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A first look at Excel

Starting the Excel program

e Click on the Start button (bottom-left of the screen). Click on All Programs. Click on
Microsoft Office. Click on Microsoft Office Excel 2007. The Excel window will be
displayed, as illustrated.

Do)l Q-7 Bookl - Micrasoft Excel
%)
— | Hame Tnaerd Pagelopead  Formuls Diata Review View Developer -2 x
= 4 e = I IS Bl f = A |l Sl :-%‘
B i Calibri , 1 . Rl --?,-:& =,u General E :r _:ﬁ Hdl onaes || G _Tlﬁ
e |l O R | (@0 [ S o G, | | - SR
(| Cipkeara = Fornt = Aligrment = Nunibe: = Shiet Calls Editing |
! AL -Q Lo 3
[ A 8 G 1] E F G H ] | K L M N o
=
2
3
4
5
]
7
B
5
10
u
12
13
14
15
16
17
18
13
0
21
2
3
24
25
WA bW Shestl - Sheetd  Sheetd TP T mn "
i | e ] v 4

d the cell and hig
. Inthe following example,
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In the above illustration, notice that B2 is displayed in the Name Box, and the
contents of the cell is displayed in the Formula Bar. In this case, 2002 is a
calculated value, 2000+2.

In order for you to enter data into a cell, it needs to be the active cell. The active cell
will accept keyboard entries. You can make a cell active by clicking on it or
navigating to it.

The Excel cell referencing system

An Excel worksheetis made up of individual cells, each of which had a unique
reference. Look at the illustration below. We have clicked on cell B3, which means
that the cell is in column B, row 3.

| B3 - J
A B c

L1

L b e

In the illustration below, we have clicked on cell D2.

| D2 - f |

If you look carefully you will see that the current cell reference is displayed just
above,the actualworksheet:

Entering numbers and text

Click on'cell B2, as illustrated.

| B2 - 5|

R EE I S
D
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Type in the word 'Region’. Press the Enter key. When you press the Enter key you
will automatically drop down to the next cell within the worksheet. Your screen will
now look like this.

B3 - Je |
A g C D

4, Region
; —
||

The active cell is now B3. Type in the word 'North'. Press the Enter key.
The active cell is now B4. Type in the word 'South'. Press the Enter key.
The active cell is now B5. Type in the word 'East’. Press the Enter key.
The active cell is now B6. Type in the word 'West'. Press the Enter key.

Your screen will now look like this:

| H13 - fe |
A B C D
1
2 Region
3 North
4 South
5 East
o] West

Click on cell C2. Type in the word 'Sales'. Press the Enter key.
Type in the number 10488 and press the Enter key.
Type in the number 11973 and press the Enter key.
Typelin the number 13841 and press the Enter key.
Type in‘the number 16284 and press the Enter key.

Your'screen/will.noew look like this:

i C1a -0 B

A B e | D
1

2 Region Sales

3 Morth 10488

- South 11973

5 East 13841

5] West 16284
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Default text and number alignment

e If you look carefully at what you have typed in you will see that by default textis
aligned within a cell to the left, while numbers are aligned within the cell to the right.
This makes sense, as nomally text starts from the left of a page and itis the same
within a cell. Numbers on the other hand nomally align to the right. Think how you
would write down a column of numbers on a page that you want to add up.
Numbers align to the right.

Summing a column of numbers
e Click on cell B7 and type in the word Total'.
e Click on cell C7. Click on the Formulas tab, and then click on the AutoSum button.

Cn) 19 - v

id /

— Home Insert Page Layout Formulas Data R

f‘ X AutoSum | @ Logical = [Ll Lookup & Reference =

= [L Recently Used = [ A Text - [[® Math & Trig -

Insert 2 -

Function [ Financial ﬁ_jr Date & Time = [[ji]| More Functions ~ E _||:'|,
. utosSum -

Function Library

Your screen will look like this:

| SUM ~ (0 X « fe| =sum(c3:ce)
A B C D E

1

2 Region Sales

3 North ? 10488;

4 South | 119?3E

5 East 13841}

6 West gl 162841 -

7 \ Total/ | JssuM( Y y
8 y LSUI‘ﬂ[nun'h-HﬂumherZ]rﬂL

e Press the Enterkeyand Excel will automatically add up the eolumn of numbers, as
illustrated.
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cs v f |
Pl A B c D

1

2 Region  Sales

3 Morth 10488

4 South 119373

3 East 13841

6 West 162284

7 Total 52586

8

e We have hardly started to use Excel but already you have seen how powerful and
easyto use itis. We will see more of the Excel functions for performing calculations

later.

The best thing about Excel is that if you make changes to the numbers then totals
and other calculations are automatically updated. Click on cell C4 and type in a
different number. When you press the Enter key you will see that the total value
displayed in cell C7 changes to recalculate the total vales of the sales.

Worksheets and Workbooks

e Look at the bottom-left of your screen and you will see the worksheet tabs displayed.

£D

M 4+ M| Sheetl . Sheet? . Sheet3 - ¥1
Ready fl

By default each workbook contains three worksheets. This is similar to a notebook
that contains separate pages. Click on the Sheet 2 worksheet tab and the second
worksheetis displayed. Click on the Sheet 3 worksheet tab and the third worksheet
Is‘displayed. Click.on the Sheet 1 worksheet tab and the first worksheet, containing
your data is digsplayed again. As we will see later you can add or remove
weorksheets as wellas reordenng and renaming them.

Saving a workbook
e To save the workbook click on the Save icon (top-left part of your screen).

41

0o ) |-
— Home Insert

This will display the Save As dialog box.
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Save As |1||_5|
Save in: | ll:.'._.:.'l My Documents Vl &‘) Ij b ] ij %
B My Recent | [ChCyberlink {520 My Shating Folders
Documents || =y TnekantCDOVD
(&} Desktop My Data Sources
| |lMy eBooks
My My Musi
B Diocuments @ 5 lusn:
T IEMY Pictures
o My = 3 ;
o Computer | |y Practice Files
i fab e |JMy PSP Files
F‘I:cei WA | =y my Received Files

)My Skype Content
1My Skype Pickures
My Videos
[0y web Sites
(IMerovision
|C)Pinnacle Studio
[C)samsung PC Studio
[C)5amsung PC Studio 3
|)Symantec

File name: |EEDH§€ESX

Save as Lype: |Exce| wiorkbook (*,xlsx)

Tools hé

¢ Click on the down arrow nextto the Save in section of the dialog box to navigate to

the folder containing your sample files.

e Click within the Hle name section of the dialog boxto name the file. In this case

use the file name My FHrst Spreadsheet.

e Click on the Save button the save the file to disk.

Closing aworkbook

the w ok, cl
screen), from

p do

i the Mi of
tions yel

click on

on (top-left of
e Close command.
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e The screen will now look like the illustration below. The Excel program is open but
no workbook is displayed within the program.

b el | e [ w_@_w_@ﬂﬁp*

L i e ”pn i ‘m—m n

SR e S o

oy Ew Tyt - Mnth & ity i
mm ."-mﬂ uhh-m ‘j‘l-m
= o ot

e To close the Excel program, click on the Close icon. This icon is the small cross
displayed at the top right of the Excel screen.
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Creating a new workbook

e Startthe Excel program. Each time you start the Excel program, by default, it
displays a new blank workbook containing three blank worksheets. Type in your
First Name in to cell Al.

e To create a new workbook, press Ctrl+N. This is the keyboard shortcut for creating
a new file. Anew workbook will be created containing three worksheets. Type in
your Second Name in to cell Al.

e Close both workbooks without saving your changes.

Opening aworkbook
e Press Ctrl+0O the keyboard shortcut to open an existing file.

Or click on the Microsoft Office Button (top-left) and then click on the Open
command.

i
) s

- |

[[E LI [N R

e This will display the Open dialog box. Click on the down arrow within the Look in
section of the dialog box and navigate to the folder containing your sample files.
Select a file called Sales 2005, and then click on the Open button to open the
workbook.

¢ Open the workbook called Sales 2006 and also a workbook called Sales 2007. You
now have three open workbooks.

Switehing between workboaoks

e To switch to'a particular Excel workbook, click on the relevant Excel workbook icon
displayed within the Windows Taskbar (across the bottom ofthe screen).

q__'

71 S[‘ﬂ It rﬁ-ﬁale'-; 2005, =lsx I'M_'QS.E‘IE--; 2006, x5 F'Eisal.:-; 2007 xlsx

TIP: You can use the Alt+Tab keyboard shortcut to switch between open programs.

e Close all open workbooks.
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Saving a workbook using another name

Open the workbook called Sales 2005. Click on the Microsoft Office Button and
the select the Save As command.

Y

Open

b =
1
H Save As |k

In the FHle name section enter a new file name, in this case called My Backup.
Click on the Save button. You now have two copies of the same file, both containing
the same information. This can be useful for making backups of your data or for
retaining copies of a workbook with different versions of the data in each file.

Saving aworkbook using a different file type

Click on the Microsoft Office Button and the selectthe Save As command. The
Save As dialog is displayed. Click on the down arrow within the Save as type
section of the dialog box. You can select the required file type from the drop down
displayed.

File name: Sales 2005, xlsx hé

Save 35 LYPB! | Eurel workbook (*.xlsx) K2
A0 (Excel WorkbSak T, xlsx) A

Excel Macro-Enabled Workbook (*, 2lsm) B
Excel Binary Warkbook (*,x/sb
» oy RIL Daka (* i)

_'_ Single File Web Paga (*.mht; *.mhkml) ¥
] ] ] ] T ]

TIP: If(ou want to email a/copy of. an Excel 2007 workbook t0 someone that has an
earlier version of Exceli'such as Excel 2003, then you may needto'save thefile'in
the Excel 97-2003 Workbook file format.

Alternatively, people with earlier versions of Excel can download additional free
software from Microsoft allowing them to open and view (but not necessary edit),
files created using Excel 2007.

Close any open dialog boxes and close all open worksheets.
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Help

Getting help

e Click on the Microsoft Office Excel Help icon (towards the top-right of the screen).

i = s

Ir’_@J_r:ux

TIP: Or press the F1 help key.

e The Excel Help window is displayed.

r@) Excel Help i
e AN BAME R &
~ M Search -
Excel
Help and Hows-io
What's new Getting help
Accessibility File conversion and compatibility =
Workbook management Worksheet and table basics
Formula and name basics Function reference

Charts Security and privacy

Macros Excel and the Web

Automation and programmability Activating Excel

Customizing Reviewing and sharing
< Il | |

Shen Dorine i
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e As you can see a wide range of help topics are displayed. Click on the What's new
link. You will see the following.

r@)ExceiHE!p = x1
© > 0G4 AMP R &
vPSEal.'[.hv

| Excel Al

What's new

Topics in "What's new™ 4items

@ What's new in Microsoft Office Excel 2007

@ Excel spedfications and limits

@ Terms of use

@ Disclaimer: Use of Fictitious Mames

I

Click the W new i rosof ice [Excel 2007 link. You will see the
llowing.
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r;\t}')E:ncn:eEt—h}[p:r ]
CRCRENORAN . A

~ B Search -

: Excel = What's new

What's new in Microsoft Office
Excel 2007

P Show All

= M=, |
U ‘ B E
potrante Table | R Use powerful new features
% — | | toanalyze and communicata your

business information, share it with other

peaple, and manage it maore EﬁECIWEly
than ever.

Al
|4
1

WHAT'S NEW

N - -

In a new results-oriented user interface, Microsoft Office Excel 2007
provides powerful tools and features that you can use to analyze,
share, and manage your data with ease.

In this article

+ Results-ariented user interface

il..
Excel Help |

TIP: Click on the Maximize button within the top-right part of the dialog box. This

will make the dialog boxfill the screen and the information within it will be easier to
o a little t's n thi of Excel. Fori [
yo on ntated User Int you will see the following.
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¥ Excel Help =

0RO BAS S g
~ J Search -

% Quick access to more templates ~

Results-oriented user interface

The new results-oriented user interface makes it easy for you to work
in Microsoft Office Excel. Commands and features that were often
buried in complex menus and toolbars are now easier to find on
task-oriented tabs that contain logical groups of commands and
features. Many dialog boxes are replaced with drop-down galleries
that display the available options, and descriptive tooltips or sample
previews are provided to help you choose the right option.

Mo matter what activity you are performing in the new user interface—
whether it's formatting or analyzing data—Excel presents the tools
that are most useful to successfully complete that task.

t Top of Page

More rows and columns, and other
new limits

£ Il | >

i | Ortine,

¢ When you have finished experimenting, close the Excel Help window.

©) Excel Help
“ =006 aMe e
Frinting ~ B search -
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e Click on the Search button nextto the textinput box. You will see a range of topics

related to printing. Clicking on any of these topics will display more information
about printing.

@) Excel Help - = X
@O M GA DR i
printing ~ JJ Search -

Tabla of COnEente x| Bl Al

& What's new Al .
éGem help — | Searched for: "printing”
éACOESSfDTW Results 1-25 of 46 Page: [1] 2 & Next »

i

@FHE conversion and compatibiity @ uUse Page Layout view to fine- tune pages bf.fore printing =
éw ook A Help = Workbook management > Saving and printing > Page layout

orkbook managemen

& Worksheet and Excel table basics @ Preview a page before printing
@ 4 basi Help = Workbook management > Saving and printing

Formula and name basics
@/Funcﬁm reference =| @ Preview worksheet pages before printing =
: Z : I < Help = Waorkbook management > Saving and printing > Setup and
@Fdhenng, sorting, and conditionally formatting optians
@/Summa'izing, consolidating, and outining dat Tt
o Validating data @ Cancel printing

@ Gl Help = Workbook management > Saving and printing

@Dﬂpﬂrﬂng data I

@ FivotTable reports and PivotChart reports

& What-f analysis @ save a file in PDF format

.@Worﬁng with XML Help = Workbook management > File management

@/Charts @ AsCu character chart

QSECWW and privacy Help > Worksheet and Excel table basics > Formatting data

@Macros @ Saveas

@Exaei and the Web

: @ Overview of sharing and collaborating on Excel data
@Autmnabon and programmability | Help = Collaboration

L) i | 1J @_puhlich as POF or ¥PS

]
Siow b otine .

e Close the Excel Help window when you have finished experimenting.

able of Contents icon (the
w toolbar).

e You will now see a Table of Contents displayed down the left side of the Excel Help
window.
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&) Excel Help i g

CoROA AMD L i
~ B Search ~

Tahle of Contents

@'M"lafs new 4|

@Getth'lg help

.- Browee Excel i

@Hl& conversion and compatibility FOWSE £e P

@/w::rkimnk management What's new Getting help

#uypWarksheet and table basics Accessibility File conversion and compatibility =

@me.ﬂa and name basics

,@chtion e Workbook management Worksheet and table basics

@Dﬂpﬂrﬂm and analyzing data = Formula and name basics Function reference

@Fdher’lng, sarting, and conditionally formatting Tporting and ardyang data Filtering, sorting, and conditionally

@&mmm, consolidating, and outlining dat formatting data

iy Validating data Summarizing, consolidating, and G i

@/Impurtlng data outlining data g

.@PhtotTablE reports and PivotChart reports Importing data PivotTable reports and PivotChart

@%at—ifana]ysis ek

,@w::ddng with XML What-f analysis Working with XML

@/Charts

@Secuﬁty S Charts Security and privacy

@Maaos Macros Excel and the Web

@Excei i Simrety Automation and programmability Activating Excel

@nutmnaﬁon and programmability ]
e el e - Customizing Reviewing and sharing o]

£ Jii | l.J &I il | %

e e | Rorme

Printing a Help topic

¢ Displayan item of interest within the Excel Help window. Click on the Print icon
displayed within the Excel Help toolbar.

Alt key help
e Press CTRL+N to open a new blank workbook
e Click on the Home tab.

e Press the Alt keyand you will see numbers and letters displayed over icons, tabs or
commands, towards the top of your screen.
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¥ Book2 - Microsoft Excel

Q
i e Pag out Fu las R iEu Developer
= l —‘ﬁ *JB’P gt AR W

H'.l

— e ' e

i 1 o Calibri |A A | E E” P z| =i | |General

b {— — — i
e 3 | S ||&-~a E==(re = @B
Chpbuan:l- IT--|| Font (F] '_ Alignment (F] ’_ Number r..!

e If you type in a number or letter you will activate a command. Forinstance in the
example shown, the number 1 is displayed over the Save icon. Type in 1 and you
will see the Save As dialog box displayed. Close this dialog box.

e Press the Alt key again and you will see an N displayed over the Insert tab. Pres N
and you will see the contents of the Insert tab displayed.

e This is a very easyway of learning keyboard shortcuts. You now know that Alt+S
will display the Save As dialog box and that Alt+N will display the Insert Tab.

e Click on the Home tab before continuing.

SAMPLE
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Using Excel

Selection techniques

Why are selection techniques important?

e Often when you want to do something within Excel you need to select an item first.
This could involve selecting a cell or multiple cells. It manyneed you to select a row,
a column or even the entire table.

Selecting a cell

e Open a workbook called Selection techniques. To select a cell simply click on that
cell. Thus toselect cell B3, click on cell B3.

Selecting arange of connecting cells

e We wantto select the cells from C3 to G3. To do this click on the first cell within the
range, i.e. C3. Then press down the Shift key (and keep it held down). Click on cell
G3. When you release the Shift keythe cell range will remain selected, as

illustrated.
| c3 - fe | sales 2003
A B C D E F G
1
1 X
2
3 Country [sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007 |

Seleeting arange of non-connecting,cells

e Sometimes we need to select multiple cells that are not next to each other, as in the
example below, where €3, E3 and/G3 have been selected.

| F17 - £ |
I A B c D E E G
1
A
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
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To do this click on the first cell, i.e. C3. Then while keeping the Ctrl key pressed
click on the cells E3 and G3. When you release the Ctrl key the cells will remain
selected.

Selecting the entire worksheet

e To selectthe entire worksheet, click on the intersection between the column and row
referencing numbers.

o) - = Selec
—’ Home Insert Page Layout Formulas Data Revit
&j £ caiibri 11 AW =

A = =] A |
_é i — — — —t— ——
L s B L u-|iE-|d- A~ ||=E = F|E &=
Cliph (] Alignment
£ | Canada
— ( Click Here c = =

Selecting arow

e To selectarow, saythe row relating to Canada, click on the relevant row number
displayed down the left side of the worksheet.

2

3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
2 L Canada 98 120 121 132 143
6 usa 109 110 109 102 94
7  UnitedKingdom | 92 93 98 es | 85
8 Australia_ | |\ Y B ES %2 || 93
3 New Zealand [ 32 L a0 [ 54 4 | B4
10, China . & [ m | & 88 | 93
11 || pakistan |\ || % A B L 54 | 73
12 [Mexico o b el A oo 23 32

Selecting arange of connecting rows

e To selectthe rows relating to Canada, USA, UK and Australia. First click on the row
number nextto Canada (i.e. 5). Press down the Shift key and keep it pressed.
Click on the row number relating to Australia (i.e. 8). When you release the Shift
key the multiple rows remain selected.
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3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 1589 193 201
5 Canada 98 120 121 132 143
b USA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
a8 Australia 92 95 96 92 93
9 New Zealand 32 43 54 74 84
10 China 67 79 83 85 93

Selecting arange of non-connected rows

e Click on the row number 3 and press down the Ctrl key. Click on row number 5,
then row number 7 and finally number 9. Release the Ctrl key and the rows will
remain selected.

2

3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
5 Canada 93 120 121 132 143
+] USsA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Awustralia 92 95 96 92 93
9 [ |NewZealand 32 a3 54 74 84
10 China 67 79 83 88 93

Selecting a column

e To selectthe column containing data relating to 2003, click on the column header C,
as illustrated.

H L £ D A E# J
1 :
. 2 N BN 78 B @ B
3 _\  Country Sales 2003 |Sales 2004 Sales 2005 'Sales 2006 Sales 2007
4 | India | 0wz} 129 [189 193 | 201
% Canada 98 120 121 132 143
UsA 109 110 109 102 94

7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93
9 Mew Zealand 32 43 54 74 84
10 China 67 79 83 88 93
11 Pakistan 24 34 43 54 73
12 Mexico 12 24 20 23 32
12
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Selecting arange of connecting columns

e To selectthe columns relating to the sales figures for 2003-2006, first select column
C. Press the Shift key and while keeping it pressed select column F. When you
release the Shift key the columns will remain selected.

A B C D E F G

1 N
2

3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 |Sales 2007
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
6 UsA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93
9 New Zealand 32 43 54 74 84
10 China 67 79 83 88 93
11 Pakistan 24 34 43 54 73
12 Mexico 12 24 20 23 32

Selecting arange of non-connecting columns

e To selectthe columns relating to 2003, 2005 and 2005, first select the column C.
Press the Ctrl key and keep it pressed. Select column E and then select column G.
Release the Ctrl key and the columns remain selected.

A
1
2
* Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
)\ India/ |\ 102 1298 189 193 B 201
5 Canada | \ B Wss (1200 [ 1322 | 143
’ uUsaA |\ L] 1100 109 102 | 94
~ United Kingdom | W A | - 98 95 || 85
8 ) Awstralia |\ | 92,/ 95 | % 92 N 93
New Zealand 32 43 54 74 84
* _‘Ehina — 67 75 23 28 93
11 Pakistan 24 34 43 54 73
12 Mexico 12 241 20 23 32

e Close the workbook without saving any changes you may have made.

Manipulating rows and columns
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Inserting rows into a worksheet
e Open a workbook called Rows and columns.

e We need to insert a row for Japan between the row for Canada and the row for the
USA. Selectthe row for the USA, as illustrated.

Inaia 1L 129 IES 193 2UL
5 Canada 98 120 121 132 143
+] L LSA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93

Right click over the selected row and from the popup menu displayed select the
Insert command.

] USA 109

L p - & | Cut p—
7 United Kingdom 92 "

8 Australia 92 "=1 Copy

9 New Zealand 32 [ Paste

10 China 67 Paste Special...

11 Pakistan 24 Insert

12 Mexico 12 Delete

13 Clear Contents

14 - —

The table will now look like this.

3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007

4 India 102 129 189 193 201

5 Canada 98 120 121 132 143

6 |

7 < UsSA 109 110 109 102 94
gy VT ou o pRa g o

e Click on cell B6 and type in the word /Japan'. Enter the following sales figures for
Japan.

Country /| Sales 2003\5ales 2004 Sales 2005 Sales 2006/ Sales 2007
India 102 129 189 193 201
Canada 98 120 121 132 143
Japan 89 93 102 109 120

Inserting columns into aworksheet

e We wantto inserta column forsales figures in 2002, which needs to be inserted
before the 2003 column. Select the column relating to 2003, as illustrated.
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K

| | A B c D E F G

1
B
2 Country Sales 2003 |Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
= Canada 98 120 121 132 143
b | Japan 89 93 102 109 120

¢ Rightclick over the selected column and from the popup menu displayed select the
Insert command. The column will be inserted, as illustrated.

| A A B C D E F G H

{
1 L]
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
3 Canada 98 120 121 132 143
6 Japan 89 93 102 109 120

e Enter the following data into the column.

A B C | D E F G H |
1
2
3 Country Sales 2002 Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 a3 102 129 189 193 201
a 98 120 121 132 143
89 3 109
109 102
92 95 85
92 92
32 74

67
24
12 24

83 93

Deleting rows within a worksheet

e Selectthe row relating to Canada. Right click over the selected row and from the
popup menu displayed select the Delete command.
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4 ) Led
50 ¥ cu 3 120
6 \ 5 93
7 <™ 5 110
g [ Paste o 99
q Paste 5pecial... 0 95
10 Insert 2 43
11 Delete 7 79
12 Claar Cantants 4 34

e The row is deleted without any additional warning.

TIP: To delete multiple connected rows, just the Shift key trick to selectmultiple
rows and then right click to delete the rows. To delete multiple non-connected rows,
use the Ctrl key trick to select the multiple rows and then right click to delete the
rows.

Deleting columns within a worksheet

e Selectthe column relating to Sales 2007. Right click over the selected column and
from the popup menu displayed select the Delete command. The column is deleted
without any additional warning.

TIP: To delete multiple connected columns, use the Shift keytrick to selectmultiple
columns and then right click to delete the columns. To delete multiple non-
connected columns, use the Ctrl key trick to select the multiple columns and then
right click to delete the columns.

Modifying column widths

e Selecta column, such as the Country column. Right click over the selected column
andifrom the popup menu displayed select the'Calummn,\Vidthicommand!

= [ | |
. Cogntry | %) cut 4 Sales 2005 S:
4 ) |'ndia == Copy y 189
3 ,  [1apan &, \Baste 3 102
*7 A L‘E’A Paste Special... 10 103
United K 9 98
. Insert
a3 Australia 5 96
9 New Zea A 13 54
10 China Clear Contents 79 a3
11 Pakistan| 5" Format Cells... A 43
12 Mexico Column Width... il 20
13 Hide
14 Unhide
15 T
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e The Column Width dialog boxis displayed which allows you to set the column
width. Click on the Cancel button to close the dialog box.

Column Width  [?][X]

Column width:

[ Ok l I Cancel I

Modifying column widths using 'drag and drop'

e Move the mouse pointer to the line between the header for column B and column
C, as illustrated below.

Country 2003 Sale
India 93

B pa | e

e Press the mouse button and keep it pressed. Move the mouse pointer left or right to
make the column narrower or wider. Release the mouse button and the column
width will change as required.

Automatically resizing the column width to fit contents

e Resize all the columns so that they are too narrow to properly display the data
contained within the columns. Your screen will look similar that the illustration
below.
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| S B c|l o |E|F| 6 | H ]
) | S
2
2 | Country  Sales 2 Sales 20( Sales : Sales 2 Sales 20 Sales 2007
4 | India 93 102 129 189 193 201
5 | Japan 74 89 93 102 109 120
6 ‘ usA 92 109 110 109 102 94
) UnitedKin; 86 92 99 98 95 85
8 Australia 84 92 95 96 92 93
9 | New Zealar 23 32 a3 54 74 84
10 | China 54 67 79 83 88 93
11| Pakistan 23 24 34 43 54 73
12 | Mexico 10 12 24 20 23 32

e To automatically resize each column width to fit the contents, select all the columns
containing data. Double click on the junction between one of the column header
headers within the selected columns.

Modifying row heights
e Selectone ormore rows and then right click over the selected row(s). From the
popup menu displayed select the Row Height command.

& | cut
3 Copy

[E Paste

Paste Special...

Insert

Delete

Clear Contents

e Row Height dialog is displayed allowing you to set the exact row height, as
required.

Row Height

Row height: | 1k

L ok J[ Cancel ]
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TIP: If you click between anytwo row headers, you can drag the row height up or
down as required, to modify the row height.

Save your changes and close the workbook.

Copying, Moving and Deleting

Copying the cell or range contents

Open a workbook called Copying moving and deleting.
Select a cell, range, row or column to copy. In this case select the range B4 to E4.

TIP: A range like this is often written as B4:E4.

Your screen will look something like this:

& B 5 D E

Stock Levels

| Component number MNo in stock Value each item  Total value in stock |
100846 2 56.99 113.98

N & W pa | e

Press Ctrl+C to copy the selected range to the Clipboard.

TIP: To copy a selected item to the Clipboard, click on the Home tab and then click
on the Copy icon in the Clipboard group on the Ribbon.

f.lu-l.\ _ﬁ L

¥
_1
e

Clipboard ™=

a4

Click at the location you wish to paste the data to. In this case click on cell B14 and
press the Ctrl+V keys to paste the data from the Clipboard.

TIP: To copy a selected item to the Clipboard, click on the Home tab and then click
on the Paste icon, in the Clipboard group on the Ribbon.
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(R B
)
—! Hom

= | %
—]—__-1

Paste

Clipboard ™

Your data will now look like this.

4 Component number  MNoinstock  Value each item  Total value in stock
5 100846 2 56.99 113.98

5] 100332 o 28.38 0

7 100622 ] 12.74 63.7

8 100847 2 32.99 65.98

9 100743 5 18,99 94,95

10 100934 1 12.99 12.99

11

12

13

14 Component number  MNoinstock  Value each item = Total value in stock

TIP: You can use the same technique to copy entire rows or columns. Pressing
Ctrl+A will select everything within a worksheet and allow you to copy the entire
worksheet contents to the Clipboard when you press Ctrl+C.

Deleting cell contents

Select the range that you wish to delete the contents of. In this case select the
range B10:E10, as illustrated.

= 100 /435 3 1949 H4.495 B
HDJ | 100934 1 12.99 12.99 I

1 -

Press the Del keysand the cell contents will be deleted.

TiPxYou can use the same technique to delete entire rows or columns.
Pressing Ctrl+A will select everything within a worksheet will allow you to delete the
entire worksheet contents when you press the Del key.

Moving the contents of a cell or range

Select the range to wish to move and then cutit to the Clipboard. In this case select
the data, as illustrated.
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Component number  MNoinstock  Value each item  Total value in stock

100846 2 56.99 113.98
100332 o 28.38 0
100622 3 12.74 63.7
100847 2 32.99 65.98
100743 5 18.99 94.95

e Press the Ctrl+X keys to cut the selected data to the Clipboard.
Click at the location you wish to move the selected data to, in this case click in cell
B15, and press Ctrl+V, to paste the data.

TIP: You can use the same technique to move entire rows or columns.

e Save your changes and close the workbook.

Editing cell content

e Itis easyto editexisting data within a cell or to replace existing data within a cell.
Open a workbook called Editing.

e Click on cell B3. Double click in front of the word 'Region’ and insert the word
'Sales' followed by a space.

e Click on cell B7. Double click on the word 'West', to select it and then over type the
selected word with the word 'Central'.

Undo and Redo

e Click on the Undo icon (top-left of your screen) to reverse the last action. Tryit now.

T M
—’ Home [ﬂ

e Clickon the Redo icon (top-leftof your screen) to'reapply the last action.  Tryitnow.

N

Home Insert

e Save your changes and close the workbook.

AutoFill

e Open a workbook called AutoHill.
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Click on cell B3 which contains the word Monday. Move the mouse pointer to the
bottom-right corner of this cell and the mouse pointer shape will change to the shape
of a small black cross. When the mouse pointer changes shape, press the mouse
button down, and while keeping it pressed move slowly down the page. When you
release the mouse button you will see that Excel has 'AutoFilled’ the range you
dragged across with days of the week.

Click on cell C3 which contains the word January. Use the AutoFill feature to
automatically create a column containing all the months of the year.

Select the cell range D3:D4. Use AutoFll to extend the series down the page. As
you will see the series becomes 1,2,3,4,5,6,7 etc.

Select the cell range E3:E4. Use AutoFill to extend the series down the page. As
you will see the series becomes 2,4,6,8,10 etc.

Save your changes and close the workbook.

Sorting a cell range

Open a workbook called Sorting.
Click within the data contained within column B.

Click on the Data tab and from within the Sort & Hlter group, click on Sort Ato Z
icon.

A

The data will be displayed as illustrated.
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Countries Value of Sales
Australia 3281746
Canada 2183721
China 2917438
India 1846276
Ireland 2948183
New Zealand 1019483
Pakistan 1281637
United Kingdom 2093627
USA 4817423

Click on the Sort Zto A icon.

&b

The data will be displayed as illustrated.

Countries Value of Sales
USA 4817423
United Kingdom 2093627
Pakistan 1281637
New Zealand 10194383
Ireland 2948183

ithin'the data co .
e Click on the Data tab, and from within the Sort & Flter group, click on Sort Ato Z

icon.

2!

ained in‘colum

The data will be displayed as illustrated.
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Countries Value of Sales
New Zealand 1019483
Pakistan 1281637
India 1846276
United Kingdom 2093627
Canada 2183721
China 2917438
Ireland 2948183
Australia 3281746
USA 4817423

Click on the Sort Zto A icon.

il

The data will be displayed as illustrated.

Countries Value of Sales
USA 4817423
Australia 3281746
Ireland 2948183
China 2917438
Canada 2183721
Unitéd Kingdom 2093627
India 1846276
Pakistan 1281637
New Zealand 1019483

Save your changes and close the workbook.

Searching and replacing data

e Open a workbook called Search and replace.

e Press Ctrl+F to start the Search utility (or click on the Home tab, then click on the
Find & Select icon, from the menu displayed select the Find command).
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This will display the FAind and Replace dialog box, as illustrated.

Find and Replace

Find | Replace |

Find what: | w |

| Fndal | | Endnext | | Close |

¢ Within the Find what section of the dialog box, enter the word 'Blue'. Click on the
Find Next button and you will find the next occurrence of the word Blue. Keep
pressing on this button to find all occurrences within the worksheet.

e Click on the Replace tab within the Find and Replace dialog box.

Find and Replace

Find Replace |
Find what: || v |
Replace with: | W |
[ Replace Al ] [ Replace ] [ Find &ll ] [ Find Mesxt J [ Close ]

[ e Replace butto
e word Purple.

Press Ctrl+Hto display the Find and Replace dialog box, with the Replace tab
already selected for you.

Within the Find what section type in the word 'Red'.
Within the Replace with section type in the word 'Orange’.

Click on the Replace All button and all occurrences of the word Red will
immediately be replaced by the word Orange.
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e Save your changes and close the workbook.

SAMPLE
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Worksheets

Manipulating Worksheets

Switching between worksheets
e Open a workbook called Worksheets.

e You are looking at the first worksheet within the workbook. You can confirm this by
looking at the worksheet tabs at the bottom-eft of your screen.

i 4 » b | Sheetl - Sheet? = Sheet3 -
Ready "_=|

e To switch to another worksheet click on either the Sheet2 or Sheet3 tab.

Renaming a worksheet

e Click on the Sheetl tab to display the first worksheet. Double click on the Sheetl
tab and you will be able to type in a new name. In this case type in the name 2003,
as illustrated.

M 4 » »| 2003 - Sheet? ~ Sheet3 . ¥J
Ready fl

e Double click on the Sheet2 tab and rename it 2004.
e Double click on the Sheet3 tab and rename it 2005. Your tabs will now look like this:

T R E—
SeShn 2003 2004 2005 - B

—

Ready |\ [o J A )

Inserting a new worksheet

e Click on the 2005 worksheet tab to selectit. Right click over the tab and from the
popup menu displayed, click on the Insert command.
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11
Insert.. |i
15
16 Delete
17 EBename
18 Move or Copy...
19 3 | View Code
20 E% Protect Sheet...
21 Tab Color »
22 Hide _—
23 B
24 =
Select All Sheets
44 b M| 2003 2004 | 20—

Ready | ] |

e The Insert dialog is displayed. Make sure thatthe Worksheet objectis selected
within the dialog box.

X

Insert

General | Spreadshest Solutions |

® .o 3 § |o°d

‘Workshest Chart M5 Excel 4.0 Inkernational Rreiew
Macra Macro Sheet

M3 Excel 5.0
Dialog

Preview not available,

Templates on CFfice Online Cancel

ed just before t

Deleting a worksheet

e Make sure that the new tab that you have justinserted is selected. Right click on the

tab and from the popup menu displayed select the Delete command. The new
worksheet will be deleted.
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ey

16 Insert...

17 | Delete

18 Bename

19 Move or Copy...
20 ¥ View Code
21 {5 Protect Sheet...
E Tab Color 4
23
; Hide

25 Unhide...

L4 Select All Sheets
M4 M| 2003 2004 | Shetwm

Ready | 5 |

Copying aworksheet within a workbook

e Selectthe 2003 tab. Right click on the tab and from the popup menu displayed
select the Move or Copy command.

1
£ Insert...
£ Delete
17 Rename
18] | Move or Copy... |
19 3= View Code
= &)y | Protect Sheet...
% Tab Color 4
23 Hide
24 Unhide...
_I’.:E_‘m 200 Select All Sheets =
Ready | [ |

e The Move or Copy dialog boxis displayed. As we wantto copy rather than move,

i n the Create a copy. ck box. he heet tion of the,di
0X, ect whi u wish se fr of. In this case
select 2005.

orkshe
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Move or Copy

Move selected sheets
To book:

Worksheets, xlsx

Before sheet:

2003
2004

{move to end)

e When you click on the OK button a copy of the first worksheet will be inserted, as

illustrated.

25
4 » ¥ [ 2003 2004 | 2003 (2) 2005 a1 A0

Ready | I |

e Delete this copied worksheet before continuing.

Moving a worksheet within a workbook
e Selectthe 2003 tab. Right click on the tab and from the popup menu displayed

command.

select the Move or Copy
15 Insert...
16 Delete

Select All Sheets

H!bblz
Ready | [ |

MPLE

e The Move or Copy dialog boxis displayed. In the Before sheet section of the

dialog box, select which worksheet you wish to insert the moved worksheet in front
of. In this case select 2005.
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Move or Copy

Move selected sheets
To biook;

|'-.-'-.-'u::rksheets.xlsx W |

Before sheet:

2003
2004

(move ko end)

[]create a copy

L 4 ][ Cancel ]

e When you click on the OK button the worksheet will be moved, as illustrated below.

44 » M 2004 | 2003 2005 0 7
Ready | 2 |

e Before continuing, rearrange the worksheets in the correct order.
e Save your changes and close the workbook.

Copying or moving worksheets between workbooks
e Open a workbook called Between workbooks 2. Leave this workbook open.
e Open aworkbook called Between workbooks 1.

h[opup menu LeE
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16
17
18
19
20
21
M 4 ¥ ¥ | 3005Sales | 2006

Insert...

Delete

Rename
I Move or Copy... ¥
View Code

Protect Sheet...

Ll

Tab Color »
Hide

Unhide...

Select All Sheets

The Move or Copy dialog boxis displayed.

Mowe or Copy

Move selected sheets
To biooks

Between workbooks 1,xlsx

Before sheet:

2005 Sales
2006 Sales
2007 Sales
{move to end)

[]create a copy

L 04 J[ Cancel ]

arrow i

e To book secti e dialo

workb called ee S
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Move or Copy

Move selected sheets
To biook;

Between warkbooks 1,xlsx F

(mew boolk)
Between workbooks 1, xlsx
Between workbooks 2, sy

[]create a copy

L 4 ][ Cancel ]

Use the Before sheet section of the dialog boxto determine where in the second
workbook the worksheet will be copied to.

Before sheet:

2IZI als
2007 Sales
{move ko end)

Click on the Create a copy check box.

e Click on the OK button.

tothe s
into workb

meth

i_reate a copy

When you have finished experimenting save the changes in both your workbooks
and close all open files.
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Formatting

Font formatting

The font formatting options are located on the Home tab within the Font group.

Calibri - [11

v || A
Bz u-|E S A

Fant (]

Font type

Open a workbook called Font formatting. Select the range C3:G3. Click on the
down arrow within the Font section and select a different font type, such as Arial.

41

(Ba H9-

(]

Font formatting.xlsx - Mici

| Home | Insert Page Layout Formulas Data Review View Develop
I I o Nl S e
i =3 o
Paste Theme Fonts =5 £§| E' |%, o s “.E.n_
’ i % Cambria {Headings)
|| Clipboard ™ nt ] Mumber
=T Calibri {Bady} |
L&
Al Fonts
|4 1.5 E | F G |
1 Salesvol
= T fgency MR
3 | T ALGERIAN 2005 sales 2006 Sales 2007 |
4 T Mibi 189 193 201
5 | T Andale Mono IPA 121 132 143
102 54
B85
92 93
74 B4
93
54 73
23 32
15 | T Bauhavs 93
16 | % Bell MT
17| % Berlin Sans FB
18 v ¥
5 7 Berlin $ans FB Demi
| % Bernard MT (ondensed -

Experiment with applying different fonts to your data.
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Font size

e Selectthe range B3:B12. Click on the down arrow within the Font Size section
and select a different font size.

41

Font formatting xlsx - M

() 9~ o

- | Home | Insert Page Layout Farmulas Data Review View Devel
i :Lﬂj 1* Calibri - E A== §||$| =¢ | Geneml

St oy . L = e || :
| e g s mE] CFAC||ESsEeE| @
||Clipboard T Fant| 10 £ Alignment £l Number

o I TY
| B3 " d 35 3 | Country
| A | B v« g | o | E | EFE | &

1 sales volume by country |16

2 15
= Country ~ $2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India % 102 129 189 193 201
Esh Canada % 98 120 121 132 143
£ USA 28 109 110 109 102 94
=7 United Kingdor 3 92 99 98 95 85
el Australia = 92 95 96 92 93
8. NewZealand | .. | 32 43 54 74 84
10 China 67 7 83 88 93
1 Pakistan 24 34 43 54 73
12| Mexico 12 24 20 23 32

TIP: You can also select a range and use the Increase Font Size and Decrease
Font Size icons.

plying bold, itali un
ormatting using the icons illustrated below.

B I U-

TIP: You can easily apply double underline formatting. To do this click on the down
arrow nextto the Underline icon. Selectthe Double Underline command.
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Calibri \_| L
A-|

TR oria
U | Underline
) | 2 Double Underline |

Cell border formatting

e Selectthe range B3:G12. Click on the down arrow next to the Border icon. Adrop
down is displayed from which you can select the required border. Select All

Borders.
[ El_f? . 2 Font formatting.xlsx - Microso
= | Home | Insert Page Layout Formulas Data Review View Developer
== _
[ j Calibri General
- Bl
e g LARSE S Rl R
|Clipboard ™ [ | F{ Borders | | Mumber [
B3 - b Bottom Border
| _-_i A | B Top Border e G | §

1 iSﬂlE’.“- volume by counts Eett Border

Right Border

Country Mo Barder
India All Borders
Canada Qutside Borders
USA Thick Box Border
United Kingg

1 Bottom Double Eorder
Australia

New Zealand Thick Bottom Border

China

Top and Bottom Border

Line Color

Line Style

More Borders...

e Your data will now look like this.
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Country Sales 2003 [Sales 2004 |Sales 2005 |Sales 2006 |Sales 2007
India 102 129 189 133 201
Canada 93 120 121 132 143
USA 109 110 109 102 94
United Kingdom 92 99 98 95 85
Australia 92 95 96 92 93
New Zealand 32 43 54 74 34
China 67 79 83 88 93
Pakistan 24 34 43 54 73
Mexico 12 24 20 23 32

e Click on the Undo icon (top-left of your screen) to undo this formatting.
R

Home Insert

e Spend a little time experimenting with applying different types of borders.
Remember that you can use the Undo icon to undo any formatting that you apply.

TIP: Experiment with applying border formatting effects, such a thick or double
edged border effects.

Formatting the background color
e Selectthe range B3:G3. Click on the Fll Color icon. Move the mouse over a color

and you will see the color formatting previewed within your data. Click on a color to
applyit.

,fl':l3 i 9 - ¥ ¥ Font formatting.xlsx - Micros
Home Insert Page Layout Farmulas Data Review View Developer
Ty * = — — .
B Calibri -1 A | |S==®-| |5 ceneral

52

ou = )
4 India -_. LL L L L P 193 201
5 Canada __|| NoFilt 121 132 143
6 usAa 8 | More Colors... 109 102 94

TIP: Be carful when applying background fill colors as itmay make any text within
the range difficult to see. Avoid using similar text colors and background fill colors.
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Formatting the font color

e Selectthe range B3:B12. Click on the down arrow nextto the Font Color icon.
This will display a drop down from which you can select the required color.
Experiment with applying different font colors.

A=

. Automatic

I
1]
]
141
"
¥
"
T

| Theme Colors

Standard Colors
| J | EEEERN

12 Mare Colors..

e Save your changes and close the workbook.

Alignment formatting

e The alignment options are contained within the Alignment group on the Home tab.

==_® &
== === =H-
Alignment (]

Alighning contents in a,cell range

e Openaworkbook called Alignment. Select the range C3:G12. Click on the Center

icon to centre/the cell contents in this/range. Try applying left and then right
alignment formatting., Use the ‘alignmenticons illustrated below.

== =

Centering atitle over acell range

e Click on cell C2 and type in the word 'Sales'. We want to centre this within the
range C2:G2. To do this, select the range C2:G2 and then click on the Merge and

Center icon.
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Eg,

e Your screen will now look like this.

Sales
Country 2003 2004 2005 2006 2007
India 102 129 189 193 201
Canada 98 120 121 132 143
USA 109 110 109 102 94
United Kingdom 92 99 98 95 85

Cell orientation

e Selectthe range C3:G3. Click on the Orientation icon. You will see a drop down
menu allowing you to format the cell orientation.

[ A~ | ; General

Angle Counterclockwise |-s
Angle Clockwise
Vertical Text L
Rotate Text Up =
Rotate Text Down |—

LY

Format Cell Alignment

e Selectthe Angle Counterclockwise command. Your data will now look like this.

|tuuntrl "'ISS?J ‘\r@h ’\-§ | '\fdp "I-é‘l

India AV w2 T 13/F 189 FEEI 201
Ganada y N BS_ Y 120 || 121 132 [ | 143
Usa. w9 T\ 119 | 109 102 || 94

o Experimentwith applying some ofthe other orientation effects.

Text wrapping
e Click on cell B14. Type the following txt into cell B14.

All revenues are pre- tax profits.
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When you press the Enter key you will see that the text does not 'fit' into the cell.

13
14 All revenues are pre- tax profits.
15

Select cell B14 and click on the Wrap Text icon.

—

Eln.!

The cell will now look like this.

13

All revenues are

14 pre- tax profits.
15

Save your changes and close the workbook.

Format painter

Open a workbook called Format painter.

Click within the upper table and click on the Format Painter icon. This icon is
contained within the Clipboard group of the Home tab.

(g B
Ey
—r Haon

. X

Paste i j

[N
oot

Onee. you click on the Format Painter icon, you will notice thatthe shape of the
mouse pointerchanges to the shape of a paintbrush. You can now applythe

formatting within the cell that you clicked on, to another range within the worksheet.
Click'on cell B14, and'while'keeping thelmouse button pressed, move the mouse
pointer to cell G23. Release the mouse button and the formatting will be copied to
the second range within your worksheet, as illustrated.
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Samipn TS

il i'|i [Ii I g {I[ii o i

e Save your changes and close the workbook.

Number formatting

Number formatting

e Open a workbook called Number formatting. Click on cell C2. Click on the down
arrow nextto the Number Format control. You will see a drop down menu from

which you can select the format. In this case select Number.

S
General =

Mo specific format

lal

Number —
19459312

Currency |
£194,583.12

liol |

Accounting
£194,593.12

oo

194593 1/8

2 Scentific

10 1ese-0s

More Mumber Formats...

e This tells Excel that the data contained within this cell should always now be treated
as a nhumber, rather than saytext or a date.
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Decimal point display
e Clickon cell C4. Click on the Decrease Decimal icon so that no decimal places are
displayed.

General -

o R A R .IZIH
-,

Number ]

e The cell contents should now look like this.

Format this number to display no decimal places. 154593

e Setthe contents of cell C5 to display 1 decimal point.
e Setthe contents of cell C6 to display 2 decimal points.

TIP: To increase the number of decimal points displayed, click on the Increase
Decimal icon.

w0
i

Comma formatting

e Click on cell C8. Click on the Comma Style icon to format the number using
commas.

— —H
General _*-
! o, %0
HM B '“i@ ‘-l’ _‘J
e A \

e Yournumber should now look like“this.

| 1.545,968,573.00 |

Currency symbol

e Selectcell C10 and format it to display the British Pound symbol. To do this click
on the down arrow next to the Currency icon and select the £ option.
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Bl o [ 28] gonsors

| £ English (LK} |

5 English [U.5.)
€ Euro [€123)

More Accounting Formats..,

e Selectcell C11 and formatit to display the Dollar symbol.

e Selectcell C12 and format it to display the Euro symbol. Your data will now look like
this.

£ 234.98

5 234.98

£ 234.98
Date styles

e Click on cell B17 and type in the text The date today is'. Click on cell C17 and type
in today's date. When you press the Enter key you may find that the style of the
date changes automatically.

¢ Rightclick over cell C17 and from the popup menu displayed select the Format

Cells command.
]
]
[

e This will displaythe Format Cells dialog box.

& | cut
& Copy
[E Paste

L Paste Special...

Pick From Drop-down List...

MName a Range...

] & Hyperlink...
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Format Cells

| Sligrirnent || Font || Border || Fill || Protection
Category:
General Sample
Murber 07-Mar-07
CuUrrency
Accounting Type:
Datke
Tire dd-rmm-yy
Percentage 0.00%: |
Fraction 0.00E+00 |
Srientific ##0.0E+0
Texk #2
Spedial i =|
ﬁ_ ddimmﬁﬁﬁ |~ |
dd-rornirm
TOTATT-y
Frann ARYPR
hirnnngss AMIPM bl
Delete
Type the number Format code, using one af the existing codes as a starting paink.

L 0] 4 ][ Cancel ]

¢ Within the Category section of the dialog box, select the Date category. Selectthe
required format from the Type section of the dialog box.

SAMPLE
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Format Cells

Mumber |.ﬁ.lignment || Faont || Border || Fill || Proteckion
Category:
General Sample
Mumber
070307
CuUrrency o
.C'.n:n:n:nuntini Type:

: 140312001 ~
Tirne * i
Percentage 1‘114021555212001
raction _
Srientific 14{3(01 L
sl RS 3
Cuskom —

Locale (location):
English (LK.} w

Date Formats display dake and time serial numbers as date values, Date Formats that begin with an askerisk (*+)
respond to changes in regional date and time settings that are specified For the operating system. Formats
withiouk an asterisk are nok affected by operating system settings.

| ok

][ Cancel ]

Click on the OK button to apply the date format. Experiment with applying different
types of date format to the cell.

e this
ens

be
CO

Save your changes and close the workbook.

Freezing row and column titles

s illustrat

n
below.
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Freezing row and column titles
e Open a workbook called Freezing.

Scroll down through the data and you will see that the title row, which contains a
description of each columns contents, scroll out of sight. This makes it difficult to
remember what the data in each column represents, if you cannot see the column
title row.

Make sure that you can see the title row displayed, as illustrated.

| G138 e fe |
A B C D E
1 Component code Color MNumber in stock  Value of each component Total value of stock
2 100001 Red 2 22.99 0.00
3 100002 Red 2 11.50 23.00

To freeze the top row so thatitremains in sight at all time, click on the View tab and
from within the Window group on the Ribbon, click on the Freeze Panes command.

View | Dreveloper
Q [ N ‘_ 5| | 53 New Window Split bR % QEJ
P » |
----- ] e = Arrange All ™ Hide FEY
Zoom 100% Zoomto | . r ; Save Switch
Selection |_*j£ Freeze Panes= ] Unhide | <4 | workspace Windows =
Zoom Window

From the drop down list displayed, click on the Freeze Top Row command.

View : Developer

Q [ lgél C New Window [ Spiit
o} = = Arrange Al 1 Hide

Zoom 100% Zoomto

through the rest of the worksheet.

e Scroll down through the data. As you can see the top row stays visible at all times
now.
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| 4 A i B < i D E o
1| Component code Color Number instock  Value of each component Total value of stock

53 100052 White 1 2.40 2.40

54 100053 White a 2.50 10.00
| 100054 White 4 2.60 10.40

To unfreeze the top row, click on the View tab and from within the Window group on
the Ribbon, click on the Unfreeze Panes command.

| View | Developer
Q B E = Mew Window = Split BE E‘ o
i L
= = = Arrange Al ! Hide e -
Zoom 100% Zoomto | ’ _ Save 5w
Selection || o Freeze Panes~| ] Unhide | 44 | workspace Wind

Zoom Unfreeze Panes
Uniaock all rows and columns to scroll
through the entire worksheet.
D Freeze Top Row
- Keep the top row visible while scrolling
Value of each LA LS through the rest of the worksheet,

Freeze First Column
Keep the first column visible while scrolling
through the rest of the worksheet,

TIP: You can use the same technique to freeze the first column, so that when you
scroll to the right itis always visible. To do this you would select the Freeze Frst
Column command.

| View | Developer
q B l—_ == New Window =] Split
] s = Arrange Al ! Hide

Zoom 100% Zoomto :
SElEchion |I[E Freeze Fanes:q 1 Unhide

- B

: Save Switch
14 | Warkspace Windows ™

ling through

BE
TEL

Save your changes and close the workbook
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Formulas and Functions

Formulas

Creating formulas
e Open a workbook called Formulas. Click on cell ES.

In cell E3 we need to create a formula that will calculate the value of the stock for

that particular component. To do this we need to multiply the contents of cell C3 by
the content of cell D3.

e All formulas within Excel start with the 'equals’'symboal.
Type in the following formula.
=C3*D3
TIP: the * symbol means 'times'.

Press the Enter key and you will see the result of the calculation in cell ES.

e Click on cell E3 and you will see the formula displayed in the bar above the
worksheet.

Font 1

- fe | =c3*D3

Easy way to/create formulas
o Clickon cell E4 and type in the'equals sign.
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| E |

99 45.98
99/
93

e Click on cell C4 and you see this.

Total value in stock
45.98

=C4

=N

W& [ o

e Typeinthe * symbol, you see this.

E

Total value in stock
9 45.98

A M

e Click on cell D4 and you will see this.
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| E |

Total value in stock

9 45.98
39} =ca*Da

35
28
25
24
[

Press the Enter key and you see the result of the calculation. This method may
seem more complicated at first but when you are creating complex formulas, you will
find this method is actually easier and helps to reduce errors, such as typing
incorrect cell references.

Copying formulas

Click on cell E4.

Mo ve the mouse pointer to the bottom-right border of this cell and you will notice that
the mouse pointer changes to the shape of a small, solid black cross. When you
see this shape change press the mouse button and while keeping the mouse button
depressed, drag down to cell E9. Release the mouse button and you will see the
formula copied down this range. If you look at the formula in each cell of the range
the cell references are automatically adjusted to match each row, i.e. row 8 contains
the formula =C8*D8, while row 9 contains the formula =C9*D9.

Your screen will now look like this.

ichitem  Totalwalue in stock

Close the workbook.
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Operators
e Operators sound complicated. In realitytheyare items such as:
+ (plus)
- (minus)
/ (divide)
* (multiply)

You use operators as part of your formulas. There are other operators but these are
the commonly used ones.

Formula error messages

e When writing formulas itis easyto make a mistake: listed below are some common
error messages.

HHHH
The contents of the cell cannot be displayed correctly as the column is too narrow.

#REF!
Indicates that a cell reference is invalid. This is often displayed when you delete cells
which are involved in a formula.

#NAME?
Excel does not recognize text contained within a formula.

Relative, mixed and absolute cell referencing

Relative cell referencing within formulas
¢ Open a workbook called Cell referencing.
e The first worksheetwithin the workbook lets us look at relative addressing.

e Click an cell E4. We need fto insertthe formula for multiplying items in column C by
the'items in"columns D-*Type in the followingfermula:

=C4*D4

e Press the Enter key and you will see the result of the calculation in cell E4.

e Click on cell E4, and move the mouse pointer to the bottom-right corner of cell E4,
and when the pointer changes to the shape of a small black cross, press the mouse
button, and keep it pressed down. Drag down the page to cell E12 and then release
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the mouse button.

If you click on cell E5 you will see the following =C5*D5.
If you click on cell E6 you will see the following =C6*D6.
If you click on cell E7 you will see the following =C7*D7.
If you click on cell E8 you will see the following =C8*D8.
If you click on cell E9 you will see the following =C9*D9.
If you click on cell E10 you will see the following =C10*D10
If you click on cell E11 you will see the following =C11*D11.
If you click on cell E12 you will see the following =C12*D12.

As you can see the referencing is completely relative. This will become clearer
when you have worked through the rest of this section.

Absolute cell referencing within formulas

Click on the Absolute tab at the bottom of the worksheet.

Click on cell D4. We need to enter a formula that will take the price and then add
5% to the price to give a total value.

The 5% figure has been entered into cell C15.

Type in the following formula into cell D4.
=C4*C15

If you do the sums, you will find that this formula displays the correct delivery charge
price in cell D4.

Click'on cell D4, and move|the mouse jpointer to the bottom-nght corner of cell D4,
and when the jpointer changes to the shape ofa small black cross, press the mouse
button, and keep it pressed down. Drag down thegpage to cell D12 and thenrelease
the maouse button:"The data will look something like this.
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Part Number| Price (excluding delivery) Cost of delivery
100837 22.99 1.15
100263 10.95 0.00
100937 20.50 0.00
100234 10.50 0.00
100375 12.95 0.00
100746 29.84 0.00
100387 23.43 0.00
100883 5.48 0.00
100338 20.50 0.00

As you can see something has gone very wrong, as the 5% delivery charge appears
to be O for most of the items.

Click on cell D5 and you can see what the problem is. The formula contained within
this cell is:

=C5*C16

Part of the cell reference points to cell C16 (which if you check is empty). The
problem is that because of the relative nature of the formula, the component that
should always refer to the contents of the cell in C15 (i.e. the delivery charge

percentage), in fact move down as you drag down the screen to extend your
calculations.

Selectthe range D4:D12 and press the Del key to delete the cell contents.

Click on cell D4 and we will try again. This time type in the following formula.
=C4*$C$15
The dollar signs make the reference to'cell C15 absolute:

Try'extending the famrmula to fill the range down te,B32¢ This/time you should'find
that the deliverycharges are calculated correctly.
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Part Number| Price (excluding delivery) Cost of delivery
100837 22.99 1.15
100263 10.95 0.55
100937 20.50 1.03
100234 10.50 0.53
100375 12.95 0.65
100746 29.34 1.49
100387 23.43 1.17
100883 9.48 0.47
100338 20.50 1.03

TIP: You have seen relative and absolute referencing. You can also have mixed
references, which contain an absolute and a relative reference.

e Save your changes and close the workbook.

Functions

What is a function?

e Afunction allows you to calculate a result such as adding numbers together, or
finding the average of a range of numbers.

Common functions
e Some commonly used functions include:

AVERAGE: Used to determine the average value of the selected cells contents.
COLUMNS: Used to return the number of columns within, a reference.

COUNT: Used to count how many numbers are.in.thedist.

MAX: Used to return'the maximum/numpber from a list.

MIN: Used to return the minimum number from a list.

ROUND: Used to round off numbers to a specified number of decimal points.
SUM: Used to add the contents of selected cells.

To display the available functions, press Ctrl+N to display a blank workbook and
then click on the Formulas tab and within the Function Library group click on the
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Insert Function icon.

|'..E!§'I IH i 7 ..PJ v
e d i
Home Insert Page Layout Formulas Data Ri

f X AutoSum ~ ﬁ Lagical = ﬂ Lookup & Reference =
|[Fr Recently Used - [A Text~ B Math & Trig -

|| Insert
Function [ Financial - ¢ Date & Time = ] More Functions -

Function Library |

This will display the Insert Function dialog box.

Insert Function

Search for a funckion:

wpe a brief description of what vou want to do and then click Go

O select a cateqary: |Mn:|5t Recently Lsed w |

Select a function:

AVERAGE
IF
HYPERLINE
COUNT W
MAY

SIM v

suUM{number1,numberz,...)
Adds all the numbers in a range of cells,

Help on this Function [ K ] [ Cancel ]

Home Insert Page Layout Formulas Data Review

fe Zﬁjﬁﬁfjﬂﬁ@ﬁ@

Insert hutoSum Recently Financial Logical Text Date & Lookup & Math More
Function v Used = - - v Time = Reference = & Trig = Functions =

Function Library
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Sum function

Open a workbook called Functions.
If necessary, click on the Sum worksheet tab.

24 |
4 4 » M| Sum , Average . Max . Min - Count ~If %1 47
Ready | ] |

Click on cell C8. In this cell we need to sum the values in the column above.

Click on the Formulas tab and within the Function Library group click on the
AutoSum icon.

[ Z AutoSum ;|

TIP: Click on the AutoSum icon, not the down arrow beside the icon.

You will see the following displayed on your screen.

| SUM » (0 X « fe| =SuM(Ca:C7)
A B | C . D
1
2
3 Sales Region ""ﬂf'.ﬂt §§!§§l
a North ! 34|
5 South E 11
6 East : 84/
7 West i ””” 5
9
Pres m resultin cell C8.
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]

Sales Region No of sales
North 34
South 11
East 84
West 38
TOTAL 167

Click on cell C8, and you will see the function displayed in the bar just above your

worksheet.
ca - # | =sum(ca:c7)

A | B | C
1]
2]
3| Sales Region No of sales
4 North 34
5| South 11
6 East 84
7 West 38
8 | TOTAL 167
As you can see the function is:
=SUM(C4:C7)
This function t cel to the in
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End of the preview sample

‘ CHELTENHAM
|

This sample is approximately half of the full course. Please see the table of contents at
the beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see
our web site at:

http:/MWwww .cheltenhamcourseware.com

A courseware licence allows you to make unlimited copies for use at your training
centre.

| The IT Computer Courseware Library

A complete library of quality training courses 0

Includes Windows 7 and Office 2010 Courseware |I E \

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES * ADD YOUR OWHN MAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each

course, included with our printable courseware. OVer

lmvestina complete Computer Courseware 7 000 '~
Library, including Windows 7 & Office 2010 : Y :
Theymost cost effective courseware solution for your IT Web Pages

training needs. Get ALL our caurses, and all hew

ey Incl h h
courses released within 12 months ! neludgy when you pgighase

the 'IT Courseware Library'.
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