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Installing the Sample Files

¢ Use Windows Explorer to create a folder called Excel 2003 Intermediate
Samples, in the My Documents folder.

o Copy the sample files for this course to the My Documents\Excel 2003
Intermediate Samples folder.

o If these files have been copied to your network server, then ask your

trainer/supervisor for more information about how to copy these files to your
PC’s hard disk.

SAMPLE
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Viewing Worksheets

Customising View Options

Customising the Excel window display
e Start Excel 2003.
e Create a new workbook.

¢ From the main menu, choose Tools = Options to display the Options dialog
box.

o Click on the View tab, and deselect the following default options from the
Show area, as illustrated:

Optons g

Color I International | Save | Error Checking | Spelling | Security |
Wigw | Zalculation | Edit | General | Transition | Zustorn Lisks | Chart |
Show

[V Startup TaskPane [ Formula bar ritatusl:uar V¥ windows in Taskbar

Formula bar
Status bar

e Click OK to change and save the settings.
e Observe that the Formula bar and the Status bar are no longer visible.

¢ From the main menu, choose Tools = Options to display the Options dialog
box.

o Click on the View tab, and select the following options from the Show area:

Formula bar
Status bar

¢ Click, OK to change and save the settings.
o Close the warkbook.

Customising the Comments View options
e Create a workbook.

¢ From the main menu, choose Tools > Options to display the Options dialog
box.

e Click on the View tab, and select Comment & indicator from the
Comments area:

Carmments

" Mone " Commert indicakor only ™ Comment & indicator:
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Click OK to change and save the settings.

Select cell Al.

From the main menu, select Insert = Comment.
Click inside the text box, and type Hello:

A | B | C | D
1 “ZMelissa:
2 Hella|
EN 9 ?
4
L5 | e i 3]
=

Click outside the text box.

From the main menu, choose Tools = Options to display the Options dialog
box.

Click on the View tab, and select Comment indicator only from the
Comments area

Observe that the Comment text box is no longer visible, and that now only
the Comment Indicator is in view.

Click on cell A1 to display the Comment text box.

Close the workbook without saving the changes.

Customising the Worksheet View options

Create a new workbook.
From the main menu, choose Tools > Options to display the Options dialog
box.

Click on the View tab, and deselect the following default options from the
Window options area:

Window opkions

[ Page breaks V¥ Row & column headers ™ Horizontal seroll bar
[ Formulas Iv Outllne syrbols [ vertical scrall bar

ridlines values
s colar: | / &ubamatic ‘ I
— —

Gridlines;
Horizontal scrollibar
Vertical/scroll bar
Sheet tabs

Click OK to change and save the settings.

Observe that the Gridlines, Horizontal scroll bar, Vertical scroll bar, and Sheet
tabs are no longer visible.

From the main menu, choose Tools = Options to display the Options dialog
box.

Click on the View tab, and select from the following options from the
Window options area:

FOR USE AT THE LICENSED SITE(S) ONLY
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Gridlines

Horizontal scroll bar
Vertical scroll bar
Sheet tabs

¢ Close the workbook.

Displaying and Customising Toolbars

Customising toolbar options
e Create a new workbook.
e Choose View > Toolbars > Drawing.

¢ Right-click on the Drawing toolbar, and choose Customize from the popup
menu:

E Weh
% Wardart

M4 r MY Customize. .. [\4
<

Draw ~ Lp [AotosShapes =

e Click on the Commands tab of the dialog box.

e Select Insert from the Categories list box, and locate the Object command
in the Commands list box:

Cuztomize |

Toolbars — Commands | options |

To add a command to & koolbar; select a cakegory and drag the
command out of this dialog box to a koolbar,

Cateqoties: Commands:

@‘ Aukoshapes dl.

Qrganization Zhark

Farmat
Tools
Daka
Window andHelp
Drawing
AutoShapes
Zharking

Web x E'c_'..'.r

S'ardart, .

Hyvperlink.. .

Madity: Seleckion = Rearrange Commands. .. |

Close
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e Click and drag the Object command onto the Drawing toolbar:

[0 4 » wm[\Sheet1  sheetz [/ sheet3 /

ED[aw - [:3 | Autoshapes = ™

e Click Close to close the Customize dialog box.
e Close the workbook without saving the changes.

Hiding Workbooks and Worksheets

Open the inventory .xls file from the Excel 2003 Intermediate Samples
folder.

Click on the Inventory sheet tab.
Choose Format > Sheet > Hide to hide the worksheet:

Farrmat iln:u:nls Data Window  Help - ® X

S Cells.., Chrl+1 -4 @ E
R Y. Sr e A E

Renarne |

nhide. ..

Conditional Formatting. ..

| Style, .. Background...
T

Tab Color...

e Choose Window = Hide to hide the workbook:

Window hﬂelp - 8 X |

Compare Side by Side with, .

Choose Window > Unhide.
¢ This will display the Unhide dialog box. Select inventory, and click OK to
display the workbook:

FOR USE AT THE LICENSED SITE(S) ONLY
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Unhide

LInhide workbook:

[

(0.4 [T:I Cancel |

Choose Format > Sheet > Unhide.
Select Inventory, and click OK to display the worksheet:

Unhide |

Lnhide sheet;

[

K ;\E I Cancel I

Close the inventory.xls file without saving.

Freezing Panes

Freezing a horizontal pane

Create a new/Workbook!

Begin.by placing the mouse pointer over the rectangle above the right
scrollbar (your mouse cursar should change to the drag cursor %).

Drag the rectangle down to below the row you want to freeze. From the
main menu, choose Window = /Freeze Panes:

oty R T ey

Note: The frozen pane is marked by a horizontal black line.

From the main menu, choose Window > Unfreeze Panes.
Close the workbook.
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Freezing a vertical pane

Create a new workbook.

Begin by placing the mouse pointer over the rectangle to the right of the
bottom scrollbar (your mouse cursor should change to the drag cursor "||").
Drag the rectangle left to the right of the column you want to freeze. From
the main menu, choose Window = Freeze Panes:

||

e

HUr e

Note: The frozen pane is marked by a vertical black line.

From the main menu, choose Window > Unfreeze Panes.
Close the workbook.

Freezing and Unfreezing horizontal and vertical panes

Open the inventory xls file from the Excel 2003 Intermediate Samples
folder.

Select cell B2.

Choose Window > Freeze Panes to freeze the panes.

Scroll down the worksheet to see the effect of the frozen panes:

A, E | ¢ | D |

1 |Type ltern On Hand
¢ |Candy 7873 g7
g |Magazines 23596 12
8 |Mewspapers 5271 5
10 |Magazines 2904 35
11 [Candy 5752 93
13‘

Choose Edit = Go To, and enter/B2lin the Reference text box, and click
OK:

FOR USE AT THE LICENSED SITE(S) ONLY
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Goto HEE|

G0 ko
[
[-
Reference:
B2
Special. .. | Ik Cancel I
g

¢ Press and hold the Right Arrow key to see the effect of the frozen panes:

A | o | E | F

Type

Books
hagazines
MNewspapers
Books
Books
Candy
Magazines
Mewspapers
10 [hMagazines
11 | Candy

OO0 = | O30 | e (LD D —

e Choose Window > Unfreeze Panes.
e Close the inventory.xls file without saving.

Grouping agdUngratiping Werksheets 1 |8 i

¢ Open the Format.xls file from the Excel 2003 Intermediate Samples
folder.

o Click on/the Quarter 3 sheet tab. (Notice that there is no formatting on this
sheet.)

e Click on the Quarter 1 sheet tab. (Notice that there is no formatting on this
sheet.)

e Hold the Ctrl key, and click on the Quarter 3 sheet tab:

T\Quarter 1 4 Quarter 2 4 QuartEéS 4 Cuarter 4 f J
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Select cell Al.
Click on the Bold icon on the Formatting toolbar.

Click on the Font Color down arrow on the Formatting toolbar, and select a
red colour:

1 | | | Autamatic | I

i
EEEEEEEN E | ¢ | D |
*!‘ ENENEN| gﬂumguter _!_ales - Quarter 1
ONEONNDO; 2 |iJanuary to March)
rdl DO OmE O] 3

Right-click on the Quarter 1 sheet tab, and choose Ungroup Sheets from
the popup menu:

Insert...
Delete
Rename

Move ar Copy...

Select All sheets

Tab Calar...

G Wiew Code

Click on the Quarter 3 sheet tab to see that cell A1 has the same formatting
as the Quarter 1 sheet:

Computer Sales - Quarter 3
uly to Septermnber)
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More Formatting Techniques

Using Styles

e Open the Format.xls file from the Excel 2003 Intermediate Samples
folder.

e Click on the Quarter 4 sheet tab.

e Select cell B4.

¢ Choose Format > Style to display the Style dialog box.

o Type ColumnLabel into the Style name dropdown list box, and click Add:

Style | %] |
Style name: [ ColumnLabel | oK |
Style Includes (By Example)
Cancel |
[V Mumber General
Modify. ..

¥ alignment  Right, Bottom Aligned ;l

[¥ Eant Arial 10, Bold Ttalic White Add

[V Border Bioktom Border Delete |

v Patterns Shaded Merge, ., |

¥ Protection  Locked

e Click OK.

e Now you will apply this new style to another worksheet. To do this, click on
the Quarter 1 sheet tab.

e Select range B4:H4:

A e | ¢ | o | E | F | & | H |
1 |Computer Sales - Cuarter 1
W2 January to March) | O
3
4 |Salesperson [Desktop MNotebfgks hodifofs® Printets Scanngis Total Sales Salest® TI
iEﬁen 95 15 34 ?Dl 55 161720 0107395
B [Frank £ 8 | W/ BB [ 15 57 | 183440 0121819
7 |Mary [ 9 0 3 4 81 31 1707200 0113372
e Mancy B0y | 52 a| |8 70 178500 0.118738]
9 [Tom 95 43 29 39 a7 203240 0134965
10 |Wendy 86 17 89 44 75 1703600 0.113133
11
12 [Total 487 206 F93 izl 16592 1505840 1

e Choose Format > Style.
e Click on the Style name down arrow, and select ColumnLabel:

FOR USE AT THE LICENSED SITE(S) ONLY
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sye |

Skwle name:

fomal
Skyle includes =
v Mumber | comma [a]
Currency Podify. .. |
Iv alignment| Currency [0] =00
rormal
[v Fonk Percent Add
[v Border - Delete |
[V Patterns Mo Shading Merge. .. |

¥ Protection  Locked

Click OK. Observe the changes you have made thus far:

A B | ¢ | b | E | F | G | H |
1 |Computer Sales - Quarer 1
2 |(January to March)
3
AEEEENETEL  Desktop lotebooks Monitors  Printers Scanners ofal Sales
5 |Ben 85 13 34 70 A5 161720 0107395
B |Frank 57 47 BE 19 97 183440 0121819

Select cell B4.

Click on the Format Painter 7 icon on the Formatting toolbar.
Click on cell A4 to apply the format:

A | B [ ¢ [ b | E [ F | 6 [ H |

1 |Computer Sales - Cluarter 1

2 |{January to March)

3

il

5 |Ben 85 18 34 70 A 1B1720) 0107395
B |Frank A7 47 BB 19 97 183440 0121319

Now“you will madify the CalumnLabel style you have just created. |[From the
main menu, chogse Format > Style to display the/Style dialog box.

Click en the Style name down arrow, select the Columnlabel style, and
click/on the Modify button to display the Format Cells dialog box:

FOR USE AT THE LICENSED SITE(S) ONLY
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Format Cellz |

Cateqary:

Mumber
Currency
Accounting
[Date

Time
Percentage
Fraction
Scientific
Text
Special
Cuskonm

| Alignment | Font | Border | Patterns | F‘ru:uteu:tiu:unl

- ’-Sample

General farmat cells have no
specific number Format,

Cancel

[ |

Click on the Font tab, and select 9 from the Size area:

Format Cells |
Murmber | Alignment Font | Border | Patterns | F‘ru:uteu:tiu:unl
Fonk: Fonk skyle; Sizes
| il | iold Ttalic
T Agency FEB g -
Algerian
10
B Arial Black 11 ol

Click OK.
Select range A4
Choase Format

Click OK to return to the Style dialog box.

‘H4.
> Style.

€lick on the Style.name down arrow, and select ColumnLabel:

FOR USE AT THE LICENSED SITE(S) ONLY

© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 17 - Excel 2003 - Intermediate Level Workbook

sye |

Skwle name:

fomal
Skyle includes =
v Mumber | comma [a]
Currency Podify. .. |
Iv alignment| Currency [0] =00
rormal
[v Fonk Percent Add
[v Border - Delete |
[V Patterns Mo Shading Merge. .. |

¥ Protection  Locked

e Click OK. You will notice that the font size has now been reduced in tandem
with the changes you made to the style.

¢ Now you will remove the ColumnLabel style from the cells you applied it to.
To do this, select range A4:H4.

e From the main menu, choose Format = Style to display the Style dialog
box.

e Click on the Style name down arrow, and select the Normal style.

¢ Click OK. You will notice that the formatting has been changed back to its
original state.

e The final task is to delete the ColumnLabel style. From the main menu,
choose Format = Style to display the Style dialog box.

e Click on the Style name down arrow, select ColumnLabel from the Style
name list, and click on the Delete button:

Style

Stwle name:

Stwle includes
[V Mumber General

v Alignment
[

igred

eneral, Bokko

e Click OK.
¢ Close Format.xls without saving the changes.

Using Conditional Formatting

FOR USE AT THE LICENSED SITE(S) ONLY
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Open the Format.xls file from the Excel 2003 Intermediate Samples
folder.

Click on the Quarter 2 sheet tab.

Select range B5:F10:

A e | ¢ | o | E | F | &6 | H |
1 |Computer Sales - Quarter 2
2 |(April to June)
3
4 |Salesperson Desktop Motebooks Monitors Printers | Scanners  Total Sales Sales %
5 |Ben a5 45 70 34 a7 185840 15.1%
B |Frank 27 a0 47 23 41 145320 11.8%
7 |Mary 55 19 449 55 45 126800  10.3%
8 [Mancy 45 13 52 29 45 100 400 8.1%
9 |Tom o2 a1 b 55 23 228360 18.5%
10 |'WWendy g4 11 47 11 53_ 131,160 10.6%
11
12 [Total 360 193 863 746 1298 | 1233680 100.0%

Choose Format > Conditional Formatting.

In

Condition 1, enter the following criteria:

Cell Value is between 25 and 50

Click on the Format button:

Conditional Formatting |

ondikion 1

ICEII Walue Is j Ibetween j |25 ] and |5':'| &3

Preview of format o use Mo Format Set Eormat...
when condition is krue;

add == | Delete. .. I Ik I Cancel I

Clickhon the Font tab, select Bold in the Font'styleilist box, and select'blue

fro

m-the Cojlor popup menu:
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Format Cells

ADMUIELG Regular
A0MUIZSm Ttalic
T arial Bold
i Arial Black |_’

Autornatic

EEEEEEEN
EEEEEEF NN
EEEENE [
EONEEEO
BEO0O0O0OB @O

EEfIOmEEO
ERCOfEEENE __ |

o Click on the Patterns tab, and select light turquoise from the Cell shading
color:

ox. (Anexa

L.E
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Conditional Formatting |
ondition 1
ICEII Yalue Is j Il:uetween j |25 ) and IEEI Ry
Preview of Format to use AaBhCcYvZz
when condition is krue; ¥

add == | Delete. .. | CIK | Cancel

e Click OK.
e Deselect the range to see the conditional formatting:

A | B | ¢ | o [E ] F | 6 [ H |

1 |Computer Sales - Quarter 2

2 |(Aprl to June)

3

4 |=Salesperson Desktop Motebooks Maonitors Printers | Scanners [ Total Sales | Sales %
5 |(Ben BB 49 70 34 A7 1863400 15.1%
B |Frank 27 50 47 23 41 1453200 11.8%
7 |Mary AG 19 49 A3 45 1263000 10.3%
8 [Mancy 45 13 52 29 45 100,400 8.1%
8 |Tom a2 51 77 55 23 228360 18.5%
10 |Wendy 84 i 47 i A3 1311600 10.6%
11

12 |Total 360 193 A53 746 1299 12336580 100.0%

e To find cells with specific conditional formatting, begin by selecting cell B5.
e From the main menu, choose Edit > Go To to display the Go To dialog box:

I 1]

o ko

=

Special. .. | Ik I Cancel

e Click on the Special button to display the Go To Special dialog box.

e Select the Conditional formats radio button, and select the Same radio
button below Data validation.

e Click OK to highlight the cells with the specified conditional formatting:
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Go To Special |
Seleck
" Comments " Row differences
" Constarks " Column differences
" Formulas " Precedents

¥ nMumbers " Dependents

¥ Text = Direct only

¥ Logicals = all levels

¥ Errors £~ Last cell
" Blanks " Wisible cells only

" Current region ™ Conditonal Formats
" Current array  © Data validation
" Objects

K Zancel
LY

You will observe that the entire range B5:F10 has now been highlighted:

A | B | ¢ [ o [E] F [ & | H |

1 Computer Sales - Quarter 2
2 April to June)

3
_ 4 |salesperson Desktop Motebooks Monitors Printers Scanners Total Sales Sales %
.5 |Ben ah 49 70 34 5Fl 183584000 15.1%
| B |Frank 27 50 47 23 41 14532000 11.8%
L7 |Mary ol 19 49 58 451 12680000 10.3%
|8 [Mancy 45 13 o2 29 45] 100,400.00 8.1%
L9 |Tam o2 51 i o5 230 22836000 18.5%
10 [Wendy g4 11 47 11 53_ 13116000 10.6%
11
(12 |Total 360 1893 253 746 1,299 1,233680.00 100.0%

Now we will delete the conditional formatting you have just created. Begin
by selecting range B5:F10.

From, the main menu, choose Format > Conditional Formatting to display
the Conditional Formatting dialog box.
Click the Delete'button to display the Delete Conditional Format dialeg

box, select Condition 1, and click OK to returnto the Conditional
Formatting dialog box:

E—— - ||
Delete Conditional Format [ x| |

Select the condition(s) to delete:

[ Condition 2
[ condition 3

Ik &! Cancel
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e Click OK to close the Conditional Formatting dialog box.
e Close the Format.xls file without saving.

Using the Format Painter

e Open the Format.xls file from the Excel 2003 Intermediate Samples
folder.

e Click on the Quarter 4 sheet tab.

e Begin by selecting cell A4.

e Click on the Format Painter icon J on the Formatting toolbar (your
mouse cursor will change to the painter cursor d}'ﬁ).

e Click on range A12:H12 to apply the formatting. Your worksheet should look
similar to the illustration below:

A | 8 [ ¢ [ o | E | F |
1 Computer Sales - Quarter 4
2 (October to December)
3
5 |Ben B2 24 17 95 25
b |Frank g1 7 45 23 2B
7 |Mary od 23 20 21 53
8 |Nancy 85 1 79 25 15
9 Tom 70 22 o5 73 49
10 | Wendy 82 15 70 52 13

11

V3 Total 464 108 572 680 1252

Now you will use the Format Painter tool to change the width of a column.
Begin by selecting cell A1. From the main menu, select Format > Cells to
open the Format Cells dialog box. Choose General from the Horizontal
Text alignment drop down list. Deselect Merge cells from the Text
control area. Click OK. (Note: You cannot use Format Painter on merged
cells).

Select cell A2. From the main menu, select Format > Cells to open the
Format Cells dialog box. Choose General from the Horizontal Text
alighment drop down list. '‘Deselect Merge cells from the Text control
area! Click OK.

Select column A.

Click on the Format Painter icon on the Formatting toolbar (your mouse
cursor will change to the painter cursor EG'.&).

Click on the column B to apply the column formatting.
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¢ Notice how the width of column B is now the same as column A:

A | B |
1 |Computer Sales - Quarter 4
2 |(Octaber to December)
3
5 |Ben 62
B |Frank &1
7 |Mary 84
g |Nancy &5
S |Tom il
10 | Wendy 82
11
12 BRIl 464

e Now you will copy and apply the Format Painter in multiple locations on
your worksheet. Begin by selecting cell Al.

e Double—<lick on the Format Painter icon on the Formatting toolbar (your
mouse cursor will change to the painter cursor '4}'@).

e |In succession, click on the cells A4 and A12.
e Click once on the Format Painter icon to end the painter formatting.
e Notice how the new formatting has now been applied to these two cells:

A | B |
1 |Computer Sales - (Juarter 4
2 |(October to December)

11
12 [Total

e Close the Format.xls file without saving.

Using Guidelines

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 24 - Excel 2003 - Intermediate Level Workbook

e Open the Format.xls file from the Excel 2003 Intermediate Samples
folder.

e Click on the Quarter 1 sheet tab.

¢ Now you will change the colour of the gridlines. From the main menu,
choose Tools = Options to display the Options dialog box, and click on the
View tab.

o Click on the Gridlines color down arrow in the Window options area, and
select Red:

S -

Color | International | Save | Error Checking | Spelling | Security

Wigw | Zalculation I Edit | General | Transition | Custom Lisks | Chart
Shiow

[ startup Task Pane W Formula bar [v Skatus bar v wWindows in Taskbar
Comments

" Mone % Comment indicator only " Comment & indicakar
Chbjects

£+ Show al " Show placeholders ™ Hide all
Window options

[~ Page breaks v Row & column beaders W Horizonkal scroll bar

™ Formulas v Cutline symbaols Iv “ertical scroll bar

v Gridines ¥ Zero walues Iv¥ sheet kabs

Gridines color: [ Aukomatic |j

| | | Automatic |

EEEEEEER
EEEEEEREER Ik Cancel

EEDIDIID
ONEENED
Ered0 00 @ E O

EEfiOmENO
EEfEEEN

o Click"OK.
e Notice that/the gridlines are now red:
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A | B | ¢
1 |Computer Sales - Cluarter 1
2 |(January to March)
3
4 |Salesperson :Desktop iMotebooks
5 |Ben Ha 13
B |Frank &7 47
7 |Mary 43 29
8 |Mancy G0 52
8 | Tam ] 43
10 [¥Wendy 56 17

e Now you will turn off the gridlines. From the main menu, choose Tools >
Options to display the Options dialog box, and click on the View tab.

o Deselect the Gridlines checkbox in the Window options area.

e Click OK.

e Now you will change the colour of the gridlines back to the default colour
setting (black). From the main menu, choose Tools > Options to display
the Options dialog box, and click on the View tab.

e Select the Gridlines checkbox in the Window options area.

¢ Click on the Gridlines color down arrow in the Window options area, and
select Automatic.

o Click OK to close the Options dialog box, and apply the changes you made.

e Now you will print the worksheet with the gridlines displayed. From the main
menu, choose File = Page Setup to display the Page Setup dialog box, and
click on the Sheet tab.

e Select the Gridlines checkbox in the Print area.

¢ Click OK to exit Page Setup

OR click Print to print:

Prink
v {Qﬁ&iiiﬁé;’é ™ Row and column headings

I Black antfwhite  Comments: II{NDne]I j
[ Draft gualit cell err c Iﬁ
2 ' displayed
A U e gy, B

e Close the Format.xls file without saving.

HidinG and Displaying Cells & & s e

Hiding Columns and Rows

e Open the Format.xls file from the Excel 2003 Intermediate Samples
folder.

e Click on the Quarter 1 sheet tab.

e Begin by selecting columns B and C.

¢ From the main menu, choose Format = Column > Hide.
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¢ Now select rows 5 and 6.
¢ From the main menu, choose Format > Row > Hide.

e Now you will hide columns using your mouse. Click and drag the right border
of column F to the right border of column A to hide the columns:

A b G | H |
Cornputer Sales - Quarter 1
(January to March)

1
2
3
4 |Salesperson iMonitors Printers (Scar
7
g
g

hdary 14 51
Mancy 38 2
Tom 29 33
10 Wendy 89 44
11
12 |Total B33 899
13

e Click and drag the top border of row 10 to the bottom border of row 4 to
hide the rows:

A | 5 | H

1 |Computer Sales - Quarter 1

2 |(January to March)

3

A4 | Salesperson Total Sales Sales %

10| Mary 1707200 0113372
11 Height: 0.00 Ba00 0.118738
12 |Tam 203240 01345963
13 |Wendy 1703600 0.113133
14

15 | Total 1505540 1

e Select Column A. From the main menu, choose Format > Column > Hide.
e From the main menu, selectFile > Save As.

¢ In the File name field, type Format Sample xls, and select Save.

o' Close FormatiSample .XIs.

Displaying Hidden'Columns'and /Rows

o Open the/Format Sample .xIs file from the Excel 2003 Intermediate
Samples folder.

e Because column 1 is hidden, you need to use the Go To feature to navigate

to cell Al in order to unhide column A. From the main menu, choose Edit >
Go To, type Al in the Reference text box, and click OK:
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Goto HEE|

G0 ko
[
[-
Reference:
Al
Special. .. | Ik I Cancel I

From the main menu, choose Format > Column > Unhide.

Select columns A and G.

Now you will unhide the rest of the columns. From the main menu, choose
Format > Column > Unhide.

Place the mouse pointer between rows 4 and 10.

Move the mouse pointer down slightly until it changes from a single-lined
drag cursor to a double-lined drag cursor +.

Drag the row border to down to display the hidden row:

A
Computer 2ah
(July to Septe

e

¢ Salespersan

¥ Wendy

—

Tatal |

2| —

1
1

Note: You can only display one hidden row at a time, which in this example
iSgkow 9.

Now we will/display the rest of the hiddenf{rows. To do this, select rows 4
and 9.

From the /main“menu, choose Format > Row > Unhide.
Close Format Sample .Xls, saving the changes you made.
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More Formulas and Functions

Using the Series Command

e Click on the New icon on the Standard toolbar to create a new workbook.
e Type the number 3 into cell A1, and press the Return key.

e Type the number 6 into cell A2, and press the Return key.

e Select range A1:A2.

e Drag the bottom-right corner to cell A8:

A E |

12
15
18
21
24

OO0 = | O || e [ DD | —

&
a

e Type January into cell C1.
e Drag the bottom-right corner of cell C1 to cell C12:

A | B & oD
1 3 January
2 B February
3 9 March
4 12 Al
] 15 EY
E 18 une
7
a

F

a —_
|- —_

¢ Close the file without'saving.

Using Insert Function Wizard

e The objective of this exercise is to calculate the Bonus for the sales staff of
an imaginary company. All sales staff will receive a bonus of €100. In
addition, those who have exceeded their targets will receive a bonus of 5%.
Our bonus calculation will say that if Actual Sales exceeds Forecast Sales, the
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salesperson will receive €100 plus 5% of the excess; otherwise, the
salesperson will receive just €100.

e Open the Bonus.xls file from the Excel 2003 Intermediate Samples
folder.

e Select cell D4.

¢ From the main menu, choose Insert > Function.

e Choose the Logical category.

e Select the IF function:

Insert Function |

Search for a function;

Type a brief description of what wou want ko da and then 50 |
click Go

O select a cateqaory: |Logical j

Select a funckion:

IF{logical_test,value_if_true,value_if_false}
Checks whether a condition is met, and returns one value if TRUE, and
anokher walue if FALSE,

Help on this Funckion QK Cancel
I-"'.'

e Click OK to display the Function Arguments dialog box.
¢ Enter the following arguments:

Logical_test: C4>B4
Value_if true: 100+.05*(C4-B4)
Value if false: 100
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Function Arguments EHE |

IF

Logical_test |C4 =64 ] = TRUE

Yalue jf_true |1|:||:|+,|:|5*|:c4-54]| j;_] = &00

Yalue_iF_False |1|:||:|| :k_] = 100

= 00

Checks whether a condition is mek, and returns one value if TRUE, and another walue if
FALSE,

¥alue_if_False is the value that is returned if Logical_test is FALSE, IF omitted, FALSE is
returned.

Formula result = G|

Helo on khis Funckion Ik I Cancel

e Click OK.
e Copy the contents of cell D4 to range D5:D7:

A | B | C | D |
1 Annual Bonus Calculations
2
3 |=alesperson Forecast Sales Actual Sales Bonus
4 |Murray A0000 ROOOO GO0
5 |Smith 45000 ROOOO 350
B |Green 40000 45000 350
7 |Jones A0000 45000 100
5]

e Close the Bonus.xls file without saving.

Using the Formula Error Checker

s Openthe CorrectFormula.xls file/from the Excel 2003 Intermediate
Samples folder:

e Choose Tools > Error Checking This will display the Error Checking
dialog box:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 31 - Excel 2003 - Intermediate Level Workbook

Error Checking |

~Errar in cell B9
=SLIM{EZ:B6)

~Formula Crits Adjacent Cells————————— Help on this error |

The Formula in this cell refers ko a range that |
has additional numbers adjacent ta it Ignore Error

Edit in Eormula Bar |

Qpkions. .. Prewvious Mexk |

Select the Ignore Error button.
In the displayed dialog box, click OK:

Microsoft Excel

The error check is complete For the entire sheet,

Now you will recheck the error you just ignored. From the main menu,
choose Tools > Options, and click the Error Checking tab.

Click on the Reset Ignored Errors button.

Click OK:

Options |
Wigw | Calculation | Edit | General | Transikion | Cuskom Lists | Zhart
Calor International | Save Etrar Checking | Speliing | Security

Settings

¥ Enable background error checking

Error Indicakor Cu:ulu:ur:l Aukomatic j

Choese Tools™ Error Checking todisplay'the’Error Checking dialogibox:
Click on the Help on this error button, and read the detailed explanation of
the error in‘the Help pane.| Close the pane.

Fromithe Error Checking dialog/box, click Resume.

Clickion the Edit in Formula Bar to see the formula. Notice that the
highlighted range does not include cell B7:
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IF » X J A& =SUMEB2EE)
B | ¢ | 0o | E |
1 |Desktop Motebooks Monitors Printers
2 9 13 34 70
3 a7 47 BE 149
4 83 29 14 a1
5 B0 52 35 g
5] 95 43 23 33
7 86 17 89 44
=)
g |[=5UM(E] 205 270 261

In the Error Checking dialog box, click Resume.
Click on the Update Formula to Include Cells button:

Error Checking |

~Errar in cell B9

=SUM{B2:B6)

~Formula Crits Adjacent Cells————————— Help on this error |

The Formula in this cell refers ko a range that |
has additional numbers adjacent ta it Ignore Error

Edit in Eormula Bar |

Qpkions. .. Prewvious Mexk |

Click OK to close the displayed Excel message box:

Microzoft Excel

The errar check is complete For the entire sheet,

Take a look at the formula in cell B9 — it has beencorrected to include cell
B7 in the formula:

& =SUM(BZ.B7)

Desktop |Motebooksdhonitors | Printers

2 95 18 34 70
3 av 47 2] 19
4 93 29 14 g1
] B0 52 34 g
B 96 43 29 39
7 (o) 17 g9 44
)

4 48?! 206 270 261
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¢ From the main menu, select File > Save As.

e In the File name field, type CorrectFormulaSample .xls, and click on the
Save button.

e Close CorrectFormulaSample .xls.

Using the Formula Auditing Toolbar

e Open the file CorrectFormulaSample.xls from the Excel 2003
Intermediate Samples folder.

e Choose View > Toolbars > Formula Auditing.
e Select cell G9.

e Click on the Trace Precedents i icon on the Formula Auditing toolbar.
e Click on the Trace Precedents icon again.

e Click on the Trace Dependents <3 icon on the Formula Auditing toolbar:

=9 - fe =B9*1000+C91800+08*400+E9*200+F3*120
¢ | o | E | F | & | H | 1 |

1 |Motebooks Maonitors Printers Scanners Total Sales Sales %
2 1 1By 34|y Ol ¢ ala 161,720 415.1%
3 A7 (415 19 o7 17.2%
4 29 14 a1 31 16.0%
5 o2 a3 g 70 16.7%
B 43 29 39 a7 19.0%
7 17 g 44 70 15.9%
o

94— —ant——s 100.0%

¢ Click on the Remove All Arrows B icon.

o With cell G9 selected, click on the Evaluate Formula @ icon on the
Formula Auditing toolbar to display the Evaluate Formula dialog box.

e Click the Step In button, and click Evaluate to evaluate the secondary
fermula:
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valuate Formula |
Reference: Evaluation:
Sheet1!$G49 = |E-;*1|:u:u:|+c9*1snn+D9*4DD+E9*2nn+F9*1zn =]
Sheet114B49 = [SUM{EZ:ET)
=

To show the resulk of the underlined expression, click Evaluate, The most recent result
appears italicized.

Stem In Step Ok Close |

e Click Step Out, and click Evaluate to evaluate one step of the primary
formula.

e Continue clicking the Evaluate button until you have stepped through the
formula.

e Click Close.
e Select cell B9.

e From the Formula Auditing toolbar, click on the New Comment icon -

e Type This is a Comment; and when you are finished, click outside of the
comment box to close it:

Tarn S5 43 29 39

Wendy 8k 17 i) 44
2 48 0

Total 437“;5 THeba comment.| 899
'S" 1 -

e Close the Formula Auditing toolbar.
¢ From the main menu, choose File > Save.
o Close, the CorrectFormulaSample.Xxls file.

Usingithe Wateh\widow & B 7 § .

¢ Open the CorrectFormulaSample .xIs file from the Excel’2003
Intermediate Samples folder.

e Select cell G9.
e Choose Tools > Formula Auditing > Show Watch Window.
¢ Click on the Add Watch icon:
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Watch Window * X

3 Add Watch.. | %3 Delete 'Watch
Biook I :.ﬁ.ddr'-.ﬁat‘ch lame | cel | value
—_— 1

In the displayed Add Watch dialog box, click Add.
Select cell C2.

Enter the number 25, and press the Return key. Notice that the value in the
Watch Window changes.

Experiment with changing other values, and see the effect in the Watch
Window:

Watch Window
2, Aadd Watch.., % Delete Watch

Book, | Sheet | N..l Cell | Yalue | Formula
Correc,., Sheetl =9 a13,840 =B9*1000+Co*

Select the watch you have just created, and click Delete Watch.

From the Watch Window, click the Close icon at the top-right corner of the
window to hide it.

Now you will add a Watch to all the cells in the worksheet with formulas.
From the main menu, choose Edit = Go To to display the Go To dialog box,
click on the Special button to display the Go To Special dialog box.

Select the Formulas radio button, and click OK to select all cells with
formulas:

Go To Special |
Select
" Comments " Row differences
" Conskants " Column differences
 Formulas: " Precedents

¥ Mumbers " Dependents

v Text % Direct only

V¥ Logicals € alllevels

v Efrors Lask cell

From the main menu, choose Tools > Formula Auditing > Show Watch
Window to display the Watch Window.

Click Add Watch to display the Add Watch dialog, and click Add.
Observe that all the cells with formulas are now listed in the Watch
window.

Close the Watch Window.
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¢ From the main menu, choose File > Save.
e Close the CorrectFormulaSample .xls file.

SAMPLE
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Database and List Management

Creating and Editing a Database

Creating an assigned list

¢ Open the inventory xls file from the Excel 2003 Intermediate Samples
folder.

o Select any cell within the worksheet database.

¢ Right-click and choose Create List from the pop-up menu:

Zuk

Copy

(B i o

Paste

Paste Special. ..
Insert., ..
Delete. ..

Clear Contents

Insert Comment

B L

Eormat Cells, ..
Pick, From Lisk. ..
Add Watch

| Create Lisk, .. E
g

oL Hypetlink. ..

ii Loak Up...

¢ In the Create List dialog box, click OK.
e Select any cell in the list to view the changes. Note the distinctive dark blue
border around the list, and that the'list is automatically in AutoFilter mode:

A,

Type ltern | = |On Hand ~
2 |Books/ R3sE | 212

flagazines A7EE | a4

MNewspapers S92 22
5 [Books 4173 85
E |Books 4352 229
7 [Candy 7873 =
8 [Magazines 2396 12
8 |Mewspapers 5271 9
10 fagazines 2904 35
11 JCandy 8762 893
12 |*
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e Notice that the List toolbar is now automatically displayed. If it is not, select
View = Toolbars > List from the main menu.

¢ Now you will add more items to our list. Select cell A12, type Candy, and
then press the Return key.

¢ Notice that the list automatically expands to make room for the data, and
that the blue asterisk has moved from cell A12 to cell A13:

B C
ltem  «|On Hand~
B356 212
4786 34
8921 22
4173 05
4392 223
7873 87
2396 12
5271 ]|
2904 35
5762 53]

e To insert a total row, first click anywhere inside an assigned list and then
from the main menu, select Data > List > Total Row

OR click on the Toggle Total Row icon on the List toolbar:

=] Toggle Total Row

e The list sum will automatically be displayed in the total row, at the bottom of
the column. Click on the drop-down menu to select the Max function:
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B
ltem  =|On Hand~

F35R 212
4786 a4
bt P 22
4173 o5
4392 2249
7873 a7
2396 12
5271 o
2904 25
tafy =y S |

| HZ?Hv

Maone

Average

Count

Counk Mums

Min

Surmn

SkdDey

Yar

¢ Note that the total row now displays 223, which is the maximum number of
items on hand in the store.

e Select any cell within the list. Right-click to display the pop-up menu, and
select List = Convert to Range:

_reate Lisk. ..
Resize List...
@ Total Row

[ e ]

Publish List, ..

View List on Server

LInlink Lisk

e Close the List toolbar.
¢ Close inventory .xls without saving the changes.

Sorting a Database

e Open the inventory xls file from the Excel 2003 Intermediate Samples
folder.
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e Select cell Al.
e Choose Data > Sort.

e Click on the Sort by down arrow, and select Type. Click on the Descending
radio button.

e Click on the Then by down arrow, and select Item. Click on the Ascending
radio button.

e Click the Header row radio button:

Sort |

Sork by
IT':-“F'E LI ™ Ascending
{* Descending
Then by
[rem - & Ascending
" Descending
Then by
I ;I = ascending
i~ Descending
My lisk has
¥ Header row " Mo header row
Cpkians. ., | Ik &I Zancel

¢ Click OK to sort:

A | B | ¢ |

1 |Type ltern On Hand
2 |Mewspapers 8271 9
3 |Mewspapers o521 22
4 |Magazines 23596 12
5 |Magazines 2904 35
B |Magazines 4786 34
7 |Candy 7873 a7
8 [Candy 8762 93
IS Ecoks D 4173 e 95
10 [Biaoks ;’j 43820 P RES
11 |Books CB3aE | 212

o, Close the inventory.xlIs file without saving.

Using AutoFilters

e Open the sales .xlIs file from the Excel 2003 Intermediate Samples folder.
e Choose Data > Filter > AutoFilter to turn on AutoFilter mode.
e Select Top 10 from the Desktop dropdown list:
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A,

B
Salespersc ~ |Desktd |
Ben |Sort Ascending &

Franid Sort Descending

Mary [ ral

Manc
Tarn |ECustaom,. .

M e D RS —

Enter the following criteria in the dialog box:
Top 5 Items

Top 10 AutoFilter |

Shio

ITu:up j I 5 ﬂ IItems j

Click OK.
Note the effects of the AutoFilter:
A B c D E F

1 |Salespersc~|Desktc ~|Notebool>|Monito = |Printe = |Scanne = |
8 [Jim 55 18 34 /0 56
10 |Liz 93 29 14 g1 31
12 |Babby 96 43 29 349 g7
13 |Ken g6 17 g 44 Fi:
18 | Kim 92 81 7 55 23
25

Select All from the Desktop dropdown list:

A, B

1 |Salespersc~|Desktd ~

Jim | Sort Asgeniding A
10 Wiz Sort Desrending

12 B_thm”
iﬁen (Top 10...)
18 Tkim

(iCustom, ., .

Select Custom from the Notebook dropdown list.
Enter the following criteria in the dialog box: Show rows where Notebooks

Is greater than or equal to 50
OR

Is less than or equal to 10
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Cusztom AutoFilter Ed |

Showe rows where;

Motebooks

Iis greater than or equal to j ISIII ;I
Cand = or

Iis less than or equal to j |1III LI

Ise ¥ ko represent any single character
Ilse * ko represent any series of charackers

e Click OK:
& B C D E F

1 |Salespersc>|Desktc > |Notebool=|Monito ~|Printe = |Scanne |
5 [Mancy 16 1l 34 17 36
11 |Rachel B0 52 38 =] 71
15 |Alison 27 S0 47 23 41
18 | Kim 82 81 77 55 23
21 |Carey g1 7 45 23 26
26

o Choose Data = Filter = AutoFilter to turn off AutoFilter.
e Close the sales.xls file without saving.

Using Advanced Filter

¢ Open the sales.xls file from the Excel 2003 Intermediate Samples folder.
e Select range A1:A5.

e Choose Insert > Rows.

eriiSelect range ABG:F6.

s Click on the Copy icon on'the Standard toolbar.

emSelect cell Al.

¢ Click on the Paste icon on the Standard toolbar:

-
s
L ]

Salesperson Desktop Notehooks Monitors Printers Scanne

o0 M b D0 R
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Select cell B2, and enter the following:
>80

Select cell C3, and enter the following:
>50

Select cell D4, and enter the following:
>75

A | B | ¢ | b [ E [ F |
Salesperson |Desktop Notebooks Monitors Printers Scanners
=50

=50

=75

Salesperson |Desktop Notebooks Monitors Printers Scanners
Ben 41 11 30 16 83
Frank 17 28 50 94 55

o Rt i S A S

Select cell A6.

Choose Data > Filter > Advanced Filter.

Select the Copy to another location radio button.

In the List range text box, check to see that the range, $A$6:$F$30 is
entered.

In the Criteria range text box, click on the Minimize Dialog E icon, and
selectrange A1:F4.

Press the Return key.

In the Copy to text box, click on the Minimize Dialog icon, and select cell
H6.
Press the Return key:

Advanced Filter |

Action

" Filcer the lisk, in-place

ncakion n

List range: FAFEEFE30

+ Copy ko anok

=¥

%

Click OK:
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H [ 1 | 4 | K | L | M |
E |SalespersDesktop HNotehook Monitors Printers Scanners
7 |Mancy 16 B0 35 17 36
g |Jim 55 13 34 70 56
9 |Liz 83 29 14 g1 31
10 [Rachel B0 52 35 g 70
11 [Bobby 95 43 29 39 a7
12 |Ken 56 17 g9 44 bl
13 | Kim 82 81 77 55 23
14 | Tyler 84 11 47 i 53
14 | Carey =) 7 45 23 26
16 |Rita 54 23 20 21 83
17 [John 85 17 74 25 15
18 |Bill g2 15 70 52 13

e Close the sales.xls file without saving.

Working with Filtered Data

Totalling fields within a filtered database list

¢ Open the sales.xls file from the Excel 2003 Intermediate Samples folder.

¢ From the main menu, select Data = Filter = AutoFilter.

e Choose Top 10 from the Desktop drop-down list.

¢ In the Top 10 AutoFilter dialog box, change the value in the middle text
box to 3, as illustrated:

Top 10 AutoFilter =]l

Showy

|T|:||:| j I 3 ﬂ IItems j

o Click'OK.

e Click on cell B26, and then'select'the AutoSum_icon Z | from the Standard
toolbar.

e Press the/Return kKey on your keyboard.

s _As you can see, only‘the filtered items! have been totalled:

526 - # =SUBTOTAL(S B2 B25)
A B [ D E
1 |Salesperscx|Desktcx|Notebool = |Monito > |Printe =
g |Jim 95 13 34 Fill
10 |Liz 93 29 14 g1
12 | Bobby 96 43 29 39
26 I 284!
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e Now you will include all of the items in your total - including the hidden
items.

e To do this, you must use the SUM function. To begin the process, select cell
B26, and press the Delete key.

o Click on the Insert Function icon.

e From the Or select a category drop-down menu, select All:

Insert Function EH |

Search for a function;

Type a brief description of what vou want to do and then =0 |

click Ga

O select a cakeqaory: |4l -
Mast Recently Used

Select a function:

Financial
Date & Time
Math & Trig

ADDRESS Skatiskical

AN Lookup & Reference

AREAS Database

ASIN Text |
Logical

ABS(number) Infarrnation s

Returns the absolute walue of a number, a number without its sign.

Help on khis funckion (] 4 I Zancel

e In the Select a function area, scroll down the list and select SUM.
e Click OK:

Insert Function EH |

Search for a funckion:

Type a brief description of what wou want ko do and then 50 |

click Go

Or select a category: |CINMING_G—G_—GG—— - |

-

SUBTOTAL

SUMIF
SUMPRODICT
SUMSC)

S22
] R

sUM{number1,numberz,...}
Adds all the numbers in a range of cells,

i I

Help on this Funckion Ik Cancel
LY

e Click OK to close the Function Arguments dialog box.
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As you will observe, all of the Desktops have been totalled this time - even
the hidden items, which were ignored last time:

B26 M fe =SLUIM(BZ B25)
A B c D
1 |Salespersc=|Desktc=|Notebool=|Monito |
g |Jim 95 13 34
10 |Liz 93 24 14
12 |Baobby ] 43 29
26 I 1532!

Close the sales.xls file without saving the changes.

Creating Subtotals

Open the inventory .xlIs file from the Excel 2003 Intermediate Samples
folder.

Begin by grouping the rows you want to subtotal together using the Sort
command. To accomplish this, select Data = Sort from the main menu.
In the displayed Sort dialog box, select Type from the Sort by drop-down
menu:

Sor |

' ascending

™ Descending

* Ascending
" Descending

' ascending
" Descending

My data range has

% Header row " Mo header row

e WY, = Y

Click ©OK to closerthe Sort dialog box.

From the/main menu, choose\Data = Subtotals to display the Subtotal
dialog box.

Select Type from the At each change in dropdown list.

Select Sum from the Use function dropdown list.

Select On Hand by checking the appropriate checkbox in the Add subtotal
to list box.

Select the Replace current subtotals checkbox to replace any existing
subtotals.

Select the Summary below data checkbox.
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e Click OK:

Subtotal [ 7] |

Ak each change in;

IType

L«

Il=e Function:
ISum

L]

Add subkokal bo:

Tvpe
[ tem
Fonand

¥ Replace current subkotals
[~ Page break between groups
¥ Summary below data

Remove Sl | Ok I Cancel I

< Il

e Collapse any group by clicking on the minus signs (-), and expand a group by
clicking on the plus signs (+), as illustrated:

U E] A, | B | © |
1 | Type lterm On Hand

'% 5 [Books Total | 530
B |Candy 7a73 a7

« | ¥ |Candy e 93

=l | B |Candy Total 180
[+ | 9 |Magazines 4786 34
10 |Magazines 23596 12

= | 11 [Magazines 2904 35

= |12 [Magazines Total a1
[ - | 13 |Mewspapers 8921 22

= | 14 |MNewspapers 5271 9

=| | 15 |Newspapers Total a1
= 16 [Grand Total 822

s Nowiyou will remove the subtotalsi From the mainimenu, choose Data >
Subtotals to display the Subtotal dialog box.

¢ Click Remove All:
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Subtotal |

Ak each change in:

IType

L]

Il=e Function:
ISum

L«

Add subkokal ko

Tvpe
[ tem
R band

¥ Replace current subkatals

< Ll

[ Page break between groups
¥ Summary below data

Remove Al PI} Ik I Cancel
k)

e Close inventory .xlIs without saving the changes.

Using Data Forms

e Open the inventory xls file from the Excel 2003 Intermediate Samples
folder.
e Select cell Al.

e Choose Data = Form to display the Data Form for the list.
e Click on the New button.
o Enter the following record:

Inventory | x| |

Type: IB-:u:uks
Ikem: I 1234
n Hand: IB

Mew Record

-
e Press the Return key.
e Click Close to close the Data Form.
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e Select cell Al.
e Choose Data = Form to display the Data Form for the list.
e Click on the Find Next button:

Inventory

Magazines

786

e Click on the Find Prev button:

Inventory Ed

e
E

e Click on the Criteria button to display a blank criteria form.
o Enter Books into the Type field:
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T |
I':..-pe: IE":":'k5| :I Ctiteria

Ikem:

on Hand: I Clear

Restore

(=1

Find Pres
Find Mexk

Forrm

A1

Close

I

Click on the Find Prev button to find the previous record that meets your
criteria

Click on the Find Next button to find the next record that meets your
criteria.

Click the Close button to close the Data Form.

Select cell Al.

Choose Data = Form to display the Data Form for the list.
Click in the On Hand field, and change the value to 200:

Type:  |Books il 1 of 11
Item: IF Mew |
o Hand: IE‘IIIIII— Delete |

Click on the Close button to save the changes.

Select cell AL

Choase Data = Form ta display the Data Form for the list.

Click on the Delete button.. A warning message will be displayed:

Microzoft Excel

A Displayed recard will be permanently deleted,

Cancel |

Click OK to delete the record.

Note: Deleting a record will delete the entire row, and move the records
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below up.

e Click on the Close button to save the changes.
e Close the inventory.xls file without saving.

SAMPLE
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Charts

Using the Chart Wizard

e Open the Format.xls file from the Excel 2003 Intermediate Samples
folder.

e Click on the Quarter 4 sheet tab.
e Select range A4:F10.

e Click on the Chart Wizard 1 icon on the Standard toolbar.
e Select Column from the Chart Type list box.
e Select Clustered Column (the first sub-type) from the Chart sub-type:

Chart Wizard - Step 1 of 4 - Chart Type |
Standard Tvpes | Cuskom Types |
Chart tvpe: Chart sub-tvpe:
Zolurmn
E Bar
|ﬁ Lire
i Pie:
. WY (Scatber)
‘ frea
(@ Doughnut | L
@r Radar
@ Surface
. Bubble ;I
Clustered Caolumn, Campares values across
cateqories,
Press and Hold to Wiew Sample |
N AR E™

e Click'and hold on'the Press'and/Hold to View Sample| button to preview
the chart/

e Click Next.
e Select the Rows radio button to display the series in rows.
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e Click Next:

Chart Wizard - Step 2 of 4 - Chart Source Data

O Een

B Frank
O Mary
O MNancy
BTom

O "wendy

Desktop Notebooks  Monitors Printers Fcanners

='"Quarter 4'1$a$4:$F$10

e Click on the Titles tab, and enter the following titles:

Chart title: Computer Sales — Quarter 4
Category (X) axis: Product
Value (Y) axis: Units

SAMPLE
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Chart Wizard - Step 3 of 4 - Chart Options |

Titles | fxes I iaridines | Legend I [aka Labels | Data Tal:ulel

Chart; Litles
ICnmputer Sales - Quarker 4 Computer Sales - Quarter 4
Category (4] axis; 120
100 _ O Een
IF‘ru:u:qu:t oo -
Walue () axis: % 60 O Mary
- = 40 o O Mancy
ILInlI:sl o
20 :[mﬁl] werd
Second cakegory (2] axis: o ey
I - 2 A
-3 a" W b q.&r
# ;2 # {:_ges (IE
Second value () axis: - i e
I Product

Cancel < Back | fext = I Einish

Click on the Legend tab, and select the Show legend checkbox.
Click on the Data Labels tab, and select the Value checkbox.

Click on the Data Table tab, select the Show data table checkbox, and
select the Show legend keys.

Click Next:

Chart Wizard - Step 3 of 4 - Chart Options EHE |

Titles | Axes I Gridlimes | Legend I Data Labels  Data Table |

Computer Sales - Quarter 4

¥ show legend key

150
a5

100 E‘Fﬂﬁ%? ?'CLU =

T
45 2 53
501 % |BEen

0 LN B Frank
Dieskta |Matebo Monita Scanne

P ohs . Printers e O Mary

O hlanc
O Ben [F] Z4uT B | 25 Tl ¥
aFrank | T 45 E R T o
orarg [ 5% FER L ] 7] al

ONwncp] & | 7| ™ | 25 | F

Unit=

Product

Vil L.

Cancel | < Back | Mexk = I Einish |

Select the As new sheet radio button, and enter Q4 Graph in the text box:
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Chart Wizard - Step 4 of 4 - Charnt Location

Place chart:

¥ Ac new sheet:

£l

Az object in:

Zancel

|Q4 araph
IQuarter 4 j
| < Back. Mexh = | Einish I

e Click Finish:

120

Computer Sales - Quarter 4

100

)

&0

60—

Unit=

0

T3

B3
EE 49
45 r
40— —
25 25 2%
24 25 g - 25 a4
20 — ] I
T
i
Desktop Matebooks Monitars Printers Scanners
. 62 24 i EE Z5
| Frank &1 7 45 23 26
O Felary G4 23 20 21 53
O Maney EH 17 T3 25 15
BTem T 22 55 T3 49
B Wendy 2 15 ] 5z iE

e__From the main.menu, choose File = Save As.

Prodmct

o In the File name field, type FormatChartxls andclick Save.

e Close FormatChart.xls.

Bormatting the Chartl W7 H §

L L

e Open the FormatChart.xls file from the Excel 2003 Intermediate

Samples folder.

e Click on the chart, and display the Chart toolbar by selecting View >
Toolbars = Chart from the main menu.

e Select Chart Area from the Chart Objects dropdown list.

e Click the arrow to the right of the Chart Type button b ~ on the Chart
toolbar, and select 3-D Area Chart from the list:
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Camputer Saler - Ewartar 4

O Bra
B Frask
O Hary

B Tem
O 'otrmidy

|f e 1] ] 7 ] [
B Frasl ™ 7 [ ] 3
O Harg ™ ] el Bl ]
|0 Hameq [ 7 T 5 13

B Tom i 5 E ] ]
B hradn [H] [ H] ] 1

e Click on the Undo icon on the Standard toolbar to undo the chart type
change.
e Select Chart Area from the Chart Objects dropdown list:

Category Axis Tikle

Chart Title

e Click on the Format Chart Area icon to format the Chart Area.
¢ In the Format Chart Area dialog box, select the Shadow checkbox.
o Click OK to apply the format:

SAMPLE
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Format Chart Area |
Patterns | Fank |
~Border —Area
fe Autamatic 0 Autamatic
i Maone " Mong
" Cuskom i.......

| — | AEEEEEEE
vl | -] EDDNEENEE
Color: I Aukomatic TI WO CN N

oo Uon L

OmimOm0]
 J gmpmy § § §

Fill EFfects... |

(o] 4 & I Cancel

From the Chart toolbar, click the Chart Objects down arrow, select Chart
Title.

Click on the Format Chart Title icon to display the Format Chart Title
dialog box.

Click on the Patterns tab to customise your chart title:

Format Chart Title

I Font | .ﬁ.lignmentl

From the Color drop-down menu in the Border area, select Blue:
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Format Chart Title |
Patterns | Font I .ﬁ.lignmentl
~Barder Area
" Automatic " Automatic
% Mone * Mong
" Custam EEEEEEER

. - EEEEEEER
B | B EEFETT T
Color: WO CN N
Weight: |. Auikomatic |I:| el DE

[~ Shadow ........DD.D.D
EEEEE .I:ll:l....
EREEENE [ |

Fill EFfects... |
~Sample ==l 158 ™
DDDDDUUE
ENCCOEEERD
EECDEEEN o —

Click OK to apply the changes.

From the Chart toolbar, click the Chart Objects down arrow, select Plot
Area.

Click on the Format Plot Area icon to display the Format Plot Area dialog
box.

In the Border area, select Automatic, and click OK:

Format Plot Area |

Patterns |

area
e Autamatic
" Mone

Fill Effects...
—Sample AT |

(0] 4 [:! Cancel
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From the Chart toolbar, click the Chart Objects down arrow, select
Category Axis Title to format the X axis title.

Click on the Format Axis Title icon to display the Format Axis Title dialog
box.

Click on the Font tab, and select the following options:

Font: Arial
Font Style: Bold Italic
Size: 12
Format Axiz Title |
Patterns Font | Alignment I
Fonk: Fonk skyle: Sizes
| il |Biold Ttalic
s &l
10 =

T Arial Black,

Click OK to apply the changes, and close the dialog box.

From the Chart toolbar, click the Chart Objects down arrow, select Legend.
Click on the Format Legend icon to display the Format Legend dialog box.
Click on the Font tab, and select the following options:

Font: Arial
Font Style: Bold Italic
Size: 12

Format Legend Ed |

Patterns Font | Placement |
Fonk: Font skyle: Size:
|avial {Bald Italic 12

[

Arial Black,

Click OK to/apply the changes, and close the dialog box:
Fromhthe main menu, choose File =[Save.
Close FormatChart.xls.
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Drawing and Picture Objects

Using the Drawing Toolbar

Click on the New icon on the Standard toolbar to create a new workbook.
From the main menu, choose View = Toolbars > Drawing

OR click on the Drawing icon 4 on the Standard toolbar.

Hover your mouse over each icon on the Drawing toolbar to see a
description of each task:

Draw L Iﬁ-utDShEDES*IE\ OO0 4i:gEl H-ZL-A-=E=g5 4@ d
by

Close the workbook without saving the changes.

Working with AutoShapes

Click on the New icon on the Standard toolbar to create a new workbook.

Click on the Drawing B icon on the Standard toolbar to display the
Drawing toolbar (if it is not already displayed).

From the Drawing toolbar, click on the AutoShape icon, select Basic
Shapes, and choose Smiley Face:

ﬁ More AutoShapes. .. 8 mirey Fe:ce |([

.ﬁ.gtnShapes*I\ “ 1O ™ ()4

In the worksheet, click and drag the mouse to draw the object.
Select the Smiley Face object.
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e From the Drawing toolbar, click on the Fill Color, and select Yellow:

¢ Click on the Line Style = icon, and select 3 pt:

14 pk
1% pk
¥ pt
1pt
1% pt
214 pt

414 pt

fpt I
3ptk

415 pt

415 pt

& pt

More Lines...

Shadow Setkings. .. |
a | J
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¢ View the results:

A | 8 [ ¢ [ D |

/

[ R R A S S

¢ Click on the Rectangle L1 icon on the Drawing toolbar.

e From the worksheet, click and drag the mouse to draw a Rectangle such
that it completely covers the Smiley Face.

e Select the Rectangle object.

¢ From the Drawing toolbar, click on the Fill Color, and select Pale Blue:

n Autamatic

EEEEEEER
EEEEEEER
EEEEEENENE
EDOEEENE
EOOOOCfEO

le Blue

Maore Line Caolar

Patterned Lines. ..

¢ With the Rectangle object selected, hold down the Shift key, and click on
the Smiley Face object to select both objects.

¢ Right-click on over the selection, and choose Grouping > Group:
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A | B | ¢ [ b | E ]
1
2], 9 T
3| o o it
4 g | Cut
5 "

= C

= =2 Lopy
7 &
g © | GErauping bmﬁ Graup %_
10 Order 3 IEI
11 Assign Macra, ., ﬁ
12 Set Autoshape Defaulks
13
14 ‘%l/ Format AutoShape, ..
15 .
15

¢ From the main menu, choose File > Save.
¢ In the Save as dialog box, type Autoshapes.xls in the File name field.
e Click Save, and close Autoshapes.xls.

Creating Text Boxes

e Open Autoshapes.xlIs from the Excel 2003 Intermediate Samples folder.

e Click on the Text Box = icon on the Drawing toolbar.

¢ In the worksheet, click and drag the mouse to draw a Text Box in a blank
area of the worksheet.

e Type This is a nice Smiley Face, and click outside the box:

e, Click on the'text box once again to select it in order to edit the text.
o Delete the/test and type Have a Nice Dayl:

A
Have a Mice
Day!
. -
o e T

e Click on the Text Box border, and resize the text box so that the text fits on
one line.
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e Select the Rectangle object, and drag to move the object so that it overlaps
the Text Box. (Notice that the Smiley Face and the Rectangle objects move

together):

o O

Have a Mice Dayl

Note: Open the Drawing.xlIs file in the Excel 2003 Intermediate
Samples folder to see an example.

¢ From the main menu, choose File > Save.
e Close Autoshapes.xls.

Adding Pictures

M Inserting Clip Art
e Create a new workbook.

e Begin by selecting cell Al.

o Display the Drawing toolbar by selecting View = Toolbars = Drawing
from the main menu.

e From the Drawing toolbar, click on the Insert Clip Art icon 8l to display
the Clip Art pane, which has been enhanced in Excel 2003.

e Enter business in the Search for field.

e Select All collections in the Search in drop-down menu, and click on the
Gorbutton:

'ﬂ!‘ <

Searzh for:

| |I:uusiness | E
Search in:
| Al calleckions | - |

o Choose the clip art that you want, scrolling the text area to browse the
available selections:
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Clip Art * =
(& P TS

Search Far:

|I:uu5iness | \G_DI
Search in:

| All collections | vl

Resulks should be;

|F'.II media file bypes | vl

—

%
(m®

=

Click once on the clip art to insert it into your worksheet.
Close the workbook without saving the changes.

Inserting a picture

Create a new workbook.
Select cell Al.

Display the Ricture toolbar by selecting View = Toolbars > Picture from
the main menu.

Framythe Ricture toolbar, click on the Insert Picture From File icon to
display the Insert Ricture dialog box.

Navigate to the Excel 2003 Intermediate Samples folder;;select Beach
Day .jpg, and click Insert.

Select the picture in order to resize it.

Place your mouse pointer over one of the circular resize handles, and drag
the resize handle to a much smaller size:
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&

From the Picture toolbar, click on the Insert Picture From File icon to
display the Insert Picture dialog box.

Navigate to the Excel 2003 Intermediate Samples folder, select
Sleeping.jpg, and click Insert.

Select the picture in order to resize it.

Place your mouse pointer over one of the circular resize handles, and drag
the resize handle to a smaller size, similar to the first picture:

the u, S
Sa dialog b
Clic Z\V/

> Pi res.xls.

Fil ame field

Layering Objects

Changing the layer order of objects
e Open Pictures.xls from the Excel 2003 Intermediate Samples folder.
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e Select the second picture, and place it on top of the first picture, as

illustrated:
= R

—
_....n.'u-l-.._._ ___-n_—______-_:___‘

Paste

Hide Picture Toolbar

Erouping

"_[; Bring ko Front

Assign Macro, ..

Forrnak Pickure. ..
LY Bring Forward '

LY sSend Backward

Hywperlink...

e Right click over the picture, and choose Order > Send to Back from the
menu.
e Observe that the first picture is now in front of the second one:

SAMPLE
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¢ Now select the first picture again and move it so that it is side-by-side with
the second picture:

¢ Close Pictures.xls.

Grouping and Ungrouping Objects

Grouping objects
e Open Pictures.xls from the Excel 2003 Intermediate Samples folder.
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e Select the first picture.
¢ Hold down the Shift key, and click to select other picture.
o Right-click over the pictures, and choose Grouping = Group:

o -__—-...F_I__ e »
e e A 5
— | M| Cut
_.-..-_.-
el =3 Copy
@ Paste

Order b IEI ungrgg

Assign Macro. .. ﬁ’ Fegroup

Set AutoShape Defaulks
% Format Picture. ..

& Hyperlink. ..

e Click outside the pictures to deselect them.
e Choose File = Save from the main menu.
e Close Pictures.xls.

Ungrouping objects

e Open Pictures.xls from the Excel 2003 Intermediate Samples folder.
o Select the pictures.

¢ Right-click over the pictures, and choose Grouping = Ungroup.

¢ Click outside the pictures to deselect them.

e Choose File > Save from the main menu.

e Close Pictures.xls.

SAMPLE
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Excel 2003 and Other Applications

Converting Files from Other Applications

Converting a Lotus 1-2-3- File

e Open the LOTUS.wk4 file from the Excel 2003 Intermediate Samples
folder. You should be able to open this Lotus 1-2-3 formatted file without
problems.

¢ If you do not see the Lotus file in the appropriate folder, in the Open dialog
box, select All Files from the Files of type drop-down list:

File narne: I j
Files of Evpet | all Files -
16 =

&l Microsaft Excel Files —
17 Microsaft Excel Files
T

iles

lE Text Files |

e Now select the LOTUS.wk4 file, which should be displayed in the folder.
Click Open, and view the spreadsheet.
e Choose File = Save As, and enter Lotus into the File name field. Save the

file in Excel (xIs) format by selecting Microsoft Office Excel Workbook
from the Save as type drop-down list:

File name: ILu:ntus.xIs j

Save as bype:!

Microsoft Office Excel wWorkbook, (%, xls)

%ML Sp
#ML Daka C* ol

Single File Web Page (*.mhbt; *, mhkmil)

Web Page (*.htm; *.himl)

Template (. %k =

e Click' Save.
e Clese the file.

Qopying/Data from anothier Application  Fes N

Using the Office Clipboard
e Create a new worksheet.
¢ From the main menu, choose Edit = Office Clipboard.

e Open Microsoft Word. From the main menu, choose File = Open.
Navigate to the Excel 2003 Foundation Samples folder. Open the
Sample.doc file, a Microsoft Word document.
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Place your cursor anywhere in the document, and press the Ctrl + A key
combination to select the entire document.

Right click, and select Copy from the pop-up menu.

Return to your Microsoft Excel worksheet, and note that the item you just
copied from Microsoft Word is on the Clipboard.

Select cell A1, and from the Clipboard pane, click on the item you just
copied from Word, as lllustrated:

1 of 24 - Clipboard *
I
|1ﬂF‘aste Al | |&Clear Al |

Click an item to paske:
|E|__:| Excel 2003 Inkermediate LI
Exercise Waorkbook
Chelkenham Coursew
=

Close the workbook without saving the changes.

Using Paste Special

Open the Format.xls file from the Excel 2003 Intermediate Samples
folder.

Click on the Quarter 4 sheet tab.

Select cell G12.

Click on the Copy icon on the Standard toolbar.
Select cell A14.

Choose Edit > Paste Special.

Select the Values and number formats radio button:

Paste Special

ol £ yalidation

\‘rmulas
i Walues

Formaks I 5
mE T RN | AP | ' d
Operakion
ore ML

" add " Divide
™ Subkract

[ skip blanks [ Transpose

Faste Link: | Ik I Cancel
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e Click OK. (Notice that the formula in cell G12 was changed into a value, and
only the number formatting was copied):

A4 - = 1173440

A | B | ¢ [ b [ E |
1 Computer Sales - (Juarter 4
2 (October to December)
3
5 |Ben B2 24 17 93
G |Frank 81 7 45 23
7 |Mary 84 23 20 21
8 |Mancy 85 17 74 24
9 |Tom 70 22 =] 73
10 | Wendy 82 15 70 g2
11
12 | Total 464 103 572 Ban
13
14 1,1?3,440!

e Experiment with the other paste options.
e Close the Format.xls file without saving.

Embedding Objects

e Click on the New icon on the Standard toolbar to create a new workbook.

e Select cell Al.

e Choose Insert = Object to open the Object dialog box, and click on the
Create from File tab:

Obiject |
Create New  Create From File |
File name:
Link ko File
Display as icon
esulk
9 Inserts the contents of the file into your
Em document so that you can edit it laker
using the program which created the
source File.
(0] 4 I Cancel
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e Click on the Browse button, and select the Sample.doc file from the Excel
2003 Intermediate Samples folder.

e Click Insert.
e Deselect the Link to file and Display as icon checkboxes:

Dbject
Create New  Create from File |
File name:
IC:'I,Exu:eI 2003 Intermediate Samples)Sample, doc Browse, ., |
[+ Link to File
I Display as icon
e Click OK.

e Double—lick on the embedded Word document to edit it in Excel.
e Select and delete the address or make other significant changes.

¢ Open the Sample.doc file in Microsoft Word to see that your changes did not
affect to the original document.

e Close the files without saving.

Linking Objects

e Open the Chart Sample xls file from the Excel 2003 Intermediate
Samples folder.

e Click on the Q4 Graph sheet tab, and select the chart.

e Click on the Copy icon on the Standard toolbar.

e Start Microsoft Word.

¢ In a new document, choose Edit = Paste Special.

o Select the Paste link radio button.

o_aSelect Microseft Office,Excel Chakt,Object from the As list box.
s Click OK:
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Pazte Special E |
Source:  Microsaft Office Excel Chart
Q4 Graph ok
As:
= — Cancel |
" paste: Microsoft Office Excel Chart Objeck

& Faeiin Picture {indows Metafile)
........................... Bitmap

;I [ bisplay as icon

esult
Inserts the contents of the Clipboard as a picture.

i)
Paste Link creates a shortcuk to the source File,

Changes to the source File will be reflected in wour
docurment.

Save the Word document as ChartLinkdoc.doc in the Excel 2003
Intermediate Samples folder.

Switch to the Chart.xlIs file in Microsoft Excel.

From the Chart toolbar, click on the Data Table iconﬂ to hide it.

Switch back to Microsoft Word.

Right-click on the chart, and select Update Link from the pop-up menu.
Notice that the changes made in Excel are reflected in the Word document.

Note: Using Word, open the ChartLink.doc file in the Excel 2003
Intermediate Samples folder to see an example.

Close the files without saving.

Hyperlinks

Click on the New icon on the Standard toolbar to create a new workbook.
Select cell Al

Choose Insert'= Hyperlink. This'will display the Insert Hyperlink dialog
box:

Fromithe Link to'area, select Existing File or Web Page:
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Inzert Hyperlink HE |

Link. kot Texk to display: || ScreenTip. .. |
o] Lookin: [ PRESARIO (C:) ~| | @| E’,’,|

=) =T Bookmark. .. |
Current | = pocuments and Settings
Falder
. ) 136
ﬂ |
Flace in This ) Inke
Docurnent Browsed | |) My Documents
Pages || 5) Program Files
3 5 WINDOWS
Create Mew Recent 2 WiTemp
Diocumnent Files
Address; I LI
E-mail Address
o | Cancel
e In the Text to display text box, enter Test Link:
Inzert Hyperlink EE
Link ko Text to display: ITest Link ScreenTip. .. |

e In the Look in area, select the Sample.doc file from the Excel 2003
Intermediate Samples folder.
¢ Click OK. View the blue Hyperlink in cell Al:

A
1 |Test Link

o From the worksheet, click on the Hyperlink in cell Al to display the
Sample.doc file in Microsoft Word:
e Close the file without saving.

Managing Links EW A0 & W B N

¢ Click on the New icon on the Standard toolbarto create a new workbook.
e Selectcell Al.
e Choose Insert > Object, and click an the Create from|File'tab:
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Object |
Create Mew  Create from File |
File narme:
|| Browse, .. |
[ Link ta file
[ Display as icon
esulk
. Insetts the contents of the file into your
m docurnent so that vou can edit it later
using the program which created the
source file.

(] 4 I Zancel

e Click on the Browse button, and select the Sample.doc file from the Excel
2003 Intermediate Samples folder.

e Click Insert.
e Select the Link to file checkbox:

Create Mew  Create from File |
File narme:
IC:'I,CCT'I,Ian'I,Ex::eI 2003 Intermediate SamplesiSample, dod| Browse. .. |
Iv Link b File
[ Display as icon
e Click OK.

¢ Doaouble-click on the linked document to display it inmMicrosoft Word.

s Switch back/to Microsoft Excel, and choose Edit = Links on the main Excel
menu.

o C(Click on the €hange source button:

pdate Yalues |

Zhange Source, t |

Cipen Source |

Break: Link, |

| Check Skatus I
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e Look at the link syntax in the Change Links dialog box, and click Cancel to
return to the Edit Links dialog box.

e Click on the Break Link button.
e Click Break Links in the message box to remove the link:

Microsoft Excel E3

] Breaking links permanently converts Farmulas and external references ba their existing walues, Because this cannok
. be undone, you may wank to save a version of this file with a new name. Are vou sure vou want to break links?

Break: Links l\g Cancel I

e Click Close to close the Edit Links dialog box.

o Double-click on the document. Notice that the Format Picture dialog box
appears instead of displaying the document in Microsoft Word:

Format Picture |

| Protection I Properties | Web |

olors and Lines | Size

Crop From
Left: 0cm - Top: 0cm —~
Right: 0cm = Boktom: 0cm =

Image conkral

Color: | Aukamatic -]
Brightness: LI J ﬂ 80 % =
Conkrast: LI J ﬂ

20 e -

COmpress, .. Reset

Canc

1t
at il

e Click OK to close the dialog hoxand close the files without saving.
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