $11,700 $13,10(
1

;
12 Netlnc. $ 300 S 3,90(

13 Number Format
14 Comma

Comma [0] Currency Currency [0]  Percent
15 & New Cell Style.

4> W] Sheetl /Sheets /Sheets| = Merge Styles.

Figure 4-11: A preview of how the cell style will look
appears as you hover over styles in the Cell Styles gallery.
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Creating and Modifying Cell & Exercise
Styles A Exercise File: Sales48.xIsx

A Exercise: Create a new style using the formatting in cell
You can modify cell styles and create new styles. Al, andname the style Income&Expenses.

Modify the Income&Expenses style: change the font size
Create a new cell style 16 pt. and add Bold fanatting.

If you find that you keep applying the same formatting
over and over, you should create @eswith that
formatting so you can apply those formatting settings with

one click. (‘style B e |

1. Select the cell that has the formatting you want to use el " =B wpenses
for the style.
The new style will use these formatting properties. Style Indudes (By Example)
If you need, yowvill be able to modify the formatting ¥l tiumber  General
further before the style is created. /| Alignment  Horizontal Center, Top Aligned

2. Click theHometab and click thé/lore button in the 7] Eont Cambria (Headings) 14, Text 1
Cell Stylesgallery of the Styles group. 7lBorder  No Borders
A list of all the available cell styles appears. 1 Fil Shaded

3. SelectNew Cell Style /| Protection  Locked
The Styledialog box appears with the formatting for
the selected cell. You can further define the ok J[ con
formatting for the cell if you wish. \ v

Figure 4-12: The Style dialog box.
4. Type a name for the style in the Style nated box.

The name should be easy to identify.

5. (Optional) Check or uncheck fAiStyle includeso boxes
to select which formatting items you want the style to
include. = Cesites =
‘Custom
If you leave a check box empty, the default settings Incomeg.. o
will be used for the cell. Soo o an |
MNormal Bad Good Neutral
Data and Model
6. (Optional) Click theFormat button and define | Il | exptanatory... Note
formatting as needed. s Hamine T
Heading1l Heading2 Heading 3 Heading4 Title Total
7 C“Ck OK Themed Cell Styles
: ) 20% - Accentl  20%- Accent2  20%- Accent3  20% - Accentd  20%- AccentS  20% - Accentt
The Format dlalog bOX C|OS€S 40% - Accentl  40%- Accent2  40% - Accent3  40%- Accentd  40% - AccentS  40% - Accentf
;
8. Click OK.
. . Comma Comma [0] currency Currency [0] Percent
The Style dialog box closes and the new style is T ——
available in the Cell Styles gallery. B ergestes.

Figure 4-13: The new style appears under the Custom

9. Reapply the new style to the cell. section of the Cell Styles gallery.

@ Tips

V  New styles are added to the theme that is currently
applied to the workbook.
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\Y,

If you have another workbook that contagtgles
that you want to copy into the current workbook,
click theCell Stylesbutton in the Styles group and
selectMerge Styles

Modify a cell style

1.

Click theHome tab and click theCell Stylesbutton
in the Styles group.

Right-click the cell style you want to modify and
selectModify .

The Style dialog box appears. This is where you can
change the appearance of the style being modified or
duplicated.

© Trap: SelectingVlodify changes the style, while
selectingDuplicate adds a new custom style and
leaves the original buiih style alone.

Click theFormat button and change formatting items
on each tab, as needed. Cl@K.

The Format dialog box closes.

Click OK.

The Style dialog box closes and the style is modified.

Tips

\Y

To duplicate and then modify a cell style, righitk
a style and sele®uplicate. This creates a new
custom style.

To remove a cell style from all cells and delete the
cell style itself, click theHome tab on the Ribbon
and click theCell Stylesbutton in the Styles group.
Right-click the style you want to delete and select
Delete

Format Cells

| Mumber I Alignment | Font | Border | Fill I Protection

Font:
Cambria

Font style:

» | |Regular
Ttalic

Cambria (Headings

T Calibri (Body)
ADMUI3Lg
ADMUI35m

Hr Agency FB

I Aharoni <

Bold Italic

Underline: Color:
Mone

Effects Preview

[=] [— |

[ strikethrough
|:| Superscript
[ subscript

AaBbCcYyZz

This is 3 TrueType font. The same font will be used on both your printer and your screen.

Figure 4-14: Change the formatting properties of a style

as needed in the Format Cells dialog box.

Protection Lodked

’ OK l [ Cancel

.

[ styte [ ==)
Style name: | Income&Expenses
Style indudes
Number General
Alignment  Horizontal Center, Top Aligned
Font Cambria (Headings) 16, Bold Text 1
Border No Borders
Fill Shaded

A

Figure 4-15: The Style dialog box shows updates to

formatting after changes are applied in the Format Cells

dialog box.
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Using Document Themes & Exercise

, . i A Exercise File: Sales49.xIsx
Atheme is a set of unified design elements that you can

apply to a worksheet to give it a consistent look and feel.
Document themes coordinate the look of a worksheet with Apply the Civic themesolor set.
theme colors, theme fonts, and theme effects.

A Exercise: Apply the Black Tie document theme.

Save these settings as a new documengube name

e Theme Colors:A set of eight coordinated colors ilncome&Expenseso.

used in formatting text and objects in the worksheet. Change the workbook back to théi€e document theme.
e Theme Fonts:A set of coordinated heading and body

font types.

e Theme Effeds: A set of coordinated formatting
properties for shapes and objects in the document.

Apply a document theme
. Document Theme Theme Theme
Applying a document theme affects all elements of the themes colors fonts  effects

worksheet: colors, fonts, and effects.

1. Click thePageLayout tab on the Ribbon and click
the Themesbutton in the Themes group.

Page Layout Formulas Data

EINEE"E=

A list of built-in document themes appears. The

d e f au I t t h e me | S ﬁ Of f | ce. Themes . Margiﬁs Orientatign  Size Print Breaks EBa
- |[O]Effedts | —— —— 1" " aeae -
@ Tip: You may browse for additional themes . alp
online by clickingMore Themes on Microsoft i =
Office Online. Or,if a theme is saved elsewhere | Aa ] Aa | Aa 1 Aa 1 e T
on your computer or network location, click mes : i |mm==ms ==
Browse for Themet o go to the th Office  Adjaceng - Angles fpex 10 —-333
P&Q 1 Aa i AO ] _-{'El ] 4JDDD
2. Click the document theme you want to apply. e L = mmmm menay m
Apothecary Aspect Austin Black Tie :

The formatting associated with the selected document

—
theme is applied to the worksheet Aa H|Aa ] ||Aa i‘ Aa L '$ 1,200
MiX and matCh document themes Civic Clarity Caomposite Ccmcours?I
You are not bound to the colors, fonts, or effects that are Aa ﬂj Aa 1 Aa T Aa 1
assigned to a document theme. You may mix and match 'C' t" 'E'I'“'t : "E"ft'_ 'E' 't |
theme colors, theme fonts, and theme effects. oohre  ememe i S
Aa 1 Aa B |Aa B |Aa
1. Click thePage Layouttab on the Ribbon. snsnnn | | (wees = mmmmEn
Executive Flow Foundry Grid -
2. Click theTheme Colors Theme Fonts or Theme [£] Browsefor Themes..,
Effects button and select the set of colors, fonts, or EQ  save Current Theme...
effects you want to use. S
The change is appd to the docum_ent. Th? Figure 4-16: Selecting a document theme.
document theme isndt changed, it i"s Just no | onger

applied. If you want to use this set of theme items
together again, youdll have to save them as a new
document theme.
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Create new theme colors and fonts

You can also change which colors or fonts make up the
theme colors and theme fonts. This can be useful if you
want to create a document theme that is customized for
your company or for a special project.

1.

2.

6.

Click thePage Layouttab on the Ribbon.

Click theTheme Colorsor Theme Fontsbutton.
SelectCreate New Theme Coloror Create New
Theme Fontsfrom the list.

A dialog box appears where you can select colors or
fonts.

Select the colors donts you want to use.

Once the color or font theme looks the way you want
it to, save it.

Type a name for the new t heme
box.

If you want to coordinate new theme colors and
fonts, save them under the same name, just as they
are with luilt-in themes.

Click Save

Save a new document theme

Finally, you can save any combination of theme colors,
theme fonts, and theme effects as a new document theme.

1. Apply the colos, fonts, and effects you want to use in
the new document theme.

2. Click thePage Layouttab on the Ribbon and click
the Themesbutton in the Themes group.

3. SelectSave Current Theme
The Save Current Theme dialog box appears.

4. Type a name for the thee in the File name box.

5. Click Save

@ Tips

V  When you save a new theme color or font, or save a
new document theme, it becomes available in all
Office programs.

V  To remove a custom theme or theme element,-right

click the theme and selegdit. Click Deletein the
dialog box and clickresto confirm the deletion.

n

t

h e

i Na me 0O

text
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Formatting a Worksheet

Applying Conditional & Exercise
Formattin g A Exercise File: Sales410.xlIsx
A Exercise: Use conditional formatting to highlight cells th:
Conditional formatting formats cells only if a specified are bebw average in cell range B4:G4.
cond|t|qn|s trug. For example, you could use conditional Add Blue data bars to cells B10:G10.
formatting to display weekly sales totals that exceeded .
$50,000 in bright red boldface formatting, and bright blue Add the 3 Arrows (colored) icon set to cells B12:G12. (Yt
italics formatting if the sales totals were under $20,000. If may need to widen columns so the contents are visible.)

the value of the cell changaad no longer meets the
specified condition, the cell returns to its original
formatting.
) Conditional Formatmg - g

Apply Highlight Cells Rules and Top/Bottom

—‘| Highlight Cells Rules »

Rules ESEN
You can highlight specific cells in a range using a 3 4] Top/Bottom Rules
comparison operator; only cells that meet the specified 10|
criteria will be formatted. For example, you can highlight -
cells with values that are greater than a certain value. E‘ Data Bars g
1. Selectthe cell range you want to format. —= Color Scales ]
2. Click theHometab on the Ribbon and click the =1 1con sets )

Conditional Formatting button in the Styles group. =N -

% MNew Rule...

A menu appears. Here you have several conditional
formatting rules to choose from:

o

LClear Rules

=
Highlight Cells Rules: These conditions focus on 2] Manage Bules..

general analysis. Preset conditions include: Greater Figure 4-17: This list of options appears when you click
Than; Less Than; Between; & To; Text That the Conditional Formatting button in the Styles group.
Contains; Date Occurring; Duplicate Values.

Top/Bottom Rules: These conditions focus on the
high and low values in the worksheet. Preset
conditions include: Top 10 Items; Top 10%; Bottom
10 Items; Bottom 10%; Above Average; Below

Average R | e T
B N = a4
3. Point toHighlight Cells Rulesor Top/Bottom Rules ol > (o e RS | on Bl S
and select a conditional formatting rule. - . £ 1200 B s+ | (8] 10p10ms. (&
& = - o £ F = ] Top 10 %... =
A dialog box appears, allowing you to specify the : Income & Expenses I
details relating to the rule. : b e o I e
: Income | 512000 $17.000 518500 $16500 $15,500 j IonSets _Jﬂ Battom 10 %..
For example, if you selected the Greater Than rule, in Elompies | ume| zon | s som o weenae | pre—
the AFormatec@REATERATHAN b o oo s o jmeseee G vy
you can enter a value or click a cell to enter a cell 10 TotalExp.  $1L700 $13,100 $13,700 $15300 $15300 $16830 More Rules..
reference. Then you can click the list arrow and select | = swme s w s im sam s 1m0 s s o
the formatting you want to apply to cells that fit the u
criteria you séi in this example, cells that are ] sven ST D — . b

greater than thealue you entered.

Figure 4-18: Applying conditional formatting.
4. Complete the dialog box to define the condition.

5. Click OK.

The conditional formatting is applied to the cells.
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Apply Data Bars, Color Scales and Icon Sets

You can also format cells with data bars, color scales, or
icon sets to visually display variations in the values of

cells in a range. pEn— T
j i Cl:hbn[ g.v:AA = ‘. Cuxtnmﬂ : ?ﬂ(u‘ndmnna\meamngv ,u::itv E 27 ﬁi
1. Select the cell range you wantfeymat. ERACEERY T B PR
B12 - £ | -a-B10 —ﬂﬁ Top/Bottom Rules v
2. Click theHometab on the Ribbon and click the . Dcomeabxpenses  Bmews TS
Conditional Formatting button in the Styles group. ] o | re x| wa
4 Income 512,000 $ 17,000 $ 18,500 $ 16,500 S15 E Ionsets J [Da=ctionat
Let6s take a closer 1 00K |lame o e om s oo s 12 fass o f
conditional formatting: e w0 T w0 g e 00 FAeNE
9 Utilities 3,000 3,000 3,000 4,000 4,000 4,400
. 10 Total Exp. S
Data Bars: Colored bars appear in the cells. The S o e e ! s0e  @oa
longer the bar, the higr the value in that cell. You £ ecce
can choose from different bar colors. = 6006  vix
. 4> ¥| Sheet1 Sheetd ~Sheet3 /%3 0K e
Color Scales:Cells are shaded different color Jeme ST e sm v BB MY o el
gradients depending on the relative valueadh cell OB O il alal
compared to the other cells in the range. You can
choose from different colors. Figure 4-19: Applying conditional formatting.
Icon Sets:Different shaped or colored icons appear
in cells, based on each cell és value. You can choose
from several types and colors of icons.
A B - D E F G H
3. Point toData Bars, Color Scalesor Icon Sets . Income & Expenses
. . . 2
A menu appears, differing based on your selection. 2 Jan Feb Mar Apr | may | une
4 Income 512,000 S 17,000 S 18500 S 16,500 515500 517,050
H 5
4. Select a data bar; Br 3-color scale, or icon set. 5 |supplies w0 2300|3000 3500| 3300 38%
" . . . 7 |Offi 500 600 700 800 800 880
The comitional formatting is applied to the cells. ] Wa'gc:s 7000|7000 70|  7o00| 7o0n| 7700
. 9 Utilities 3,000 3,000 3,000 4,000 4,000 4,400
o TIpS 10 Total Exp. [811,700 1§ 13,100 I8 13,700 1§ 15,300 815,300 [816,830

V  Additional options for data bars have been added to 12 Netlnc. & $300 4 $3,900 4 $4,800 § 1200 § $200 § §220
Excel 2010. You can apply solid fills and borders,
and even change the direction of the bar. Data bars Figure 4-20: The worksheet with conditional formatting
also have a new way to display negative values applied.

V  More icon sets have been added to Excel 2010. You
can also specify which icons appear from an icon set.
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Formatting a Worksheet

Creating and Managing
Conditional Formatting Rules

You can create and manage new conditional formatting
rules that follow the parameters and formatting you

specify.
Create a new rule

1. Select the cell range you want to format with a
customized rule.

2. Click theHometab on the Ribbon and click the
Conditional Formatting button in the Styles group.

3. SelectNew Rule

The New Formatting Rule dialog box appears.
4. Select a rule type in the Select a Rule Type list.

5. Complete the fields in the Edit the Rule Description
area.

This area will display different fields depending on
the type of rule you selected.

@ Tip: Click Previewin the New Formatting Rule
dialog box if you want to see how the rule will
appear before you apply it.

6. Click OK.
The new rule is created and formatting is applied.

Other Ways to Create a New Rule:

Click theHome tab on the Ribbon and click the
Conditional Formatting button in the Styles
group. ClickManageRules, then clickNew

Rule. Or, click theHome tab on the Ribbon and
click the Conditional Formatting list arrow in

the Styles group. Click one of the rule types, then
click More Rules.

Manage rules

You can manage all aspects of conditional formadting
creating, editing, and delag rule$ in one place using
the Rules Manager.

1. Select the cell range with the conditional formatting
you want to manage.

2. Click theHometab on the Ribbon and click the
Conditional Formatting button in the Styles group.

& Exercise
A Exercise File: Saks411.xIsx

A Exercise: Create and apply a new formatting rule that
applies bold formatting to values that are below average
cell rangeB4:G4.

Select cells B12:G12 and edit the rule so that the green i
appears for values greater than or equabéh &nd the
yellow for valueggreater than or equal to 30%.

Clear all the conditional formatting on the worksheet.

MNew Formatting Rule

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unique or duplicate values

» Use a formula to determine which cells to format

Edit the Rule Description:

Format values that are:

belows Izl the average for the selected range

Preview: AaBbCcYyZz

| oK ‘ | Cancel |

Figure 4-21: Creating a new conditional formatting rule.
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3. SelectManage Rules

The Conditional Formatting Rules Manager dialog
box appears. The rules applied to the selectdsl cel
appear in the dialog box.

Use these buttons to manage the rules:

e New Rule: Create a brand new conditional
formatting rule.

e Edit Rule: Edit the selected formatting rule.

¢ Delete Rule:Delete the selected rule from the
worksheet.

@Tp: 1 f you donodt select a
conditional formatting is applied, you can view all
the rules in the worksheet. Click tBé&ow
formatting rules for list arrow and selecthis
Worksheet

4. Manage the formatting rules. Cli€kK when you are
finished.

Remove conditional formatting
The Clear Rules command helps you remove conditional

formatting rules from youworksheet.

1. Click theHometab on the Ribbon and click the
Conditional Formatting list arrow in the Styles

group.
If you want to clear only a selection of cells, first
select the cell range.

2. Point toClear Rules

3. SelectClear Rules from Selected Cellsr Clear
Rules from Entire Sheet

Conditional formating is cleared either from the cells
youbve selected or the en

Conditional Formatting Rules Manager @&J
Show formatting rules for: | Eiifrent Seledtion i
[ New Rule... I l [5} Edit Rule... I l X Delete Rule I
Rule (applied in order shown)  Format Applies to Stop I True »
Icon Set + > 8§ =48512:5G$12 B

Figure 4-22: The Conditional Formatting Rules Manager
dialog box.

cel l range where

Edit Formatting Rule M

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unique or duplicate values

» Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:
Format Style: |Icon Sets El

Display each icon according to these rules:

Icon Value Type

4 whenvalue is >= lz‘ 60 Percentile E|
> when < 60 and >= IZ‘ 20| Percentile lz‘
&4 when<30

Icon Style: | 3 Arrows (Colored) El [ Reverse Icon Order [ | Show Jcon Only

Figure 4-23: Editing a formatting rule.

A B C D E F G H
q Income & Expenses
2
3 Jan Feb Mar Apr May June
4 Income $12,000 $ 17000 $ 18,500 5 16,500 $15,500 517,050
5
6 Supplies 1,200 2,500 3,000 3,500 3,500 3,850
7 Office 500 600 700 800 800 880
& Wages 7,000 7,000 7,000 7000 7,000 7,700
9 Utilities 3,000 3,000 3,000 4,000 4,000 4,400

10 Total Exp. 811,700 B8 13,000 I8 13,700 I8 15,300 [816,830
1
12 NetInc. I 5300 4 $3,900 f+ $4,800 & 51,200 I $200 I § 220

13

Figure 4-24: The worksheet with edited conditional
formatting.
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Formatting a Worksheet

Finding and Replacing
Formatting

Excel

6s Find and Repl ace

formatting in addition to text and information.

1.

Click theHometab on he Ribbon and click thEind
& Selectbutton in the Editing group.
SelectReplace

The Find and Replace dialog box appears, displaying
the Replace tab.

Other Ways to Open Find and Replace:
Press<Ctrl> + <H>,
Click the Options button.
The dialogbox expands to display more search
options.
Click the topFormat button.
The Find Format dialog box appears.
Select the formatting options you want to find and
then clickOK.
Click the bottomFormat button.
The Replace Format dialog box appears.
Select the new formatting options you want to use
and clickOK.

Once the formatting
begin finding and replacing the formatting.

opti

Click Find Next to find each occurrence of the cell
formatting. ClickReplaceto replacehe cell
formatting.

After you replace an occurrence, Excel automatically
moves to the next occurrence, so you only need to
click Find Next ifyou want to skip an occurrence
without replacing the formatting.

Tips

\%

\%

Click Replace Allto replace all occurrences of the
cell formatting at once.

To find other types of items, click tiend & Select
button and then select one of the Find options:
Formulas, Comments, Conditional Formatting,
Constants, or Data Validation.

f e

o

& Exercise
A Exercise File: Sales412.xlsx

A Exercise: Replace all bold formatting in the worlesst

with bold italic formatting.
Find &
Select
button
M2 Salesaxsx - Microsoft Excel [E=EERE 5
g Home Insert Page Layout Formulas Data Review View ) @ o g R
== % Calibri At SR General Gelnsert v X - A? 4
B 8 = 2 7 \]‘5
la- B 7 U AN STRBE SRR styieq | B Delete - -
Paste yles | .. Sort & Find &
- I H- | 9-A- %6 % - [EdFormat - 2~ Filter - Select~
Clipboard Font Alignment Number Cells Editing
K16 - 2 v
A B C D E F G H 1 ~
N Income & Expenses
2
3 Jan Feb Mar Apr May  June
4 Income $12,000 $ 17,000 $ 18,500 $ 16500 $15500 $17,050 L
B =
6 Supplies 1,200 2,500 3,000 3,500 3,500 3,850
7 | Office 500 600 700 800 300 880
& Wages 7,000 7,000 7,000 7,000 7,000 7,700
9 | Utilities 3,000 3,000 3,000 4,000 4,000 4,400
10 Total Exp.  $11,700 $ 13,100 $ 13,700 §$ 15300 $15,300 $16,830
11
12 NetInc. $ 300 5 3,000 $ 4800 § 1,200 $ 200 § 220
13
= -
M 4+ M| Sheetl Sheet? ~Sheet3 %1 0Kl a0}
Ready | |[FEEmE 100% (= L) )

The Preview area displays the
formatting that will be searched
for in the worksheet.

Find and Replace

Find what:

Replace with:

|| Match case

Within: | Sheet
D Match entire cell contents
Search: |By Rows |z|
Look in: |Formulas |z|
I Replace All I I Replace I l Find All I I Find Next I I Close J

Figure 4-25: The Replace tab of the Find and Replace
dialog box.

A B c D E F G H

q Income & Expenses

2

3 Jan Feb Mar Apr May June
4 Income $12,000 $ 17,000 $ 18,500 $ 16,500 $15,500 $17,050
5

6 |Supplies 1,200 2,500 3,000 3,500 3,500 3,850
7 |Office 500 500 700 800 800 880
2 Wages 7,000 7,000 7,000 7,000 7,000 7,700
9 |Utilities 3,000 3,000 3,000 4,000 4,000 4400
10 | Total Exp. $11,700 $ 13,100 $ 13,700 $ 15,300 $15,300 $16,830
11

12 NetInc. $ 300 $§ 3900 $ 4800 $ 1,200 $§ 200 $ 220

13

Figure 4-26: The formatting of headings in cell range
B3:G3 is updated through finding and replacing formatting.
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Formatting a Worksheet Review

Quiz Questions

27.

28.

29.

30.

31.

32.

33.

34.

35.

Which of the following is NOT a type of font formatting?

A. Bold

B. ltalic

C. Underline

D. Comma Style

Which of the following is NOT a type of number formatting?

A. Number

B. Accounting
C. Dollar

D. Percentage

The feature automatically resizes columns or rows to best fit cell contents.

A. AutoFit

B. AutoSize
C. AutoAdjust
D. FitRight

You can align cell contents horizontally but not vertically within a cell. (True or False?)

The Border list arrow is locatl in the
A. Alignment
B. Clipboard
C. Font
D. Number

Click the Format Painter button once to apply it once or twice to apply it multiple times. (True or False?)

group on the Home tab.

Excel contains preset formatting styles that you can quigkyyao cells. (True or False?)

Which of these formatting properties can be included in style formatting?

A. Number

B. Font

C. Fill and Border.
D. All of these.

Document themes consist of:
A. Theme colors
B. Theme fonts
C. Theme effects
D. All of these
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36.

37.

38.

39.

40.

allows you to highlight cells that meet specific criteria.
A. Conditional formatting
B. Font formatting
C. Filtering
D. Find and replace

Which of the following is not a conditional format that can be applied to cells?
A. Data Bars
B. Characters
C. Color Scales
D. Icon Sets

You can preview how a new conditional formatting rule looks before you apply it. (True or False?)

You cannot edit a conditional formatting rule after you:

Which of the following types of items cdOT be found using Excel 6s Find
A. Formulas
B. Comments
C. Conditional Formatting
D. Styles

Quiz Answers

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

D. Comma Style is not a type of font formatting.

C. Dollar is not a type of number formatting.

A. AutoFit resizes columns or rows to best fit cell corgent

False. You can align cell contents vertically and horizontally within a cell.

C. The Border list arrow is located in the Font group.

True. Click the Format Painter button once to apply it once or twice to apply it multiple times.
True. Excel contains pset formatting styles that are all ready for you to apply to cells.

D. Number, Font, Fill and Border, are all available in cell styles. You can also include Alignment and Protection
formatting in the style.

D. Document themes consist of theme colors,doamd effects.
A. Conditional formatting allows you to highlight cells that meet specific criteria.
B. Characters is not a conditional formatting option in Excel.

True. Click Preview in the New Formatting Rule dialog box to see how new conditional fogwaitt look before
you apply it.
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39. False. You can edit a conditional formatting rule.

40. D. Styles cannot be found using the Find feature.
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5Creating and
Working with
Charts

Choosing and Selecting the Source Data....... 80

Choosing the Right Chart ..........ccccccoeiiiiiinneen. 81
Inserting a Chart ... 82
Move a chart within a worksheet.............. 82
Move a chart to another worksheet ......... 82
Resize the chart..........oooeeeiiiiiiiiiieeeennn, 83
Editing, Adding, and Removing Chart Data.... 84
Edit chart source data...........ccccoeeeeeeeeenns 84
Add a data SEries.......ccceeeeeeeerievvviieeneeeneens 84
Copy dataintoachart.........cccccceeevvnnnnnen. 85
Remove a data Series..........cccccvveeeeeeeenees 85
Changing Chart Data..........cccccvvvvvvviviveeiieneeen, 86
Change the source cell range.................. 86
Rename or edit a data series................... 86
Reorder the data Series ........coocoevveeerennnn. 87
Update horizontal axis labels................... 87
Changing Chart Layout and Style.................... 88
Working with Chart Labels ..........cccceoiiiiennnn 89
Edit chart [abel text........coooeevveviiiiiiereeennn, 89
Add or move a chart label........................ 89
Format a chart labél.............cccovvveeeeinns 90
Remove a chart label............ccccooeeeeeiee 90
Changing the Chart Gridlines........................... 91
Choose major and minor gridlines........... 91
Format gridlines..........cccccoovvv 91
Changing the Scale ........cccccoev v 92
Change display units ............ccccvvvvvvennnnnns 92
Change the scale of the axis ................... 92
Change formatting for axis values........... 93
Emphasizing Data..........cccceeviveieiiiiieeeeee e 94
Change the color of data series............... 94
Change the color of a single data point... 94
Annotate the chart ........ccooooovviiiviieeninnns 95
Use a different chart type for data ........... 95
Using Chart Templates........cccoooeeeeiiniiiiienenenn. 96
Save a chart as atemplate...................... 96
Create a new chart using a template....... 96

Charts allow you to present data,
relationships, or trends graphically. Charts
are often better at presenting information
than lardto-read numbers in a table or
spreadsheet.

In this chapter, you will learn how to
create, edit and format dynamic looking
charts.

Using Exercise Files

This chapter suggests exercises to practi
the topic of each lesson. There are two
ways you may fobbw along with the
exercise files:

¢ Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

e Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson ewrcises for the chapter.

The exercises are written so that you may
fibuild upon t hemo,
in a chapter can be performed in
succession from the first lesson to the las
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Delete a template.........cccccceveeeevivcvvnnennnnn. 96

Changing Chart TYpe ....ccocevviiiieeiieee e 97
Swap data over the axes ......cccccceeevevenneee 97
Using SparklineS......cccccveeiiiiiciiieeeie e 98
Insert a sparkline ..........cccocveeeiniiiiiiinnen. 98
Change sparkline style ...........ccccocverennee 98
Add data points to sparklines................... 98
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Creating and Working with Charts

Choosing and Selecting the
Source Data

Charts are a great way to share data and informatha.
foundation of charts is the data they illustrate. Choosing
the right data is the first and most innfamt step in
creating a chart.

Choose the right data

When you realize that you need a chart, you have to
decide what data needs to be included in it.

e What is the main point?
What is the purpose of the chart? Identify the point of
the chart, and then include the datattillustrates this
point and puts it in context.

e Whatis the truth?
Avoid spinning the dataCommunicate what the data
shows, not what you want it to say.

o Keep it simple.
Only show the data that is relevant. This makes it
easier to process the information that is important.
Make sure thithat the rest of the data is available so
that your conclusions are backed up with ample
evidence.

Select the data

Once you know what data and labels you wish to include
in the chart, select them.

1. Click and drag to select the cells you want to idelu
in the chartTo select multiple nofadjacent cells,
select a cell or cell range and hold down <i@rl>
key while you select other cells.

Include labels for rows and columns in the cells you
select. These labels provide context for the chart data.

@ Tips

V If a value changes in t
change is automatically updated in the chart.

V If you do not include labels in the selected cell range,

Excel will insert placeholders in the chart.

he

& Exercise
A Exercise File: Survey51.xIsx
A Exercise: Select A4:D%nd A12:D12.

A B C D E
1 North Shore Travel - Northern Division
2 Travel Purpose Survey Results
3
4 Business Leisure Other Total
5 |Australia 25 15 3 13
6 | Canada 35 40 10 85
7 |China 63 58 16 137
8 | Europe a7 150 20 267
9 |Japan 48 32 7 a7
10 |Middle Eas 18 12 2 32
11 | South Afril 4 5 0 9
12 |us. 135 122 90 347

Figure 5-1: An example of results from a survey. You want
to show that among all travel destinations, the most
popular destination for trips taken for leisure is Europe.

Labels identify the data listed in the
worksheet. In this example, the labels
appear in column A and row 4.

B C D E
1 N h Shore Travel - Northern Division
2 Travel Purpose Survey Results
3
4 Business Leisure Other Total
5 |Australia 25 15 3 43
6 | Canada 35 40 10 85
7 | China 134 58 16 208
& | Europe a7 150 20 267
9 |Japan 48 32 T 87
10 | Middle East 15 12 2 32
11 | South Africa 4 5 0 9
12 [[United State! 135 122 90 347

Figure 5-2: In this example, the data labels in column A
and row 4 are selected along with the values in B5:D9 and
B12:D12.

1at
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Creating and Working with Charts

Choosing the Right Chart & Exercise

Once

youobdve

A Exercise File: None required.

determined the

. . . . . ‘
to display, choose the chart that best suits this purpose. A Exercise: Review thedifferent types of charts available ir

The most popular charts are column, line, pie, and bar

charts.

Excel.

Chart Types in Excel

dd
/N

e

b
)
-~

+*
*
Py

s

B
A d
' ® |

»®

%

Column

Line

Pie

Bar

Area

XY (Scatter)

Stock

Surface

Doughnut

Bubble

Radar

Column charts are used when you want to compare different values vertically ¢
by-side. Each value is represented in the chart by a vertical bar. If there are se
series, each series is represented by a different color.

Line chartsare used to illustrate trends over time. Each value is plotted as a po
the chart and is connected to other values by a line. Multiple items are plotted
different lines.

Pie charts are useful for showing values as a percentage of a Whehalues for
each item are represented by different colors.

Limit pie charts to eight sections.
Bar charts are just like column charts, except they display information in horizc

bars rather than in vertical columns.

Area charts are thsame as line charts, except the area beneath the lines is fille
with color.

Scatter charts are used to plot clusters of values using single points. Multiple it
can be plotted by using different colored points or different point sysnbol

Stock charts are effective for reporting the fluctuation of stock prices, such as t
high, low, and closing points for a certain day.

A surface chart is useful for finding optimum combinations between two sets of
data. Colors and pierns indicate values that are in the same range.

A doughnut chart shows the relationship of parts to a whole, but it can contain
than one data series. (You may want to try stacked column or stacked bar chal
instead.)

Bubble darts are similar to XY Scatter charts, but they compare three sets of v
instead of two, with the third set determining the size of the bubble.

Radar charts compare the aggregate values of a number of data series.
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Inserting a Chart & Exercise

A Exercise File: Survey53.xlsx

w

Oce youbve chosen the type

insert the chart in your worksheet. A Exercise: Select cell range A4:D9 and insert-#2

Clustered Column chart.

1. Make sure the cell range containing the data and Move the chart so that the upper left corner is in cell A14
labels you want to chart are selected. Resize the chart so that it covers A14:F28.

@ Tip: You can chart no@adjacent cés if you hold
down the<Ctrl> key while selecting the cells.

2. Click thelnsert tab on the Ribbon.

In the Charts group, there are several chart types to

choose from. Each of the chart types then has several @4 e ESSf ==
ChartS to ChOOSE from- m Home | Insert | PageLayout Fvovrmu\as Data  Review  View 2@ =@
E :—‘j = jgj ;pv e L rea v EI @; u 3 ;J: Q
. ) Pwmjab\s Table Picture (A\:“p o olur Slicer | Hyperlink TEE::( ;:is;r ™ Sl«mvbo\s
3. Click achart type button in the Charts group. stsiors |0 coom

=M=

North Shore Tri 3p column

e 0 08 B8

1
2
3
1
5 s Cylinder
6
7
8

I

A list of charts for the selected chart type appears.

4. Select the chart you want to use from the list.

The chart appears in the worksheet and the Chart

Tools appear on the Ribbon. The Chart Tools include || & s e 0 ak "o
. 10 Middle East 18] | [ ,-’} “:\ 32
three new talis Design,Layout and Formét that g st | = i‘J M u J 2
help you modify and format the chart. 3 M M M M
TIpS 1: il &n chart Types...
V To see all available chart types, click any chart type 5 3
in the Charts group, and then selattC hart Types. e e ERE T —T—C

The Insert Chart dialog box appears, displaying every

chart type that is available. Figure 5-3: Selecting a chart to insert.

Move a chart within a worksheet

Usually you will have to move a chart after it is inserted
because it covers up thatd on the worksheet.

1. Select the chart. N 5 5 5 5 7 T o |
2 Travel F‘urpuse Suwey Results
3
2. Point to the chartos bord:, [
. . 6 Canada a0
The pointer changes to a cremsow pointer. B 120
9 Jépa: L | e m Business
3. Click and drag the chart in the worksheet. . e e
12 United State: .
u ol
Move a chart to another worksheet s
16 Japan
You canmove a chart to another worksheet as an =
embedded object or move it to its own worksheet. 1
21
22
1. Under Chart Tools on thRibbon, click theDesign =
tab and click thévlove Chart button in the Location =
group.

] ) ] Figure 5-4: To move a chart within a worksheet, click and
The Move Chart dialog box appears, displaying two drag the chart to a new location.

options:
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e New sheet:Movesthe chart to its own worksheet.

e Object in: Allows you to embed the chart in
another existing arksheet.

2. Select the option you want to use and enter or select a N 5 c 5 c .
worksheet name. 13
14
. 15
3. Click OK. 16
17
i 18
Resize the chart 19
20
21
1. Select the chart. =
23
Eight sizing handles appear along the chart edges 24
once it is selected. Sizing handles ased to change 52
the size of charts and other objects. =
. . . -
@ Tip: Clicking a chart displays the Chart Tools on = i
the Ribbon, which include thedsign, Layout, Figure 5-5: To resize a chart, click and drag the corner of
and Format tabs. the chart.

2. Click a sizing handle and drag it to resize the chart.
The chart is resized.

Tip: Afaint outline appears as you drag the chart
border so that you can preview the size of the
chart before releasing the mouse button.

Other Ways to Resize a Chart:

Under Chart Tools on the Ribbon, click the
Format taband use the Height and Width fields
in the Size group.
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Editing, Adding, and
Removing Chart Data

& Exercise

A Exercise File: Survey54.xIsx

A Exercise:Change the value in ¢
After youdve insebabhestl t he ¢ = . .
change the data. You can edit, add, and remove chart data Add the fiTotalo data seri
evenafte youdve inserted your Add the nAMiddle Easto cat
Edit ch q Remove the ATotal 06 data s
It chart source data
The values in a chart are linked to the worksheet data
from which the chart is createdd.you change the source _—
data, the chart will automatically chart the new values. “add —Clickto add a data
series to the chart.
1. Replace and edit values in the source data. - e
The changes are automatically reflected in the chart. Chrt ot renge: | EEYENTeeW TS &
Add a data series i Rowfcokam
. egend Entries (Series) orizontal (Category) Axis Labels
You can always add data acchart after it has been Lgﬁ;: ”5 T | Raenove | - | 7] |H jt;: Tg e
created. Hereds how to add [/msms austala
Leisure Canada
Other China
1. Select the chart; theslick the Designtab and click Europe
the Select Databutton in the Data group. Jopen
The Select Data Source dialog box appears. — —
. . . Figure 5-6: The Select Data Source dialog box.
2. Click theAdd button under Legend Entries (Series).
The Edit Series dialog box appears.
_ . ("Edit e . [ |
3.1n the fiSeries naniehe box,|or>ces
series from the worksheet type the series name. Series name: . A preview of
=SurveyResults! SE§4 E%| |=Total the values is
4, Inthef Seri es val uedntarangoaf , S (| series values: displayed
the data seriesr type the cell range reference. SurveyResltsISE854ESS] B |3, a5, 208, 2. 2:3290mer'9ht
@ Tip: Remove placeholder text before selecting the ok ] [ coneel dialog box.
series values. For exwple, if a {1} appears in the L )
Series values text box, remove these characters so Figure 5-7- Adding a new data series
only the equals sign (=) remains. Then you are 9 : 9 '
ready to enter or select values.
5. Click OK. & B B B B 7
1 North Shore Travel - Northern Division
The Edit Series dialog box closes. 2 Travel Purpose Survey Results
3
. 4 Business Leisure Other Total
6. Click OK. 5 [Australia 25 15 3 a3
G | Canada 35 40 10 85
The Select Data Source dialog bdases and the 7 |china 134 58 16 208
data is added to the chart. g JE“'DPE i; 122 23 22;
apan
Other Ways to Add Data to a Chart: o g ” =2 2 =
If the chart uses adjacent cells for source data, s, 135 192 90 347
click and drag theizing handlesaround the 13
source data on the worksheet. Figure 5-8: Another way to add and remove data in a
chart is to click and drag the sizing handles around the
source cells. These sizing handles only appear if the
source data is adjacent.
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Copy data into a chart

Another wg to add data to a chart is to copy it into the
chart. This is useful if your chart uses radfja@nt cells
for source datar if the chart and source data are not on
the same worksheet.

1. Selectthe cells containing the data you wishadd to
the chartjncludinglabek for the data.

2. Click theHometab on the Ribbon and click the
Copy button in the Clipboard group.
The data is copied to the clipboard.

3. Select the chart to which you wish to add the data.

4. Click thePastebutton in the Clipboard gugp.

The chart is updated to include the pasted data.

Remove a data series

If you need to simplify your chart or you need to get rid
of some data, itds easy to
chart.

1. Under Chart Tools on &hRibbon, click th&esign
tab and click th&elect Databutton in the Data

group.
The Select Data Source dialog box appears.

2. Select the data series you want to remove under
Legend Entries (Series).

3. Click theRemovebutton under Legend Entries
(Series).
The data series is removed from the chart.

L3 Other Ways to Delete Data:
Select the source data you want to remove from
the chart and presdelete>

4. Click OK.

The Select Data Source dialog box closes and the
chart is updated.

¥ Remove 1—Click to remove a data

series from the chart.

Select Data Source l D[t
Chartdatarange: | RNl En A @
j Switch Row/Column
Legend Entries (Series) Horizontal (Category) Axis Labels
2 add H = Edit H X Remave | - | = Edit |
Business Australia
Leisure Canada
Other China
Europe
Japan
Hidden and Empty Cells Cancel

o m

Figure 5-9: The Select Data Source dialog box.
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Changing Chart Data & Exercise

. A Exercise File: Survey55.xIsx
Once you see data in a char

some tweaks and changes that need to be made. Here are
a few ways to changhe data in your chart.

A Exercise: Change the source cell range to A4:D4, A6:D¢
A12:D12.
Rename the fAOthero data s
Change the source cell range changing the source data.

If you need to use a new sEtdata for your chart, you Reorder the data series to this order:

Leisure
can change the data source. BUSiness
. . ) Adventure
1. Under Chart Tools on the Ribbon, clittie Design B _
tab and click th&elect Databutton in the Data Rename the fiUnited States
group.
The Select Data Source dialog box appears.
Click to minimize the
2. Click theChart Data Rangereference button and dialog box and make
select the cell(s) you want to use as the data source. room for selecting data.
Press and hold theCtrl> key to incluag non Select Data Source (2 o)
adjacent Cells In the da'ta Source' Chartdatarange: |=SurveyResults! $454:$0§4,SurveyResults! SAS6: SDS9,SurveyResults! $AS12: 80§12 Eij
3. Press<Enter>. 7 witch Row/Column
H Legend Entries (Series) Horizontal (Category) Axis Labels
The Select Data Source dlalog box expan_ds. The new R ETEETEnnlET
cell range for the source data is selected in the Chart p— p—
data range text box. Leisure china
Other Europe
Japan
4. Click OK. United States
The dialog box closes and the chart is updated with (tsen ndempry cos | iz

the new data. Figure 5-10: The Select Data Source dialog box.

Rename or edit a data series

Charts are not completely tied to the source data. You can
change the name andlves of a data series without
changing the data in the worksheet.

1. Under Chart Tools on the Ribbon, click thesign You can enter a new name

. . for a data series without
tab and click th&elect Databutton in the Data ST (1 SaTEe Gk,
group. .

. - - @ ™
The Select Data Source dialog box appears. Edit Series -2 |

Series pame:
2. Select the series you want to cgarunder Legend Adventure F%:| = Other
Entries (Series). Series values:

) ) =(5urveyResults! SD56: 8059, Surve E =10, 16, 20, 7,...
3. Click theEdit button.

The Edit Series dialog box appears.

[ oK l | Cancel |

L 4

Figure 5-11: The Edit Serjes dialog box.
type the | abe

4. In the ASeries named box, I you want
use for the ségs, or select the label from the
worksheet.

@ Tip: If you type a name for the data series, that
name is not added to the worksheet, it only
appears in the chart.
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5.

I n the ASer.i val ueso

es box, ect the data range
the data series, or type the cellgarreference.
[2 Other Ways to Enter Cell Range Values:
You can type values for the data series in the
iSeries valuesodo box. These values wil/ not be

added to the worksheet; they only appear in the
chart.

Click OK.

The Edit Series dialog box closes and tipdated
series label appears in the Select Data Source dialog
box.

Click OK.

The Select Data Source dialog box closes and the
changes are displayed in the chart.

Reorder the data series

You can change the order ddita in the chart, without
changing the order of the source data.

1.

Under Chart Tools on the Ribbon, click thesign
tab and click th&elect Databutton in the Data
group.

The Select Data Source dialog box appears.

Select the data series you wantrtove under Legend
Entries (Series).

Click theMove Up or Move Downarrows to reorder
the data series.

The chart is updated to display the new order of data.

Update horizontal axis labels

You can update or change the horizontal axis labels by
selecting a cell range of labels in the worksheet.

1.

Under Chart Tools on the Ribbon, click thesign
tab and click thé&electData button in the Data
group.

Click theEdit button under the Horizontal
(Category) Axis Labels.

Select the range of cells you wish to use for the axis
labels.

Click OK.

Other Ways to Update Axis Labels:
Edit the label in the source data.

sel

Use the Move Up and Move Down
buttons to rearrange the data series.

Select Data Source D)
Chart data range: E‘
The data range is too complex to be displayed. If 3 new range is selected, it will replace all of the series in the Series
panel.
Legend Entries (Series) Horizontal (Category) Axis Labels
5 add H % Edit H X Remove ||| a(lw | = Edit |
Business | |Canada
Adventure Europe
Japan
United States
Hidden and Empty Cells Cancel

Figure 5-12: The Select Data Source dialog box.
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Changing Chart Layout and
Style

An easy way to change the look and feel of a chart is by
applying one of the buiin layouts and styles that are
available in Excel 2010.

Apply a chart layout

Built-in chart layouts allow you to quickly adjust the
overall layout of your chart with different combinations of
titles, labels, and chart orientations.

1. Select the chrt.

The Chart Tools appear on the Ribbon.

Under Chart Tools on the Ribbon, click thesign

tab.

Here you can see the Chart Layouts and Chart Styles
groups.

Selectthe option you want to use from the Chart
Layouts gallery in the Chart Layouts group. Or, click
the Quick Layout button in the Chart Layouts group

& Exercise

A Exercise File: Survey56.xIsx

A Exercise: Apply built-in Layout 9 and Style 1 to the char

Quick Layout

button
d o Surveyalsi - Microsoft Excel CHSETO0R | [ [ o s
“ Home Insert Page Layout Formulas Data Review View Design L Layout Format @ e o @ 8
ﬂ1 i i
i O H) | |[EE" = du] | |dn
Change  Save As Select | | Quick B ] — | Move | Draft
Chart Type Template Data | |Layout ] *!| chart -
Type Dat; 4 — Chart Styles Location| Mode
Chartl - 5 IEE i G i v

lLeisure
= Business

= Adventure

Canada

China Europe Japan us,

W] _SurveyResults . RevenueReport .~ Sparkines . “FJ

j0EN]

1
Ready |

and select an option. = Eaa o _¢
Figure 5-13: The Chart L roup.
The chart changes to the selected layout. LRl I VR I )
Apply a chart style More
L . button
Built-in chart styles liow you to adjust the format of
several chart elements all at once. Styles allow you to
quickly change colors, shading, and other formatting
properies. THUTIINTY
Chart Styl
1. Select the chart. e
The Chart Tools appear on the Ribbon. oo o e = g
Home  Inset  Pagelayout  Formulas  Data  Review  View | Design | Layout | Format s @o@ =
. . . i & B ) [a
2. Under Chart Tools on the Ribbon, clithe Design n.ilﬂ. j - TITAT AT ‘J =
tab_ Chm;:nev I'Dala Chart Layouts Chatt Styles Location H;deV
A B C D E F G H 1 ;
. 13
3. Select the option you want to use from the Chart 1 Fe——
. 15
Styles gallery in the Chart Styles group. 6] 1w
17 140
The new style is applied. 3
20 2
0 T|pS ;1 ] a0 aBusiness
23 L — Adventure
V  The Chart Layouts and ChigStyles groups offer 2
many formatting options. A few are displayed by 27 T
default, but you can click the arrow buttons to scroll =
down and access additional layouts and styles, or You |55 smoeis s ses ] P—m—
Ready | 73 | |EEE 100% &) Iy

can click theMore button to expand a gallery.

Figure 5-14: The Chart Styles group.
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Working with Chart Labels

I f you have a specific |
labels, you can add, remove, and format the labels as
needed.

ayo

Edit chart label text

I t 6s e as extdfalabeldthatalreadhappears in

the chart.

1. Select the chart and douktéick the label you wish

to edit.

A cursor appears in the label.

2. Edit the label text and click the chart.
@ Tips

V Text that is linked to worksheet data cannot be
directy edited. To edit these labels, you need to edit
the labels and data in the actual worksheet.

Add or move a chart label

Labels can benoved to different locations or layouts on
the chart.

& Exercise
A Exercise File: Survey57.xIsx

A Exercise: Replace existing chart label placeholdévsd
the text APopul ar Leisure
Add the text HfAResponNs e sitk.

Move the legend to the bottom of the chart.

Remove the Primary Horizontal Axis Title from the chart.

Chartl ~ %=

="Popular Leisure Destinations"

A
13
14
15
16
17
18
19
20
21
£
23
24
25
26
27
28
29
30

frmmm—mmm—m—————————————————p
I

Leisure

m Business

= Adventure

Canada China Europe us.

Axis Title

Japan

Figure 5-15: Editing a chart label.

1. Select the chart.
2. Under Chart Tools on the Ribbon, click thayout

tab.

In the Labels group, there are several labels to choose

from, as shown ifTable5-1: Chart Labels

3. Click the button for the label you want to use in the

Labels group. Table 5-1: Chart Labels

A list of options for that label gears. r Chart Title: Tells people what the chart is

|l_

BTp: 1 f you dondot see a | ak_ vebf)u.t.v“ U I
click theMore Options button at the bottom of Axis Titles: Tells people about the data bein
the list to display the Format dialog box. Here you charted on the axis.
can finetune the label to your specifications. T Legend: Displays the name of a data seiies

. he chart.
4. Select the option you want to use from tise | the chart -

The label appears on the chart. If you add a chart or I Data Labels: Labels the specific values of
o . == data in the chart.

axis title, placeholder text will appear that you can

replace with your own text. I Data Table: Adds a table that contains all the

Tips

V To add data labels to one data series, select that data
series instead of the entire chart area.

data in the chart.
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Format a chart label —_— ;
Labels can be moved to different locations on the chart [tegendoptens | | | egend Options
Fill Legend Position:
. Border Color Top
1. Doubleclick the label. o s ® ton
. . . Shadow © mgh
The Format dialog box appears with formatting conmisatctos || © TR
options for the label. Show the agend without averappin the chart

2. Apply the formatting options you wish to use and
click Close

The dialog box closes and formatting is applied to the
label.

Remove a chart label

You may also remove labels from charts

Close

1. he chart.
Sekct the chart Figure 5-16: Formatting a chart label.

2. Under Chart Tools on the Ribbon, click thayout
tab.

3. Click the button for the label you want to remove in
the Labels group. EE9- o= Survey o~ Micronoft e ‘ — =B

m Home Inset Pagelayout Formulas Data Review View ' Design ) Layout | Format = & e = g 2R
H H Chart Area - o = [E] tegend = &
. I | || Ve i il =] =
Alist of options for that label appears R LAl | T -y o] (] | (il
&4 Reset to Match Style - %mr& Tm;. i Data Table =

Axes Gridlines | Plot Analysis| Properties
> > Area - - >
Current Selection

[®]  Pri He ital Axis Title » N
4. SelectNone Chart1 - £ e e+ || D8t g s

i8]  Primary Vertical Axis Title

P

A B C D Title Below Axis
The label is removed from the chart. = ] et s

More Primary Horizontal Axis Title Options...

15 Popular Leisure Destinations

Canada China Europe Japan us
Axis Title

Leisure wBusiness = Adventure

4« r 1| SurveyResults  RevenueReport . Sheetd . €J okx m ]
Ready | P2 | |[E@ @ 100% (=) L)

Figure 5-17: Removing a chart label.
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Changing the Chart Gridlines

Gridlines are the lines in the background of a chart that
correspond to the values in the chart. In column and bar
charts, gridlines make it easier to campthe values in

the chart. You can change how the gridlines stack up the
data in the chart.

Choose major and minor gridlines

1. Select the chart.

2. Under Chart Tools on the Ribbon, click thayout
tab and click th&ridlines button in the Axes group.
A menu appears, allowing you to select whether you
want to work with the vertical or horizontal axis.

3. Select gyridline.

A list appears with different display options for the
vertical or horizontal gridlines. The table to the right,
Table5-2: Horizontal Gridline Examplegives you
an idea of available gridlines in Excel. Tiyations
for the vertical gridlines are the same, which you
would most likely use for bar charts.

4. Select the gridline option you want to use.
The chart is updated to show the gridlines as selected.

@ Tip: To hide gridlines, select th¢one option.

Format gridlines

You can also change the line formatting used in gridlines.
1. Select the chart.

2. Under Chart Tools on the Ribbon, click thayout
tab and click th&ridlines button in the Axes group.

3. Select a gridline and ezt More Primary Gridlines
Options from the list.
The Format Gridlines dialog box appears.

4. Choose the formatting you wish to apply to gridlines
and clickClose

The dialog box closes and the gridline formatting is
updated.

& Exercise
A Exercise File: Survey58.xlsx

A Exercise: Show major and minor horizontal gridlines on
the chart.

Remove horizontal gridlines from the chart.

Display only major horizontal gridlines on the chart.

Table 5-2: Horizontal Gridline Examples

Popular Leisure Destinations Popular Leisure Destinations
b e I
?;I-III_ ::I-III-
None Minor Gridlines
Popular Leisure Destinations Popular Leisure Destinations
o
§ 100
2 80
H, I ] | | I -
Major Gridlines Major & Mi nor
Gridlines
Format Majer Gridlines { P |t
Line Color Line Color

Line Style No line

(~)

Shadow Solid line
Gradient line

Automatic

Transparency: [ J 0% =

Glow and Soft Edges

Close

Figure 5-18: The Format Major Gridlines dialog box.
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& Exercise

Changing the Scale

_ o _ A Exercise File: Survey59.xIsx
The scale of the chart is how it displays units of

measurement. For example, in what units do you want to
show the data (i.¢housands, millions)? Should it show
lines for every 20 units? How high should the scale be

A Exercise: Change the display units for the vertical axis t
thousands. Change it battkthe default display units.

Change the scale of the vertical axis: change the major t

di splayed? Hereds how to ch to25andchangethe maximum to 150. art .
Change display units
Changing the display units makes it easier to read charts [ format axs =)
that have large values. —
Axis Options Axis Options
Mumber Minimum: @ Ay ixed (0.0
1. Select the chart. = v e o o
. . ine Calor Major unit: Auto @ Fixed |25.0]
2. Under Chart Tools on the Ribbon, click thayout t :4 Mo @ A © Fod 30
tab and click thé\xesbutton in the Axes grqu e Values in reverse order
Sllnadowd . Logarithmic scale  Base: |10
. . P . Glow and Soft Edges
3. Select an axis and select the display unit in which * | | oisplay wits: [none [+
you want to show the data. Foremst Show dsplay unis labelon chart
. . . Alignment Major tick mark type: | Outside El
The chart is updated to show the units and the axis Minor tickmark type: [Nore  [<]
label shows the unit of measurement that is used. Aois labels: Next to As [ = |
@ Tip: The axis you choose under the Axes button e s crosses
dependsonthetypef chart youdre Axis value: (0.0
youbre using a col umn cHh Maximum axis value [
axis. I f youbre using a
horizontal axis.
Change the scale of the axis
The scale of the axis determines hio¥ormationappears
in the chart. /

1. Select the chart.

2. Under Chart Tools on the Ribbon, click thayout
tab and click thé\xesbutton in the Axes group.

Figure 5-19: The Format Axis dialog box.

Table 5-3: Format Axis Dialog Box

3. Select an axis and selédbre Primary Axis Minimum/ By default, Excethooses the minimum and
Options from the list. maximum maximum axis values for you, but you can
. . . values adjust the scale of an axis by selecting Fixe
The AxisOptions tab is selected. ReferTable5-3: and entering your own values.
Format Axis Dialog Boxtor a description of the L | : he axis unit of
formatting options available in this tab. Ma_qor/mmor Excel determines the axis unit of measure |
unit default, but you can select your own here.
4. Select the axis display options you want to use and Display units ~ Choose the units you want to use to displa:
click Close axis valued for example, in thousands or
millions.
The scale of th chart is changed according to the _ . .
options you chose. l\_/lajor/mlnor Selgct whe_ther or not you want to display
tick mark major or minor tick marks, as well as
Other Ways to Change Display Units: type whether they are displayed inside, outside,
Right-click an axis in the chart and sel&éairmat across the axis.
Axis from the contextual menu. Axis labels ~ Decide where you want axis labels located
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Change number formatting for axis values

You can change the number formatting used in an axis.
For example, if the axis is displayed a monetary value,
you can change the formatting to display the numbers

with a currency symbol.

1. Select the chart.
2. Under Chart Tools on the Ribbon, clitie Layout
tab and click thé\xesbutton in the Axes group.
3. Select an axis and selédbre Primary Axis
Options from the list.
4. Click theNumber tab and select the number
formatting you wish to use.
5. Click Close
The formatting is applied to theiax
{3 Other Ways to Change Number Formatting:
Right-click an axis in the chart and selécrmat
Axis from the contextual menu. Click the
Number tab in the Format Axis dialog box.
Tips
V If the source data already has specific number

formatting, it will be reflected in the chart axes.
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Emphasizing Data & Exercise

. _ _ A Exercise File: Survey510.xIsx
One way to emphasize data is to change the formatting of

a specific piece of data or a data series so it stands out A Exercise: Emphasize the Leisure data series with an
from the rest of the chart. RISl T

Emphasize the European Leisure data point with a dark
Change the color of data series orange fill color.

You can make a data series stand by applying a
different color to the series.

1. Select the chart and click theyout tab on the
Ribbon.

2. Click theChart Elementslist arrow in the Current
Selection group of the Layout tab.

3. Select the data series you want to change. T e [ oo ICIEIEERY
“ ol PageLayout  Fofl oot Data Series P | |
i _ . [ IR [
4. Click theFormat Selectionbutton in the Current Cratpe Tmsie ]| [ /6w
- Type Data Chart La. Border Color @ Solid fil
Se|ect|0n group Chart1 - - | =SERIES(SuveyRed B”:E'S“:‘“ ure fl E
6 i Shadow
The Format Data Series dialog box appears. Zus 13 ooz | ©
14 _‘ 3D Format.
£ Other Ways to Format the Data Series: = Popdarlen o
Doubleclick a data point in the series. Or, right Al prre: § —
click a data point and sele€brmat Data Series g
from the contgtual menu. 2§
23 1
. . . . 24 »
5. Click theFill tab and apply the fill properties you S o | M-
want to use for the data series. 27 S
28 4
B ]
6. Click Close Roo [ J e T |
The formatting is applied tthe data series. Frllgutre 5-20: Changing the color of a data series in the
cnart.

Change the color of a single data point

If a single piece of data is what you want to focus onin a
chart, you can change the formatting of that data to make

it stand out.
1. Click the data series of which the data point is a part. Popular Leisure Destinations
Once the data series is selected, you can format the 150
individual data point. 125
100
2. Doubleclick the data point you wish to format. % s
The Format Data Point dialog box appears. g
25
3. Click theFill tab and apply the filroperties you
want to use for the data point. E— China Furope Japan s
mLeisure mBusiness mAdventure
4. Click Close
The formatting is applietb the data point. Figure 5-21: Changing the color of a single data point
makes it stand out from the rest of the data series and
chart.
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Annotate the chart

You can add trend lines and other analytical elements to
your chart using the Analysis commands.

1. Select the chart.

2. Under Chart Tols on the Ribbon, click thieayout
tab.

Here you can see the Analysis group, which contains
four buttons:

e Trend line: Add a linear trend line to the selected
data serie® works well with linetype charts.

e Lines: Add drop lines (lines that connect aalat
series line to the horizontal axis) or hifgtw lines
(lines that connect two data lines) in a lype
chart.

e Up/Down Bars: Add bars that graph the distance
between two lines in a line chart.

e Error Bars: Add bars that show the margin of
error on the chart.

3. Click the button you wartb use in the Analysis
group.

A list appears, displaying different options depending
on which button you clicked.

4. Select the option you want to use from the list.

A dialog box may appear, depending on the option
you chose. Complete the dialog box taigh the
formatting as necessary.

Use a different chart type for a data series

Another way to make a data series stand out from the rest
of the chart is to apply a different chart type to that series.
This iscalled acombinationchart. Combining charts can
be a powerful way to show overarching trends in data.

One of the most common ways to do this is to make one
of the data series in a column chart a line chart.

1. Rightclick a single data series in the chamnd select
Change Series Chart Typdrom the contextual
menu.

2. Select a new chart type for the single data series.

Trend line
Net Income
520
w
-
&
w515
2
-=
= 510 7 B ncome
e Total Exp.
$5 1 Net Inc.
5 Linear (Income)
lan Feb Mar Apr May June
Months

Figure 5-22: An example of an annotated combination
chart. The Net Inc. data series uses a line chart type, while
a linear trend line appears across the top of the chart.
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Using Chart Templates

You can save a template ofadhart ha't

with your own layouts and formatting. Then you can use
the template to create similar charts in the future.

Save a chart as a template

When you save a chart as a

properties are saved for easy future use.

1.

2.

Select the chart you want to save as a template.

Under Chatr Tools on the Ribbon, click tHeesign
tab and click th&ave as Templatdutton in the

Type group.
The Save Chart Template dialog box appears.

Type a name for the template in the File name box
and clickSave

Create a new chart using a template

Once youdve saved a templ at

to create a new chart.

1.

Open a workbook and select the cell range you want
to chart.

Click thelnsert tab on the Ribbon and click the
Dialog Box Launcherin the Charts group.

The Insert Chart dialog box appears.

Click the Templatesfolder in the list on the left.

youbve

& Exercise

A Exercise File: Survey511.xIsx

A Exercise: Save the chart in Suey59.xIsx as a template
ASurvey Resul

and name it

Open the Surveyd.xIsx file and create a new chart using
Resultso temp

the ASurvey
chart.

Del ete the ASurvey Result
[¥] Save Chart Template {&J
(i) [ 1« Microsoft » Templates » Charts v [#2|[ scarch Charts 2|

Organize v New folder =~ @
* MName Date modified Type
4 Libraries

3 Documents No items match your sarch.

o) Music

&= Pictures

H videos

*& Homegroup

1% Computer

&, Local Disk (C)

u RECOVERY (D _ .

File name: Survey Results.crix

Save as type: | Chart Template Files(*.crix)

= Hide Folders

Tools Cancel

The templates youbvme. saved appear in

Select the template you want to use from the gallery
on the right and clicloK.

Delete a template

If you decide you no longer need a certain chart template,

you can delete it.

1.

Click thelnsert tab on the Ribbon andick the
Dialog Box Launcherin the Charts group.

The Insert Chart dialog box appears.

Click theManage Templatesbutton.
The Charts folder is displayed.

Right-click the template file and selebtlete
The file is deleted.

Figure 5-23: The Save Chart Template dialog box.

pl at e
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Creating and Working with Charts

Changing Chart Type & Exercise

_ o A Exercise File: Survey512.xIsx
Different types of charts are better for presenting different

types of information. For example, a column chart is great A Exercise:Change the chart to

for comparing values of different items, but not for type.
illustrating trends or relationships. If you find that a chart Change the chart to a pie chart. Swap the data over the
youbve c the bestétdor youws dai@d,tyou can to view data for Business, Leisure, and Other responses
switch to a different chart type.
1. Select the chart.

The Chart Tools appear on the Ribbon.

Change Chart Type li‘ﬂ—hj

2. Under Chart Tools on the Ribbon, click thesign [E— e =

a0 e 8 182 0] 03] 83|32

Now you can see the Type group. 'f - — == = = == =7

- ) E b ‘J‘[]“i |J-EH> |m Hﬁ]dl |Jﬁﬂ \Jﬁt}}f{l)— |J~A§i— i

3. Click theChange Chart Typebutton in the Type A avea

group. T A4) 1) 2] AA] b

The Change Chart Type dialog box appears. Heuve y & surfoce Line

can see the different types of charts that are available. |||@ oot Lot | L= | | e | s :}':?‘ ”i}‘

yp % Bubble ‘\_ |\_' |L |I'_ |b ‘I_' |l o

4. Select a chart type in the list on the left, then select a Wy Racer Pfe.)| | @l AR [aml |

chart suktype from the list on the right. T
5. Click OK. Figure 5-24: Selecting a Stacked Column chart in the
@ Tips Change Chart Type dialog box.

V  You can also create a combination chart. Rigiuk
a single data series in the chart and sél&etnge
Series Chart Typefrom the contextual menu. Select Popular Leisure Destinations
a new chart type for the single dateries.

Swap data over the axes

You can switch the rows and columns of data in a chart so
they appear in opposite positions.

1. Select the chart.

2. Under Chart Tools on the Ribbon, click thesign mAustralia = Canada ®China mEurope = Japan
tab.

. . . Popular Leisure Destinations
3. Click theSwitch Row/Column button in the Data

group.
The chart is updated to the new data configuration.
O Trap: If the source data is too complicated

(includes lots of nonadjacent cells), Excel cannot
swap data over the axes.

mBusiness wleisure = Other

Figure 5-25: Sometimes you need to swap data over the
axis to view the correct data after changing chart type.
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Using Sparklines & Exercise

) ) ] A Exercise File: Sparklines.xlsx
Sparklinesare a new feature in Excel 2010. They provide

a new way to chart information in a worksheet: in A Exercise: Insert a Line sparkline in Ffat refers to the

individual cells.Sparklines are a great way to show a SR TN AREEE
shapshot of data on a worksheet. Insert a Win/Loss sparkline in F8 that refers to data in
A8:E8.
Insert a sparkline Add High and Low Points to the sparkline in F4.
1. Click thelnsert tab on the Ribbon.
There are three types of sklimes you can insert.
Refer to the table to the righftable5-4: Available
Sparklinedor more information about each type.
2. Click sparkline you want to insert in the Sparklines Table 5-4: Available Sparklines
group. e Line: Shows trends in the data over time.
A dialog box appears, asking you to defineriduege i : : :
of cells that contain the data on which you want to _mBm_  Column: Shows differences in quantity.
base the sparklines. } ; ]
mmw Win/Loss: Shows gains or losses (i.e.
3. Select the data you wish to use in the sparkline. el T ED)
4. Click OK.
The sparkline is inserted in the cell(s).
Change sparkline style
1. Selecthe sparkline(s).
2. Click theDesigntab.
& ®- = Sparklines.xisx - Microsoft Excel [ | E [t
3. Click theMore button in the Style Gallery and mﬂ - o o
choose the formatting you wish to apply to the P2 i coumn | 9] Low Point Lest Paint \/\/\ - “‘” I
Sparkline(S). DE;:. T Win/Loss Negative Points Markers = " & cear-
Sparkli... Type Show Style Group
The sparklines are updated with the new style i £ Z
. A B Z D E F G H b
fOfmattlng 1 2010 Sales in thousands
2
. . /1/: /31/ /30/ /30/. /31/ erview
Add data points to sparklines S I S R
5 _mlim-
1. Select the Spal’k"ne(S). : 12/28/2006 12/29/2007 12/29/2008 12/30{2009 12/31/2010
8 74% 38% 12% -6% -33% W
9
2. Click theDesigntab. 10
11
12
3. Click the check boxes for points you wish to show or 1 S
highlight on the sparkline. Lt L Stectt ohest? Checls £ 8 v &
-srglee(?t%?jrk“ne is updated to show the points you Figure 5-26: Sparklines in a spreadsheet.
@ Tips

V  One advantage of using sparklines is that, unlike
charts, sparklines are includedhen theworksheet
that contains thens printed
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Creating and Working with Charts
Review

Quiz Questions

41. Which of these is an important thing to consider when selecting data for a chart?
A. What is the main point?
B. Keep it simple.
C. What is the truth?
D. All of these.

42. Which of these chart types would be best for illustrating values as a percentage of a whole?
A. Area
B. Pie
C. Scatter
D. Column

43. Aline chart
A. displays trends over time.
B. compares values acrasategories.
C. displays the contribution of each value to a total.
D. compares pairs of values.

44. To create a chart, click the
A. Home tab.
B. Insert tab.
C. Data tab.
D. Formulas tab.

45. Which of these statements is false?
A. Horizontal axis labels can be clygd without affecting the source data.
B. The order of data series can be changed without affecting the source data.
C. Data series labels can be changed without affecting the source data.
D. The chart source cell range can be changed in an existing chart.

46. To remove a chart label, select the label and press <Delete>. (True or False?)

47. Which of these options is NOT true?
A. Gridlines can be displayed for both the horizontal and vertical axes.
B. You can remove all gridlines from a chart by choosing Nonéhfoakis.
C. Gridlines can only be displayed using default settings.
D. Major and minor gridlines can be shown at the same time.

48. Which of these is a way to change the scale of a chart?
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49.

50.

51.

52.

A. Change the display units of an axis in the chart.

B. Change the minimum or maximum value displayed in the chart.
C. Add number formatting to values in an axis.

D. All of the above.

You can doublelick a chart element to change its formatting. (True or False?)

If you decide you no longer need a charttengpt e t hat youbéve saved, you can del et

Chart type cannot be changed after a chart is created. (True or False?)

What is a sparkline?
A. A way to combine two different chart types in a chart.
B. A summary of all the charts in a workbook.
C. Aprintout of a chart.
D. A snapshot of data on a worksheet.

Quiz Answers

41.

42.

43.

44,

45.

46.

47.

48.

49.

50.

51.

52.

D. Consider all of these when selecting data: the main point, the truth, and simplicity.

B. Pie charts are best for showing values as a percentage of a whole.

A. Aline chart displays trends over time.

B. To create a chart, click the Insert tab, then select a chart type and chart in the Charts group.

A. Horizontal axis labels are tied to the source data; they only change if the source data is changed.
False. Taemove a chart label, click the label button in the Labels group and select None from the list.
C. Gridlines can be formatted to use whatever color, style, and width you prefer.

D. All of these are ways to change the scale of a chart.

True. You can doubfelick a chart element to change its formatting.

True. I f you decide you no |l onger need a chart templ ate
False. The chart type can be changed after it is created.

D. A sparkline is a snapshot of data on a worksheet.
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6Managing
Workbooks

Using Workbook Views.........ccccceeeeeiviiivniennnnn. 102
Change workbook views........................ 102
Zoom in or out of a worksheet............... 103
Selecting Worksheets in a Workbook ........... 104
Select a worksheet ...........cccceeevivenenen 104
Select multiple worksheets..................... 104
Inserting and Deleting Worksheets ............... 105
Renaming, Moving and Copying Worksheets
........................................................................... 106
Move or copy a worksheet using click and
[0 = o TP PP TP PR PPPPRPTTPPI 107
Splitting and Freezing a Workbook Window 108
Creating Headers and Footers ...................... 110
Create a basic header or footer............. 110
Use Auto Headers & Footers................. 110
Insert Header & Footer Elements........... 111
Hiding Rows, Columns, Worksheets and
WINAOWS ..o 112
Setting the Print Area........cccooceeiiiieiiiiiieenn 114
Setprintarea.....cccccceveveeeieiiieiiiiieieienenen, 114
Move a page break......................ooe 115
Insert a manual page break................... 115
Remove a page break ...........cccoceeenne 115
Adjusting Margins and Orientation................ 116
Adding Print Titles, Gridlines and Headings 117
Adjusting Size and Scale..........ccoovuiviieieeennn. 119
Adjust paper Size ......cccccveeeiiiciiiiiieeeeenns 119
Scale tofit ... 119
Advanced Printing Options ........ccccceeviveeeennee. 120
Print multiple worksheets...................... 120
Print multiple worksheets....................... 120

Once you start filling up a workbook with
dat a, youol I find t
organize andiew it all at once.

Luckily, Excel gives you several options
for viewing and working with data and
windows. You can split windows, insert
new worksheets, copy worksheets, work
with multiple workbooks at once, hide
data, protect and share workbooks.

Inthi s chapter, we 01 |
viewing and working with data easier.

Using Exercise Files

This chapter suggests exercises to practi
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

e Open the exercise &lfor a lesson,
perform the lesson exercise, and close
the exercise file.

¢ Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so tlyau may
Abuild upon themo,
in a chapter can be performed in
succession from the first lesson to the las
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Managing Workbooks

Using Workbook Views

There are several ways to
contents are displayed on a smaising Workbook views.
You can also zoom in or out to view more or less of a
workbook at a time.

Change workbook views
1. Click theView tab on the Ribbon.
2. Click the button for the view you want to use in the

Workbook Views group.

The
view.

Other Ways to Change Workbook View:
Click the button for the view you want to use in
the status bar of the workbook window.

wor kbookébés contents

Excel offers several different workbook views.

e Normal view: This is the default Excel view, and
the one youdl |l usually
and editing workbooks. Row and column headers
are displayed.

e Page Layout view:Use this view to findune a
worksheet before printing, especially if it contains
charts. You can edit
Normal view, but you can also see the rulers,
change page orientation, work with headers,
footers and margins, and hide or display row or
column headers.

e Page Break Preview viewThis view shows you
where the page breaks will occur if you print the
worksheet. This is helpful for making sure your
datais laid out correctly to appear on the desired

page(s).

e Full Screen view:The worksheet stays in the
view it was already in, but toolbars are hidden so
that the worksheet fills the entire screen. To exit
Full Screen view, click thRestore Downbutton
on the Title bar.

t h

& Exercise
A Exercise File: Bookings61.xIsx

C
A Exercise:Vi ew t he wor ksheet i

Zoom in to 200 percent, then zoom back to 100 percent.

E=

Marmal

= B

Full
Secreen

Page
Layout
Warkbook Views

Page Break = Custom
Preview Views

Figure 6-1: The Workbook Views group on the View tab.

ar e s howhn in t he sel ect ed
A B C D E H
1 |Daily Booking Summary for All Travel Agents
2 Tuesday
3
4 [-] [-] [-] [-]
5 Anderson [emmifer 2§ 650.00 Minneapolis
6 Berndt Muriel 5 % 1,410.00 Minneapolis
7 Bemeau Tim 7% 2,450.00 Duluth
8 Bico Roger 38 1,050.00 Two Harbors
9 Billings Stan 4% 1,400.00 Mi polis
10 Black Joseph 24 700.00 Bloomington
11 Boyarski Tom 84 2,800.00 St. Cloud
\ 12 Bradshaw Neal 1% 350.00 Mankato g

13 Buxr Aaron 0% - Rochester On vacation
14 Chang LeAnne 5% 1,760.00 Maplewood
15 | Chekov Tony 13 § 4,550.00 Edina
16 Clay Darlene 6 § 2,100.00 St Paul
17 Eller Nancy 7§ 2,450.00 Fargo

Normal view is the default Excel view. This view maximizes the
available screen space in the Excel window.

wor ksheet |l i ke itds in
T " DN T " T " g T T g T T T T T T &g T

a 3 T

Click to add header

@ooking Summary for All Travel A

2 Tuesday

3

4 [~ ] [~ ] [~] [-] [~]
L 5 Anderson Jennifer 28 650.00 Minneapokis
R Bemdt Muriel 5% 1,410.00 Minneapolis

7 Berreau Tim 74 2,450.00 Duluth
r.s Bilco Roger 38 1,050.00 Two Harbors

9 Billings Stan 48 1,400.00 Minneapolis

10 Black Joseph 23 700.00 Bloomington

11 Boyarski  Tom 83 2,800.00 St Cloud

1 D P Le 2000 Moclos

Page Layout view lets you fine-tune the worksheet before
printing.

& T B C [a] E F G H
jDail _knnking Summary for All Travel Ahems
2 [Tuesday |

413503002 (612)555-5328 Yez

demnifer 50.00_ Minneapoliz

Puricl 1,410.00 438335354 [612] 555-5354
Tim, 2,450.00 ABL04BEI0 (215] 5554058
Foger 1,050.00 A15-52-5555  (218] 585-2345 Tex
Stan 1,800.00 SB1-23-5205  [612] 555-d356 Yes
Jozaph 00.00 220-53-0265__ [612] 555-2354
Tam 2500003t

Heal 350,00 an AG1-34-5461__[S07) 555-9545 Ter

621-34-3262
423530626,
052332083

563-03-1315
03453331
457-34-3411
475661036,

450-23-2301
465-23-5253___ [612] 5559767

455732332 [507)555-1335 Yer
40342 [£12) 5556735
033434 7 (612] 555867

43" {507 5555567 vez
SATHEaE  [E12] 5552346 Tes
462-33-7346_[B12] 555-4574 Tes

543:23-4596 __[215) 555-6456
F46-59:4204  [612) 555-4506 Yer
4 444 [612) 555-4096

Rachacter Onvacation

24
5t
Tt
38
[}
2
8t
11
aaron 0 - 507) 555-2335
5§ L750.00 Mhapkwosd [612] 555-3474 Yoz
58 dina [612] 585-4553 ez
68 612] 555-4036,
Tt
ag
Ty
2t
51
T
5t
1

6.12) 5553855

550,00 E:
2,100,005, Paal 1
245000 Farge I
550,00 St. Cloud I
2450.00 Mlinnsapolic
T00.00_st, Paul

1,150,00_ Eding

18] 5559567
[612] 555-4586. Ter
Tor

536

Page Break view lets you view where the page will break if you
print the worksheet.
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Managing Workbooks

Zoom in or out

Change views

Sometimes it is helpful to make a worksheet appear larger

on the computerds screen, €EEmo 100% (=)

monitor or poor eyesight. It can also be helpfutdéom

Zoom

out so that you can see how the whole worksheet looks.

av e

a s mal

Figure 6-2: Select a view or adjust the Zoom slider in the

1. Click and drag th&€oom slider on the status bar to status bar.
the percentage zoomttag you want.

Other Ways to Zoom:

Click theView tab on the Ribbon and click the
Zoom button in the Zoom group. Or, click the

Zoom to Selectionbutton in the Zoom group to
zoom in on the currently selected cell(s).

Create a custom view

Changing the pint settings, zoom level, and workbook

appearance every time you view or print a workbook can

get old. By creating a custom view, you can save the view

and print settings so you donot
and over.

1. Click theView tab on the Ribbon and click the
Custom Viewsbutton in the Workbook Views group.

The Custom Views dialog box appears.

2. Click theAdd button and type a name for the view in
theNametext box.

There are two additional settings here:

e Print settings: Saves print settings such as page
breaks.

e Hidden rows, columns and filter settings:
Keeps columns and rows hidden and any applied
filters filtered.

3. Select the settings you want to use in the view and
click OK.

Now your view settingare quickly accessible under
the new custom view.

Tips

V  To view a custom view, click theiew tab on the
Ribbon and click th€ustom Viewsbutton in the
Workbook Views group. Select the view you want to
use and cliciShow.

have

t

(0]

reapply

t hem o0\
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Managing Workbooks

Selecting and Switching
Between Worksheets

& Exercise
A Exercise File: Bookings6-1.xIsx

By default, Excel workbooks contain three worksheets.
You can make e worksheet active at a time or select
multiple worksheets at once.

Switching between worksheets

You can switch between worksheets in a workbook by

A

Exercise: View the Friday worksheetUseright-click to
view the Wednesday worksheet.

Use the ANext Tab Scrol
worksheetUs e t he AFirst shifab
worksheet tabs and vietlve Tuesday worksheet.

| o
Sc

Select the Tuesday and Friday worksheets at the same t
Then deselect the worksheets.

selecting a different sheetbés tab.
1. Click the sheet tab for the worksheet you want to
display.
That worksheet becomes active, allowing youitw (] L 0 =TT T ek
o . g Home Insert Page Layout Formulas Data Review View 2] @ = B 28
anded|t it. =4 Rockwell s - ===l Genera - A Felnset - X - f\? 5
) e 2" [ 7 0 A BE-| 8- w0 o) S%oce | [ Slfjm it
Other Ways to Select a Worksheet: | E A B |8 | [EFomat - 2+ Fiter ereet-
. . . Clipboard Font Alignment Number Cells Editing
Right-click thetab scrolling buttons and select e T —
the worksheet from the contextual menu. Or, use A B c D E F 3
thetab scrolling buttons to scroll through the - @!S“mn‘aw
rida’
sheet tabs and then select one. : !
; Anderson Jennifer 12 § 3,948.00 Minneapolis
Select multiple worksheets ——— IR
. i 8 Tues 28 658.00 Two Harbors
Selecting multiple worksheets at onle¢syou enter or gl | 1§ 32900 Mimospols
. N 10/ Fni 1 9 $  2,961.00 Bloomington
edit data on multiple worksheets, as well as format or W e s Lot o oo
. . 6 1,974 00 Mankato
print multiple worksheets at once. T os Rochester Onvacaton
14 z”'“”'m 9§ 2,961.00 Maplewood
15 oreign 3% 987.00 Edina
e To select adjacent worksheetsClick the first sheet 1 e © 154 ssman joeme )
tab you Want tO Select’ press andu’ﬁble<Sh|ft> ié:d» nj\L‘IES rriurs | Fri o “Weds . Comments .~ Surnmary _[i] 4 BT 5 b+|ﬂ
key and click the last tab you want to select.
) Sheet tabs
Both tabs and all tabs in between are selected.
; ST ; Scrolls to the last
e To select noradjacent worksheets:Click the first Scrolls to the PRFEa T e
sheet tab you want to select, press and hold the first sheet tab e el
<CtrlI> key and click the other tabs you want in the active
select el Srr]:rolls tgg next
- sheet tab into view
. . Scrolls the
e To select all worksheetsRight-click a sheet tab and previous sheet
selectSelect All Sheetdrom the contextual menu. tab into view
Tips Figure 6-3: Sheet tabs and scrolling buttons.
V  When multiple worksheets are sekat, [Group]
appears in the title bar at the top of the worksheet.
V  To cancel a selection of multiple worksheets in a
wor kbook, click an wunselected sheetds tab. Or ,

click a sheet tab that is selected and selecfroup
Sheetsfrom the contextual men
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Managing Workbooks

Inserting and Deleting
Worksheets

You can easily add workehts to a workbook or delete
unwanted ones.

Insert aworksheet

1. Click thelnsert Worksheettab.

A new worksheet is added to the workbook.

@ Tip: The Insert Worksheet tab is located next to
the sheet tabs near the bottom of the workbook
window.

Other Ways to Insert a Worksheet:

Press<Shift> + <F11>. Or, click theHome tab

on the Ribbon and click tHesert list arrow in

the Cells group. Selettsert Sheet Or, right

click the tab of an existing worksheet, and select
Insert from the contextual menu. Select
Worksheetin the General tab of the Insert dialog
box and clickOK.

Delete a worksheet

1.

Right-click the sheet tab you want to delete and select
Deletefrom the contextual menu.

A dialog box appears, asking you to confirm the
deletion.

Click Yes

The worksheet is deleted.

Other Ways to Delete a Worksheet:

Select the worksheet you want to delete, click the
Hometab on the Ribbon, click theeletelist
arrowin the Cells grougnd selecDelete Sheet

& Exercise
A Exercise File: Bookings62.xIsx
A Exercise: Insert a new worksheet

Delete the Comments, Foreign, Domestic, Receipts

worksheets.
Click to insert a
new worksheet.
9~ = Bookingsaxlsx - Microsoft Excel [ [ [mm]
m Home Insert Page Layout Formulas Data Review View & 0 o @ R
= % Rockwell 18 - General A Salnsert | E v p\7 _?a
N = <. - ‘

P% Ga- |B|Z U- A A H- | § - % e 5= Insert Cells... b
aste hd &
L F | Eir B A 8 58 T /2= InsertSheet Rows | i

Clipboard Font Alignment Number % Insert Sheet Columns
AL - J | Daily Summa v

Y Y [l insertsheet % —=
[ & B c D E T =

1 |Dz:1i1§ar Summary

2 |Friday 2

3

4

5 |Anderson _Jennifer 12 $  3,048.00 Minneapolis

6 |Bemdt  Muriel 10 $  3,200.00 Minneapolis

7 |Berreau  Tim 12 $  3948.00 Duluth

8 |Bilco Roger 2% 658.00 Two Harbors

9 |Bilings  Stan 1s 329.00 Minneapolis

10 |Black Joseph 9 $ 296100 Bloomington

11 Boyarski Tom 4 $  1,2316.00 St Cloud

12 Bradshaw Neal 6 §  1,974.00 Mankato

13 |Burr Aaron 03 Rochester On vacation

14 Chang  Lefnne 9 $  2061.00 Maplewood

15 |Chekov  Tomy 3% 987.00 Edina

16 |Clay Darlene 2 $  2,622.00 StPaul

17 |Eller Nancy 15 $  4,935.00 Fargo -
W 4+ W[ “Summary . Foreign . Domestic . Receipts .~ % - [I]4 | i ] |
Ready | 23 | |[Eo@m 0% (<) 0 ()

Click to insert a
new worksheet.

Figure 6-4: Inserting a worksheet.

A B & D E F G i
1 comments worksheet
a

]

: Insert...
4 | Delete
& o _= =
8 Rename 3
7 Move or Copy...
8 & View Code
9 g Protect Sheet..
;? Iab Color >
12 Hide
13
14 Select All Sheets 1l
H 4 » M| | comments summmary 7 Foreign - Dorf] 4 [ [ | ]
Ready | 5 | | [EE]E0 @ 100% (=) [} (+)

Figure 6-5: Deleting a worksheet from a workbook.
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Renaming, Moving, and & Exercise
Copy|ng Worksheets A Exercise File: Bookings63.xIsx

A Exercise: Rename SheetbiMonday o .
You can manipulate your workbooks by renaming
worksheets and moving them into different orders and
even into different workbooks.

Move the vorksheets so the Monday thru Friday workshe
are in sequential order.

Rename a worksheet

By default, Excel worksheets are given the rather boring e e
names Sheetl, Sheet2, Sheet3, and so on. Youwan g T Wi £ FE G
them more meaningf names.

1. Doubleclick thesheet tab ﬁ 3
. i H 4 b M Fri_~Weds ~ Summary | Mond| %3 7]« » ]
The sheet name is selected so that it can be renamed. || zee | & | |mOm
2. Type a new name for the worksheet. Figure 6-6: Renaming a worksheet

3. Presx<Enter>.
The sheet is renamed.

Other Ways to Rename a Worksheet:

Right-click the sheet tab, seleRenamefrom the
contextual menu, and type a new name. Or, select
the worksheet you want to rename, click the
Hometab on the Ribbon, click theormat button

in the Cells group and seldgeename SheetType

a new hame.

Move or copy a worksheet

You can easily rearrange worksheets using the Move or

Copy dialog box or by using the mouse Click the To book list arrow to move or copy

the selected sheet into another workbook that
is already open, or into a new workbook.

1. Select the sheet tab(s) for the worksheet(s) you want
to move or copy. _ .
Move or Copy @Ié]
2. Right-click one of the shed¢abs you want to move or Move selected sheets
copy and seled¥love or Copy from the contextual To book:
menu. Bookings. xlsx |Z|

Before sheet:

The Move or Copy dialog box appears.

Other Ways to Move or Copy a Sheet: ;‘r‘i”fs
Select the sheet(s) you want to move or copy. Summary
Click theHome tab on the Ribbon and click the rE:nc'onf:L end)
Format button in the Cells group. Selddiove or =
Copy Sheetfrom the list. i ’ ! |
oK Cancel
3. Select the sheet after which you want your moved or \ /

copied sheet(s) to appear in the Beforeebhist. Figure 6-7: The Move or Copy dialog box.

The moved or copied sheet will be placed in front of
the sheet that is selected.
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(Optional) Click theCreate a copycheck box to
copy the selected sheet.

If this box ischeck markegdthe worksheet(s) will be
copied to the new location, insteafisimply being
moved.

Click OK.

The worksheet(s) are moved or copied to the new
location.

Move or copy a worksheet using click and
drag

The easiest way to move or copy a worksheet within a
workbook is with the mouse.

1. Select the sheet you want to move or copy.

2. Click and drag the sheet tab to move it to a new
location in the workbook. Or, pressdahold the
<Ctrl> key while you click and drag the sheet tab to
copy the sheet.

@ Tips

V  To change the color of a sheet tab, riglitk the tab,

point toTab Color and select a color from the
palette.

Wednesday

Last First Bookings Sales Location

[ J»j

Anderson  Jennifer 9 2,925.00 M; polis

Berndt Muriel 10 3,250.00 Mi polis

Berreau Tim 12 3,900.00 Duluth

=@ || =

Bilco Roger 650.00 Two Harbors

9 Bilings  Stan 325.00 Minneapolis

10 |Black Joseph 2,925.00 Bloomington

11 Boyarskdi Tom 1,300.00 St. Cloud

5 5 |5 |5 €5 |65 (68 |0

12 Bradshaw Neal 1,950.00 Mankato

oo u o =

13 Burr Aaron

$ - Rochester On vacation

-

- - .
H 4 r M| Tues %urs Fri | Weds . summary . md]4 [ m

Ready | I3 | | [EE|c0 ) 100% (=) [}

» ]

Click and drag a worksheet tab
to move it in the workbook.

Figure 6-8: Click and drag to move a worksheet.
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Splitting and Freezing a
Window

Splitting or freezing a workbook window allows you to
hold certain sections of a worksheet in place while
scrolling to view other areas.ilt especially useful when
working with a large works¥et because you can lock
column and row headings in place while scrolling through
the datain the rest of the worksheet

Split a worksheet window

To view multiple areas of the worksheet in the same
window, you carsplit the window into two or four panes.
When a worksheet window is splitanes are created in

the window. These panes can be navigated independently,
allowing you tomake changeandview multiple areas of

a worksheet at once.

1. Select the cell where you want to split the window.

The worksheet will be split above and to the left of
the ative cell, creating four panes.

To split into only two paneselect a cell in the top or
bottommost visible rowor the leftmost visible
column.

2. Click theView tab on the Ribbon and click tigplit
button in the Window group.

The worksheet is split into sections that can be
navigated individually without moving other
sections.

[2 Other Ways to Sgit the Window:

& Exercise
A Exercise File: Bookings64.xIsx
A Exercise: View the Tuesday worksheet.

Split the windowat column Cand scroll to the right in the
right pane Remove the split.

Set andifeeze panes at column B and rovdroll down to
row 60.

Unfreeze the panes in the worksheet.

Click and drag
the split box to

Click and drag theertical split box or the
horizontal split box to where you want the
window to split.

Adjust split panes

You can adjust where the panes appear in the window

after a split is created.

1. Click and drag the split line.

The size of the window pane is changed according to

where you clicked and dragged the pane.
Remove a worksheet window split

1. Click the Split button in the Window group.
Thewindow is no longer split.

Other Ways to Remove a Window Split:
Click and drag the split line to tlelge of the
window

splita
Split button worksheet
Each pane can window
be navigated
independently [l
X = Bookingsadsx - Microsoft Excel o=
g Home  Inset  Page|ayout  Formulas  Data  Review | View a@o@ =
- © &5 New Window |=
2 iu Pz R _} 3 I = New Window |=] = =
1 o =X g amangeAl H ==
Normal| Page Show | Zoom — Save Switch Macros
Layout & - Selection | O Freeze Panes - Workspace Windows= |+
Workbook Views oom Window Macros,
El4 - S Maplefvood
A B c G H 1 5
1 Daily Summary
2 Tuesday
3
4
5 Anderson Jenmifer 2 473-50-3002 (612) 555-3028 Yes
6 Bemdt Muricl 5 496-33-3334 (612) 555-3034
7 Bemeau  Tim 7 481-04-8830 (218) 555-4055
8 Bilco Roger 2 475-82-6585 (218) 555-2345 Yes
9 Bilings Stan 4 381-23-5205 (612) 555-4958 Yes
10 | Black Joseph 2 220-83-0283 (612) 565-2934
11 Boyarski  Tom 8 029-40-3048 (612) 555-3463
12 |Bradshaw  Neal 1 481-34-3461 (50T) 555-0548 Yes
13 Bux Haron 0 621-34-0282 (507) §55-2395
14 [Chang LeAnne 5 423-83-0626 (612) 555-3474 Yes
15 Chekov  Tony 13 052-33-2003 (612) 555-4633 Yes
16 Clay Darlens 5 563-03-1818 (612) 555-4096
17 Eller Nancy 7 034-59-3311 (612) 555-9855 -
M 4+ M| Monday | Tues {i] ¢ > >
Ready | B3 | |[EB|E E 100% (=) 0 (+)

Figure 6-9: A split worksheet window.
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Freeze window panes

When you freeze panes, the panes above and to the left of

the active cell are immobilized. This is differentrfro

splitting, in which each section can be navigated. Also,

whil e you can move spli
sections without unfreezing and freezing again.

1. Click theView tab on the Ribbon and click the

Freeze Panesutton in the Window group.
Hereyou have three options:

[ )
to the left of the cell that is currently active.
Creates two or four panes dependinglon
location of the active cell.

allows youto scroll through the rest of the
worksheet. Creates two panes.

Freeze First Column: Keeps the first column

t i

Freeze PanesFreezes the worksbeabove and

Freeze Top Row:Keeps the top row visible and

visible and allows you to scroll through the rest of

the worksheet. Creates two panes.

Select the option you want to use from the list.

The paes are frozen. You can use the scroll bars to

move around in the worksheet.

Remove a worksheet window split

Now | etds unfreeze the

1.
and selecUnfreezePanes

pane

Click theFreeze Panesutton in the Window group

All cells in the worksheet are unfrozen so you can

scroll freely throughouthe entire worksheet.

nes, you canot move

The window is
vertically

frozen

frozen here. button
= = Bookings.xlsx - Microsoft Excel = [ B
m Home Insei Page Layout Formulas Data Review View 0@ o & R
B ill IR 7‘\ ] EaJ 8 New Window [ % =
1 = S = Amange sl T =z
Hormal| Page Show  Voom 100% Zoomto Save Switch | Macros
Layout - Selection | B Freeze Panes - Workspace Windows ~ -
Workbook Views Zoom Window Macros
w6~ I v
A B E F G -
1 Daily Summyg
2 Tuesday
5
|4 Last First Location Comments Employee #
26 Jordon ennifer Spring Lake Park 596-34-¢
27 Rinkaid John Brooklyn Center 482397
38 Kipp Brian Duluth 543234
29 ERulhavy Marty Minneapolis 346-59-4
30 Landgo Louis Fargo 476-30-
31 Lindgram  Alice Bloomington 503-96-¢
32 Lindquist  Shelia Edina 492-03-C
33 Lyons Rachel Maplewood 060-93-¢
34 Nelson Wendy Two Harbors 306-93-¢
35 Nordstrom Teny Duluth 030-63-¢
36 Norton LeAnne St. Paul 496-83-¢
37 Olness Janelle Fargo 209-38-¢
38 Olson Anne Brooklyn Center 349-85-(+
W 4+ M| Monday | Tues Weds ~Thurs ~Fri .~ Summary /%3 T4 I il | 3
Ready | 73] | IEEERTE v, {+)

The window is
horizontally
frozen here.

Figure 6-10: A worksheet with frozen panes: columns A-B,
and rows 1-4. Information in the frozen panes remains on
the screen as you scroll and move through a worksheet.
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Creating Headers and Footers

You can use a header to include the same information a
the top of every printed page a footer to include
information at the bottom of every page. You can enter
your own headers ofooters, insert buitn ones,or insert
specific elements such as pictures or page numbers.

Create a basic header or footer

1. Click thelnsert tab on the Ribbon and click the
Header & Footer button in the Text group.

The workbook automatically switches to Page Layout
View and the cursor appears in the header area.

The header and footer areas are split into three
section® left, right, and center. Click any of the
sections to enter text in that section.

@ Tip: Enter your note here. To work with the footer
instead of the header, click tkidick to add
footer text at the bottom of the worksheet or click
theGo To Footer button in the Navigation group
on the Design tab.

2. Enter header text, then click away from the header
area.

When you are finished working with the header and
footer, you can return to Normal view.

Other Ways to Create a Header or Footer:

Click theView tab on the Ribbon and click the
Page Layout Viewbutton in the Workbook Views
group. Click in the header or footer area.

Use Auto Headers & Footers
Instead of entering your own header or footer text or
fields, use builin options that are already available.
1. Click thelnsert tab on the Ribbon and click the
Header & Footer button in the Text group.
Now you can add an auto headerautér.
2. Click either theHeader or Footer button in the
Header & Footer group on the Design tab.

Here you will see a list of many different types of
page numbers, titles, dates, and file paths that can be
added.

3. Select the auto header or footer younntva use.

It is automatically inserted into the worksheet. Any
manual header or footer information you have
previously entered is replaced.

.
Comment [Danl]: Creating Headers and Footers

Create a basic header or footer
1. Open the Sales7-1.xIsx file.

2. Click the Insert tab on the Ribbon and click the Header & Footer button in the
Text group.

3. Click the center section of the header.

4. Type Monthly Sales

Use Auto Headers & Footers

Explain these options to your students, even though they are not used in the

exercise.

Built-in headers and footers are incredibly helpful and time-saving. Take a look at
these helpful options with students.

.

Fal=| = Bookingsxsx - Microsoft Excel He A;UM,‘ [E=SEEER=
m Home Insert FPagelayout Formulas Data Review View | Design @@=
:fl L [#] Page Number © Current Time [z Sheet Name ; 2]
= =) ®) Number of Pages [ File Path [l Picture -
Header Footer Goto Options
= T currentpate & File Name Footer
Header & Footer Header & Footer Elements Mavigation
[ A5
T T i ™ D [ ] U e
A B D E
L Header |:
[ Tuesday Reservationsl ‘
1 Daily Summary
2 Tuesday
[l3
4 Last First Bookings Sales Location
Ll 5 Anderson Jennifer 2% 650.00 Minneapolis
s Bemdt  Muriel | 5l s 1,410.00 Minneapolis
1 Berreau  Tim 7% 2,450.00 Duluth
.8 Bilco Roger 38 1,050.00 Two Harbors
9 Billings Stan 48 1,400.00 Minneapalis
[ 10 Black Joseph 2 % 700.00 Bloomington
Sl 11 Boyarski  Tom 8 % 2,800.00 St. Cloud
Ll12 Bradshaw  Neal 18 35000 Mankato A
W 4 » M| Monday | Tues Weds  Thurs ~“Fri . Summary /%3 T4 w | a0l
Ready | Scroll lock [ | Page:1of4 | | B CE 003

Figure 6-11: Adding header text.

Daily Summary
Tuesday

Andarion  Jennker
Barnat Mania
Eoman  Tam
Bico Roger
Bilmgs St
= Jesepl
Eqyarsd  Tam
Emadaw  mea
= Aaon
Chang LeAma
Chemwy  Tamy
[Gay Darans

550.00 Mmnaspois
1410.00 Mmnaapolis
245000 Duwn
1,050.00 Two Habars
1,300.00 Mmnaapols
T00.00 Elamingen
Z800.00_ 5. Cloud
35000 Mamicato

- Reanata
175000
3,55000 Sama
Z,10000 &t Faul
245000 Fazge
415000 Dulmn
3,500.00_5t. Faul
105000 Farga

350.00 Bwokym Cenkr
3,150.00 Brsinard
1,050.00 St Clond

- s=momg

350000 Spring Lake Fark
2,800.00 Mimneapoiz
1,400.00 Mmnazpodis
350.00 Biing

140000 Mankato

T00.00 St Fakr
450000 Bhemmgion
2,45000 Eama
3,150.00 Dulmn

EZar Hancy
Hordstrom Tarzy
Horion. LeAma

Cinez:  Janai
Cisan Ame
|Farm ont Tim.
Faamzon  Fmn
Mazia
[Rommars  Amntomo

Samusx  Enan
smam. Jenn
Smim Richazd
svens Lois
swanson  Juis
Tharman  mwn
'g,m ey

Thompsen  Harmson

i |vr |5 e e [ s i | B o i o o B oo m) B o] o) of o] e e o] ole

[-]

Figure 6-12: A spreadsheet with header and footer.
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Insert Header & Footer Elements

You can also insert individual elements into the header or
footer such as pictures or page numbers.

1. Click thelnsert tab on the Ribbon and click the
Header & Footer button in the Text group.
The Header & Footer Elements group appears on the
Design tab, displaying commands to add several
different elements to your header or footer.

2. Click the button in the Header & Footer Elements
group for the element you want to add.

@ Tips

V Headers and fders can be formatted using the
commands in the Font group on the Home tab.

V  You can also work with headers and footers by using

the Page Setup dialog box. Click thage Layout

tab and click th®ialog Box Launcherin thePage
Setupgroup. Click theHeader/Footer tab. Here you
can edit headers and footers and select to withhold
the header or footer from the first page or to
designate different odd and even pages.

Comment [Dan2]: Creating Headers and Footers cont 6d
Insert Header & Footer Elements

5. Click the right section of the header.

6. Click the Page Number button in the Header & Footer Elements

group.
The page number field is added to the worksheet.

Table 7-1: Header & Footer Elements Group great additions to
workbooks. See if the combination of elements you need already exists in
built-in options.

Table 6-1: Header & Footer Elements Group

Button

Q Page Number

N

% Current Date
!

‘ Current Time

Description

Displays the correct page number for each page.

Displays the total number of pages in the worksheet.

Number of Pages

Displays the current date.

Displays the current time of day.

N Di splays the workbookés name and file path.
_/ File Path
E‘j Di splays the workbook6s name.
=1 File Name
;:J Di splayds the worksheetds name.
Sheet Name

Opens the Insert Picture dialog box, where you can browse for and insert a picture file.

== Picture

|
—# Format Picture

Isonl'y avail abl e
brightness or contrast.

once a

picture has been i nst
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Hiding Rows, Columns,
Worksheets, and Windows

You can hide rows, columns, worksheets and entire
workbo ok wi ndows from vi ew.
simply hidden from view until you unhide it.

Hide or unhide a row or column

You can easily hide whelrows or columns from view.

1. Select the row or column heading(s) for the row(s) or
column(s) you want to hide.

2. Right-click the heading and selddide from the
contextual menu.

The row(s) or column(s) are hidden.

Other Ways to Hide a Row or Colunn:

Select the row or column heading(s) for the
row(s) or column(s) you want to hide. On the
Home tab, click th&ormat button in the Cells
group. Point tdHide & Unhide and selecHide
Rowsor Hide Columns.

Now | etdés | ook at how to
3. Select the row or column heading(s) on both sides of
the hidden row(s) or column(s).
For example, if columns C and D were hidden, you
would select the B and E column headings.
4. Right-click the heading and selddnhide from the
contextual menu.

Other Ways to Unhide a Row or Column:

Select the row or column heading(s) on both sides
of the hidden row(s) or column(s). On the Home
tab, click theFormat button in the Cells group.
Point toHide & Unhide and selectnhide Rows

or Unhide Columns

Hide or unhide a worksheet

Sometimes you may want to hide an entire worksheet.

1. Rightclick the sheet tab for the worksheet you want
to hide.

2. SelectHide from the contextual menu.

The sheet is hidden. It still exists in the workbook so
any references to the sheet will still work.

D

& Exercise

Comment [Dan3]:  Hiding Rows, columns, Worksheets and Windows

Hide or unhide a row or column
1. Open the Sales6-8.xlIsx file.

2. Click the column E heading.
3. Press and hold the <Shift> key.

4. Click the column G heading.
Letds hide columns E: G.

5. Right-click the heading and select Hide from the contextual menu.

The columns are hidden. Notice that the letters do not update to accommodate the
hidden columns. This verifies that the columns still exist in the spreadsheet.

6. Click and drag to select column headings D:H.

7. Right-click the column headings and select Unhide from the contextual menu.
Columns E:G appear in the spreadsheet again.

Hide or unhide a worksheet
8. Right-click the Qtr 3&4 sheet tab.

9. Select Hide from the contextual menu.

10. Right-click a sheet tab and select Unhide from the contextual menu.
11. Select Qtr 3&4 and click OK.

Now delete the worksheet.

12. Right-click the Qtr 3&4 sheet and select Delete from the contextual menu.

All columns are visible.

A thick dark line indicates
hidden columns.

$
$
$
$
$
$
$
3
$
$
3
$
$
$
$
$
$
$
$
$

D H I I K L M N o

650.00 (612) 555-3928 Yes
1,410.00 (612) 555-3934
2,450.00 (218) 565-4055
1,050.00 (218) 555-2345 Yes
1,400.00 (612) 558-4958 Yes

700.00 (612) 565-2934
2,800.00 (612) 555-3463

350.00 (507) 555-0548 Yes

- (507) 555-2395
1,750.00 (612) 555-34T4 Yes
4,550.00 (612) 555-4583 Yes
2,100.00 (612) 555-4096
2,450.00 (612) 555-9855
3,150.00 (218) 565-956T
2,450.00 (612) 555-4586 Yes

700.00 (612) 555-5659 Yes
1,760.00 (612) 565-976T
2,450.00 (50T) 555-7985 Yes
2,800.00 (612) 555-6735
3,850.00 (612) 565-8679
1,750.00 (50T) 555-5967 Yes

Columns E, F and G are hidden.

Figure 6-13: A worksheet before and after hiding columns.

Now | etds unhide the sheet
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3. Right-click ary sheet tab and seledhhide from the
contextual menu.

The Unhide dialog box appesa

4. Select the sheet you want to unhide and &k
The sheet is unhidden.

Other Ways to Hide and Unhide a Worksheet:
Select the worksheet you wanthiale. On the
Home tab, click thé&ormat button in the Cells
group. Point tdHide & Unhide and selecHide
Sheet To unhide it, click thé&ormat button in
the Cells group, point telide & Unhide, and
selectUnhide Sheet Click OK.

Hide or unhide a workbook window

You can also hide the entire active workbook window.
1. Click theView tab on the Ribbon.

2. Click theHide Window button in the Window group.

The active window is hidden. The Excel program
window remains open and active, but the workbook
is hidden It does not even appear in the Switch
Windows button or on the Taskbar.

Herebdbs how to make t

3. Click theUnhide Window button in the Window
group.
The window is unhidden.
Tip: If there is more than one window hidden, the

Unhide dialog box will appear. Select which
window you want to unhide and cli€dK .

Unhide

Unhide sheet:

\Weds _____________________________J§

he wi

L 4

Figure 6-14: Selecting a hidden sheet to unhide.

( Unhide B

Unhide workbook:

Ok ] [ Cancel

. A

Figure 6-15: Selecting a hidden workbook to unhide.
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Setting the Print Area

There are two ways to specify the workbook data that is
printed: setting the print area and adjusting page breaks.

Set print area

Sometimes you may only want to print part of a
worksheet. You can define an area so that any time you
print, only that cell range is printed.

1. Select the cell ranggou want to print.

2. Click thePage Layouttab on the Ribbon and click
thePrint Area button in the Page Setup group.

3. SelectSet Print Area from the list.

Dashed lines appear around the new print area.

© Trap: When a print area is set, only therprarea
that is defined prints. You must clear the print area
if you want to return to the default page setup.

Tips

V Once you set a print area, you can add additional
print areas. Select the additional cells, click Bt
Area button in the Page Sgtyroup, and seleétdd
to Print Area. The added area also has dashed lines
around it.

Clear print area

Clear the print area and return to the default page setup.

1. Click thePage Layouttab on the Ribbon and click
the Print Area button in the Page Setup group.

A list of print area options appears.

2. SelectClear Print Area from the list.

The print area is cleared.

View page breaks

Excel automatically breaks the page basedhe margins
and other page settings, but you can adjust these page
breaks or add your own to divide a worksheet into
separate pages for printing.

1. Click theView tab on the Ribbon and click tirage
Break Preview button in the Workbook Views group.

The worksheet appears in Page Break Preview view.
Dashed lines indicate automatic page breaks, while
solid lines represent page breaks that have been
changed or added.

& Exercise
A Exercise File: Bookings67.xIsx

A Exercise: View the Tuesday workshe&et the print area
to A1:E61.

Move thepage break after ro80 up to row 40

Add a page break after row 18, then remove the break.

o5 Bookings.xlsx - Microsoft Excel EET
Home  Insert | Pagelayout | Formulas  Data  Review  View 2@ o @ =
A J [ Orientation = 4=, Breaks = {oi Width: Automatic ~  Gridlines  Headings [
- 13 Size - [ Background | 4[] Height: Automatic - View View
Margins . Arrange
o S [ Print Area =| [ Print Titles ] scale: 100% | [ Print [ Print -
Themes (5 setryptara Scale to Fit Sheet Options
Al A Clear Print Area e
A B C D E F -
1 |Daily Summary
2 |Tuesday
3 =
4 Last First Bookings Sales Location
5 |Anderson Jennifer 28 650.00 Minneapolis
6 |Berndt Muriel 5% 1,410.00 Minneapolis
7 |Berreau Tim. T8 2,450.00 Duluth
8 |Bilco Roger 38 1,080.00 Two Harbors
9 |Bilings Stan 43 1,400.00 Minnsapolis
10 |Black Joseph 28 700.00 Bloomington
11 |Boyarski  Tom 3§ 2,800.00 St. Cloud
12 |Bradshi Neal 18 350.00 Mankato
13 |Burr Aaron 03 - Rochester On vacation
14 |Chang LeAme 58 1,750.00 Maplewood
15 |Chekov Tony 13 8 4,550.00 Edina
16 |Clay Darlene 6 % 2,100.00 St. Paul
17 |Eller Nancy 78 2,450.00 Fargo
18 |Erickson Shelia 98 3,150.00 St. Cloud -
W 4 » M| Monday | Tues . Weds ~Thurs ~Fri -~ Summary %3 [« 1
Ready | Scrolllock |  Average: 2003.044248 Count: 289 Sum: 226344 |[EE|[0] I 100% (=) v (+)

Figure 6-16: Setting a print area.
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Other Ways to Open Page Break Preview
View:

Click thePage Break Previewbutton on the
status bar.

Move a page break

You can move existingage breakin Page Break
Preview view.

1.

Position the mouse pointer over the page break line
so the cursor chang+—.
Click and dag the page break to a new location.

The dashed line turns into a solid line, indicating the
break has been changed.

Insert a page break

You can insert new vertical and horizontal page breaks in
the workbook.

1.

Right-click the cell below or to the right of where
you want to insert the page break.

A contextual menu appesar

Tip: It can be a little confusing to figure out
which cell to click to insert a certain type of page
break. Se¢he table to the rigtfor more
information on wher¢o click.

Selectinsert Page Breakfrom the contextual menu.

The break is inserted.

Other Ways to Insert a Page Break:

Click thePage Layouttab on the Ribbon and
click theBreaks button in the Page Setup group.
Selectinsert Page Breakfrom the list

Remove a page break

1.

Click and drag th@age break lineoutside of the
Page Break Preview area.

The page break is removed.

Other Ways to Remove a Page Break:

Select the cell below or to the right of where you
want to hsert or remove a page break. Click the
Page Layouttab on the Ribbon and click the
Breaks button in the Page Setup group. Select
Remove Page BreakSelectReset All Page
Breaksto remove all page breaks.

Page Break Preview
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Click and drag the page break
indicator line to where you want
the page to break.

Figure 6-17: Moving a page break in Page Break Preview
view.

Table 6-2: Inserting Page Breaks

Horizontally Select a cell in column A that is in the row
below where you want the page break.

Vertically Select a cell in Row 1 that is in the columr
to the right of where you want the page
break.

Horizontally Select the cell below and to the right of

and Vertically ~ where you want the page break.
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Managing Workbooks

Adjusting Page Margins and & Exercise
Orientation A Exercise File: Bookings68.xIsx

A Exercise: View the Tuesday worksheéh Page Layout
Margins are the empty space between the worksheet data view, apply Wide magins and Landscape orientatidrint

and the left, right, top, and bottom edges of the printed preview the worksheet.

page. I n this lesson, youobl ReapplyPortrait orientatioand peview the worksheet. page’ s
margins.

Youdll also | earn how.to change the page orientation

Everything you pribhuses one of two orientationonprait

or landscape. Iportrait orientation, the paper is taller

thanitiswiddé | i ke a painting of a personéb6s portrait. I n
landscape orientation, the paper is wider than it i tall

like a painting ofa landscape.

Adjust margins

By default, the margins in Excel worksheets are 0.75
inches at the top and bottom, and 0.70 inches to the left
and right.

1. Click thePage Layouttab on the Ribbon and click
the Margins button in the Page Setup group.

A list of three margin options appears: Normal, Wide,
or Narrow.

2. Select the margin size you want to use from the list.
The margins adjust to the new setting. Figure 6-18: Adjusting margins.
@ Tip: Ifyoudondét see a margin size ou want to
p: ity g y
use, selecCustom Marginsto display the
Margins tab of the Page Setup dialog box. Here
you can set your own custom margins and even
adjust the size of headers and footers.

Adjust orientation

Portrait orientation is thdefault setting for printing
worksheets, but you may often want to use landscape
orientation instead.

1. Click thePage Layouttab on the Ribbon andick
the Orientation button in the Page Setup group.
A list of two options appears:

e Portrait: In Portrait orientation, the paper is taller
than it is widé like a portrait painting.

e Landscape:In Landscape orientation, the paper is
wider than it is thd like a landscape painting.

_ _ Figure 6-19: An example of a spreadsheet in landscape
2. Select the page orientation you want to use. orientation view.

The orientation changes.
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