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Introduction

Excel is a spreadsheet program. A spreadsheet, also called a worksheet, is an important
business tool that helps to analyze and evaluate information. Worksheets are often used
for maintaining lists, budgets and financial reporting, inventory management, cost
estimating, and interactive forms.

This manual will outline many tasks that you will need to perform to complete various
assignments that you will receive as a student here at The University of Akron. The tasks
discussed in this manual are:
o Creating a New Spreadsheet
Opening an Existing Spreadsheet
Save As
Creating a Folder
Sorting and Maintaining Lists
Creating Formulas
Using Functions
Formatting Worksheets
Inserting a Page Break
Using Comments
Inserting Charts
Using Help
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Getting Started

Creating an Excel Workbook

You will create and enter data into a worksheet. The image below shows the basic
elements of a worksheet.

Microsoft Excel - Book1 @@@

Menu Bar > (6] Fle Edt Yew Insert Format Tooks Data Window  Help Typeaquestonforhelp  « - @ X
i3 | @ [ 10 «|B 7 OD|E==F5 % 1 @ o [EE| A

4 v & B Formula Bar
— > e —

Name Box : A [ 08 [ e | o [ E [ F [ & [ H [ 1%  Getting Started > x
=N | @ | &
= o <4— Task Pane
= ley oy .
% [ 1 L1 Office Online
|6 | Connert to Micrasaft Office
71 Online
=X Get the latest news about using
5] o Worksheet
] < S g e
1_? from the web
[12]
M3l Search for:
[14] . 5
5 Active Cell S ; a..
e xample: "Print more than one copy’
7 Open
|18 Sales Figures PKR
;_g 5 Mare...
% [ Create anew workbook..
|23

Sheet Tabs = _
25 )
—_— ¥ % Sheetl [ Sheet2 f Sheet3 < >
hi Iyl Iyl

Ready MU

The document window, usually called the work window, contains the workbook that
you are using. When a new workbook is started in Excel, there are three worksheets.
Worksheets may be added or removed from the workbook.

Each worksheet in the workbook consists of a series of columns and a series of rows.
Columns are assigned alphabetic labels from A to IV (256 columns). Rows are assigned
numeric labels from 1 to 65,536 (65,536 rows). This means that there are 16,777,216
cells in each Excel worksheet.

A cell is the rectangular area where a column and a row intersect. Each cell is identified
by a cell reference, such as A1, which is its column and row location. The active cell is
the cell in which you are currently working. Excel identifies the active cell with a dark
border that outlines one cell. In the example above, C4 is the active cell.
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Editing Cells

If it is necessary to change the contents of a cell, or clear the contents of the cell, follow
these instructions.

To clear the contents of a cell, click in that cell to make it the active cell and press
the Delete key on your keyboard.

To replace the contents of a cell, click in that cell to make it the active cell and type
over the existing contents.

To edit the existing contents, double-click inside the cell. The insertion point will
appear within the cell. Then, use the arrow keys on
the keyboard to position the insertion point where
needed and make the change.

To remove the formatting in a cell, click on Edit, Clear, Formats from the menu.
Using the Formula Bar

Below the standard and the formatting toolbars is the formula bar, which displays the
contents of the active cell. A cell’s contents are the text, numbers, or formulas that you
enter into it. As you type or edit data, the changes appear in the formula bar.

When a formula is entered into a cell, the formula bar contains the formula, not the
results of the formula which are displayed in the worksheet.

The contents of the

Microsoft Excel - Faculty ” d I d -
@_] File Edit Wiew Insert Formab Took Data  window  Help Ce are Isp aye In
R R D e A @ ¥ - 4] 4] | 4B 100% the Formula Bar.
i il -0 - BJZU|S=E=28 % 0 WB[EEL-D
> G
13 A A =SUM(GIG12) -

A | ] [ C | D [ E [ F ] G |
]
2 |LASTNAME FIRSTNAME DEPARTMENT RAMK YEARHIRED SEX SALARY
| 3 |Smith Alicia Accounting  Full ELE] F $49.955
| 4 |Jacohson Andrew Managerment  Full 15871 M $56.281
5 |Comensoli Angela Finance Associate 1978 F $44.212
B |Nslsen  Beth Finance Full 1977 F $52.330 The results of the
| 7 |Coats Bill Accounting  Assistant 15940 M $45,.371 .
| 8 |Jackson  Carole Accounting  Instructor 1952 F $33.781 formula are dlsplayed
| 9 |Bressette  Cheryl Accounting  Instructar 1587 F $36.582 .
10 |Doepke  Chenyl Accounting  Full 1578 F 52105 in the cell.
11 |Walter Christing Accounting  Associate 1583 F $44.918
12
13| Total (I P
E] <

In the above picture, you see the sum of the cells G3 through G12 in cell G13. That is the
result of the formula. In the formula bar, the formula is displayed, which is the actual
contents of cell G13.

If the values in cells G3 through G12 are changed, Excel automatically will recalculate
the sum and display the new results in cell G13.
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Inserting Rows and Columns

To insert a row or column into a worksheet, position the insertion point anywhere in the
row or column where the new row or column is to be inserted. From the menu, click on
Insert, Rows or Columns. Alternatively, right click on the column or row header. From
the shortcut menu that appears, select Insert.

Microsoft Excel - Faculty

'{I File Edit ‘Wew | Insert | Format  Tools Data  window  Help

RN=N" == Cells ¥4 2 Z
i avial p == % % 9
?| Columns ii

A | Worksheet
1 Iﬂ Chart...
2 |LASTNAME FIRS aymbol... ANK, YEARHIRED
3 |Smith Alici Page Break futl | 1989

In the example above, a column will be inserted between COLUMN C and COLUMN D.

Customizing the Display of the Formatting and Standard Toolbars

To display the toolbars on two separate rows, follow these steps:

1. From the menu, click on Tools, Customize. The Customize dialog box is displayed.

2. Click on the Options tab.

3. Click to place a checkmark in the box, Show Standard and Formatting toolbars on
two rows.

4. Clickonthe 2= |putton.
o

2l x|
Toolbars I Commands  Options
Personalized Menus and Toolbars
[+ show Standard and Formatting toolbars on bwo rows Place a ChECkmark
v ahaays show Full menus < N the bOX for
¥ Show Full menus after a short delay A|WayS ShOW fu ”
Reset my usage data |
menus.
Cther
r Large icons
[+ List font names in their fonk
[+ show ScreenTips on toalbars
[Menu animations: I(System default) Yl
o)
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Step by Step - Create a New Workbook and enter Values and Labels

What you do What happens
1. To start Excel, click on Start, Excel is opened and a new workbook is opened.
Programs, and Microsoft
Excel. M T T e 8,2 bl kLM 4 oo -]
; anal _ .mﬁ,u;uEiigsr.-.-:,z.’x-:raf_..-.d,.
- AA B [ [] E ] G H X | Getting started ® —

da b mhshoetd | Sheets f sheatd ] L3l

m

On the right side of the work window is the task pane. It
can be closed with its X or View, Task Pane from the
menu. View, Task Pane can be used to display the task
pane if it is not displayed.

2. Click in cell A2 to make it the

active cell.

Type Abel.

4. When finished with your typing,

press the Enter key on the

keyboard.

In cell A3, type Baker.

Press the Enter key.

7. Complete the typing in column
A as shown.

w

SR

The entries for column A are completed.

A B =

Ahel
Baker
Charlie

Totals

Qo= 3| M| = | DD | —

NOTE: When you press Enter, two things occur.
Excel knows that you are done with your typing and
the active cell becomes the cell that is down one row.

You may use other keys to tell Excel that you are
done typing and move into another cell. The Tab key
on your keyboard moves to the next cell to the right.
Shift + Tab moves to the next cell to the left. The
arrow keys move in the direction of the arrow.

Ver. 2005.11.30

Page 7 Information Technology Services

©2005 The University of Akron. These materials may not be reproduced in whole or in part without the express
written permission of The University of Akron



Excel 2003

The University of Akron

What you do

What happens

8. Click in cell B1 to make it the
active cell.

9. Type January.

10. Press the Tab key or the right
arrow key to move to cell C1.

11. Type the entries for cells C1
through E1.

12. Be sure to press the Enter key
to complete your entry in cell
El

The entries for cells B1 through E1 are completed.
Microsoft Excel - Book1

.—_ﬂ_’l File Edit ‘ew Insert Format  Tools Data  Window  Help
INEHS SRV %GBT
: Arial 10 | B FU|IEEEES %
113 - P

A | B | ¢ | D
1 January
Abel

Baker
Chatlie

E | F
February March Totals

[ RiE= R ]

Totals

*\J‘D‘.l

The contents of cells A2 through A4, A6 and cells
B1 through E1 are labels. To Excel, there are two
basic types of content, content used for calculation
(value) and content not used for calculation (label).
By default, Excel will align labels on the left side of
the cell.

13. Click in cell B2 to make it the
active cell.

14. Type the numbers in cells B2
through B4.

You may want to use the
numeric keypad, on the right
side of your keyboard, to enter
the numbers.

The entries for cells B2 through B4 are completed.
A B [& D E

1 January  February  March Totals
2 |Abel 100
3 |Baker 150
4 [Charlie 350
=
L ]
6 |Totals

7

The contents of cells B2 through B4 are values. Values
are content used for calculation. The value may be a set of
digits or a formula. By default, Excel will align values on
the right side of the cell.

15. Click in cell A4.

16. Type Charles.

17. Click on the Enter ¥ tool on
the Formula bar.

The contents of the cell are replaced with the label,
Charles.

The Enter tool is used to complete an edit and remain
in the current active cell.

Ver. 2005.11.30
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What you do What happens
18. Click in the Formula Bar after The label Charles is changed to Charlie.

19.

20.

21.

the word Charles to place the
insertion point.

Backspace to erase the es in
Charles.

Type ie to change the name to
Charlie.

Click on the Enter ' tool.

< % v K Charie D

A B [ D E

1 January  February March Totals
2 |Abel 100

3 D 150

E h—

22,

Press the Delete key on the
keyboard.

The contents of the active cell are deleted.

23.

Click on the Undo = tool on
the standard toolbar.

The contents of the cell are undeleted.

24,

25.

26.

Double click in cell A4 to place
the insertion point inside the
cell.

Use the arrow keys to move the
insertion point, if necessary, and
erase the ie and replace it with
es.

Click on the Enter ' tool.

The label Charlie is changed to Charles.

27.

Click on the Bold Lo tool.

The contents of the cell are in bold type.

28.

29.
30.

Press the Delete key on the
keyboard.

Type your name.

Click on the Enter ' tool.

The delete key erases only the contents of the cell.
The contents of the cell are changed to your name.
The formatting (bold) remains.

1
2 |Abel
3 Baker

4 |F'am |
| |
[

31.

From the menu, click on Edit,
Clear, Formats.

The formatting (bold) is removed from the cell.
A

Abel
Baker
Farn

1| = |00 RO —

Ver. 2005.11.30
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What you do

What happens

32. To insert a column for April,
click on the column heading for
column E to select that column.

33. From the menu, click on Insert,
Columns.

Column E is selected and the Insert menu is

displayed, before you click on Columns.
Microsoft Excel - Book1

.ﬂ_’l Fle Edit View | Insert | Format  TJools  Data  Windovw

N EHS S Cels 1109

i Arial o = =
E1 - | Columns “—

A | B Warksheet g

1 Januat U chart... otals

2 |Abel =

3 |Baker Symbal...

i Pam Page Break

g Tatal Jfe | Function,..
otals

7 Mame .

i _d  Comment

3

10 Picture »

l {:3 Diagram. ..

12 Object...

13

14 2, Hyperlink,..  Ctrl+

After you click on Columns in the Insert menu, a
column is inserted at column E. All columns of data,
from the selected column, E, and forward, are moved
one column to the right.

A | B | o | D F |
1 January  February March otals
2 |Abel 100
3 |Baker 140
4 |Pam 3a0
3
B |Totals

34. To insert a row, click on the
row header to select that row. In
this example, click on the row 2
header.

35. From the menu, click on Insert,
Rows.

A row is inserted at row 2. All rows from the selected
row, 2, and greater are moved one row down.

A [ B | ¢ [ o [T E T F ]
1 Jelnuarv February  March Tote;ls
3 |Abel 100
4 |Baker 150
5 |Pam 350
B |
7 |Totals

NOTE: To insert more than one row or column, select
more than one by dragging through the headers.
Then, from the menu, click on Insert, Rows (or
Columns).

Ver. 2005.11.30
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What you do

What happens

36.

37.

To delete a row, click on the
row header. In this example,
click on the row 2 header.
From the menu, click on Edit,
Delete

The row is deleted.

NOTE: The same procedure can be followed to delete
a column. Select the column by clicking on its
header. From the menu, click on Edit, Delete.

ALTERNATIVE PROCEDURE: Place the mouse
pointer over the row or column header and right
click. From the shortcut menu that appears, click on
Delete.

b T3

Copy

[ Paste
Paste Special...
Insert

Delete

Clear Contents
Format Cells...
Feoww Height...
Hide

Unhide

38.

39.

40.

41.

To save your spreadsheet, click

on the Save = tool in the
standard toolbar.

In the Save As dialog box, at
Save In, select the disk and
folder in which to save your
work.

In the File name area of the
dialog box, type in Sales
Figures XXX where XXX are
your initials.

Ex: Sales Figures PKR

Click on the Save button that is
inside the dialog box.

The Save As dialog box

Save s BIX]
Sawe in: 5 My Docurner ts v @ -3 Q X i EE - Tooks~
5 () Access 2003
b CExcel 2003
My Recent
uuuuuu ts
|F';}
Desktop
My Documents
o8
My Computer
j‘ File name: Sales Figures PKR
My Network.
Flaces Save 35 Lype! | Microsoft Office Excel workbook

Your worksheet is saved as Sales Figures XXX in
the folder you chose. The filename is displayed in the
title bar of your Excel work window.

Ver. 2005.11.30
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What you do What happens
42. Click on File, Close in the The work window is closed and the application
menu. window for Excel remains open.

AN A RETIE NEN LA A . CA A RN R XX TR
TEE WA ¥ ¥ ErEe I
&~

TIP: To enter a fraction, such as 1/8, type a zero and a space, then type 1/8. The zero and a
space tell Excel that this is a fraction and not a date.

Data Entered Result

1/8 g-Jan

018 1/8

Ver. 2005.11.30 Page 12 Information Technology Services
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Step by Step - Open an Existing Workbook

What you do

1. From the menu choose:
File, Open

What happens
The Open box displays.
[ BE
Lookin: | [} My Documents v| @ @@ X CiE - Took- |
] ame Size  Type Date Mac <

—J ) Access class File Folder Fz0fz000

B’IJEE;:T; ) Admissions File Falder g/24 /200

) Adobe File Folder 1t)1z2fz00

=y ) AppSupportPosition File Folder 11f14f200

kj ) Audio Clips File Folder 1j10/200¢

Desktop |5 Beading File Folder 11/10f200

|) Comps Question File Falder 1)28/200<

) ComputerLiteracy File Folder 1za/2000

|J)cooking File Falder 11f1zfz200

My Dacuments | (= cUMREC 2002 File Falder 1/10/200¢

- ) Cynthia File Folder 1t)14/200

et g )Databases File Folder 7252000

3 [)Dell Laptaps File Folder 6/22/200

AR ) Dr Olzon Recomendation File Falder 11121200 %
“ < >
:!;l File name: P .
My Metwork

Places Files of bype: | all Micrasaft Office Excel Files (% *,xds; ¥y *.hitmg 1w '<'

2. Locate the file and select it by
clicking one time with the left
mouse button.

Click on the Open button.

The file opens in Excel.
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Save As

After you create a new workbook, you will need to save the file with a name. When you
are saving documents it is a good practice to store your documents in folders. After you
create folders, you can sort and store your Excel workbooks in an organized manner that
will allow for easy retrieval of your work.

Definitions
Word Definition
Save As Save As allows you to save a file with a new name, extension, or

location.

Step by Step - Use Save As

What you do

1. From the menu choose:
File, Save As

What happens
The Save As box displays.
| [2 %]
Save in: (L) My Documents v @ @ Q X Ci B~ Toos~ |
ChAccess dass ) Expense Reports CHoliday 2003
_J L) Admissions |IFIN Upagrade V3 _)Holly
My Recent ) adobe I=)Forms CSIHRIS Doc
Dostipeits )AppSuppartPosition I Garden ) Imaging Yendars
= ) udio Clips \jHealth [C)Uibrary
Lj S)Beading ) HELG CSiMartha
Desktop ) Comps Question |_)HEUGProposalReview _)Messenger Service
) ComputerLiteracy =) Hold2way 3 Microsoft Press
(Z)cooking )Hold Capture Pro demo & ) MicrosoftSharePoin
__J JCUMREC 2002 |Z)Hold Caphure Pro INstall )My Captivate Proje
My Dacuments | |2 Cynthia =) Hold Download (& My Data Sources
(Databases ) Holdawery\Wizard LMy eBooks
(=)Dl Laptops =5 HoldChapura Ery Music
"' C3)Dr Olson Recomendation =) HoldPointCastInstall () my pictures
My Computer || Fdicause Proposal ) HoldRoba BMV Videos
‘ < >
Lg File name:  [Bookl s v
My Mebwork : - - - = 5 —
Flaces Save as bype: | Microsoft OFfice Excel Warkboak (* xls) v |
"

2. To change the location of the
file, use the down arrow in the
Save in field to find the new
location.

In the File name field, enter a
name for the file.

Leave the Save as type field as
Excel Workbook (.xIs).

3. Click on the Save button.

4. You can also use the Save =
button on the Standard toolbar.

Note: You only get the Save As box if that is the
first time you save the file.
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Step by Step - Create a New Folder

What you do What happens
1. From the menu choose: ;l'he___ Open box or Save As box displays. -
File, Open S s _ o JE3)
OR p Save in: '_j My Documents v @ @ Q X Ci B~ Toos~
: [ [Eyhecess dass (53 Expense Reports (CiHeliday 2003
Flle, Save AS _J “,__"]Admiss\ons IIFIM Upgrads V8 [Helly
My Recent |5 Adobe [EForms [C3HRIS Doc
Dostipeits ‘3Appsuppurtposit\on =§ Garden jImag\ng Wendors
= () Audia Clips | Health Dtbrary
N - If 1 Desk‘top :‘j:fggquest\on :g:EEEPmposalReview ‘jnz;ts:ger Service |
Ote' you are Startlnga new | ComputerLiteracy (= Hold2way [Micrasoft Fress |
project and you are Workmg ona .| Sococking ol Coptre Prodemo & EHcosoftsharcpoi
. . . __J \[)CUMREC 2002 |Z)Hold Caphure Pro INstall )My Captivate Proje|
new file you will most likely use Py Deciments | Sycyrttia (2ol Dowrioad (31 Dt Sources
the option of File, Save As (this S (O it - o
will allow you to save the file and ai ki | ey
create a new folder at the same = I - ']
timE) My Neﬁnrk Bl .Bmkllilf —————— v.
Flaces Save as bype: | Microsoft OFfice Excel Workbook, x5 v _

2. Go to the location where you want
the new folder to be placed.

For example, if you want the folder
to be at the root of My Documents,
be sure the Look in field (or Save
in field) says My Documents.

3. Click on the Create New Folder The New Folder box displays.

G New Folder |
button — at the top of the box.
Name: || Cancel |

4. Enter a name for the new folder. The new folder is named and it is now open.

saveln [ TEST |l @-3 @ X oy T

_J

My Recent
Documents

Click on the OK button.

My Documents [%

My Computer

:.b] File name: IWordZUUSUndergrad‘doc | save

My Metwork
Places Sawe a5 bype: IWurd Document (*,doc) j Cancel

5. You can now save files in the new
folder for better organization.
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Sorting and Maintaining Lists

Discussion

One use of a worksheet is to manage lists of data, such as student lists, phone lists, and
budget transaction lists. Using Excel, you can store and update data, sort data, search for
and retrieve data, summarize and compare data, and create reports.

In Excel, a list is a collection of similar data stored in a structured manner, in rows and
columns. In the example below, the worksheet shows a portion of a faculty list. Within an
Excel list, each column represents a field that describes some attribute or characteristic of
an object, person, place, or thing. When related fields are grouped together in a row, they
form a record, a collection of fields that describes a person, place, or thing. For example,
the data for each student-first name, last name, department, rank, graduation year, and
sex-represents a record. A collection of related records makes up an Excel list.

3]

li—"l_)l File Edit ‘“iew Insert Format Tools Data  Window Help  Adobe PDF Adc

ARNEN" RN YA N NN - R A 2 = -4l
i Arial -0 - B 7 UEEZE A8 % o w00
H11 - &

A E | C .0 E | F
1
2 |LASTMAME FIRSTMAME DEPARTMENT RANK GRADYEAR SEx
_ 3 |Smith Alicia Accounting  Freshman 1584 F
4 |Jacobson | Andrew Management Freshman 1871 b
4 |Camensoli |Angela Finance Sophomare 1978 F
_E |Melsen Eeth Finance Freshman 1877 F
7 |Coats Eill Accounting | Juniar 1880 b
8 |Jacksan  |Cardle Accounting  Freshman 1882 F
_9 |Bressette | Cheryl Accounting Freshman 14987 F
10 | Doepke Cheryl Accounting Freshman 1978 F
11 WWalter Christine Accounting  Sophomore 15983 F
12 [Mikkola Claudia Finance Sophomare 1976 F
13 |Downs Cliftan Accounting Sophomare 14982 b

. KEY IDEA: Excel has rules for managing lists. If your data follows the rules, Excel
3 » will function as noted in this lesson.

A. Within the rows of data, there are no blank rows and no blank columns. A
null field value (a field with no value) is allowed. However, a row with no
record or a column with no field values and no field name is not allowed.

B. The row directly above the first row of data contains the field names.

Before creating a list, you will want to do some planning. As you think about how you
will use the list, consider the types of reports, queries, and searches you may need. This
process should help you determine the kind of information to include for each record and
the contents of each field.
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Step by Step — Use the Create List Command'

What you do What happens
1. Click on the Open tool in
the standard toolbar, or click on = o
File, Open from the menu.
2. Locate the workbook you wish
to open.
3. Click in any of the cells within
the list. I S —— — —
2 [LASTNAME FIRSTNAME DEPARTHMENT RANK GRADYEAR  SEX
_3 |Smith Alicia Accounting  |Freshman 1884 F
_4 |Jacobson | Andrew tManagement |Freshman 1871 i
5 |Comensali Angela Finance Sophormaore 1978 F
B |Nelsen Beth Finance Freshman 1877 F
7 |Coats Bill Accounting | Junior 1990 h
8 |Jackson  |Carole Accounting | Freshman 1842 F
_9 |Bressette  Cheryl Accounting  [Freshman | 1867 F
10 |Doepke Cheryl Accounting Freshrman 1978 Fo:

4. From the menu, click on Data,
List, Create List.

Alternatively, you can press
CTRL+L.

The list is identified by the "marquee™ and the Create
List dialog box is displayed. The data range for the
list is given (as absolute cell references) and the box

is checked for "My list has headers."
x|

where is the data far yaur list?

! The Create List command cannot be used in a workbook that is being shared. You must remove the
workbook from shared use first, use Create List and then share the workbook, again.
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What you do

What happens

5. Click on OK.

Note the following:
a. The list is highlighted in the worksheet.

b. The AutoFilter arrows =|are displayed in the
cells of the header row.
A | E |

1

2 HLASTNAHE ~ |FIRSTNAME + |

c. The List toolbar is displayed. (If it does not
display, select View, Toolbars, List from the

menu.) List ~ | | Z]Taggle Tatal Raw = i i

A special, blank row is included in the list range at the end
of the list. The row has an asterisk in the first column to
indicate that it is the Insert Row.

42 |Garakizien  \Wendy

43 |Gao iaoming

44 |#

6. Click in any cell inside the list
to remove the highlighting and
keep the list active.

The list is surrounded by a dark blue border.

NOTE: If you click in a cell outside of the list, the
list's border becomes less prominent and the auto
filter arrows are not displayed. The list is deactivated.
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Freeze Panes

In larger worksheets, where all the data can not be displayed on a single screen, scrolling
vertically or horizontally can remove rows of labels or columns of data that are necessary
to identify the records. Without these rows or columns for identification, the data has
little meaning. The Freeze Panes command allows you to maintain the display of certain
rows and/or columns of data when you scroll.

Step-by-Step — Freeze Panes

What you do What happens
1. Use the vertical scroll bar on the Note that the row of field names has
right side of the work window to scrolled from view. It is difficult to identify
scroll down a few rows. the type of data that is stored in each

column.

5
]

2. Use the horizontal scroll bar on the The data stored in the first columns,
bottom left side of the work window | LastName and FirstName, identifies the

to scroll left a few columns. record. Without the names, the remaining
data has little meaning.
C [ D ] E F ] G
3 |Accounting  Freshman 1983 F
4 |Management Freshman 1971 h
4 |Finance Sophomore 1873 F
B |Finance Freshman 1977 F
7 |Accounting | Juniar 15940 hd
8 |Accounting  Freshman 1932 F
9 |Accounting  Freshman 1987 F
10 |Accounting  Freshman 1978 F
11 |Accounting  Sophomore 1953 F
12 |Finance Sophomore 1976 F
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What you do What happens
3. Press Ctrl + Home to return to cell
Al. A | B g o | E | F
- - - 1
4' Use the fOIIOWIng gUIdeIIneS to IOCk 2 |LASTNAME[~|FIRSTHAME[~|DEPARTMENT[~|RANK _[~| GRADYE{~| SEX[+
rows and/or Columns i_Srmlh Alicia |A.ccounting !Freshman 1989 F

= To lock rows, select the row
below where you want the split
to appear.
= To lock columns, select the
column to the right of where you
want the split to appear.
= To lock both rows and columns,
click the cell below and to the
right of where you want the split
to appear.
Note that the rows needed for identification
are above the active cell. The columns
needed for identification are to the right of
the active cell.

Coats Eill Accounting Juniar 1990 Mo

In this particular example if we wanted to
always see the data in the Lastname and
Firstname columns and the field names, we
would need to click on cell C3. The rows
needed for identification are above the
active cell (C3). The columns needed for
identification are to the right of the active
cell (C3).

5. In the menu, click on Window,
Freeze Panes.

Lines are displayed below row 2 and
between columns B and C. The rows above
the active cell are frozen. The columns to
the left of the active cell are frozen.

6. Scroll down in the worksheet.
7. Scroll to the right in the worksheet.

Rows 1 and 2 remain displayed. Columns A

and B rema|in displayed.
A B

b | E | F |

1

2 |LASTHMAME[~|FIRSTMAME[+ |RANK [+]| GRADYE{~| SEX[+
| 4 |Coats Bill Junior 1990 t
| & JJackson Carole Freshman 1992 F
| B |Bressette Chenyl Freshman 1987 F
| 7 |Doepke Chenyl Freshman 1978 F
g alter Christine Sophomore 1983 F

8. From the menu, click on Window,
Unfreeze Panes to return to normal
viewing.

The worksheet scrolls without columns or
rows frozen in place.
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Step by Step - Sort Data

To sort data in an Excel list, click on the AutoFilter arrow for the column by which to
sort. You also may use the Data, Sort command in the menu.

What you do

What happens

1. Tosort an Excel list by one field:
a. Click on the AutoFilter arrow for
the column by which to sort.
b. Select Sort Ascending or Sort
Descending from the choices
that appear.

The Sort choices are at the top of
the AutoFilter list.

The list is sorted by the values in the
GradYear field. Excel knows to keep the
records together.

=

A | B c | o [ E ]

LASTNAME[~ |FIRS THAME[~ [DEPARTMENT[+ | RANK d EHADVE(TI

[Jacobson Andrew Management Freshman 1971
Smith Tam Finance Freshman 1472
Farker Mathew Accounting Freshman 1974

Eanver Robert Accounting Freshman 1976
Mikkola Claudia Finance Sophornore 1976
MNelsen Beth Finance Freshman 1977
Doepke Chend Accounting Freshman 1978
Cornensoli Angela Finance Sophornore 1978
Garafano Karen Finance Sophomore 1978
(W= Kar Management  Sophornore 1979
Downs Cliftan Accounting Sophornore 1982

Gao Himoming Management  Freshrman 1982
Aty hviodin e

‘m|m|w‘m|m‘&|w (SR

[=1

(]

(o

REESE SRR IR IR EE4EJEd |
4

n

[T —— 1092

Ammmtintine

*

' KEY IDEA: You do not need to
select (highlight) any of the
columns, rows, or cells yourself.

2. To sort an Excel list by more than
one field:
a. The active cell should be within
the list.

b. In the menu, click on Data, Sort.
c. Inthe Sort dialog box, select the
primary sort field. Then, if
several records have the same
value in that field, indicate the
secondary sort field. You may
sort by a tertiary field, as well.

In this example, sort by
Department in Ascending order,
and then by LastName in

The Sort dialog box is displayed with your
choices.

Sork by
|DEFARTMENT ~| & fscending

" Descending

{* fscending

(" Descending

{* fscending
" Descending

Ascending order. First, Excel |—|
. ! Optians. .. (04 C |
will group and sort the records S | il
by Department. Second, within
each Department, Excel will sort
the records by LastName.
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What you do What happens
3. Click on OK. The list is sorted as you specified.
A [ B C [ D ] E [ F
1
2 |LASTNAME[~|FIRSTMAME[~ |DEPARTMENT/~|RANK [+]| GRADYE{~| SEX[+
| 3 JAndersan Kristen Accounting Junior 1988 F
| 4 |Ball Fiobin |Accounting Freshman 1587 F
| 5 |Bressette IChe&I VAccounting Freshman 1567 F
| B |Chin Foger Accounting Freshman 1991 A
| 7 |Coats Bill Accounting Juniar 1530 h
| 8 |Doepke Cheryl Accounting Freshman 1978 F
| 9 |Downs Clifton Accounting Sophomaore 1982 A
| 10 fJacksan Carole Accounting Freshman 1582 F
|11 flu Jim Accounting Freshman 1590 M
| 12 Melson Dale Accounting Freshman 1988 il
| 13 |Palermo Sheryl Accounting Sophomore 1988 F
| 14 |Parker Mathew Accounting Freshman 1574 M
| 158 [Smith Alicia Accounting Freshman 1989 F
| 16 [Stewart Mark Accounting Junior 1986 A
|17 [True Dawvid Accounting Freshman 1586 h
| 168 MVeaver Fobert Accounting Freshman 1976 il
| 19 Mfalter Christine Accounting Sophomore 1983 F
| 20 [Blackwell Dean Finance Freshman 1592 h
| 21 |Comensoli | Angela Finance Sophomore 1978 F
| 22 |Garafano Karen Finance Sophomore 1979 F
| 23 [Halpemn burray Finance Sophomore 1989 hA
| 24 |Lee Kell Finance Junior 1594 M
| 26 [Mikkola Claudia Finance Sophomaore 1976 F
| 26 [Melsen Eeth Finance Freshman 1577 F
| 27 [Meumann Kenneth Finance Freshman 1468 M
| 28 |Rais kary Finance Freshman 1983 F
| 29 [Smith Tom Finance Freshman 1572 h
| 30 fieeks Jodie Finance Freshman 1468 F
| 31 |Bordeau Katherine Management  Junior 1986 F
| 32 |Fitzgjerald Edrmond Management  Sophornore 15830 hA
| 33 |Gao Himaming Management  Freshman 1982 A
| 34 |Garabizien ‘“Wendy Management  Freshman 1994 F
| 35 [Hill Trevor Management  Freshman 1591 A
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Filter

Lists

The Excel AutoFilter feature allows you to filter the data to view only the records that
meet certain criteria. The records that do not meet those criteria will be hidden from
view. For example, you could ask to see only the records for the females in the
Accounting Department, as shown here.

A | B C D | E | F |
1
2 |LASTMAME[~ |FIRSTMAME[~ |DEPARTMENT[~|RANK [+| GRADYE{~]| SExH
3 JAnderson Kristen Accounting Junior 1988 F
4 |Ball Faobin | Accounting Freshman 1987 F
5 |Bressette ICheEI EAccounting Freshman 1387 F
& |Doepke Cheryl Accaunting Freshman 1974 F
0 JJackson Carole Accaunting Freshman 1992 F
13 |Falermo shearny Accaunting Sophomaore 1964 F
15 |=mith Alicia Accounting Freshman 1984 F
19 pfalter Christine Accounting Sophormore 1983 F
44 |*
ar iy
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Step by Step - Filter Lists using AutoFilter

What you do What happens
1. Click in any cell in the list. A down arrow appears in each of the header row
cells.
The active cell should be a cell in A B e o [ E F G
the list to display the AutoFilter

1

2 |LASTNAME - mSTNAME ~|DEPARTHMENT ~ |RANK ~ ~| YEARHIRE ~ SEX ~| SALARY -

3 Anderson Kristen Accounting Assistant 1988 $43,155
4 |Ba Robin Accounting Ilnstructor ! 1987 F 436,723
5 |Bressete Cheryl Accounting Instructor 1487 F 436,552
B |Chin Faoger Accounting Full 1991 [l $58.281
7 |Coats Bill Accounting Agsistant 1990 I $45.371

arrows.

=
hl

The down arrows are displayed on the screen, but they do
not print.

2. Click the AutoFilter arrow [=! to Only the records that have an F as the field value in
the right of the column label and the Sex field and Accounting in the Department field

select the filter criteria from the are displayed. All the other records are hidden.
drop-down list. You may click the e : : —
AutoFilter arrow on multiple fields flammmcne &g

to filter on additional criteria.

3. Inour example (selecting all
Females within the Accounting
Department:

a. Click on the down arrow
for the field named
Department and click on
the field value,
Accounting.

& af 41 records Found

NOTE: When a list is filtered, Excel will change the
color of the row numbers to blue to indicate that
some rows of data are hidden. Also, a note appears in
the left side of the status bar to indicate the number of
records displayed and the total number of records in
the list.

If you filter one list and the worksheet has another list, the
other list may not display fully. When AutoFilter hides a
row, the row is hidden in its entirety.

4. Todisplay all the records in the All the records in the list are displayed.
list, click on Data, Filter, Show
All in the menu.

Ver. 2005.11.30 Page 24 Information Technology Services
©2005 The University of Akron. These materials may not be reproduced in whole or in part without the express
written permission of The University of Akron



Excel 2003

The University of Akron

What you do

What happens

5. To remove the AutoFilter arrows,
click on Data, Filter, AutoFilter
(which removes the checkmark on
AutoFilter).

The AutoFilter down arrows are removed from the
display.

6. To display the AutoFilter arrows,
again, click on Data, Filter,
AutoFilter (which places a
checkmark on AutoFilter.

The AutoFilter down arrows are displayed.

NOTE: In any column (field) of a list, if there are cells with no entries (blanks), two
additional choices are added to the AutoFilter drop-down list for that column — Blanks
and NonBlanks. Select Blanks to see only the records without an entry in that column.
Select NonBlanks to see only the records with an entry in that column.

DEPARTHMENT| ~

Sork Ascending
Sork Descending

(Al
(Top 10...)
(iCuskom,..)
Accounking
Finance
anagerment
(Blanks)
(MonBlanks)
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Step by Step - Filter a List Using a Custom Filter

What you do

What happens

1. Click in any cell within the list to
display the AutoFilter arrows.

The list is active.

2. Click on the AutoFilter arrow for the
field to be filtered.

3. Click on (Custom...).

The Custom AutoFilter dialog box is
displayed.

Custom AutoFilter

X

Show rows where:
GRADYEAR

equals w w
®and Oor
v v

Use ? to represent any single character
Use * ko represent any series of characters

[ Ok ][ Cancel ]

4. You can click the first down arrow
under the field name and select the
appropriate criteria (equals, does not
equal, is greater than, etc.)from the
list that displays. Next, enter your
desired criteria in the box on the
right.

The criterion that you entered is displayed.
GradYear is greater than 1976.

Custom AutoFilter,

Show rows where:
GRADYEAR.

is greater than

®and Oor

v v

Use 7 ko represent any single character %
Use * to represent any series of characters

Ok ][ Cancel ]

3
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What you do What happens
5. Click OK. The list is filtered based on the criterion that

you entered.

A | B & | U | E |k
1
2 |LASTNAME[~ |FIRSTHAME[~ |DEPARTHENT[~|RANE_ [~] GRADYE{~| SEX[~
_3 |Anderson Kristen Accounting Juniar [ 1988! F
_4 |Ball Fiobin Accounting Freshman 1587 F
_5 |Bressette Cheryl Accounting Freshran 1987 F
_6_|Chin Roger Accounting Freshrman 1991 Il
7 |Coats Bill Accounting Junior 1940 A
8 |Doepke Cheryl Accounting Freshman 1978 F
89 |Downs Clifton Accounting Sophornore 1982 b
A0 [Jackson Caraole Accounting Freshman 1532 F
AN (5 Jim Accounting Freshman 1530 h
12 |Nelsan Dale Accounting Frashman 1588 h
13 |Palerma Sheryl Accounting Sophornore 1988 F
18 |Smith Alicia Accounting Freshman 1989 F
6 [Stewart Mark Accounting Junior 1986 b
A7 [True David Accounting Freshrman 1986 b
19 olter Chrigtine Accounting Sophornore 1983 F
20 [Blackwell Dean Finance Freshman 15992 h
21 |[Comensali | Angela Finance Sophornore 1978 F
22 |Garafano Karen Finance Sophomore 1979 F
23 [Halpemn Murray Finance Sophomore 1989 td
24llee kell Finance Juniar 1994 hd
26 |Nelsen Eeth Finance Freshman 1577 F
27 |Neumann Kenneth Finance Freshman 1988 h
2B |Rais Mary Finance Freshrman 1993 F
30 fWeeks Jodie Finance Freshman 1988 F
31 |Bordeau Katherine tManagement | Juniar 1986 F
32 [Fitzgerald Edrmond Management | Sophomore 1940 b
33 |Gao Kimarning Management Freshman 1982 b
34 |Garabizien  Wendy Management  Freshman 1994 F
35 Hil Trevar Management Freshman 1991 Il
37 Lewnis Karl Management | Sophomore 1979 I
36 |Mack Kewin tManagement  Junior 1989 fd
39 [Mckaye Susan Management  Freshman 1989 F
40 |Rothenberger James Management  Freshman 1390 b
A1 [Scheib Earl Management  Freshman 1589 h
42 [Smythe Janice Management | Sophomore 1986 F
43 [voung Jeff Management | Junior 1390 Il
44 |

6. From the menu, select Data, Filter, | The filter is removed and the entire list is
Show All. displayed.
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Step by Step - Use the Total Row in a List

What you do

What happens

1. Click in any cell of the list.

The active cell is within the list.

2. From the List toolbar, click on the
Toggle Total Row tool.

:;L'J Toggle Tokal Row

Alternatively, click on Data, List,
Total Row in the menu.

A Total Row is added at the bottom of the
list, below the Insert Row. The last column

is totaled.

A | B C | D |
1
2 |LASTNAME[~ |FIRSTNAME[~ |REGIOM [~] SALH
3 JAnderson Krigten Morth $ 25.000.00
4 |Ball F.ohin et $ 30,000.00
4 |Bressette Cheryl South $ 100.000.00
B |Chin Foger Marth $ 12.000.00
7 [Coats Eill East $ 40.000.00
_8 |Doepke Cheryl South $ 15.000.00
14 |
15 [Total [ H‘##H‘#ﬁ"ivlr

The Toggle Total Row tool will

L 3 ’ sum the entries in the last column

of the list if the entries are
numeric. It will count the entries
in the last column of the list if the
entries are not numeric.

3. In this example, the ### displayed in
D15 indicates that the D column is

The total for the last column of the list is
displayed.

not wide enough to display the entry. Cheryl South | $ 100,000.00
Raoger MNaorh 3 12,000.00
Bill East k1 40,000.00

Increase the width of the D column Eichl = ol N —

by placing the mouse pointer A on |

the boundary line between the D and

E columns in the column header.

Drag to the right.
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What you do

What happens

4. 1f you click in the cell for the total
(D15 in this example), the formula
will display in the Formula bar.

Note the formula that Excel created | ;

in cell D15:
SUBTOTAL(109,D3:D13)

In the formulas created in the Total
Row, there is a number such as the
109 that you see circled here. The

number stands for a function name:

Number Function Name

The formula bar

pis B A& =SUBTOTAL(I03,D3D13) D
L ——

A | B — 5]

101 = Average
102 = CountNums

103 = Count

104 = Max

105 = Min

107 = Standard Deviation
109 = Sum

110 = Variance

5.

A down arrow appears on the right
side of the cell. Click on the down
arrow to select a different function

from the shortcut menu that appears.

The shortcut menu
222 00000 |~

After you select a function from the menu,
Excel writes a new formula using that
function. When you save the workbook, the
formula that is present is saved.
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What you do What happens

6. Click on the down arrow to select a

function or to select NONE. _B_[Chin Poger North
7 |Coats Bill East
B |Doepke Cheryl South
4 |*
15 [Total 222.000.00

Mone
Average
Zounk
Zount Nums

(s3]

~l

o0

[{=]

(=]
o

P

[
[}

a
g

7. Turn off the Total Row by clicking The Total Row no longer displays.

.=E-| Toggle Tokal Row .
on again.

8. Display the Total Row by clicking The Total Row is displayed.

on .Z Toggle Tatal Row If you toggle the row on again, the formula
' will be the one that you selected previously.
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Step by Step - Split Text from Once Cell to Two or More Cells

A | B | ¢

FullMame City State
Jdones, Henry A | Akron Chio
Smith, Anita Akron Chin
O'Hara Michael Barberton  Ohio

A worksheet may have text values in a single cell that you want to split into two or more
cells. Let us use the above example and split the FullName into LastName and FirstName
and Middle Initial, from one column of data to three columns of data.

What you do

What happens

1. Insert the number of blank
columns needed.

a. Position the insertion
point anywhere in the
column where the new
column is to be inserted.

b. From the menu, click on
Insert — Columns.

In this example, we need to insert two columns for
FirstName and Middlelnitial.

| A | B | c | Db | E
1 [FullName City State
2 |Jones, Henry A, Alkran Ohia
3 |Smith, Anita Akron Ohin
4 |O'Hara Michael Barberton Ohio

2. Select the cells that contain the
text to be split.

We have selected cells A2:A4 which contain the
FullName (which we want to split into multiple
cells).

A | B [ C [ o | E
1 [FullName City State
| 2 |Jones, Henry A, Akran Chio
| 3 |Smith, Anita Akran Ohio
4 |0'Hara Michael Barberton | Ohio
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What you do What happens
3. From the menu, select Data, The Convert Text to Columns Wizard:
Text to Columns. The Convert
Text to Columns Wizard is

displayed.

The Text Wizard has determinad that vaur data is Delinited.

IF this is correct, choose Mext, or choose the data bype that best describes yvour data.
Original daka type
Choose the File tvpe that best describes your data:
®f

- Characters such as commas or tabs separate each field.
() Fired width

- Fields are aligned in columns with spaces between each field.

Preview of selected data:

Hones, Henry A.
Fmith, Anita
0'Hara Michael

BB e

Next > Finish
4. Select the Delimited option Step 2 of the Wizard appears:
button.
5. CI'Ck on Next. Convert Text to Columns Wizard - Step 2 of 3 @E|
This screen lets vou set the delimiters vour data contains, You can see
b wour bexct is affected in the preview below.,
Btz [] Treat consecutive delimiters as one
Tab [ Semicalon [ Comma
[(apace [ other: Text gualifier: ) % 4
Data preview
Hones, Henry A.
Fmith, Anita
0'Hara , Michasl
Cancel ] [ < Back ] | Mext = | [ Einish
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What you do

What happens

6. Select the delimiter (character)
that separates the sections of the
text. The delimiter is the
character where you want to
split the text.

In this example, it is the comma
(separating the last name from the
first name and the space (separating
the first name from the middle
initial). The preview area indicates
how the text will be separated.

7. Click the Next button.

The space and comma are used as the delimiters for
this example:

Convert Text to Columns Wizard - Step 2 of 3 @E]

This screen lets ywou set the delimiters your data contrins. You can see
how your text is affected in the preview below. %
Deizrs Treat consecutive delimiters as one
14ab [ semicalan
Space D Other: Texk gualifier: ~
Daka preview
Hones Henry .
Fmith Anita
0'Hara Michasl
[ Cancel ] [ < Back ] [ Mext > ] [ Finish ]

8. In Step 3, make any changes in
cell formats that you want.

We will not make any changes to the cell formats.

Convert Text to Columns Wizard - Step 3 of 3

This screen lets you seleck each column and set
the Data Format,

Colurmn data Format
(%) General

) Text
O Date: MDY L'

() Do not import column (skipd

‘zeneral’ converts numetic values to numbers, date
values to dates, and all remaining values to text,

Data preview

Destination:  |$a$2

Ceneral
.

[ Cancel ][ = Back ]

9. Click on Finish.

The contents of the active cell are deleted.

10. The text has been split into

The worksheet appears as follows:

multiple cells. | A I B | C | D | E |
1 |FullName City State
2 |Jones Henry A Akron Cihio
Note: You could then add column 3 [Smith Anita Akron_ Ohia
headings for the two new columns | # [9Har Michael Barberton | Ohio
(FirstName and Middlelnitial).
Ver. 2005.11.30 Page 33 Information Technology Services

©2005 The University of Akron. These materials may not be reproduced in whole or in part without the express
written permission of The University of Akron



Excel 2003 The University of Akron

Creating Formulas

One of many reasons to use a spreadsheet program like Excel is the program’s ability to
do calculations and recalculations, when the values change. Formulas make your
spreadsheets more versatile and hard working.

Excel offers several timesaving methods for creating and using formulas. AutoSum is
available to add rows and columns of numbers. Functions make it easier to perform
routine and not-so-routine calculations. AutoCalculate allows you to see the answer to
frequent mathematical calculations without creating a formula.

In this lesson, you will review ways to create and use formulas in Excel worksheets.

Terms to Know

Formula A formula is a mathematical equation that calculates new values from
existing values.

Value A value is a number. The number may be a number you typed or a number
that results from the calculation of a formula.

Operators Operators are mathematical symbols used to perform calculations in
formulas. Some standard operators used in Excel are:
+ addition > greater than
- subtraction < less than
* multiplication = equal to
/ division & concatenate

Cell Reference A cell reference, or cell address, identifies a particular cell, such as cell
D12. Cell D12 would be at the intersection of column D and row 12. Cell
references are used in formulas to indicate where a value is stored.

Order Of The order of precedence is the order in which Excel calculates a formula. A
Precedence suggested acronym to help remember the order of precedence is PEMDAS,
Please Excuse My Dear Aunt Sally.

PEMDAS represents the order is which the calculations are performed in a
formula. In each step, Excel will begin at the left of the formula and move
to the right, as you would read a sentence.

PEMDAS

Parentheses — All calculations inside parentheses are performed first.
Exponents — All values with exponents are calculated.

Multiplication and Division — Any multiplication or division is performed.
Addition and Subtraction — Any addition or subtraction is performed.

After the above operations, Excel will perform concatenation (indicated by
an &). Then, Excel will perform the operations of equal to (=), less than (<)
and greater than (>).
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Part A: Formulas

Formulas are mathematical equations that calculate new values from existing values.
They allow you to use symbols called operators to add (+), subtract (-), multiply (*), and
divide (/) numbers. In Excel, each formula should begin with an equal (=) sign. The
equal sign tells Excel that everything in the cell is part of a formula.

Formulas can contain more than just numbers. They can also contain cell references. For
example, if you type =B7+C7, Excel will add the values in cell B7 and cell C7. Using
cell references instead of numbers is usually the best method to use for formulas because
Excel automatically recalculates formulas if the value in a cell changes.

Some formula examples are:

=B7+C7+D7+E7 Sums the values of the 4 cells
=sum(b7:e7) Sums the values of the 4 cells
=g64-g65 Subtracts the value in g65 from the value in g64
=(e200/12) *.15 Divides the value in €200 by 12.
Then multiplies that answer by 15
=(f24*c10)-(f25*c10) First, multiplies the value in 24 by the value in c10
Second, multiplies the value in 25 by the value in
cl0

Then subtracts the second value from the first value

I,
EQ)? The light bulb appears to indicate a tip for working with Excel.
K_I
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Step by Step - Type Formulas to Add Values and Use AutoSum

What you do What happens
1. To open afile, click on the Returns the Open dialog box.
Open tool = or choose
FILE, OPEN from the menu.
2. Click in cell you wish to add | Places the insertion point in the cell.

a formula for.

3. Type the formula, starting Excel uses color borders to indicate the
with the equal sign. cells that are referenced in the formula.
For example: If you cannot see color, the borders
still are helpful to verify that the
= + =+ .
ba+ca+d4 formula is correct.
A B I g [ D ] E [
| 1 |January Sales
i Fast North South Total
|4 |Richards [ 5000 30007 JAO0 ) =hd+cd+dd |
| & |Selenick T T
4. Click on the Enter ™ tool in | Tells Excel you have completed your

the formula bar.

entry for that cell and keeps cell E4 as
the active cell. Excel will calculate
using the formula and display the
formula answer in the cell as a value.

5. Check your formula in the
formula bar for accuracy. If
changes need to be made,
click in the formula bar to
place the insertion point and
make the changes. Then, click

on the green check mark .

You check for accuracy.
E4 A fe =B4+C4+D4
A B C D
January Sales

E

Total
i |

North South
5,000 3,000
1218 1,300 1732

Richards

1
2
3 East
4
5 |Selznick

6. To use the AutoSum tool,
click in the cell you wish to
add the formula for.

Places the insertion point in the cell.

AT,

t@:

When you enter a
formula in a cell, the
content of the cell is
the formula. The
value you see (the
answer to the
formula) is displayed,
but is not the
contents of the cell.

&2

,?,
=b5+c5+d5
and
=sum(b5:d5)
are the same
calculation.
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What you do

What happens

7. Click on the
=

AutoSum tool.

Excel types the formula to add the
numbers, using the function sum. The
formula you see is

=sum(b4:b9).

North
Richards 5000
Sefznick
Robbins
Welis
Brown
Riveland

3 000
1300
13,100} 13 200
2,000 E 2,000
1,200 ¢ 1200
300

| SUM{number1, [numberz], ...} |
Salesperson Average

Note that Excel draws a “marquee”
around the cells that are included in the
formula.

8. Click on the Enter " tool in
the formula bar to accept the
formula that AutoSum typed.

You accept the formula as correct. The
marquee disappears and the formula is
entered in the cell.

9. Sometimes, the “marquee”
area that Excel has selected as
the cells to include in the
formula are not the correct
cells. You can change the
marquee area and select the
appropriate cells.

=

Click on the AutoSum
tool.

Excel does not select the group of cells
that you want to add.

10. With the mouse pointer as a
white cross, drag across cells
that you wish to be included
in the sum. In this example,
we want to select cells B5
through D5.

Excel revises the formula to sum the
values in the cells that you selected.

A B [ D E
1 |January Sales
2
3 East North South Total
4 \Richards 5000 F 3000 3500 11,500
Elsetenick [ IE A0 1/37=5UMEEDE) |

11. Click on the Enter *_ tool in
the formula bar to accept the
formula that AutoSum typed.

You accept the formula as correct. The
marquee disappears and the formula is
entered in the cell.
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Part B: Learn About Functions

Excel includes over 300 preset formulas called functions. Functions allow you to
perform advanced calculations, such as finding the sum of a range of cells, averaging a
series of values, or calculating the monthly payment for a loan. For help to create a

formula that uses a function, click on the function tool ' in the Edit/Formula toolbar, or
use the Insert, Function command from the menu. In either case, the Insert Function
dialog box is displayed.

Insert Function @@
i Search for a Function:
Use thIS bOX to Type a brief description of what vou want ko do and then
search for click Go
SUQQGStionS of Or select a category: | Al A

functions that apply S

to your needs. For <
example, you might ACOS <

ACOSH — In the list of suggested
?{Sg:r?tintThen QggRESS functions, click on a
click on éo ! AREAS 2 function to see its
: Al description and syntax.
ABS{number}

Returns the absoluke value of a number, a number withaut its sign,

Help on this function [ 0K ][ Cancel ]

Functions consist of a name followed by one or more arguments in parentheses.
Arguments are usually numbers or cell references, but they may also be text. Arguments
can be quite complex, but in this course, you will be using simple ones like those in the

function in step 10 of your previous exercise. R
)7
Look at the parts of the formula that used a function in step 11. V\;Hen you enter a

formula in a cell, the
content of the cell is

=Sl]JM(B4ZBQ? the formula. The

‘ value you see (the

answer to the
. formula) is displayed,
Function name  Argument but is not the
contents of the cell.

The basic syntax for a formula that uses a function has three parts:
a. Equals sign
b. Function name - The function SUM adds the group of values listed within the
parentheses that follow.
c. Argument, enclosed in parentheses - In this formula, you see the argument
(B4:B9), which is read as B4 through B9.
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There are no spaces in a formula. This formula adds the values in cells B4 through B9.
The answer to the calculation is displayed in the cell B10, where you placed the formula.
Functions often include references to ranges. A range is a group of cells that all touch
one another and form a rectangle in shape. In your example, B4:B9 is the range of cells to

be added.

A range reference consists of two cell references separated by a colon, such as C3:G18.
C3 is the upper-left cell in the range and G18 is the lower-right cell in the range. A range
reference includes all cells within the range.

New Terms

Function

A function is a preset formula that performs calculations. Functions
consist of the function name followed by its arguments in
parentheses. Some common functions are the SUM, AVERAGE,
MIN, MAX, and COUNT functions.

Function Name

The function name appears immediately after the equal sign. It tells
Excel which function to apply to the argument in parentheses.

Argument An argument indicates the values or cells upon which a function
will act. Arguments are usually numbers or cell references, but
they may also be text.

Range A range is a group of cells.

Range A range reference is used in a formula or function to indicate a

References group of cells. Range references consist of two cell references
separated by a colon, such as C3:G18.

Colon Symbol A colon symbol inserted between two cell references in a formula
defines a range of adjacent cells. It means “through,” as in saying,
“cells C3 through G18.”

Syntax The syntax of a function refers to the order of the function's

arguments. In some functions, the order of the arguments
determines how Excel calculates the function.
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Step by Step — Type a Formula Using a Function

What you do

What happens

1. Click inside the cell where
you wish to add the function.

Places the insertion point in the cell.

The function is typed to add the range
of values in cells B6 through D6.

Excel will change the period to a colon
and will add the ending parenthesis.

2. Type the function. For
example:
=sum(b6.d6

3. Click on the Enter *_ tool in

the formula bar.

Tells Excel you have completed your
entry for that cell and keeps cell E6 as
the active cell. Excel will calculate
using the formula and display the
formula answer in the cell as a value.

4. Many times it is useful to
copy a formula to save time
and avoid typing the same
formula multiple times.
Place your mouse pointer on
the file handle (small black
square) in the lower right
corner of cell which contains
the formula you wish to copy
(in our example, cell E6).
When the pointer looks like a
thin black cross, hold down
the mouse button and drag
down to the last cell where
you want to copy the
formula to (in our example,
cell E10).

Copies the formula from cell E6 to
cells E7 through E10. This is called
AutoFill.

When a formula is copied down to the
next cell in a column, Excel changes
the formula by incrementing the row
reference by one. In this example,
=SUM(B6:D6) in cell E6 is copied to
the next cell down as =SUM(B7:D7).

5. You can also select the cells
to include in a function, rather
than typing the cell
reference(s) directly into the
function.

In this example, we will use
the Average function. Click
inside the cell where you
wish to add the function.
Begin by Typing the
function:

=average(
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6. Instead of typing the range (in
our example E4:E9), use your
mouse to select the cells

Excel types the range reference for
you. You do not need to type the

ending parenthesis.

E4: E9 M * X o fx =averageiE4.E9
A B [avERAGE(numberl, [numberz], ..} | E

1 |January Sales
2
E East North South Total
4 |Richards 5,000 3,000 35007 115007
5 |Selznick 1216 1,300 17324 42488
6 Robbins 13,100 13,200 13,200 § 39,500 §
7 |Wells 2,000 2,000 3500 75007
& |Brown 1,200 1,200 15004 359004
9 Riveland 200 300 80y 13504
10 22718 21,000 24,282 67 998
11
12 | Salesperson Average
13 [ge(E4ES ]

7. Click on the Enter *_ tool in | Accepts the typing and displays the

the formula bar.

answer to the formula.
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Part C: Use AutoCalculate

The AutoCalculate feature on the status bar allows you to perform a function without
inserting it into the worksheet. You can view the answer to common formulas without
typing the formulas or including the formulas in your worksheet. The common functions
that are available in AutoCalculate are: Average, Count, CountNums, Max, Min, Sum.

Step by Step — Use AutoCalculate

What you do What happens
1. Select the cells you wish to Selects the cells in the range.
autocalculate (average, sum,
count, etc.).
2. Look at the Sum value on the | Shows the sum of the selected cells in the
status bar. AutoCalculate area on the status bar.

2B

Sum= 135,996

3. Right click the Sum value on | Opens the AutoCalculate menu.
the status bar. Hore

Average

Counk

Count Mums

Max

Min
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What you do What happens
4. Point to and click Min. Displays the minimum value in the

AutoCalculate area on the status bar. The
function Min finds the smallest value in the cell

range.

Jurusary Sales

=B

Min= 200
5. Right click the Min value on | Opens the AutoCalculate menu.
the status bar.
6. Point to and click Max. Displays the maximum value in the

AutoCalculate area on the status bar. The
function Max finds the largest value in the cell
range.

(R — - )=
§ e

Max= 24,282

A Reference Guide for Formulas is provided in the Appendix of this manual.
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Formatting Worksheets

The following techniques will assist you in creating professional looking spreadsheets.

Step by Step - Format Numbers as Currency

What you do

What happens

1. To format cells:
First, select the cells.
Then, right-click and choose
Format Cells.
OR
From the menu, choose
Format; Cells.

The cells highlight. The Format Cells
dialogue box opens.

Alignment: Fonk Border | Patterns | Protection

Cateqgory: Sample

General 12,36

Currency Decimal places: |2 =
Accounking

Date

Time Use 1000 Separator ()
Percentage Megative numbers:
Fraction = .
Scientific -1,234.10

Text 1,234.10

Special

Custom (1,234,100

Mumber is used for general display of numbers. Currency and Accounting
offer specialized Formatting for monetary value.

2. Click the Number Page. Opens the number page which lists
number categories
3. Click Currency in the Selects the Currency format and

Category list box.

displays more options on the Number

Format Cells E E|
Mumber | alignment Font Border | Patterns | Protection
Cakegory: Sample
General $12.36
Currency Decimal places: |2 E
Accounting
Date Jymbol:

Tirne: § A
Percentage - "

Fraction Megative numbers:

Scientific -$1,234.10

Text 1,254.10

Special

Custam ($1,234.10)

Currency formats are used for general monetary values, Use Accounting
formats ko align decimal points in & column,
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What you do

What happens

4. To change the decimal place
of the figure, use the Decimal
Places field on the right side
of the Number page. Change
the decimal place to “2.”

Changes the selected information
decimal place.

5. Click the OK button. Closes the dialog box and applies the
Currency format to the selected cells,
as shown in screen shot.

6. An alternative method would | Changes the selected information

be to use the Increase
Decimal or Decrease
Decimal toolbar

MR
icon..— """ 1 and the

Currency Style icon

decimal place.

An example of formatted currency:

B3 Microsoft Excel - saraexcel3 =10f x|
@ File Edit Wiew Insett Format  Tools Data Window Help  Adobe fDF Type aguestionfor help » o & X
DFHRSERIFRISDA-F/2-C R -4 we v -of:nEm]
Al -0 -BFUSEEES$ % PR EE D-5-A-D
E15 - F 15064
: A [B ] c [ D e T 7 ] G [ A ] I
ZEXEE\ Step 3 Practice Sheet
| 3 |Creating Professional Looking Worksheets
| 4 | y
| 5 |
6 |Mames Large Numbers | Percentages  Currency Dates Notes
7
ESmnh‘ John 26987 0.45 $12.38 14172001
| 9 |lones, James 32147 016 $78.26 212001
| 10 [Maple, Ann B5710 0.48 $68.17 312001
| 11 [Castle, Pam 123987 07s $10.69 4412001
| 12 |Harcour, Larry 987123 012 §48.06 51142001
| 13 |[Exchange, Cynthia 456951 0.24 §14.39 8412001
| 14 |Market, Susan 3578 014 §78.14 7412001
| 15 [Elm,Nicole 1598 057 $158.64 1 8142001
| 16 |Cruise, Tom 55483 0.38 $784.03 941/2001
| 17 |Carey, Drew 125874 0.49 $318.00 10A/2001
| 18 [Hill Faith 658743 0.35 $761.86 11A/2001 [If you need to type a lot of text into the box, you will want to wrap text.
| 19 [O'Donnel, Rosi 65574 0.48 $75.21 12172001
| 20 |Henry, Ted 36987 087 §126625 141542002
| 21 [McBeal, Ally 20357158 0.38 §42.38 21572002
| 22 |Crane Fraiser 658741 0.21 $478.14 315/2002
| 23 |Cox,Courtney 3653851 041 §2148639 4A15/2002 e
| 24 |Schwirnrner, David 75315920 07 $1313.13 51572002
25 |Sullivan,Grace 32587 032 $957 23 B/15/2002
| 26 |lordan, Michael 45698 064 $693 .93 752002
| 27 |Pfiffer, Michelle 2015630 0.81 $250.25 8/15/2002
| 28 |Phillips, Stone 1268 019 317675 9/15/2002
| 28 [Walters, Barbara 368 0.43 $333.66 10/15/2002
| 30 [Clinton, Bill 41587 0.88 $777.93 11/15/2002
| 31 |Bush, George 3020540 046 §1,00001 12415/2002
| 32 |Gates, Bill 125874 0.z $500.05 1/20/2003
| 33 [Hawke, Ethan 90185 074 $111.44 242042003 -
i 4 v m}Sheet { Sheetz £ Sheets / 4] | L|JJ
Ready e
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Step by Step - Format a Percentage

What you do What happens
1. To format cells: The cells will highlight and the Format
First, select the cells. Cells dialog box opens.

Then, right-click and choose
Format Cells.

OR

From the menu, choose
Format; Cells.

2. Click on the Number Page. Takes you to the number Page.

Alignment Fark Border | Patterns | Probtection

[t A Sample

General 12.38

Currency Decimal places: |2 E
Accounking

Date

Time Use 1000 Separator ()
Percentage Negative numbers:
Fraction =g !
Scientific -1,234.10

Text 1,234.10

Special

Cugtom (1,234,100

Mumber is used For general display of numbers. Currency and Accounting
offer specialized Formatting For monetary value,

3. To format the number as a Selects the Percentage format and displays
percentage, select Percentage | the option for decimal places on the right
from the Category list box. side of the page.

Mumber | Alignment Fant Border | Patterns | Protection
Category: Sample

General

Mumber

Currency Decimal places: |2 E
Accounting

Fraction
Seientific
Text
Special
Cuskam

Percentage formats mulkiply the cell value by 100 and displays the result with
a percent symbaol,

[ Ok ] [ Cancel
4. Change the decimal place Default is set to 2 decimal places.
field to zero.
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An alternate would be to click
the Percent Style icon on the

toolbar e

Applies the new format to the cell, as
shown in screen below.

Click the Save icon.

Saves the workbook.

Aol FOF

An example of a formatted percentage:

] B B Wew et Fgwel Joh Qote weden 3
DS H3L A TR ADA-F -
el =« B0 EEWE S

o] - & 5%

AR
eIk

A 1 [
i

2 | Excel Stop 3 Practics 5
3 | Cramting Protesssonsl Losking Workihast

5 EEREE B
TR

§
5y

RiCCEEIFEE RS

Hawie, Ethan
A r W Sheats S Taer [ Swatd [

£

i you e 10 1ype 3 It o1 bext into S box, you wil want b3 wrap Test
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Step by Step - Format Dates

What you do

What happens

1. To format cells:
First, select the cells.
Then, right-click and choose
Format Cells.
OR
From the menu, choose
Format; Cells.

The cells will highlight and the Format
Cells dialog box will open.

2. Click on the Number page.

Take you to the Number page.

iMumber | Alignment | Fort Barder | Patterns | Protection
Cateqgory: Sample

General 12.36

Currency Decimal places: |z E
Accounking

Date

Time Use 1000 Separator ()
Percentage Megative numbers:

Fraction i !

Scientific -1,234.10

Text 1,234.10

Special

Custom (1,234,100

Mumber is used for general display of numbers. Currency and Accounting
offer specialized Formatting For monetary value,

3. Click Date in the Category
list box, and then click on
your choice from the Type

Selects the Date category, and then
selects the new date format.

I ISt bOX Murnber | Alignment Fort Border Patterns | Protection

Category: Sarmple

General

Number

Currency T

Accounting 30141200

w *nesdyj March 14, 2001

Percentage gﬁ:‘”m

Fraction 031401

Scientific 14-Mar

= 14-Mar-01 v

Cﬂzgloam Locale (location):

English {United States) v

Date Formats display date and time serial numbers as date values, Except For
items that have an asterisk (*), applied formats do not switch date orders
with the operating syskem.

4. Click the OK button. Closes the dialog box and applies the
change to the dates in the selected
cells.

5. Click the Save icon. Reveals the worksheet, and then saves

the workbook.
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T,
An example of a change in the date format: Q)7
Bt e =lsi> L
e e~ salOCE] *" When the number sign is displayed across
] cw -/ B s g EERN s s AR N-A-

o g v B _ ——_ thecell, it means that the column is not
: ~wide enough to display the cells contents.
Increase the column’s width.

\ One way to increase the column’s width is

to place your mouse pointer in the column

e Neader on the dividing line between the
columns. When your mouse pointer is on
the dividing line, it becomes a double-

headed arrow + . Hold down the mouse
button and drag the dividing line to the
right, until you have the width you need.
Then let go of the mouse button.

ST 1 i
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Step by Step - Align Text

By default, Excel left-aligns text and right-aligns numbers, but you can change the
alignment of any cell. The contents can be left aligned, right aligned, centered, or
justified. You can also center the contents of a cell across an entire range of cells.

What you do What happens
1. Select the cells you want to The cells will highlight.
format.
2. In the formatting toolbar, click Per your selection, Excel
on the icon for the type of will realign your selected
alignment you want. cells.

left align, ceinter, or right align.

An example of the re-aligned cells:

Right-aligned Centered Left-aligned
Names Large Numbers Percentages  Currency Dates
Srnith, John 2R087 45% $12.35 January 1, 2001
Jones, James 32147 16% $78.26 February 1, 2001
Maple, Ann Eav10 48% §B53.17 March 1, 2001
Castle, Pam 123987 78% 1068 April 1, 2001
Harcourt, Larry 987123 12% F45.06 May 1, 2001
Exchange, Cynthia 457951 24% $14.39 June 1, 2001
Market, Susan 3578 19% §78.14 |July 1, 2001
Elm Micole 1508 57 % $158.64 |August 1, 2001
Cruise, Tam BA459 6% $7584.053 September 1, 2001
Carey, Drew 126874 49% $318.00 | October 1, 2001
Hill F aith QREE743 35% §761.85 Movember 1, 2001
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Step by Step - Merge Cells and Center Text

What you do What happens
1. Select the cells you want to The cells will highlight
format.
2. Click on the toolbar icon, Per your selection, Excel will

Merge and Center, to merge | merge your selected cells.
the cells into one larger cell
and then center the text
within the larger cell.

|

Note: You can unmerge cells
by clicking on the Merge and
Center tool again.

An example of merged cells with text centered:

A | B | C | D | E | F G
1
| 2 Excel Step 3 Practice Sheet
| 3 | Creating Professional Looking Warksheets
] —
| 5 |
5] Names Large Mumnbers Percentages  Currency Dates Notes
7
| &8 | Smith, John 2B987 45% $12.36 Janoary 1, 2001
EN Jones, James 32147 16% $78.26 February 1, 2001
| 10 | Maple, Ann 55710 48% $65.17 March 1, 2001
| 11| Castle, Pam 123987 78% F10.68 April 1, 2001
|12 | Harcourt, Larry 987123 12% $458.06 May 1, 2001
| 13| Exchange, Cynthia 456951 24% $14.39 June 1, 2001
| 14 | Market, Susan 3578 19% $78.14 July 1, 2001
| 15 | Elm Micale 1558 a7 % $158.64 August 1, 2001
| 16 | Cruise Tom E5489 36% $784.03 Septerber 1, 2001
|17 | Carey, Drew 125874 49% $318.00 October 1, 2001
| 18 | Hill Faith 9658743 35% $761.86 |Movernber 1, 2001 [If you need to type a lot of text int
|15 | O'Donnel, Rosi B5874 46% $75.21 December 1, 2001
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Step by Step - Wrap Text within a Cell

The Wrap Text option specifies that text in the selected cell will break into lines within a
cell.

What you do What happens

1. Select the cells you want to The cells will highlight.
format.

2. Right-click, then trace to and | Opens a shortcut menu, and then opens
click Format Cells. the Format Cells dialog box.

Alignment Fant Eorder | Patterns | Protection

Category: Sample

Number
Currency
Accounting
Date

Tirne
Percentage
Fraction
Seientific
Texk
Special
Custom

General format cells have no
specific number format,

3. Click the Alignment Page. Opens the Alignment Page list.
4. Under Text Control, select Selects the Wrap Text category.

the checkbox for Wrap Text

Mumber | Alignment Fonk Border | Patterns | Protection

Texk alignment Crrienkation
Horizontal: * .
General - L
Vertical: 0%

Bottom A

2t contral *

0 3| Degrees

[ Merge cels
Right-to-left

Texk direction:

Context .

5. Select OK Return to your spreadsheet, and your
selection of cells will be using word
wrap.
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An example of unwrapped text: An example of wrapped text:

Motes

Motes

If you need to type a lot of text
into the bo, you will want to
[wrap text..

||_\_f vou need to type a lot of text irko the box, you will want to wrap text...
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Step by Step - Change Font and Font Size

What you do

What happens

AT,

1. Select the cells that you want
to make a font change to.

Highlights the cells.

:Q,.):
To quickly move to
a particular font

2. Click the Font down-arrow
on the Formatting toolbar,
then scroll down and click
Times New Roman or
whichever font you want.

Arial -

Opens the Font list box, then
scrolls down the list and
changes the text to Times
New Roman or the desired
font.

within the font drop
down list:

Click on the drop
down arrow.

With the list
displayed, type the
first letter of the

3. Click the Font Size down-
arrow on the Formatting
toolbar, and then select the

Opens the Font Size list box,
and then increases the font
size.

font’s name.
Scroll if needed.
Click on the font’s

size.
0 - name.
An example of a changed font:
A [ B ¢ [ b [ E ] F I G

Excel Step 3 Practice Sheet

Creating Professional Looking Worksheets

1 G'.I|U"I|-b- [} [} |—L

Mames Large Mumbers Percentages  Currency Dates MNates
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Step by Step - Apply Bold and Italic Styles

What you do What happens
1. Select the cell that you want | Selects the cells.
to change.
2. Click the Bold icon on the Applies bold formatting to
Formatting toolbar. the selected cells.
B
3. Select the cell that you want | Selects the cells.
to change.
4. Click the Italics icon on the Applies italic formatting to
Formatting toolbar. the selected cell.
¥
5. To bold or italicize non- This will highlight the

connecting cells, click CTRL
and click on the various
desired cells to highlight them
and then use the Bold or
Italics icons.

random cells to which you
want your formatting applied.

An example of Bold Formatting:

A [ B ] C [ D [ E [ F [ G

1

2 Excel Step 3 Practice Sheet
|3 Creating Professional Looking Worksheets

4

5 |

B Mames Large Mumbers Percentages  Currency Dates Notes

7
=N Smith, John 2R957 45% $12.36 | January 1, 2001
| 9 | Jones, James 32147 16% $78.26 February 1, 2001
| 10| Maple, Ann BE710 48% $65.17 March 1, 2001
| 11| Castle, Pam 123987 8% F10.65 April 1, 2001
| 12 | Harcourt, Larry 957123 12% $45.08 May 1, 2001
| 13| Exchange, Cynthia 456951 24% $14.39 | June 1, 2001
| 14 | Market, Susan 3578 19% §78.14 July 1, 2001
| 15 | Elm, Micale 1558 a7 % $158.64 August 1, 2001
| 16 | Cruise, Tom E5489 36% $784.03 Septernber 1, 2001
|17 | Carey, Drew 125874 49% $318.00 October 1, 2001

If you need to type a lot of text
into the box, you will want to
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Step by Step - Change Text Color

What you do What happens

1. Select the cells that you want | Selects the cells.
to make a font color change
to.

2. Click on the Font Color icon, | Opens the Font Color palette,
then click the color of choice | and changes the color of the
A - text in the selected cells to the
= chosen color.

The Color Palette:

||! Automatic |
EEEEEEER
EEEEENREN
HOCONEO

B[] 5[] mEue
B L PR
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Step by Step - Apply a Single Border

What you do What happens

1. Select the cells that you want | Selects the cells.
to add a border to.

2. Click Format, then trace to Opens the Format menu, and
and click Cells. then opens the Format Cells

dialog box.

Click the Border tab. Reveals the Border card.

4. Click the desired Border Applies a border to the
icon(s) in the Presets area bottom of the preview image
(None, Outline, or Inside) and | in the dialog box, as shown
the Border section. below.

5. Select the Style of Border Applies the style to the border
from the Line section.

6. Click the OK button. Closes the dialog box and

applies a single border to the
bottom of the selected cells.

Presets

Border

The Border Card with the Presets, Border and Style areas marked:

Presets

>

Border

>

Format Cells

2]
Mumber l Alignment l Font Baorder I Patterns ] Protection ]
Line
D | Stvle:
More  ===—-=- -
Mone Qutline  Inside _— Stvle
Text Tewt || e
Colar:
Autornatic
i I I
The selected border style can be applied by dlicking the presets, preview
diagram ar the butkons above,
[8]4 | Cancel
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Step by Step - Apply Shading

What you do

What happens

1. Press Ctrl+Home, and then
click the Select All button~{{_|
is the gray colored rectangle |7
at the junction of the row and

the column headers.)

An alternative method is to
press Ctrl +A. or select the
cells that you want to shade.

Moves to cell Al, then selects the entire

worksheet or the cells highlighted.
o A | B | c |

Excel Step 3 |

1
2

Ex Creating Professiona
4

|5
B Mames Large Numbers
7

8|

Smith, John 26587

2. Click Format, then trace to

and click Cells.

Opens the Format menu, and then opens
the Format Cells dialog box.

3. Click the Patterns tab. Reveals the Patterns card.

4. Select the color you wish to Shows a preview of how the color will
use. Select a pattern from the | appear in the worksheet.
Pattern dropdown, if desired.

5. Click the OK button, then Closes the dialog and applies the color to

click cell Al.

the worksheet, then selects cell Al.

The Cell Shading Color Palette and Patterns:

Format Cells 7]

Wumber | Aigrment | Fort | Bordsr  Patterns | Protection |

| tedor |

EEEN
HEEN
EOON

omm

EEE
EEE
EEE
EOOEDOEED
|

e
L (TTTTTTTTITITITRS

OK Cancel I

N4

'Q,.):

After shading is
applied to the
worksheet, the
gridlines are no
longer visible.
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Step by Step - Create a Custom Footer

What you do What happens
1. Double-click on the View option | Returns the Page Setup dialog
from the Menu bar. box.
oy, @l
|'\Mr Hargies | | Masder T ooter et -
[_Frink Freviews |
= o Coes
[_gustom Header J ot Frcler ]
2. Click the Custom Footer button. | Opens the Footer dialog box.
3. Type your footer in the Left, Enters the text.
Center, and/or the Right sections
list boxes.
4. If you want to add page numbers, | Moves the insertion point to

then type Page in the Right
section list box.

the Right section list box, and
then enters the text.

5. Enter a space, and then click the | Enters a space after Page, and
Page Number icon. then inserts a placeholder for
the page number.
6. Click the OK button in the Closes the Footer dialog box

Footer dialog box.

and displays the new footer in
the Page Setup dialog box.

7. Click the OK button in the Page
Setup dialog box.

Closes the Page Setup dialog
box and shows the worksheet
in Print Preview.
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An example of the entry for a custom footer:

Header 7| x|
To format text: select the test, then choose the fork button, =
Ta e path, Fienae, or teb nams: position the

4l /g ol allol @2

b o wopriate button. Cancel
Toinsert t Picture button, T format your picture, place the
Left section; Center section: Right section;

Prepared by J_Anderson |j Accounting Dept ﬁ Page &[F‘aga]E
T, The header and footer will now show up on any new pages that
:@: are printed from the Sheetl worksheet, but they will not appear
£ on the other worksheets in the workbook. To set headers and

footers for the other worksheets, click the sheet tab for the
worksheet you want to print, then open the Page Setup dialog

box and use the Header/Footer card to apply headers and
footers.

If you want to use the same header or footer on more than one
worksheet, first, select the worksheets you want to include.?

Then, open the Page Setup dialog box and setup the header or
footer.

2 To select more than one worksheet, hold down the CTRL key and click on the sheet tab for each of the
sheets that you want to select. The sheet tabs will appear as active, in white.
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Step by Step - Preview the Worksheet

What you do

What happens

1. Click File, then trace to and
click Print Preview.

Opens the File menu, and
then displays the worksheet in
Print Preview mode.

2. Move the mouse pointer over
the page.

Changes the mouse pointer to
a magnifying glass pointer.

3. Click the title (or anywhere)
on the worksheet.

Zooms in on the worksheet.

4. Click the worksheet again.

Zooms out to a full-page
view.

5. Click below the scroll box on
the vertical scroll bar.

Shows the contents of the
second page.

6. Click the Close button on the
Print Preview toolbar.

Closes Print Preview and
returns to the worksheet.

An example of Print Preview:

e Lare Mambets  Percentiges
smit, John L 5%
Jawes Janes 214 5%
HMapls, 2nn 70 5%
Cacte, Pam 123687 8%
Harcourt, Larry Q&7 123 %
Ecclaige, Cynti b 155051 4%
Maiket Staa 3578 0%
Ein Nkak 155 7%
Ciike Tom LT 0%
cary, Dew 125874 4%
HilLFalty 9BITLS %
o'Donel, Rasl 5871 5%
He ary, Ted B %
Mekeal Al 20357 158 %
Craw Fraker a7l 21%
CorContey 360651 14
Schwmmer, Davkl 315520 0%
Sallka 5 race 0256 %
Jowdar, HEkael [EEE 4%
P, MEde Ik 2015830 1%
PRIIps ST1e 125 0%
Wale 1z, Babara 350 3%
Clner, B 1l usE 6%
Bash, Geonp 3050 5%
Gates, Bl 125874 0%
Hawke ,Etiay wiEs T4
Comery, Sear 433 k3
Shatra, Fraik EE 7%
Watthe w, Dau e 8540123 4%
Pan, PeBT 1258 3%
Dck, Daty; 3697510 5%
Movse, Mikey GE1532 10350 %
Movze, Mk 21T %
Eown,Clak 215 3%
Smpeon. Marg 5871 0%
Me miakl, Lt 283014 0%

Ed Microsoft Excel - saraexcel3
[Hext: Previous Print... | Setup... Marginsl PagaEreakPreviewl Closel Help |

Excel Step 3 Practice Sheet

Creating Professional Look ing Work sheets

Cumnoy Daes

Hotes

F1236 Janvay 1, 2001
§7825 Febniary 1,2001
FEEAT Marchk 1, 2001
F1058 Apill 1, 2001
B0 May 1,2001
F1430 Jne 12001
FTEAL Dy 1, 000
FISEEL Avgest 1, 2001
FEAO05 September 1, 2001
§31800 October 1, 2001
ifyon eed b kpe a btof et
W e bar, yon wilwaite wiap
FE1EE Nowember 1, 2001 Bt
§7521 December1, 2001
F126525 Janvary 15,2002
F4235 Febniary 15, 2002
FTEIL March 15 002
850 Apil 15,2002
F1313.43 May 15,2002
ET23 Jue 15, 202
FEA999 Nl 15,2002
3025 Aagst 15, 2002
FITSTS September 15,2002
§33365 Gctober 15,2002
FT799 Nowember 15, 2002
FI 00001 December 15,2002
0005 Jan vary 20,2003
S Febriary 20, 2003
FI6T5 March 20, 2003
32198 Apill20,2003
3125 May 20, 2003
F236 Juee 20, 2003
FI255 Dy 20,2003
$300 Aagestan, 003
T 163 September 20, 2000
FA5.47 October 20,2003
F5101 November20, 2003
§9355 December20, 2003

Preview: Page 1 of 1

CAPS
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Step by Step - Change Page Orientation and Scaling

What you do What happens
1. Click on the Print Preview The Print Preview view is
[& displayed.

icon in the toolbar =— .

If there is more than 1 page
use the Next button on the
toolbar to see the next page.

2. Click on the Setup button in | This works the same as File,
the toolbar. Page Setup to return the Page
Setup dialog box.
3. Select the Portrait option in | Specifies that the page will be
the Orientation section. wider than it is tall.
4. Select the Fit to Option in Specifies that the worksheet

the Scaling section.

will be sized to fit on one
page.

5. Click the OK button.

Opens the Print Preview
window and shows that the
worksheet now fits on one

page.

6. Click on the Close button or
the Esc key to return to the
sheet.

The sheet displays.

An example of scaling:

4 Microsoft Exc: - Stey s uls
fiext || [Erevio i| Print.. | Setup..| Margins | Page BreakPreview | Close Help

Preview: Page 1 of 1
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Step by Step - Set Page Margins

What you do What happens

1. Click File on the menu bar, Opens the File menu, and
then trace to and click Page then opens the Page Setup
Setup. dialog box.

2. Click the Margins tab. Reveals the Margins card.

3. Double-click in the Left text | Selects the text in the Left
box, then type 1, or the text box, and then sets the left
desired spacing. margin to 1 inch.

4. Press the Tab key, and then Selects the text in the Right
type 1, or the desired spacing, | text box, and then sets the
in the Right text box. right margin to 1 inch.

5. Click the OK button. Closes the Page Setup dialog
box and shows the worksheet
in Print Preview mode with
new margins.

Fage %MargiHSEl Header,l'F-:n:nterl Sheet |

Top: Header: Brint |

Prink Prewviews |

Options. .. |

Left: Right:

A 4

Eottorm: Foaker:
|1 5" IEI.S 5"
Cenkter on page
™ Horizonkally [~ Yertically
o, I Cancel
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Step by Step - Adjust Centering

What you do What happens
1. Click File on the menu bar, Opens the File menu, and
then trace to and click Page then opens the Page Setup
Setup. dialog box.
2. Click the Margins Tab. Reveals the Margin Card.
3. Select the Horizontally and Specifies that the worksheet

Vertically options in the
Center on page section.

will be centered on the page
and adjusts the preview image
to show the change.

4, Click the OK button.

Returns to Print Preview and
applies the changes.

An example after adjustment for centering:

Torr Yearkanmr Faranl

Fualbly Edim drs  YERR©

ZpeL zasyEsn

n
wien

Bl X e
%

this manual.

A Reference Guide for Printing Large Worksheets is provided in the Appendix of
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Page Breaks

Step by Step - Insert A Page Break
You can insert page breaks to make the printed copy of the worksheet easier to read. You
must have a printer driver installed on your computer if you want to perform printing-

related tasks in Excel.

New Terms
Page Break Use page breaks to tell Excel which rows and/or
columns are to be printed on a page.
Page Break Use the Page Break Preview command on the
Preview View menu to see how the pages and page breaks
Command will be formatted when the worksheet is printed.
What you do What happens

1. Click the row heading where | Selects the row below where the page break will go.

you wish to place the page

break.
2. Double-click Insert on the Displays the expanded Insert menu, then inserts the

menu bar, then trace to and
click Page Break.

page break above the selected row.

3. Click View on the menu bar, | Switches to Page Break Preview and opens the
then click Page Break Welcome to Page Break Preview message box.
Preview.

4. Click the OK button in the Closes the Welcome to Page Break Preview message

Welcome to Page Break
Preview message box.

box and displays the worksheet showing the current
page breaks, as well as the newly added page break, as
shown in screen shot on the next page.

Welcome to Page Break Pre E[

You can adjust where the page breaks are by
clicking and dragging them with your mouse,

I Do nat show this dislog again. :

5. Click View on the menu bar,
then trace to and click
Normal.

Returns the worksheet to the normal view.
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& B [ D | E F G H J K L Mo
1 Last Updated 10472003 10 34; —
2 PRO.JECTS 1
3 [Client: Project: Total Budget Status 1
4 |Griffith Construction Home remadeling On Time 1
3 [Copeland Studios 10th anniversary ©On Holdd [}
6 |Matrazzo, Fazio & Dohanich  Personal injury cases On Time |
7 |LeDonne, Edward Golt Academy On Time :
] est, Jennifer Esg. Entertainmert law Prelim I
9 |Szabo's Pizza Under vy managament Complste |
10 [Townsend Glass e PO et CAmp&igr Behine 1
11 |Lennon Engineering StotkholoertioticE on Time [}
12 |McCoy Music Guitar sale Complste |
13 Manhstter impotts Mewy location On Time :
14 |Lambert Hardware Enwl of season salz Preim I
15 |Beckert & Kinsey Strategic Internet Services Behin 1
16 |Calahan Brothers Carpet sale Prelim 1
17 |Sweyrydenko, Matthias Ukraine Society celshration on Time [}
16 |Camp, James & Assoc Tax law changes On Hold |
19 [Catanzarie's Gym Metmbership dizcourt Qn Time !
[l Danes Securityine, Corporate security training On Time H 1
21 [Docchio, Dr. Chris “ision exam discount On Time 1
22 |Hartwvick Homes Mewy floorplans ©On Hold 1
23 |Krud, Dr. Christy Chiled heatth screening on Time I
24 |Nagel's Customs Autn upholstery Complste 1
25 |Mewy Brighton Suto Wiorks, Ltd.  Clagsiscar shovwe series Prelim :
26 |Perring & Baskovic PR Silver Anil & ard On Time 1
27 [Spratt-Enoelman “ideo profuction services On Time 1
28 |
23 - |
an Jennifer Gall:]:Annnurd Manager 1
o CAPS Advertising |
32 :
35 [ L
34
33
36
37 =
3B

\:n <+ »]\Current Projects / Budget / Ad Placement 4 Production / Sheetl / Prospects # Finance £ | 1 \ ‘

The Page Breaks Inserted Above Row 20

Step by Step - Move Page Breaks in Page Break Preview

What you do

What happens

Click View on the menu bar,
then click Page Break

Preview.

Switches to Page Break Preview and opens the
Welcome to Page Break Preview message box.

To remove the extra page,
(page 3 in our example),

Moves Page 1 and Page 2 horizontally, and removes
excess pages of 3 and 4.

place cursor on vertical blue
dotted line and drag to the
right to meet the end of page
3.

To adjust Page 1 and Page 2
vertically, place cursor on
solid horizontal line (at row

20) and drag to above row 25.

Moves Page 1 down to row 24 and Page 2 to start at
Row 25.

Click View on the menu bar,
then trace to and click
Normal.

Returns the worksheet to the normal view.
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Step by Step - Remove A Page Break

New Terms
Remove Page Use the Remove Page Break command on the
Break Insert menu to remove a page break from the
Command current worksheet.
What you do What happens
1. Click the Print Preview Opens Print Preview showing the first page of the
button on the Standard worksheet.
toolbar.
2. Scroll down. Shows the second page of the worksheet.

Click the Close button.

Closes Print Preview.

Click the row heading below
where the page break will go.

Selects the row below the page break.

5. Click Insert on the menu bar,
then trace to and click
Remove Page Break.

Removes the page break from the worksheet, as shown
in screen shot.

6. Click the Save button. Saves the workbook.
A B C ] E F G H |
1 Last Updated | 10/1/2003 10:34 il
2 PRO.JECTS
3 Client: Project: Total Budget Status
4 Grifith Construction Home rermodeling On Time
5 Copeland Studios 10th anniversary On Hold
6 Matrazzo, Fazio & Dohanich Personal injury cases On Time
7 LeDonne, Edward Golf Academy On Time
g ‘West, Jennifer Esq Entertainment law Prelim
9 Szabo's Pizza Under new management Complete
10 Townsend Glass Mew product campaign Behind
11 Lennon Engineering Stockholder Notice On Time
12 McCoy Music Guitar sale Complete
13 “anMatter Imports Mews location On Time
14 Larnbert Hardware End of season sale Prelirm
15 | Beckert & Kinsey Strategic Internet Senvices Echind
16 |Callahan Brothers Carpet sale Prelim
17 Swyrydenko, Matthias Ukraine Society celebration On Time
18 Camp, James & Assoc Tax law changes On Hold
19 Catanzarite’s Gym Wernbership discount On Time
20 Danes Security Inc Corporate security training On Time
21 |Docchin, Dr. Chris Yision exam discount On Time
22 Hartwick Homes Mew floorplans On Hold
23 Krut, Dr. Christy Child health screening On Time
24 MNagel's Customs Auto upholstery Complete
25 New Brighton Auto Works, Ltd.  Classic car show series Prelim
26 |Perrine & Baskovic PR Silver Anvil award On Time I _l
27 Spratt-Engelman Yideo production services Qn Time
28
29 8 -
an Jennifer Galllu:ih:cuum Manager
e CAPS Advertising
:74 » » N Current Projects  Budget / Ad Placement £ Production f Sheet1 § Praspects £ Finance £ |« | o[

The Worksheet After Removing The Page Break
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Using Comments

Step by Step - Add A Comment

Comments are notes that you can attach to individual cells on a worksheet. You can use
them to provide instructions, to explain a particular section of a worksheet, or as a
reminder. Cells with comments have a small triangle in the upper-right corner. When
you place the mouse pointer over the cell, the comment appears in a text box next to the
cell. The name of the person who added the comment appears in the text box, so
comments added by other users in a shared workbook are easy to identify.

New Terms

Comments Comments are notes that you can attach to
individual cells on a worksheet. Cells with
comments have a small triangle in the upper-right
corner. Comments appear when you place the
mouse pointer over the cell.

Comment Use the Comment command on the Insert menu to
Command begin entering a comment for the selected cell.
What you do What happens
1. Click the cell where you wish | Selects the cell.
to add a comment.
2. Double-click Insert on the Opens the Insert menu, then shows a comment text
menu bar, then trace to and box for the selected cell.

click Comment.

it £ 1 T, r W e ol

Software Training
Services:
3. Type the comment in the Enters the comment in the comment box.
comment text box. e
Services:
Hrew extension will be
1217
4. If you select another cell, the | Selects another cell and hides the comment.
comment will be hidden. By
default, a small red triangle in
the upper right corner of the
cell indicates the existence of
a comment for the cell.
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Place the mouse pointer over
the cell where you just added
the comment. The comment
will appear.

Shows the comment for the cell, as shown in screen

shot.

E | F | G | H | | | J K | L | M | I | i
| 1 |StateOrProvince PostalCode CompanyName Title WorkPhone WorkExtension MobilePhone [FaxNumber EmailName LastMeetingDate Conta
| 2 |IL 55511 Channel 11 Advertising Coordinator 3035551212 184 3035551209
| 3 |IL 556511 Channel 13 Advertising Coordinator 3035558689 «141 3035556500
| 4 |IL 55511 Channel & Advertising Specialist | 3035552360 x245 3035552366
| 5 |IL 55511 Channel 7 Advertising Director 3035551133 %360 Goftware Training 03
| B |mI 33322 AutovWeekly Advertising Editor 2025554518 |x21? ! Services: 09
|7 IL 55511 City Tribune Advertising Manager 3035555050  «340 new extension will be (i}

L6 L 55511 Daily Journal Advertising Director | 3035554990 %203 217. 09
| 9 JIL 55671 Garden Gazette | Advertising Editor 3035557700 111 F17
10
|11
|12 |
113
| 14 |
|15 |
| 16 |
|17 |
| 18 |
18]
20
The Comment Added To Cell J6
AT/ To print the comments in a workbook, click File on the
- A M
@ menu bar, then trace to and click Page Setup. In the A2

Page Setup dialog box, click the Sheet tab, then use the

comments down arrow to select whether the comments
will print at the end of each worksheet or as they are

displayed on each sheet.

t@:

You can also add a
comment by right-
clicking a cell, then
tracing to and
clicking Insert
Comment.

Ver. 2005.11.30

Page 69

Information Technology Services
©2005 The University of Akron. These materials may not be reproduced in whole or in part without the express
written permission of The University of Akron



Excel 2003 The University of Akron

Step by Step - Hide or Display Comments and their Indicators

What you do What happens
1. On the Tools menu, click Opens the Options dialogue box. Displays the View
Options, and then click on tab.
the View tab.
2. To hide comments, even The Option box:
when you rest the pointer opions 2]

over the cells that contain
them, and also clear the
comment indicators in the

International | Save | Error Checking | speling | Security I
Caleulation | Edit | General | Transition | Cuskom Lists | Chatk

Show
corners Of the Ce"S' seleCt W Startup TaskPane W Formula bar W Skakis har v Windows in Taskhar

None under Comments.

Comments

" Mone % Comment indicator anly " Comment & indicator

3. To display comments when _
you rest the pointer over cells lieis
that contain them, and also  show al € Show placsholders  Hide all
show the comment indicators, | = "o orters .
select Comment indicator 4 Page breaks [ [ L L U P [

[~ Formulas W cutline symbals W yertical scroll bar
0I’]|y v Gridines v Zero values [V sheet tabs
4 TO dISp|ay bOth Comments Gridines golor:l Automatic Yl
and indicators regardless of
mouse position, select
Comments & indicator. o I
7

¥ You can also hide
an individual comment by
right-clicking the cell,
and then clicking on Hide
Comment.
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Step by Step - Edit A Comment

New Terms
Edit Comment Use the Edit Comment command on the Insert
Command menu to begin editing the comment for the

selected cell.

What you do

What happens

1. Click the cell with the

Selects the cell, opens the Insert menu, then selects the
comment box on the worksheet.

comment you wish to edit,
double-click Insert on the
menu bar, then trace to and
click Edit Comment.

2. Edit the comment as needed. | Modify the comment.
A B D E F G H 1 i =
1 |FirstName LastName Address City StateOrProvince PostalCode CompanyName Title WorkPhone WorkExtensic 4 Y/
2 Rick Bowman 1854 Media Center Parkway |Jefferson IL 59511 Channel 11 Advertiging Coordinator 3035551212 k184 N -
3 Karen Fisher 7000 Bridlewood Blvd Jefferson | IL 55511 Channel 13 Advertising Coordinator 3035558889 w141 'Q) &
4 Melissa  Stevenson 5201 Commerce Way oo Tr i 4855511 Channel § Advertising Specialist 3035562360 245 5
5 Mark Dobson 900 Woodford Dr. Services: 55511 Channel 7 Advertising Director 3035551133 ¥360 -
6 [Bridget  McDonald 1950 Hudson St s of Aprl 18, new 33322 AutoWeekly  Advertising Editor 026564618 ¥217 You can also ed|t a
7 Darrell Williams 11440 Ellington St ;dd;:svsdwg';edﬁzm 55511 City Tribune Advertising Manager 3035555050 340
8 Wendy Sorensen 1600 Park Lake Dr orth wno the., 55511 Daily Jourmal Advertising Directar 3035554990 %203 1 _
9 Jack Davis 2344 Plant Rd. 55511 Garden Gazette  Advertising Editor 3038557700 x111 Comment by rlght
10 - -
i clicking the cell, then
12 .
13 tracing to and
T . . .
12 clicking Edit
17
18 Comment.
19
20
21
22
23
24
25
26
27
28
29
a0
3
W " Chartl J Sheetl £ Placements £ Procedure '} Contacts { Schedule / [«] 2l
The Edited Comment
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Step by Step - Remove A Comment

New Terms

Comments Use the Comments command on the Clear
Command submenu to remove comments from the selected
cells.

What you do What happens

1. Click the cell which the Selects the cell.
contains the comment you
wish to remove.

2. Click Edit on the menu bar, Opens the Edit menu, opens the Clear submenu, then
trace to Clear, then trace to removes the comment indicator from the cell.
and click Comments.

J6 =] =| x217
F | B | H | [ | J |

| 1 |PostalCode CompanyMame Title WorkPhone |WorkExtension I

| 2 [55511 Channel 11 Advertising Coardinator 3035551212 |x154

| 3 [55511 Channel 13 Advertising Coardinator 3035555589 |x141

| 4 [55511 Channel 5 Advertizing Specialist | 3035552360  x245

| 5 (55511 Channel 7 Advertising Directar 3035551133 |x360

| 6 |33322 Autovveekly Advertising Editor 2025554615 |x21? !

| 7 [55511 City Tribune Advertising Manager 3035555050 | x340

| B |55511 Daily Journal Advertising Director 3035554950 x203

| 9 55511 Garden Gazette Advertising Editor 3035557700 (%111

The Comment Removed From J6

NS
,Q)V
11

You can also remove
a comment by right-
clicking the cell, then
tracing to and
clicking Delete
Comment.
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Charts

A chart is a visual representation of numeric values. Once a worksheet is finished, you
can use it to generate charts. Excel can create dozens of different types of charts,
including column, bar, line, pie, scatter, area, and surface charts. Displaying data in a
well-designed chart can make the numbers more meaningful.

Charts are an alternative way to communicate what
the numbers in a worksheet are stating. Charts are
effective for making comparisons, analyzing data,
and showing trends. For example, you might include
a bar chart in a report to show how this term’s
enrollment compares to last term’s enrollment or you
could create a pie chart that shows the percentage of
students by declared major.

$120.00

$100.00

$50.00

$50.00

$40.00

$20.00
4

Prices

|
{ﬂ:

Tile  “inyl “Wood Brick Carpet

To create a chart, you select the cells that contain the data you want to include in the

chart, and then click the Chart Wizard tool L1} on

Expenses the Standard toolbar to begin creating it. You can
BExpenses choose the type of chart you want, apply visual
B Hardware effects, add titles and data labels, and change colors
Ef;;‘;";fppm and borders. If the data in the worksheet changes,
m Printing the chart will automatically update to reflect the
mTraining new information.

There are two methods that can be used to create a chart in Excel:
= Use the F11 key to create the chart on a separate worksheet
= Use the Chart toolbar to create the chart on the same worksheet as the data
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Step by Step — Create a Chart Using F11

Here is a quick way to create a chart. Once the chart is created, you use the techniques
reviewed later in this manual to modify the chart.

What you do

What happens

1. SELECT THE DATA TO CHART.

Click in the first cell to include and
drag to the last cell to select the range.

The numeric data and the labels for the
chart are selected.

A [ 8 [ ¢ [ o [ E |
Department of Hard Knocks

1

2 Expenses

3 2002 2003 2004
4 Travel| 3528600 36666.24 373959456
9

u]

11

(5]

Salaries| 15323970 15630449 159 430.58
B Supplies| 7385300 7680712 79E73.40
7 Equipment|  B7 275.00  B9.966.00 7276464
Maintenance| 5245500 5455320  56,735.33

oo~ m

Loans 15,286.00 15,899.52 16,535.50
TOTAL EXPENSES| 397 36670 410196857 42274502

1

12

5 PRESSFII.

The chart is created on a separate sheet. The
sheet is placed before the active sheet.
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Step by Step — Create a Chart Using the Chart Toolbar

Here is another quick way to create a chart. Once the chart is created, you use the
techniques reviewed later in this manual to modify the chart.

What you do What happens

1. ENTER THE DATA. The Sheet is displayed.
Click on the Sheet tab to make that sheet
active.

2 DISPLAY THE CHART TOOLBAR. The Chart toolbar is displayed.

In the menu, click on View, Toolbars, B - % ® 4
Chart.
3 SELECT THE DATA TO CHART. The data to chart is highlighted.
Click in the first cell and drag through
the last cell to select the range.

4. SELECT THE CHART TYPE. The Chart toolbar is shown with the chart
On the Chart toolbar, click on the down | types available on the Chart Type tool.
arrow of the Chart Type tool and select
the type of chart you want. fa] o

SR=EURECEAE
AB - _fr\ ...... .
A | @[ ¢ D

1 = & i [t of Hard Knocks

5 il - —

4 Travel 2t Yy b 36 BEE. 24 37,309

5 Salaries @ @ 9 |56304.49 159430
E Sgpplies @ l b 76807 12 7aE79
In this example, the Pie chart was
selected. After the Pie chart is selected,
Excel draws the chart on the same
worksheet as the data.

1 8 Da:anmentc;Hard Knoiks S R —
To reposition the chart, place the mouse
pointer on the border of the chart and drag
the chart to a new location.
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Step by Step — Create a Chart with the Chart Wizard

What you do

What happens

1. Use the mouse to select the
range of cells to include in the

graph.

The cells in the range will be highlighted on the
screen. This data will be included in the chart.

CAPS

Mondkly Estimates  YEAR |

7] E E [ H L

Theoa Voar Ircome §otocast

YEARZ  YEARI

BITEOND0 PASIIONAM PEIILENON FEATIMTI

OTAL EXPEMSES

s
T} LI Wz

ITAESLI0  TISESIO0

[ stimsteasieriate
Mazer I L
WOSTN)  BEEMIE

wam

m 1 1T

T BN FUE TR g R

f]

On the standard toolbar, click
on the down arrow of the

. 100% = |
View tool oo T

25%
+ Selection

Click on the 75%0 view to
select it.

Specifies that the worksheet will be viewed at

75% of the print size.

Click on the Chart Wizard
tool | ﬂ on the standard

tarts the Chart Wizard. Step 1 of 4, “Chart

Type,” is returned.

tOOIbar. Chart Wizard - Step 1 of 4 - Chart Type E]@
Standard Types | Custom Types
Chart bype: Chart sub-type:
ol EE ~
E Bar
|ﬁ Line
QP Pie
| Y (Scatker) Uﬂ l'lrﬂ[.'f
Area
% Doughnot IlILII, Il.ll.ll,
@ Radar
@ Surface
o Bubble v
Clustered Column, Compares values across
categories,
[ Press and Hold o Yiew Sample ]
wext= | [ Finsh |
Ver. 2005.11.30 Page 76 Information Technology Services

©2005 The University of Akron. These materials may not be reproduced in whole or in part without the express
written permission of The University of Akron



Excel 2003

The University of Akron

5. Note that there are two pages
in the Step 1 box, Standard
Types and Custom Types.

Select the desired chart type.

The “Pie with a 3-D Visual Effect” is selected

as the Chart Type.

Standard Types

Chart bype:

|ad Colurnn A
E Bar

|ﬁ Line

v JFie

|_ WY {Scatter)

‘ Area

D Doughnot

@ Radar

@ Surface

o Bubble v

Cancel

Cuskom Types

Chart Wizard - Step 1 of 4 - Chart Type

Chart sub-type:

Fie with a 3-0 wisual effect.

[ Press and Hold to Wiew Sample ]

[ mext> | [ Fnsh |

6. Click and hold down the
mouse button on “Press and
Hold to View Sample”.

Chart Wizard - Step 1 of 4

Standard Types

A sample of your chart is displayed.
s - Chart Type

Cuskom Types

) Chart bype: Sample:
This allows you to see a [ad Colurn 2
o Utilities
sample of the chart of your e o
selected data. e 2
v JFie O Falarics and
. XY (Scatter) @ . :’ngl
‘ Area |
@ Doughnut ll:an\;eh’Entertal
@ Radar @ Rent
@ Surface B Loan Payment
o Bubble v
Pie with a 3-D visual effect, /
ext= | [ Finish
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7. Click on the tab for “Custom
Types” to view that page of
the Chart Type box.

You can preview the various
charts by clicking once on
each of the choices in list.

Te B&W Pie prev

Chart Wizard - Step 1 of 4 -

Standard Types

Cuskom Types

Chart bype:

¥ Blocks A
‘ B Area

M B2 Colurnn

Dy B4 Line - Timescale

( Blus Pie

et Colored Lines

kit Columnn - Area

M Colurmns with Depth

‘ Cones v

Select from
(O User-defined
(%) Built-in

Cancel

iewed
Chart Type

Sample:

TravellEn
kertainmd-can

Productio
n Costs
35K

Pie chart in shades of gray.

[ Mexk =

J [

Fiish |

Click on the Standard Types
tab to return to the first page
of the box.

Standard Types | Custom Types

Chart bype:

|ad Colurnn A
E Bar

|ﬁ Line

v JFie

|_ WY {Scatter)

‘ Area

D Doughnot

@ Radar

@ Surface

o Bubble v

Cancel

Chart Wizard - Step 1 of 4 - Chart Type

[ Press and Hold to Wiew Sample ]

Chart sub-type:

5 <& <=

Fie with a 3-0 wisual effect.

Mexk =

J [

Fiish |
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9. Click the Next button. Advances to Step 2 — Chart Source Data of
the Chart Wizard.

Chart Wizard - Step 2 of 4 - Chart Source Data E]@

[rata Range Series

Drata range:
Series in: O Rows
() Columns
[ Cancel ] [ < Back “ Mext = ] [ Finish ]
10. Note that there are two pages | Verifies that the correct data will be charted.

in the Chart Source Data box:

Data Range and Series. If you need to select a different range:

1. Click the Expand/Collapse E7
button to the right of the Data
Range text box.

2. Select the correct range.

3. Click the Expand/Collapse button
to return to the wizard.
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11.

In this particular example, we
will verify that the Columns
option is selected in the
Series in section.

NOTE: The cell references in
the Data Range text box are
absolute. The chart will
always refer to that range of
cells, even if the data is
moved to a different location
on the worksheet.

Specifies that the series of data in the selected

range be contained in columns.

[rata Range Series

Chart Wizard - Step 2 of 4 - Chart Source Data

X

o Utilitics
B Praduction Costs
O Fakarics and Wages
O Supplies
B TravelEntertainmen
@ Rent

B Loan Pavment

Drata range:

Series i

O Rows

() Columns

[ Cancel ][ < Back

“ Mext = ] [

Finish |

12.

Click on the folder table for
the Series page.

On this page, you may add or
modify the series of data that
is being charted.

In a pie chart there is only
one series of data, but in
many other chart types you
may have several data series.
For example, in a column
chart there could be a series
of expenses for January, a
second series of expenses for
February, etc.

The Series page of the Chart Source Data box

isisplayed.

Chart Wizard - Step 2 of 4 - Chart Source Data

[ata Range

X

o Utilities

B Praduction Costs
O Fakarics and Wages

O Supplies

B Travel/Entertainmen|

o Rent
® Loan Paument

Series

Marme:

Walues:

Category Labels:

—chestl1$E45:4E414
=shestl1$ada:$ag14

Cancel ][ < Back

“ Mext = ] [

Finish |
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13. Click the Next button.

Advances to Step 3 — Chart Options of the
Chart Wizard.

Chart Wizard - Step 3 of 4 - Chart Options

X

i Legend | Data Labels
Chart title:

O Supplics

o ]
alari s
m TraveliEntertainmenl

o Fient

B Loan Paument

[ Cancel ][ < Back ]l et » ][ Einish ]

The Chart Options box for the
pie chart has three pages:

= Titles
= Legend
= Data Labels

To enter the chart title, click
inside the Chart title text box
and type the title for your
chart.

14.

Places the insertion point in the Chart title text
box and enters the text. The preview image is
updated to reflect the title.

Chart Wizard - Step 3 of 4 - Chart Options @@
Titles Legend | DataLabels
Chart: kitle:

Estimated Mankhly Expenses Estimated Monthly Ezpenses

B

[ Cancel ] [ < Back ” Mewt = ] [ Einish ]
15. Click on the Legend tab. The Legend page is displayed.
Chart Wizard - Step 3 of 4 - Chart Options @@
Titles Data Lahels
Show legend Estimated Monthly Ezpenses
Flacement
O Bottom
O Corner
O 1op
@ Right
[ Cancel ] [ < Back ]l et » ] [ Einish ]
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16. Select the appropriate text In this example, the Legend is removed form
box to remove the legend or | the chart.

to change the placement of
the legend.

Titles | Legend | Data Labels

Ol

Placement

Estimated Monthly Ezpenses

[ Cancel H < Back. ” Mext = ][ Einish

17. Click the Data Labels tab. The Data Labels page is displayed.

Titles | Legend || Dataehels?
Label Contains
i Estimated Monthly Ezpenses
[ series name 3 Exzp
[ cateaory name
[ value

[ percentage

Separator! v @

[caneel | [ <Back [ Mest> ][ Finish |
18. You can make the desired In this example, the label has been changed to
selections to change the label | show a percentage and the legend key is
to: show the series name, selected.
category name, value, or
percentage. :

Titles | Legend

Label Conkains

D Series name Estimated Monthly Ezpenses
D Category name iz
[ value bex
Percentage L l
e i o hE
Separatar: w o5
Legend key

shaw leader lines

[ Cancel ][ < Back ” et » ][ Einish ]
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19. Click the Next button. Advances to Step 4 — Location of the Chart
Wizard, which determines where the chart will
be placed in the workbook.
Chart Wizard - Step 4 of 4 - Chart Location E]@
Flace chart:
() As new sheat: Chart2
(@ as ohject in:
20. Make the appropriate In this example, the sheet is saved as an object
selection to either create the in Sheet 1 of the current workbook.
chart as a new worksheet or : Ceaps oo merE 3
to create the chart as an object
and choose the location.
21. If you wish to adjust the Example of the repositioned chart:
location of the chart, with the | ;% sesfien i v st wiee 2 0000 =
mouse pointer on the border
of the chart, drag and drop the
chart to the desired location
on the sheet.
o v nSheet] {Sheetl [ Shestd K]
22 If you wish to revise your The file handles are displayed. The Chart is

chart, be sure that the Chart is
selected. When a Chart is
selected, the file handles are
visible.

To select a Chart, click in the
white area of the chart.
(When your mouse pointer is
in the white area of a chart,
the Tip says “Chart Area.”)

selected.

IWIAXIMIUM CEpehse Lddodl.2d

O54%

L]
Eﬂi:mated Monthly Expenses

o Uilitics

B Production Costs
O ZFalarics and Wages W
O Zupplics

B Travel/Entertainmen
O Rent

B Loan Paument
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23 From the menu, click on The Chart menu is displayed.

Chart. e—

Chart | Window  Help

To revise or add your choices ||  chartTupe.. ™
in the Chart Wizard, choose | {  SourceData... Note that these four
the step that you need. 1 Chart Options... .
= choices are the four
- steps of the Chart
add Data... .
Wizard
3D View. ..
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Using Help

A valuable tool when working with Excel is Help. There will be times when you cannot
figure out how to accomplish a task in Excel. One of the best ways to seek help is to use

Excel’s built in Help System.

Option 1: Using Help Box

What you do

What happens

1. Atthe top of the Excel window,

you will see the Help box. It
appears as follows:

Tvpe a question for help + 3

2. You can enter a word or phrase for

the question that you have.

3. For example, if information on
formulas is needed:

|Fu:urmu|as | - |

After you enter the word or phrase,
press the Enter key.

The Search Results task pane displays.

rch Results

(DIQI

30 results from Office Onine: %5

@ c l & your own worksheet
nnnnnnn

@ Find hidden discrepancies in
Excel

|@ Putting basic array formulas
to work,

|@ use conditional Farmulas in
Excel to analyze financial data

Jmely v fi data
kshtl\tgth
suks you intended?

@ creating

nal
For rmatt F rmu\

@] summing up ways to add and
court Excel data

_]Dmn( eate

i atingtenplats
(@ Change the precision of
calculations in a wor
@ In: equation with
Eaus gt
(@ Caloulate percentages

(@ Extrachar he
ol b bk g

(@ About condtional formiats

Search

~

4. Notice that there are different types

of help files. Some are actual

templates, there are tutorials, there

are step by step instructions, etc.

Click on the item that you want to

open in a new window.
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Option 2: Using Excel Help Task Pane

What you do What happens
1. From any task pane, use the down | The Help task pane displays.
arrow at the task pane title bar and | ‘Seeter T
select Help from the drop down -
IiSt. ssistance

Search fior:
&3 Table of Contents

4 Sice Online

Connect to Microsoft Office
Onling

iGet the |atest news about using
Excel

Automatically update this list
From the web

@] Assistance
&l Training

§§ Commurnities
459 Downloads

See also a

What's Mew

Contact Us

Accessibility Help

Onling Content Settings. ..

2. Inthe Search for field, enter the The Search Results task pane displays.
word or phrase that you would like | S¥es s
to research. Soredsrom e crinn

@ cres own worksheet 7

@ Find hidden diszrepancies n
[

Click on the Start searching
button.

() Surmimang o ways 1o add and
coure Excel data

& Darna: Creste an
stbendance-tracking template

Search
;uél-ll-—&ir é
3. Click on the item that you want to
open in a new window.
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.
Formulas and the Sum Function in Excel Quick Reference Guide
Formula Basics Order of Precedence
A formula is a mathematical equation that The order of precedence is the order in which Excel calculates a formula. A suggested acronym to help
calculates new values from existing values. In remember the order of precedence is PEMDAS. In each step, Excel will begin at the left of the formula
Excel, each formula should begin with an and move to the right.
equal sign. The common operators used in 1. Parentheses — All calculations inside parentheses are performed first.
formulas are: add (+), subtract (-), multiply (*), 2. Exponents — All values with exponents are calculated.
divide (/). As a rule, formulas do not contain 3. Multiplication and Division — Any multiplication or division is performed.
spaces. When a formula is entered in a cell, the 4. Addition and Subtraction — Any addition or subtraction is performed.
content of the cell is the formula. The value
seen (the results of the formula) is displayed, To Sum a Column of Values
butis not the content of the cell. content of cell esults of formula /1 Clik i e cal in which o erer e
\ ormula.

2. Click on the AutoSum > tool on the
standard toolbar.

3. The formula will be displayed.
Example: =SUM(F4:F9)

F10 - # =SUM(F4:F3)
A ] B ] c [ b ]
Jahuary Sales

Sample Formulas
=B7+C7+D7+E7 Sums the values of

=]~

_ . the 4 Ce”S' i:Richa.:\d's = 3,000 — 3,500 = 5,000 ‘J

=sum(b7:e7) Sums the values of L o . 4. Click on the green checkmark 22 on
cells b7 through e7. o 2008 20 the formula toolbar.

B Sum is a function. i TV —TY - { How does Excel determine the cells to

=g64-g65 Subtracts the value 121 Satesorson Average include in the formula? Excel knows only
in g65 from the & 15ste two types of cell content, values and labels

) . vqlu_e in g64. _ (non-values). Excel reads up from the

=(e200/12) *.15  Divides the value in active cell, looking for values. As soon as
€200 by 12. Then, it finds a cell that contains a label (non-
multiplies that value), it stops. Only, the cells with values

(24710} (125" 151)nswer by .15. are included in the AutoSum formula.

= c10)- c

First, multiples the value in f24 by the -

value in c10. The SUM Function

Second, multiples the value in f25 by the AutoSum can be used to create a formula that sums the values in a range of cells. Sometimes, it may be preferable to

value in c10. enter the formula manually. To type the formula:

Type the name of the second cell in the group of cells, Read as “equals sum b4 through e4.”
Type an ending parenthesis.

Software Training and Technological Services Page A-1 05/04/04

mean the same to Excel.

Third, subtracts the second value from 1. Type an equal sign.
the first value. 2. Type the word sum.

3. Type a beginning parenthesis. _ .
When typing a cell reference, you can 4. Type the name of the first cell in the group of cells. —Sum(b4-e4)
use upper and/or lower case. B7 and b7 5. Typeacolon:.

6.

7.
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.

Common Functions in Excel Quick Reference Guide
Function Basics Help with Excel Functions
A function has three parts: - . From the menu, click on Help, Microsoft
a. Equal sign P —ave rage(f4f9) Excel Help. In the Search boz, type functions
b. Function name There are no spaces in the and click on the Search button.
c¢. Argument, enclosed in parentheses formula.
Examples of Functions to Count T S R £ Ranges
COUNTA Use this function to count the : Comparisonta Many formulas contain ranges, which are
number of cells that contain data (are not empty) 5 North south et lwet e e groups of cells that have common boundaries
in the range specified within the parentheses. i’;:},f:!’.f; s T AT T E—— and form a rectangle in shape. Ranges may
Example: =COUNTA(A2:A653) Be o I I e contain cells in a single row, a single column or
COUNT This function counts the number | —= T o IO may span several rows and columns. When
of cells that contain numbers (including values 0 D L B typing a range, the range name is from the top
that are the result of formulas), dates or numbers e Averge left cell reference to the bottom right cell

reference. A colon is entered between the first
and the second cell reference. The colon is read

stored as text in the range specified within the
parentheses. Example: =COUNT(C2:C653)
COUNTIF  Use this function to count the \as “through.” Some examples of ranges are:
number of cells in the range specified that meet — G4:G9 (G4 through G9)

the criterion. The example formula would count January Sales B4:E9 (B4 through E9)

the number of cells in the range E2 through E 653

/

==

that have the contents M. 3 e s
Example: =COUNTIF(E2:E653,“M”) = satmick e 3-D Formulas
Additional examples of COUNTIF: 7w © [FebnySues With multiple worksheets, some of the
=COUNTIF(C2:C653,“>=3.25") This formula I — g o formulas may include values that are stored on
counts the number of cells within the range that T A — different worksheets. A formula th_at references
have a value greater than or equal to 3.25. s B 1 Warch Sales cells on more than one worksheet is using 3D
=COUNTIF(A2:C200,"") This formula counts N B . references. The formula is called a 3D
the number of cells within the range that have 5 selnih I formula. In a 3D formula, the cell reference
no data. There is no character, no space 7 et §3§§2 22;23 will include the sheet name. For example, this
between the quotation marks. 9 e 12 12D formula sums the monthly totals for Richards,
8 PO - horiBhsshesOisbonl | which are on sheetl in cell B4, on sheet 2 in
Tiristoutersaes et (RO cell B4 and on sheet 3 in cell B4.
: ; Sout s Wt =sheet1!B4+sheet2!B4+sheet3!B4
Help with Formu!as - : ;;’;;;;m In a 3-D formula, a cell is referenced by its
From the menu, click on Help, Microsoft Excel it sheet and cell name. Sheet1!B4 is cell B4 on
Help. In the Search box, type examples of T sheetl. An exclamation point is used to
formulas and click on the Search button. i A separate the sheet name from the cell name.

Software Training and Technological Services Page A-2 05/04/04



Excel 2003

The University of Akron

Using Large Worksheets in Excel

Quick Reference Guide

To Delete a Column

Select the column to be deleted by clicking on
the column header. The entire column will be
highlighted. From the menu, click on Edit,
Delete. If a column is deleted in error, click on
Edit, Undo in the menu.

Excel’s Rules for Lists

1. Within the rows of data, there should be no completely blank rows and no completely blank
columns. A null field value (a field with no value) is allowed. However, a row with no record or a
column with no field values and no field name is not allowed.

2. The row directly above the first row of data contains the field names.

Freezing Rows and Columns

2\

i A ) B C D | E |

To Change the Width of All the 1 [Term structar Mame ~[Course «|Subje »|Catalog M =]
Columns 2 |2002 Syimer |Knight,Catharine C 003966 l5100 | 210
i H H 3 |2002 Zurnrmer Shabaya Judith 00396 5100 210
Thls .WIII make each column as wide as 4 |2092 Surnmer Ambrose Brandi o039ed (5100 210
its widest entry. Select all the columns 75 |7602 Surmmer |Barrett,Rebecca Ann o039e] 5100 | 211
by clicking on the gray rectangle above 2002 Summer Gribble Brandilyn B o03g6qd  s100 | 211
7 |2002 Surmer Gribble Brandilyn B 003967 5100 211
the row 1 header and to the left of the "8 |2002 Summer Chappell Cathryn onagrd 5100 410
column A header. All the columns and "9 2002 Surmmer Yodsr JrWaltsr o03grd  s100 410
H H 10 12002 Surnmer | Chappell,Cathryfi A 003973 5100 410
rov_vs are hlgh“g_hted' Place the mouse 11 |2002 Summear Andrick-Hughés Melissa Sue [003953 5100 420
pointer on the right border of the column 712 2002 Surmer Dortch Timgfhy A on3eed 5100 480
header for column A. With the mouse 13 2002 Summer Buchanay,lames H 003389 5100 490
- 14 12002 Surmmer | Aldermgh Melba Kay 003987 5100 490
appearing as a double-headed arrow, 15 2002 Suramer Covrig/Duane ooaged  s100 | 490
double click. 16 |2002 Summer | Sayéry John R oo3ged] 5100 490
17 (2002 Summer  Sévery,John R 0035957 5100 490
18 2002 Summer /Savery John R 003389 5100 490
12 |2002 Summgf | Bishop Dwight &, 003%87 (5100 490

To Filter a List
1. Click anywhere inside the data to select an active
cell.

2. From the menu, click on Data, Filter, AutoFilter.
A down arrow will appear at the top of each row
in the cell with the field name. (The arrows do not
print.)

3. Set the criteria by making choices at the lists on
the down arrows.

4. To remove the filter and view all the records, click
on Data, Filter, Show All from the menu.

5. To remove the filter arrows, click on Data, Filter,
AutoFilter to remove the checkmark.

When scrolling, the columns or rows of
data needed to identify the records may
scroll off the screen. Freezing will leave
those identifying columns and rows in
place as you scroll.

1. Choose the active cell so that the rows
above and columns to the left are those
to freeze. Click in the cell to make it
active.

2. From the menu, click on Window,
Freeze Panes.

3. Scroll down to note that the rows stay
visible above the cell selected in step
one. Scroll to the right to note that the
columns stay visible to the left of the
cell selected in step one.

4. From the menu, Window, Unfreeze
panes to return to normal scrolling.

Sorting Data in Lists

data will be scrambled.)
select to sort by ascending or descending order.

data contains the field names. Then, click on OK.

1. Click anywhere inside the data to select an active cell.

2. From the menu, select Data, Sort. The Sort dialog box appears. Excel will recognize and
highlight the range of cells to use for the sort. (Do not select (highlight) any of the columns,
rows or cells yourself. If you do, only those highlighted cells are sorted, not the rows, and your

3. Inthe Sort dialog box at the down arrows, select the fields by which to sort. For each field,

4. In the “My list has” frame of the Sort dialog box, click to select Header row, if the first row of

Software Training and Technological Services
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Printing a Large Worksheet in Excel

.

Quick Reference Guide

From the menu, click on File, Page Setup. Follow any or all of these tips. Then, click on OK.

Format Multiple Worksheets

Changes made in the Page Setup dialog box will affect only the active worksheets. The tabs for
active worksheets are white in color. To make changes on more than one worksheet, hold down
the CTRL key and click on each worksheet tab before you select File, Page Setup. When the
changes are completed, click on a worksheet tab for a worksheet that is not displayed on top.

Print the Gridlines

The gridlines are the lines that outline each
cell. Although the gridlines are displayed on
the screen, they do not print unless you request
that they print.

On the Sheet tab and in the Print frame, click
to place a checkmark in the Gridlines
checkbox.

NOTE: Gridlines will not print if “Draft
quality” is checked.

Page I Margins I Haader,l’Focer Shest | )

Prink area: I T — _q‘_] Print... |
Print titles
/ Print Preview
Rows ko repeat at top: |$1 1§51 j‘.]
Qptions. ..
Columns to repeat at left: | ik_]

Print the Field Names as a Header Row on
Each Page

Print Over, then Down

By default, Excel prints as many rows and their
related columns, as fit on one page. Then, it
moves down the worksheet to print the next set
of rows. Example: If there are 50 rows with 16
columns in each row, rows 1 through 25 may
print with their first 8 columns on page one.
Then, Excel will print rows 26 through 50 with
their first 8 columns on page two. It probably is
preferable to print rows 1 through 25 with their
first 8 columns on page one and rows 1 through
25 with their next 8 columns on page two. This
is referred to as “printing over, then down.”

On the Sheet tab and in the Page order frame,
click on the option button for Over, then
down.

Software Training and Technological Services

v Gridines
I Black and white
I Draft guality

¥ Row and column headings
Commenks:

Cell errors as: displarye

Page order

= Down, then over
' Oyer, then down

e

Cancel_|
: 2]
Page I Margi€ Header/Footer !)Sheet I
S — |
Prink. ..
Prink Preview |
Header:
Options. ..
I(none) j =
Custor Header. .. Cuskorn Fooker ., |
Foaoter:
I(none) ;I'
Ok I Cancel
Page A-4

This is done only one worksheet at a time.

1. On the Sheet tab, click on the
Expand/Collapse button =%&! for Rows to
repeat at top. The dialog box collapses
to allow a better view of the worksheet.

2. In the worksheet, click on the row
number for the row which contains the
text to repeat on all applicable pages. The
row is surrounded by the marquee
(dashed, moving lines).

3. Click on the Expand/Collapse button to
expand the dialog box.

Print the Row and Column Headings
of the Worksheet

Row headings are the row numbers and
column headings are the letters. Printing these
is helpful when each record has many
columns and the record prints across several
pages. The row numbers help to identify a
specific record as you read across the pages.

In the Print frame, click to place a checkmark
in the Row and column headings checkbox.

Page Numbering

1. Click on the Header/Footer tab.

2. Click on the down arrow for the Footer
edit box. A list of footers, which come
with Excel, is displayed.

3. Choose a footer, such as Page 1. This
will print the word “Page” and the
appropriate page number.
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