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Understanding the Excel Screen

There are several areas of the Excel screen thiatged to know about before working
with the program. The names of these screen areasften referred to in the Help files
provided by Microsoft and in Excel tutorials or wbooks from other writers. So,
understanding them will make researching queseéasser.
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Title Bar * Located at the top of the screen.

» Shows the name of the program and the name of dhiebeok that is
currently open. For Example, Microsoft Excel-Book1

* If you have never saved the workbook, the name kBbs used as a
temporary name.

» Excel numbers workbooks sequentially. For exanmfptemk 1, Book 2,
Book 3, etc.

* When you close the program, the numbers are rd@3$wt.next time you
start Excel you will start again with Book 1.

* When you save the workbook, the name you typebeillised instead of
the temporary name. For example, Microsoft Exaede®’ Budget.

* You can have more than one workbook open at a time.
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Menu Bar A menu is a list of options that you can use im@gpam.
The options are categorized and the names of tegaaes are shown on
the menu bar. For example, File, Edit, etc.
To select a menu option, use the mouse to clickiétme of the menu and
then click the name of the option.
Options that are followed by an ellipsis (threeigas) will bring up a
dialog box.
A lot of the menu options in Excel work the sameywreat they do in
Word, or PowerPoint. For example, the Save optiorks the same way
in almost all programs.

Tool Bars A tool bar is a series of small pictures callechigo
When you click on an icon, the program does somgthFor example,
when you click on the picture of the diskette, pinegram saves the file.
Tool bars are used to make the work go faster.
You can have multiple toolbars open at the same.tim

Formula Bar The formula bar is an area where you type inforomateither text,

numbers, or a calculation.

The formula bar is identified by an equal sign.

When you type in the formula bar, you will see twons.

A checkmark is used to accept (or enter) the in&tiom you typed.
When you click the checkmark, the data is placetherspreadsheet
wherever the active cell is located.

An X icon is used to cancel the information youdgp The data is not
saved anywhere.
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Workbooks and Sheet
Tabs

A workbook is a collection of spreadsheets.

You might use multiple spreadsheets to organize glata. For example
if you are creating a budget for next year, youhhigse one spreadshee
for each month.

Tabs at the bottom of the screen identify eachasjsieeet in the
workbook. The word tab is used because the amde like the tab of a
file folder.

Excel names the tab automatically, using the neédheetl, Sheet?2,
Sheet3, etc. Rename a tab using the followingsstep

1. Double-click on the tab name.

2. Type a new name.

3. Pres<Enter.

How you organize your data is up to you.

—F

Spreadsheet and Activ
Sheet

The term spreadsheet comes from the accountinggsioih. Before
computers, accounts were kept on large sheetspei e in ledger books
that were spread out on a table or desk.

A spreadsheet is a series of rows and columns.n\&hrew and column
intersect a rectangular area is created. Thesmtéon is called a cell.
You can have multiple spreadsheets in a workbdtdwever, you can
only work on one spreadsheet at a time. The sphesd you are
currently working on is called the active sheet.

You can tell which sheet is active by looking a #heet tabs at the
bottom of the screen. The tab for the active sisewhite. The tabs for

the other (inactive) sheets are gray.
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Status Bar

The status bar is located at the bottom of theescrét shows you what ig

going on in Excel.

Some words possible statuses are the following:

* Ready, indicating that Excel is ready for you tteemnlata.

* Num, indicating that you have the num lock onydt type on the
numeric keypad on the right side of the keyboaod, get numbers.

» Caps, indicating that the caps lock is on. If yype letters, you will
get capital letters.

* End, indicating that you pressed the end key.

D

Horizontal Scroll Bar
Vertical Scroll Bar and
Scroll Box

In Excel, you might have more data than you carosegne page at a
time.

Scroll bars are used to move around on the spreatish

There are two scroll bars: horizontal, which iscdusemove left and right
and vertical, which is used to move up and down.

There are multiple ways to move using a scroll bEre easiest is to use
the arrows. On either end of the scroll bar areves. Click the arrow to
move in that direction.

Another way to move is to use the scroll box. degihe scroll bar is a
gray bar or box. You can move around the spreadlyedragging the
scroll box to the other end of the scroll bar.
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Window Control Icons | « When you start the Excel software, the program spen windows
automatically: the program window and the workbaokdow.

* The window control icons allow you to control batindows.

* Window control icons are always shown in the upjght corner of the
window.

* There are two sets of icons. The top set conthr@gprogram window.

The bottom set controls the workbook window.

» Each set of icons, has three icons:

* The first, which looks like a minus sign, minimiz&e program or
workbook, making it an icon at the bottom of theego.

* The second is a toggle control. It lets you switelok and forth
between two settings. If the icon is a single seguid can be used to
maximize the window; the window will fill up the en. If the icon
IS two squares, it can be used to restore the wirtddhe previous
size.

* The third icon in the set is the exit icon. Its#s the workbook or
program and is symbolized by the letter X.
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Rows and Columns
Row Headers
Column Headers

A spreadsheet is made up of a series of rows dodecs.

Rows are horizontal. A row header, on the lefexfithe row, identifies
the row. Row headers are always numbers.

Columns are vertical. A column header, on thediojne column,
identifies the column. Column headers are alwaitsiis.

The intersection of a row and column is calledla ce

There are 256 columns in a spreadsheet and 6509&6in a spreadsheet.
That means there are 16,777,216 cells in a spreatdsNou will never
use up all of the cells in a spreadsheet. If yimafyou would run out of
computer memory.

Cell and Active Cell

A cell is a rectangular area in which you can tgp&a.

Cells are created when rows and columns intersect.

Cells have addresses, which are a combinationeoédlumn letter and
the row number. For example, A1, B7 or C12.

You can select multiple cells on the spreadshetteasame time.

You can only type in one cell at a time. The @diere you can type is
called the active cell. The active cell is whitghaa thick, black outline.
If you select multiple cells on the spreadsheey #re highlighted in
color. The active cell is not colored; it staysit@h
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Range .

A range is a group of cells.

When you want to work with multiple cells at thersatime, you select a
range.

Ranges are addressed using the name of the begjicelirand the name
of the ending cell, separated by a colon. Fongite, B2:E9.
See Selecting Ranges on page 11 for more informatiout ranges.

Name Box and Named| «
Ranges

The name box shows you several different thingdemjou are working

on a spreadsheet.

1. It shows the address of the active cell.

2. When you select cells, it shows the size of thgeayou have selected.
The size of the selected area is shown as a nuofibews and
columns. For example, 6R X 3C indicates that geda six rows by
three columns.

3. It helps you work with named ranges. Named raadjes/ you to
assign a name to an area of the spreadsheet.x&wopke, if you are
working on a budget, you might name one area o$gineadsheet
income and another area expenses. The name baked a pull-down
list. If you click on the down arrow in the namexbh you will see a list
of names for different ranges in the spreadsheet.

Select All Box .

The select all box is very simple; it allows youselect the entire
spreadsheet.

It is used when you want to perform an action andhtire spreadsheet.
For example, you might want to change the sizéetéxt on the
spreadsheet. The easiest way, is the click tleetsall box and then
change the font.

The select all box is located above the row hetataow 1 and to the lef
of the column header for column A.
It is a small, blank, gray square.
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Mouse Pointer

The mouse pointer is the symbol that you see osc¢heen to show you
where the mouse is located.

When you move the mouse, the pointer moves acdnesscreen.

Excel uses several different mouse pointers. Baafter means
something different.

Plus Sign

Used to select cells or ranges

Double Arrow

Used to change the size of columns and rows.

To change the size of columns, place the mousegyain the line
between the columns and then drag left or right.

To change the size of rows, place the mouse paimtéhe line between
the rows and then drag up or down.

Arrow Used for selecting things, such as tools from ¢tlodbiars or options from
the menus.
Also used for scrolling with the scroll bars.

| Beam Called an | beam because it looks like the letter |

Used to position the insertion point in text. Y@an use it either in a cell
or in the formula bar at the top of the screen.

Place the | beam where you want to type and thek ttle mouse button
The system places an insertion point (flashingticarline) wherever you
clicked.

See Editing Data—F2 on page 32 for more informationwhexditing.
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Selecting Ranges

Before working with cells, you must select therBelgcting is also called highlighting,
because it changes the color of the cells.) Famgle, you might want to format the text
in several cells, making it bold. You could seleath cell, one at a time, and format the
text. But an easier option is to select a rangset$ and then change them all at the
same time.

This section describes some of the methods foctetecells. There are additional
methods for selecting, but we will only cover thethods that are used most often.

EZ Microsoft Excel - Book1 =10] %]
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Eea 1 V. B
A Single Cell * Clickin a cell.

» Each time you click a different cell, the previagl is de-selected and
the new cell is selected.
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Column Cis
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C1 is the active
cell.
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Reatly [—r [T mm [ T ,
A Single Column » Click any column header.

*« The entire column is selected, from row 1 to rowb856.
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A Single Row » Click any row header.

* The entire row is selected, from column A to colulvin
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B4 is the b1 ¢ Sheet? /£ Sheet3 1+ ﬂj_‘
active cell |acshapes- N N OO EH 4B dL-A-=EB@?
~J

A Contiguous Range of «  Dragging allows you to select a rectangular area,.

Cells » The cells in the rectangular area are called cootig, because they are
all right next to each other.

1. Start by clicking in a cell—one corner of the reqgte.

2. Hold the mouse button down.

3. Drag to another cell—the opposite corner of thé¢amgle.

4. Release the mouse button.
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Contiguous Columns When you need to work with multiple columns, theg aght next to each
other, use these steps:

1. Start by clicking a column.

Hold the mouse button down.

Drag to another column (either left or right).

2.
3.
4. Release the mouse button.
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Contiguous Rows When you need to work with multiple rows, that aght next to each
other, use these steps:

1. Start by clicking a row.

Hold the mouse button down.

Drag to another row (either up or down).

Release the mouse button.

2.
3.
4
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Extending a Selection | « When you select ranges, you can extend a rangenmékiigger. You

or Shrinking a can also shrink a selection, making it smaller.
Selection » This saves time because you can change the seledtimout having to
start over.

* When you extend or shrink a selection, the locatitihe original
selection makes a big difference.

» If you click outside of the original selection, EBtextends the selection
to the cell you clicked.

» If you click inside the original selection, Excélrgks the selection to thg
cell you clicked.
1. Select a range and then release the mouse button.
2. Hold down the Shift key on the keyboard.
3. Click a cell.

U

These steps also work with rows and columns.
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Selecting Non-
Contiguous Cells

Sometimes, you might need to select cells thahareight next to each
other.

The order in which the cells are selected is verydrtant. The active ce
is always located in the last range selected.if oy select three areas
on the screen, the active cell will be in th&sea.

1. Select a range and then release the mouse button.

2. Hold down theCTRL key on the keyboard.

3. Select another cell or range of cells.

Q These steps also work with rows and columns.

Moving the Active Cell
Without Losing Your
Selection.

One advantage of selecting cells is that, whenayeuyping data, it
prevents you from typing in the wrong cells.

If you want to move the active cell horizontallgeutheTab key.

If you want to move the active cell vertically, ube Enter key.

Don't use the arrow keys. If you try to use theass to move the active

cell, Excel will de-select the range.
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Sizing Rows and Columns

You might need to change the size of the rows tumgo in your spreadsheet. If the
data that you typed is too big for the cell, yon caange the size of the cell to make the

data fit.

In this section, we will cover the different metlsddr changing the size of rows and

columns.
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column widths and row
heights.
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There is a gray dividing line between every row aaldmn. It shows
where one row or column ends and the next one begin

If you point to the gray line your mouse pointeanges. The mouse
pointer becomes a solid black bar with a doubledbdarrow.

When the mouse pointer changes, you know that y@inghe right
place.

Hold the mouse button down and drag the line teva location.

For columns, you drag left to shrink or right taden

For rows, you drag up to shrink or down to widen.

Q If you select several rows or columns and theg tlhachange the
size, all of the selected rows or columns are cadng

Double clicking to
Autosize a row or
column

Use the same gray dividing line between the rovascatumns.

Point at the line, and watch for the mouse poitdethange.

Double click the left mouse button.

The row or column changes to fit the text.

If you are working with a column, the width changesnatch the widest
piece of text.

If you are working with a row, the height changesratch the tallest
piece of text.

Using the shortcut
menu to size a row or
column

Point at the column header or the row header agml right-click. (Use
the header, not the gray dividing line this time.)

Choose an option from the shortcut list.

For columns, the option is call€&blumn Width.

For rows, the option is calléglow Height.

Type a new number and then clioK.

Page 16
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Entering Text and Values

There are two types of data that can be enteredextel: text and values. The key
difference is whether or not you would use the datacalculation. Text cannot be used
to calculate; values can be used to calculate.

Entering Text

Text includes any of the following:
* Any letters and symbols you type from the keyboard.

* Any numbers you type using the equal sign and dotanarks. This tells Excel to
treat the number like text. For example enteriizgpacode in the following way:
="46819".

Ed Microsoft Excel - Book?2

J File Edit Wiew Insert Format Tools Data  Wwind:

DEEHe ERY LR S

5

J.ﬁ.rial v1anIg|§§ .
Multi-line text
F27 - =| is entered using
A | B | Alt + Enter.

r"."1'_'," —_—

1 |Budget

2 Jan Feh Mar

3 |Groceries

4 |Phone

5 |Rent

B |Car

¥ |Electric

[m}

Key points about text: | «  An example of text might be a label on a colummnurhbers in your
budget.

* Some numbers, such as Zip codes, are never usattuiations. Using
the equal sign and the quotes around a numbeiBetisl to treat the
number as text. This prevents you from accidentaing the number in
a calculation.

* If you want to have multiple lines of text in thense cell, type the first
line, presALT + Enter and then type the next line. Don’t use multipls
cells for text that really belongs together. lhestwords, don't type the
first line in one cell and the second line in arotbell. Doing so will
cause problems.

11%
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Entering Values

The term value is used to describe anything thatnamber, a formula, or a function.

Values can be used in calculations.

E4 Microzoft Excel - Book?2

J File Edit Wiew Insert Format Tools Data  bindc

Do gy dBRd
J.ﬁ.rial 10 - | B I g|§§
E21 j =| Notice that there are no dollar
A B | C | D | signs and that the decimal
My points are inconsistent.
1 |Budget
2 Jan Feb har
3 |Groceries 126552 130.24 110.32
4 |Phone 57.24 7621 —‘%Numbers. j
5 |Rent 350 350 350
B |Car 275 275 275
¥ |Electric 140 .65 12533 100.84
]
Key points about * When you type numbers, do not type the comma, dsidg, or percent
numbers: sign. These symbols are added as formattingouftype them, you are
doing extra work that isn’t necessary.

* If you need to type a negative number, use the snsngn before the
number. Do not put a space between the minusasidrthe number. For
example, you could typ&5.52.
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Entering Formulas

A formula is a calculation that you type into alc@lhe system displays the result of the
calculation in the cell. Formulas start with am&gsign (=). The equal sign tells Excel
that you are entering a formula. Formulas canp® 256 characters long.

Ed Microsoft Excel - excel examples

J File Edit Wiew Insert Format Tools Daka Sindow  Hel)

DEHs 8RY BB I o

| avial Blic B BIE|§§§E
BA -] = | =125+52+350+300+140 Formula used to
A [ B | C [ O [ E calculate a sur
My
1 |Budget
2 dan Feb Mlar
3 |Grocerieg 125 130 110
4 |Phone 52 75 51 The result of the formula is
5 |Rent 350 300 350 shown in the cell. Select the
B |Car 200 300 300 cell and then look at the
T Eoctric 140 formula bar to see the formula.
8 I 95?!
q
Key points about * When typing formulas, use any of the numbers, tremtheses and the
formulas: arithmetic operators for add, subtract, multiplyd aivide. (+ - */)

* You can use cell addresses (cell references)annauia. See Using
Referencesin Formulas and Functions for more information.

» Example formulas:
=345
=(A5+B9)/2

* When you type a formula in a cell, you see thelteduhe formula. To
see the formula you look at the formula bar.

* The way you type a formula makes a difference érdsult. This is
because, when Excel does the calculation, it doegg in a certain order.
This is called the order girecedence.

* Calculations are done in the following order: cétions inside
parentheses, multiplication and division, additom subtraction.

» If two arithmetic operators have the same preceglghe calculations ar¢
done left to right.

» Example of the order of precedence: If you typeftllowing formula,
=3+6/2 the result is 6.

* The result of the above formula is 6 because thisidn operation is don
first (6/2=3) and the addition operation is dongtr(8+3=6).

» If you use parentheses, you get different results

* If you type =(3+6)/2 the result 4.5. The additmperation is done first
because it is in parentheses (3+6=9) and thenitigah operation is
done (9/2=4.5).

v

[1°)
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Entering Functions

E4 Microsoft Excel - excel examples

J File Edit “iew Insert Format Tools Data  Wind

F,

DEEe ERY dBRT

| arial -0 - B I U | ==
ES j =| =SUM(B3: B7) Function used to calculate
A [ B [ C | O | a sum. This function uses
My cell references.
1 |Budget
2 Jan Feh har
a |Groceries 126 120 110
4 |Phone 52 7B The result of the function is
5 |Rent 340 shown in the cell. Select the
B |Car 300 cell and then look at the
7 |Electric 140 formula bar to see the function.
8 I ~—
Key points about » A function is a special formula that is built irffxcel. Some examples
functions: include theSum function and théveragefunction.

* You could type a formula to do the same work asSima function or the
Average function, but the function makes it easier.

* Functions are typed in a specific way: They staith an equal sign (=)
like a formula. Next, comes the function name.efhyou type either
numbers or cell references in parentheses.

* You can use cell addresses (cell references)annaula. See Using
References in Formulas and Functions on page 22foe information.

Using the Sum Function

The sum function is used to add numbers togethke function uses the following
format: =Sum( ) Inside the parentheses, you can type a seriesmbers separated by
commas. You can also use cell references.

Example Sum functions:
=Sum(5,7,32,5,8,43,2,4,5,7,8,9,99,100)
=Sum(A1:A75)
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Using the Sum Button

_/j .
1 This is the sum button. :l

The Sum function is used so often, that a buttos adiled to the toolbar. Use the
following steps to use the Sum button:

1. Select the cell where you want the result of threefiwn to be placed. (Select only
one cell.)

2. Click the Sum button.
The system automatically selects the cells thhtnks you want to add up.

3. Check to make sure the correct cells are selected.

Q The system “guesses” which cells you want to guldased on the location of
the active cell when you click the Sum buttonth¥ active cell is below a
column of numbers, Excel assumes you want to Sensdtumn. If the active
cell is to the right of a row of numbers, Exceluasss you want to Sum the
Row. Keep in mind, Excel might “guess” wrong. Alys check to make sure
that you are summing the correct numbers.

4. If you want to change the selection, use your méoselect a range.
5. Pres<Enter.
Using the Average Function

The average function is used to calculate the geeo several numbers. The function
uses the following format=Average( ) Inside the parentheses, you can type a series of
numbers separated by commas. You can also usefsrkbnces.

Example Average functions:
=Average(5,8,43,2,4,5,7,8)
=Average(A1:D20)

Using the Count and CountA Functions

The count and counta functions are used to counesron a spreadsheet. The count
function only counts values. The counta functioards all entries, whether they are text
or values. The functions use the following formaCount( ) or=CountA( ). Inside

the parentheses, you type cell references.

Example functions:
=Count(A1:D20)
=Counta(A1:D20)
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Using References in Formulas and Functions

Page 22

When entering formulas and functions, you can gsegshnumbers or you can use cell
reference. Cell references, such as C1, ideritéytdcation on a spreadsheet that
contains a number. Why would you want to usereddirences? It makes updating the
data in the spreadsheet a breeze.

Anytime the contents of a cell changes, Excel aatarally updates any formula or
function that refers to the cell. If you used #utual number instead of a reference, you
must update the formula or function manually. Oskreferences whenever possible to
make the updates easier.

Here is the great part—you can use cell referemcert “what-if” scenarios. A “what-if”
scenario simply means that you change the numlbénge spreadsheet to see what
happens. For example, you might want to know wiatld happen if you cut expenses
by 10 percent.

F3 Microzoft Excel - excel examples £3 Microzoft Excel - excel examples

|E File Edit Wiew Insert Format Tools Dat: | @] File Edt Wiew Insert Format Tools Dat

DEHe SRY (s DEEaSRY 2 B@

J.ﬁ.rial -0 - B IO |J.ﬁ.rial 10+~ B I U
Ad - =| =12+50+32 Ad - =| =12+50+32
A | B | C C A | B | Cc | 1
1 12 1 22
2 a0 2 ad
3 32 3 32
4 a4] 4 EL|
r . = =
This formula uses the When cell A1 changed, the
actual numbers. formula was not updated.

”

The total is wrong.

Fd Microzoft Excel - excel examples Fd Microsoft Excel - excel examples

J Eile Edit Yiew Insert Format Tools Dake J Fil= Edit Yiew Insett Format Tools Data

DEzEe gy s DEEHS ERY § B’

| avial 10 - |B I U |J.ﬁ.rial <10 - B I g|
Ad -] =| =A1+A2+A3 Ad - =| =A1+AZ+AT
A [ B | C A\l D A [ B | C© [ D
1 12 1 22
2 a0 2 al
i 32 i 32
i 94! i 1|:|4! When cell Al changed,

the total was

This formula uses the automatically update
cell references.
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Understanding Relative and Absolute Cell References

Excel uses two types of cell references: relative @solute. Relative cell references
change when they are copied to another cell. Heratords, the cell referencergative
to the cell location.

| il Blio B BIg‘EEEJF&riaI Blic B BIQ‘EEEE
BS - =| =SUM(E3:E7) 3 = =| =SUM(C3:C7)
A | B [ c© [AND | A B [ c AN D
by My
1 |Budget 1 |Budget
2 Jan Feh 2 Jan
3 |Groceries 125 . ) . roceries 12
4 |Phone 52 This function gives you |, .. £]1 When copied to cell C8,
5 |Rent 350 the sum in cell B8. art 35] the references are updated.
B |Car 300 30 AU B [Car 300 i, pujmia,
7 |Electric 140 126 100 7 |Electric 140 125 100
E I 95?! E QETI 951 .I

If you copy a formula or function, Excel automatigaipdates relative references. In the
example above, the function was copied from colia column C. The column letters

Version 1.0

were automatically updated.

Sometimes, you don’'t want the cell reference tangeavhen you copy a formula or a
function. To lock the cell references, you useRAdey to add dollar signs to the cell
references. You can ubd to add the dollar signs when you type the fornaulfunction
into the spreadsheet or, you can edit the formufaraction at a later time.

Press th&4 key multiple times until the dollar signs show thay you want them to.
There are four options when you are making an absakll reference:

Make only the row number absoluts$1.
Make only the column letter absolugAl.

Make both the column letter and the row number latsdbAS1.

Remove the dollar signs from both the column ledtea the row number. This

makes the cell reference a relative cell referagaen:Al.

Ed Microsoft Excel - excel examples

£4 Microsoft Excel -
|E] File Edit View Insert Format Tools Data Windo |7 Fle Edic view I

When copied B2 changes
to C2, but the absolute

DR SRY tBRAC w |D

~ reference doesn't change.
= | o g.reerence does d

| ria ST IQ‘EEJAHEH <10+ | B I £ =
B3 - = =B2750§1 C3 - =| =C2*§B§1
A [ B | ¢ N D | A | B | c | D |
1 |Sales Tax: 0.06 \ 1 |Sales Tax: 0.05
2 |Price 25.5 L4 40 —rice 285 3214 B51.45
3 |Tax | 1.53_' Thls_formula contains a | 1.53 1.931 JE9
A relative reference and

an absolute referent
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Formatting Information in Cells
Using Formatting Tool Bar

When you type information into the cells in Exdbk information is displayed in the
default font and font size. You can change then&dting of the information in several
different ways. This section will cover differemtiys to format cells.

Q There are some options that apply to only texta@hér options that apply only to
values. The type of data in the cells is importahén applying formatting.

The formatting tool bar can be used for most fotimgtoptions. The formatting tool bar
is shown below. It is shown in two sections to méleasier to read.

J.ﬁ.rial = 10 = Bfﬂ|

A A A A
Merge and Center
Align Right

Center
Align Left
Underline
Italic

Bold

Font Size
Font

A A A A A L
Font Color
Fill Color

Borders

Increase Indent
Decrease Indent
Decrease Decimal Places
Increase Decimal Places

Comma
Percent
Currency
My
Budget
Jan Feb Mar Average
Groceries 125.52 130.24 110.32 $ 122.03
Phone 57.24 76.21 43.25 $ 58.90
Rent 350.00 350.00 350.00 $ 350.00
Car 275.00 275.00 275.00 $ 275.00
Electric 140.65 125.33 100.84 $ 122.27
Total $948.41 $956.78 $879.41 $ 2,784.60
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The way you type information affects the formattofg cell. If you type a value and
include certain characters, Excel will automaticalpply the formatting to the cell. For
example, if you type a dollar sign when you typeakue, Excel will format the cell using
the currency format. If you type a date, Excel Wafmat the cell as a date.

To use any of the formatting tools, you first setée cell or cells and then you click the
tool. Listed below is a brief description of eangdtion:

Understanding the Formatting Options

Name Used to...

Font Change the appearance of the text or numiafferent fonts are often
used to make a heading stand out or to emphasizeDifferent
computers will have different lists of fonts.

Font Size Change the size of text or numbers. ¢é&vuuse a larger font size to make
text easier to read. A smaller size might be hai@leead, but it will allow
you to put more information on a page.

Bold/Italic/Underline| Emphasize textBold makes the text darkettalic makes the text slant ta
the right. _Underlinglaces an underline under the text. Can be cagdbin
if needed. Thisvord is bold, italic, and underlined.

Align Left Change the location of text inside the cell. Whbgned left, the left edge
Center of the text lines up with the left edge of the calVhen centered, the text |s
Align Right | centered in the cell. When aligned right, the trigghge of the text lines up

with the right edge of the cell.

Merge and Center Combine multiple cells into onk cEhis is calledmerging the cells. The
merged information is then centered. It is usuadigd to create headings
for spreadsheets.

Currency Adds the dollar sign, commas, and decpizaes to a value so that it is ip
a standard currency format. For example, the nud@6.09would be
changed t$4,536.09

Percent Changes a decimal value to a percentageaxmple,03 would be
changed t@%.

Comma Adds commas to values to make them easieatb Does not add the

dollar sign. For exampld,032058would be changed tb,032,058

Increase Decimal | Quickly add or subtract decimal places. For exambu could change a
Decrease Decimal | number with 2 decimal places to a number with 3rdatplaces. When
the decimal places are decreased, the system rthmdsimber off. For
example, the number 1.028 would be changed toifLly@I decrease the
number of decimal places.

Increase Indent Indent text in a cell, to make it stand out. IrcElx you cannot use the Tab

Decrease Indent key to indent text. The Tab key is used to mowenfcell to cell.

Borders Display a list of options for the bordersusmd a selection. Whatever cells
you have selected are treated as a group wheniagigrders.

Fill Color Change the background color in a cdlhe font color doesn’t change.
Color can be used to make information stand out.

Font Color Change the color of the data in a c€lblor can be used to make

information stand out. Red is often used to indicegative numbers.
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Using the Format Cells Dialog Box

The formatting tool bar gives you the most commardgd options. If you need a
formatting option that is not available on the tbal, you can use tit&rmat Cells
dialog box.

Format Cells EE |
Murnber |.ﬁ.lignment I Fank | Border | Patterns I Protection |
Category: ~Sample 3 I
]eral = B{25(2007 i |
E3. ChooseNumber.  [pe B L6. Check the sample.
TFrency Twpe:
Mar-95 -
March-956 J
March 14, 1995
; 31498 1:30 PM
4.Choos@ate.  [seientific ﬁqﬂ‘”‘?ﬂ 13:30 J
[4-98

ES. Choose dype.

7.Click OK.

formats display date and time serial numbers as date

Page 26

TFormats ko display just the time partion,

(0.4 i Cancel |

There are so many options that we can’t cover takim a beginning class. The best
way to learn about the formatting options is tottrgm. One option that we will cover is
the date format. When you type a date, Excel digpit in the default format. The
default format might not be the format that you wanuse. You can change it using the
following steps:

1. Select the cell or cells that contain the dates.

2. Choosé~ormat > Cells.
The system displays thrmat Cells dialog box.

3. Click theNumber tab.

4. From theCategory list, chooséate.

5. From theType list, choose a format.

6. Look at the sample to see if the format is correct.
7. Click theOK button.

Excel treats dates like numbers so that you carthese in calculations. The date is
stored internally as a number but the formattindgiesat appear like a date on the
spreadsheet.
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Removing Formatting From a Cell

Formatting is applied to a cell, not to the texvalue in the cell. So, if you change the
data in a cell the new data will use the same ftirngpas the old data.

Also, if you delete data from a cell using tbeletekey only the data is removed; the
formatting is not deleted. This can cause problemhgou delete data, the cell looks
blank. But if you go back later and type data it cell it will pick up the formatting
from the previous entry. So, data can appear ftetavhen you don’t want it to.

You can use th€lear option to remove the formatting. Use the follogvsteps to clear
the formatting:

1. Select the cell or cells that contain the formattou want to clear.

2. ChooseEdit > Clear > Formats.

Q If you want to delete the data but leave the foethatted, you simply
highlight the cell and then press theletekey on the keyboard.
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Using Copy and Paste

When you are working with an Excel file, there migk times when you want to
duplicate information from one cell to another @mh one range to another. Copy and
Paste are the options that you use to make copiaanmation. They are often used to
copy formulas or functions. Use the following step copy information:

1. Select the cell or range of cells that you warddpy.

2. Choosetdit > Copy.
The system copies the information and shows adlditte around the area that was
copied.

3. Select the cell or range of cells where you wamgaste the information.

4. ChooseEdit > Paste
The system pastes the information in the new cell.

When you are copying and pasting information, ihe and shape of the range of cells is
important. If the size and shape of the areaytbatare copying doesn’t match the size
and shape of the area that you are pasting toyslbget an error message.

Ed Microsoft Excel - excel examples
: =4 Microsoft Excel - excel examples
|&T) Flo Edt View Insert Formek Tocls Data Windor

File Edit Yiew Insert Format Tools Data indow Help
IDEES 2Ry ¥ bR T :

KT
L DEEHASRY BB v-o- @
| ria -0~ B 7 U E= : e
; : JF\rlaI leleIH|§§§|$
02 — —
I Copy Area III: E- - Paste Area I_l_
A | B — E
My My \
| 1| Budget Budget N \
| 2 | : Jan Jan Feb shar N\
| 3 |Groceries 125 Groceries 125 130} 110
4 |Phone 52 Phaone 52 B! 61
5 |Rent 350 Rent ¥ 0] 360
6 |Car 300 Car 300 300} 300
“~FElectric 140 Elsctric 140 125, . 1004
Error message

Qurozoft Excel

The information cannot be pasted because the Copy area and the paste area are not the same size and shape, Try
.-“: one of the Following:
« Click a single cell, and then paste.

« Select a rectangle that's the same size and shape, and then paste,

To avoid this problem, the area you are pastingust be exactly the same size as the
area you area copying from. Or, it must be a sigll. (This is the method that |
recommend.) When using a single cell, Excel valdte the data into the cells, using as

many cells as needed. Be careful not to pasteeusting information. If you paste
over information, use the Undo option.
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Using Cut and Paste

When you want to move information to a differerdgaanf the spreadsheet, you use the
Cut and Past options. They work in the same way@opy and Paste work. The
difference is that when you copy, the original if@ation stays in the original cells and a
duplicate is pasted into the new location. When gat, the original information is
removed and it is then pasted to the new location.

Use the following steps to copy information:
1. Select the cell or range of cells that you wanhtive.

2. ChooseEdit > Cut.

The system copies the information and shows @&dditie around the area that was
copied.

Q The information is still visible, it is not remadérom the old location until
you paste it somewhere else.

3. Select the cell or range of cells where you warngaste the information.

4. ChooseEdit > Paste

The system pastes the information in the new lonadind removes the information
from the old location.

Q As with the copy and paste option, the destindtioation must be a single
cell or a range of cells the same size and shaffeeawiginal range.
Otherwise, you will get an error message.
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Using Undo/Redo

You can use undo to correct mistakes or reverseracthat you did previously. For
example, you might select some information andtdete If you realize that you deleted
the wrong information, you can choose undo. Thesy will “un-delete” the
information or restore it. You can use eitherthmelo button or choosEdit > Undo.

53 < ﬁ‘ The Undo buttonj

The redo option allows you to undo the undo commadhglou use the undo command,
and then realize that the undo was a mistake yeuh#&sredo command. For example,
you might select some information and delete ibuYhen realize that you deleted the
wrong information so you use undo. You then resfimt it really was the correct
information after all, so you use redo. The infation is deleted again. You can use
either theRedo button or choosEdit > Reda

Cu - =|‘ The Redo buttonj

Q Redo is not available for use until you undo sdmmeL

The undo and redo options can be used multiplestim@ndo or redo multiple steps. For
example, you might do the following steps: entesratyies, making them bold, and then
entering a formula to calculate the sum. If yaakcundo the system will undo the
calculation. If you click undo again, the systeiitt wundo the bold formatting. If you

click undo a third time, the system will undo thetalentry.

Q If you are typing data and catch a mistake beboessingenter, you can tap
Escape to cancel the data entry. In this caseywld not need to use the undo
option.
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Using Special Keys

Canceling Actions—Esc (Escape)

Version 1.0

The Escape key is used when using the Cut and Batste or the Copy and Paste
option. Excel lets you paste the same data meltiples. After you choose Cut or
Copy, a dashed outline is placed around the c@lslong as that outline is visible, you
can paste as often as you want. When you are ghstang, tap Escape. The dashed
outline disappears.

Ed Microsoft Excel - excel examples

J File Edit Wiew Insert Format Tools Data window

DEE2 SRY 2B I o-

| il <10 - B I U |§ = 5 ﬁr_ea that @sd
eing copied.
D1 j =| har Notige thrz-:
A B | ¢ | D] dashed outline.
1 Jan Feh hlar \
2 |Groceries 125 1305 1103
3 |Phone a2 ?E: B1
4 |Rent 350 35E|: 3504
5 |Car 300 30ap 3003
6_|Electric 140 1260 1008
—

The Escape key is also used when editing datgoulichange your mind, before you
press enter, tap Escape to cancel.

Ed Microsoft Excel - excel examples

J File Edit Wiew Insert Format Tools Data  window

B s EEY fER o

| il )il B | B I U | = EEE/flf you are in edit
06 j ¥ =| 100 _— . mode, you can
i | B | - [ D | Lcancel by pressing
1 Jan Feb ETS Escape.
2 |Groceries 125 130 110
3 |Phone 52 76 61
4 |Hent 350 350 350
5 |Car 300 300 300
g Electric 140 125' 1EIEI.|
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Repeating Actions—F4

The F4 key can be used as a repeat key; it allowdg perform the same step multiple
times in different locations. You can repeat altvas/ action, such a formatting, pasting
information, deleting information, etc. Howevédretsystem only repeats thast thing

that you did. So, if you did two formatting stepsaking a cell bold and italic, you can
use the F4 key to repeat applying the italic fotmgt The system won’t apply both at
the same time.

Use the following steps:
1. Select a cell or range of cells.

2. Perform an action, such as formatting.

w

. Select another cell or range of cells.

4. Presd-4.

Editing Data—F2

Page 32

You can edit any of the data, formulas, or functitimat you enter in Excel. Excel lets
you edit in two locations. You can edit in thel @&lyou can edit in the formula bar at
the top of the screen. Use whichever location piafier.

Q Depending on the changes you need to make, ittrbggleasier to simply type the
new entry over the old entry.

Use the following steps:
1. Click on the cell that you want to edit.

2. Presd-2.

The system changesEalit mode. You can tell you are in edit mode by logkat
the status bar at the bottom of the screen.

3. Either in the cell or in the formula bar make themrges using the following steps:

a. Use your mouse to position the mouse pointer whewewant to make changes
and then click. This places the Insertion Poirth correct place. (The insertion
point looks like a flashing vertical bar.)

b. UseBackspaceto remove characters to the left
Or
UseDeleteto remove characters to the right.
Or
Type to insert new characters.

c. When done making changes prEsder.
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Deleting Data—Del (Delete)
Deleting data is easy. Use the following stepddiete data:
1. Highlight the cell or cells

2. Press th®EL (delete) key on the keyboard.
The system erases the data.

Q If you are in edit mode, Delete can be used tooxkeninformation one
character at a time.

Q If you want to replace old data with new data, goa't have to delete the old

data. You can simply type the new data in the cEfie second entry will
overwrite the first entry.
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Printing

There are quite a few options available when prgjtive cannot cover them all in this
class. The three basic options you will need &téirs) the Print Area, checking the Print
Preview, and then Printing the spreadsheet.

Setting the Print Area.

You might want to print a small portion of a largjgreadsheet. Setting the print area
identifies the area of the spreadsheet that you tegorint. If you don’t set the print
area, Excel will “guess” that you want to print #mire document. You might end up
with much more than you expected. Use the follavgteps:

1. Use your mouse to highlight the area you want tat pr

2. ChooseFile > Print Area > Set Print Area.
The system places a dashed outline around the area.

Q If you ever want to check the print area, useNbeae Box. Click the down
arrow and then select Print Area. The system lgbtd the area for you.

Checking the Print Preview.

I recommend that you check the print preview befare print anything from Excel. It
will prevent you from printing the wrong informatipwasting time and paper. Use the
following steps:

1. ChoosedFile > Preview.

The system shows you a small version of the sphesmtisnd shows the number of
pages in the lower-left corner of the screen.

2. Use theNext button to see the next page.
Or
Use thePrevious button to see the previous page.

3. If you want to make any changes, cliCloseto cancel the print preview.
Or
If you are ready to print, click therint button.
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Printing the Spreadsheet

Printing is what allows you to make a paper copthefspreadsheet. The print dialog
box has quite a few options. We will only covdew of them in this class. Use the

following steps:

Print EHE
~Prinker
Marne: Iqﬁ HP Desklet 7200 Series j Properties. .. |
Skakus: Idle
Type: HP Desklet 7Z0C Series

|

~Prink range —_opies
(Ol Mumber of copies: Iﬁ

" Pagels)  From: I = 1o I =

Always check the fint what ﬂ;l ﬂg ¥ Collate
print preview. Selection " Entire workbook -

* Ackive sheetis)

Preview | O, I Zancel

1. ChooseFile > Print.
The system displays th&int dialog box.

2. If you haven’t checked the preview yet, cligkeveiw.
3. Type the number of copies in theimber of Copiesfield.

4. Click Print.
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Saving the Spreadsheet

When you create a spreadsheet, you might wantwiisaSaving it allows you to work
on the same spreadsheet multiple times. Therevareommands used when saving:
Save As and Save.

Q When you save a spreadsheet at the library, yai ose a floppy diskette. The
library does not provide diskettes, you must bsiogr own. The diskette allows
you to take the information with you. If you arenking at home or at your place
of employment, you might be able to use other drive

Using the Save As Command

The Save As command always brings up the Saveasgibox. This dialog box allows
you to type a name for the file. Use this commiduydu want to save different versions
of a file. For example, you might want to creatbor version of a spreadsheet for use
in a presentation and a black and white versiompffmting. To do this, you create the
first version and then use Save As to save it.nTjwal can change the spreadsheet and
use Save As to save it again, using a differentenaiine name that is given to a
spreadsheet is called the file name.

Use the following steps:
1. Insert the diskette into the drive.

2. ChoosdFile > Save As
The system displays tt#ave Asdialog box.

3. From theSave Indrop-down list, seled:

Q A: represents the A drive, which is the drive thses the floppy diskette.

4. In theFile Namefield, type a name.

Q Use a name that describes the file. A descriptarae will make it easier to
know what the spreadsheet contains.

5. Click Save
The system creates the file and saves the data.
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Using the Save Command

The Save command works in two different ways, ddpenon whether or not the
spreadsheet was ever saved before. If the spresidshs never saved before, then the
Save command works just like the Save As commdite system displays the Save As
dialog box, and asks you the type a name. Aftat, the Save command uses the same
file over and over. Every time you choose save ctianges are saved. The system
writes over the old version of the file.

Use the following steps:
1. Insert the diskette into the drive.

2. ChooseFile > Save

If you never saved this file before, the systenpldigs theSave Asdialog box.
Follow the instructions under Using the Save As @@nd on page 37.

Or

If you have saved this file before, the system sdlie new version of the file over
the old version.

Opening a Spreadsheet File
When you want to work on a spreadsheet that yoedspreviously, you use the Open
command. This command tells Excel to read the dfitaf the diskette and display it on
the screen.
Use the following steps:

1. Insert the diskette into the drive.

2. ChooseFile > Open.
The system displays tl@pen dialog box.

3. From theLook In drop-down list, seled:
4. Locate the file in the list and then click the filame.

5. Click Open.
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Sample Spreadsheet—Teacher’'s Gradebook

E4 Microzoft Excel - Book2

J File Edit Yiew Insert Format Tools Data ‘Window Help

IDeHES @R ¥ | sBRES oo |8 = & 43|l -3,
| il -0 - BIU|E=E=E$ %, WA EE| DAL
C14 - =|

A B | C E F | G |
| 1 |Last HName First Hame Assignment 1 Assignment? Assignment 3 Assignment 4 Average Grade
| 2 | Smith Many 55 52 48 75 68.25
| 3 |Jones Bob 52 65 a7 a1 73.75
| 4 |Wilson Lamy g7 45 a6 45 66.5
| 5 |Peters Tinz 56 72 g4 56 74.5
| B |Haney Ken B5 62 a7 51 66.25
| 7 | Meyers Betty 93 a4 a7 83 84.25
| 8 |Average Grade 76.00 63.33 74.83 74.83 72.25

9

Sample Spreadsheet—Check Register

Version 1.0

E4 Microzoft Excel - Book?2

J File Edit “iew Insert Format Tools Data Window Help

Dede gy sBBt oo

&= A

| aria -0 - BIUISE=E=EH 8 %, %% EE|
B14 = = |

A B | C | D | E |
1 |Date Description Deposit Withdrawal Balance
2 | 10/258/03 Balance Forward 525.32 525,32
3 | 1111/03 Rent 350.00 175.32
4 | 111103 Payday 750.00 52532
5 | 11/1/03 Electric 5721 865.11
B | 11//03 Phone 35.94 829.17
7
A
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Sample Spreadsheet—Calculating Sales Tax

E4 Microzoft Excel - Book?2

J File Edit Wiew Insert Format Tools Data bindow  Help

DEEa ERY BRI v
| aial -0 - B I g|§§§§
C4 [ =| =B4"$B%1
A B | c | D | ¢
1 |Sales Tax 6%
2
3 |ltem Cost Tax Total
4 [Coat § 12699 I by 7.66 _l § 133.55
5 |Shoes F 7509 % 456§ 8055
B |Gloves F 1525 | § 092 % 1617
7 |Scarf F 17650 % 105§ 18455
g |Hat F 12095 % 078§ 1373
9 § 24768 F 1486 | § 25254
4m

Sample Spreadsheet—Calculating Commissions

Page 40

E4 Microzoft Excel - Book?2

J File Edit “iew Insert Format Tools Data Window Help

DEEe ERY sBET v &= A 43§
| Arial -0 - BIUISE=E=E 8%, @
E2 = =| =(B212)+{C2*D2)
A B | C | D | E |
Sales Annual Base October Commision October
1 |Person Salary Sales Rate Sala
2 |Mark ¥ 2000000 % 2500000 0% 5 4.166.67 1
3 |[Terri § 2500000 % 41,000.00 10% § B,1583.33
4 |Sarah § 3000000 % 18,000.00 10% | § 4,300.00
5 |Jim ¥ 2500000 % 2200000 0% § 4283353
R
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