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CHAPTER 1

Becoming Acquainted with Excel/

Excel is a powerful and versatile spreadsheet program that can be used for both business and personal
needs. It has amazing capabilities that you can use to make any type of data you record more streamlined
and productive. In the first chapter, you'll learn the basics of creating worksheets, and how to use the
Ribbon, a feature which drives the user-friendly resources in Excel.

After reading and working through this chapter you should be able to

e  Know what Excel is and know some of its capabilities
e (Create, save, and open a workbook

e Identify the current cell

e  Use the Ribbon

e  Use and customize the Quick Access Toolbar

e  Enter data in a worksheet

e  Gethelp by using Screen Tips and the Tell me what you want to do features

What Is Excel?

Excel is an electronic spreadsheet program. A spreadsheet is a grid of cells organized into rows and columns
in which you enter and store your data. Excel can meet both your personal and professional needs.
Using Excel, you can do all of the following:

e C(Create, edit, sort, analyze, summarize, and format data as well as graph it.
e  Keep budgets and handle payroll
e Trackinvestments, loans, sales, inventory, etc.

e  Perform What-If Analysis to determine such things as “if the price of gas went up
20 cents per gallon” by how much would that decrease my profit, or “if I extend my
loan payments from 15 years to 20 years” by how much will that affect my monthly
payments, total payments, and total interest.

One can improve the appearance of a spreadsheet or better convey what you want a spreadsheet to say
by adding pictures, clip art, shapes, smart art, video, and audio.

Electronic supplementary material The online version of this chapter (doi:10.1007/978-1-4842-2161-7_1)
contains supplementary material, which is available to authorized users.

© David Slager 2016 1
D. Slager, Essential Excel 2016, DOI 10.1007/978-1-4842-2161-7_1
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Microsoft Office is Microsoft’s most profitable product. Microsoft devoted most of its effort in Microsoft
Office 2016 to updating Excel. Microsoft made few changes to its other products in Office.

History of Spreadsheets

VisiCalc (short for Visible Calculator) was the first computerized spreadsheet available to the public. It was
created by Dan Bricklin and Bob Frankston in 1979 for the Apple Ile and then released in 1981 for the newly
created IBM PC. Up to this point, sales of personal computers had been slow because there wasn’t a lot you
could do with them. Early PCs were very expensive and there weren’t any prewritten applications. They
were mostly purchased by computer programmers who thought they were fascinating and it gave them a
chance to practice programming at home. At this point, programmers worked on large-scale computers
called mainframes. At that time, you couldn’t go to a store and buy software like you can today. Back then,
company programmers wrote all the programs that the company needed themselves. Each company
wrote its own payroll program, its own inventory program, etc. Companies didn’t share the software with
each other. With VisiCalc, businesses now had a product that could be of great benefit. Sales of personal
computers took off. VisiCalc became the world’s first Super App. VisiCalc also started a revolution in
businesses being started for the sole purpose of creating software to be sold to the public.

The Lotus 1-2-3 Spreadsheet program was released in 1983. It was made specifically for the IBM PC. It
was faster and had better graphics than VisiCalc and soon replaced it. Lotus 1-2-3 greatly increased the sales
of the IBM PC.

Microsoft Excel has dominated the spreadsheet market since the 1990s.

This Book

An Excel book that taught you every possible option would be too large for you to carry. As you go through
the material in the book, explore the different options and try different things, think about how you could use
what is being taught in different environments. Don’t just click here and enter that, because that is what the
book is telling you to do without thinking about what it is you are doing. Excel is so powerful and is capable of
doing so many things. Be a free thinker and think about how you could use Excel to solve various problems.
Throughout this book you will be reading about an Excel topic followed by a practice. You can learn
by reading, but to fully comprehend the different topics you should do the exercises. Many illustrations are
included to make it easier to follow along and comprehend.

Note Your Excel program might not match perfectly with this workbook. Microsoft is constantly making
changes to the program through the Internet.

Excel Navigation Basics

Before we can do anything with Excel, let’s get to know the main parts of the program. Figure 1-1 shows an
Excel workbook. The arrows have been added to highlight the purpose of the different areas of the workbook.
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Figure 1-1. An Excel workbook

Figure 1-1 shows essential components of the workbook and worksheet. I'll work clockwise around the
sheet starting with the Quick Access Toolbar (QAT).

The QAT is a shortcut tool for storing the commands you use most often and want
quick access to.

The formula bar shows the formulas for the current selected cell. Excel displays the
result of the formulas, not the formula itself, in each cell. This bar lets you see the
formula that is producing the cell results.

The vertical scroll bar and horizontal scroll bar allow you to move through the
worksheet page.

The Zoom control, Page Break Preview, Page Layout View and Normal View are
buttons that allow you to control how you are viewing the worksheet.

The Zoom control lets you increase or decrease the size (Zoom percentage) of
the worksheet on your screen.

Page Break Preview allows you to control where one page ends and another
begins. This helps make the worksheet more user friendly by allowing pages to
be organized in a way that makes sense to the user.

Page Layout View shows how the page will look when it is printed. Use this
function to ensure the printed workbook will be neat and easy to read.

Normal View is the default view. It shows how the workbook looks while you are
working on it. Sheet Tabs let you select the worksheet that you want to work on
or view. Many workbooks in Excel will have multiple sheets.
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The row number tells you what row you are on in the workbook. Excel has a potential of 1,048,576
rows. Columns are identified by letters. There are 16,384 columns in an Excel spreadsheet. This means that
a single worksheet contains more than 17 billion cells. Each cell can hold 32,767 characters. How many
worksheets you can have in a workbook depends upon your computer’s available memory. Each cell is
identified by an address which consists of the column letter and the row number. The Name box displays
the address of the cell where you are at the moment. The Name box in Figure 1-1 displays Al which is the
address of the current active cell. The Ribbon provides access to all of Excel’s capabilities. The Ribbon will be
discussed in much greater detail later in this chapter and in subsequent chapters.

Creating, Saving, and Opening Workbooks

The first step is to create a workbook. Next, you must make sure to save your work as you go. You should
consider what you want in the workbook and what it should be named before you create and save it. This
will make it easy to open and use it again.

We'll start our Excel journey by creating a new workbook and then examine the different parts of
the workbook. How you start Excel depends upon your operating system. Excel starts just like any other
application you use.

EXERCISE 1-1: CREATING AND SAVING A WORKBOOK

In this exercise, we’ll create a simple blank workbook and save it.

1. Start your Excel program. If the Excel start button is on your status bar you can click
on it, otherwise start Excel the way you normally start a program. Figure 1-2 shows
the opening window.



Excel
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Figure 1-2. Excel starting window
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Note The file names on the left side of your window will not be the same as those shown in Figure 1-2
because they are the names of the files that | have opened.

2. When you start a new workbook, you have two choices:
¢ You can start with a blank workbook by clicking the Blank workbook button, or

e  You can click one of the many template buttons to create a new workbook based
on the templates you selected.

Click Blank workbook for this exercise.

3. Click any cell, type any value you want, and then press the Enter key.

4. Click the Save button E located on the QAT at the top left of your window (see
Figure 1-1). The first time you save the workbook Excel will display the File tab with
Save As highlighted. See Figure 1-3.

OneDrive - Personal Older
& jwolvie@hotmail.com
Documents
Py ) David Slager’s OneDrive » Documents
':TE Other Web Locations Public

David Slager's OneDrive = Public

] ThisPC ) )
T David Slager's OneDrive
+ Add a Place Documents
David Slager's OneDrive » Documents
Browse

Figure 1-3. Places to save your workbook

Note You will learn a lot more about saving workbooks from the File tab (known as the Backstage) in
Chapter 6.

You can save your file to many different locations. If you are using this book in a school, you
should ask your instructor where to save your files. The folders on the right are places where
you have recently saved files. Selecting one of these locations or clicking on the Browse
button will bring up the Save As window.

5. Click Browse.

Your Save As window may look slightly different than the one in Figure 1-4 depending upon
your version of Windows. If you have used File Explorer before, this window works the same
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way. Click a folder and then, if need be, click a folder within that folder as you build the path
to where you want the file to be saved. The path is the drive and folders that you must go
through to get to the file. The workbook being saved in Figure 1-4 is set to be saved in the
Documents folder. You may want to store the file directly in the My Documents folder or you
may want to create a folder under your My Documents folder and then store your files in

it. The File name is Book1.xIsx by default. You should change the name to something more
relevant to what you are working on. The File name can be changed by dragging across the
word Book1 and then typing a new name.

6. Create the path to where you want your workbook saved by clicking on the folders
in the left pane of the Save As window until you are at the location where you want
to store your files.

Save As
T |E| « Local Disk (C:) » Users » David » Documents » e Path where file Liments y} ‘
will be saved
Organize New folder = - ©
4 ) Users A Name ’ Date modified Type Al
4 | David . . P
[ & . Camtasia Studio 9/19/201512:24 PM  File folder
#2 Conta 1. CAPCOM 411272015 1:36 PM File folder
> | Desktop 2 A ;
). Customn Office Templates 10/3/2015 8:40 AM  File folder
¢ | Documents : e : v
1 HECwmeme e E/M/INAE AR NAA Cilm £mldae |
P |8 Downloads v < > ]
File name: | Bookl v
Save as type: | Excel Workbook v
Authors: David Tags: Addatag Title: Add a title
[ Save Thumbnail
= Hide Folders Tools ~ Save Cancel

Figure 1-4. Save As window

7. Change the File name from Book1 to MyFirstWorkbook. Excel adds an extension of
XlIsx to the file name. Make sure the Save as type is Excel Workbook(*.xIsx).

8. Click the Save button.

9. Enter any value you want in another cell then press Enter.

10.  Click the Save button E located on the QAT. Since you previously saved the file, the
Save As window doesn’t appear. Excel saves the file with all the changes you made to it.

11.  Close Excel by clicking the X in the upper right corner.
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This exercise showed you the basics of creating a workbook. Next, you'll practice opening the same
workbook to continue working on it.

EXERCISE 1-2: OPEN A WORKBOOK AND CREATE A NEW ONE

In this exercise, we’ll open the file we created in the last exercise, make some changes, and then save
with a new name. This will create a new workbook.

1. Start Excel.

The window in Figure 1-5 displays with the MyFirstWorkbook file you created in the previous exercise
listed in the Recent list.

? = O X

Excel David Slager H

Switch account §

Rece nt Search for online templates 0O
Today Suggested searches:  Business
= Personal  Industry Small Business
MyFirstWorkbook . .
Calculator  Finance - Accounting
Documents
Lists
This Week
Chapter1_MyfFirst -
Documents =
Last Week
: : : A B C
- Supplier Quality Analysis Sa...
C: » Users » David » Downloads » Po... 1 | .l
2
Products 3 |
C: » Users » David » Downloads 2
5 |
[@¥ Open Other Workbooks 6 |
7
Rlank warkhnnl e

Figure 1-5. Open a recently used workbook

2. Click MyFirstWorkbook. The workbook opens.

Next, we will add additional cell values to this workbook and then save it under a different name.

Create Another Workbook Under a Different Name

1. Enter any value you want in a blank cell.
2. Click the Ribbon’s File tab.



CHAPTER 1 © BECOMING ACQUAINTED WITH EXCEL

3. Inthe left pane click Save As.
4. Click Browse

5. You can save this file in the same Documents folder where you saved
MyFirstWorkbook. Change the name to MySecondWorkbook and click the Save button.

You now have two separate workbooks; one named MyFirstWorkbook and another named
MySecondWorkbook. MySecondWorkbook contains the same data as MyFirstWork plus the additional
cell value you added. Next, you'll learn about the Ribbon. This feature gives you access to the editing and
customization options that allow you to make Excel meet your exact needs.

Getting to Know the Ribbon

Starting with Office 2007, Microsoft Office quit using drop-down menus in favor of a tab design called the
Ribbon. See Figure 1-6

Tabs

Z AutcSum - '5?

s H

& ¥ o = = ; T
|, o Callri -n <A & = B Winap Tet Genersl |k {254 | Normal Bad 181 e
| B Copy - L - » == | A £
Paste - - h-A- E s=E B . - v =t Conditional Format 33| Good Neutral Insert Delete Format =~ Sort &
o roamupune 5 T M- A-E=3 = (3 ey & Corne $-% s Formatting = Table = 14 - . - & Clow > Filter =
Clpbeard 5 Font & aL.pf,.--. o Humber & Serles cem Eaming
Groups

Figure 1-6. Illustrates the Ribbons tabs and groups

The Ribbon consists of tabs, groups, and command buttons. The default Excel Ribbon contains the following
tabs: File, Home, Insert, Page Layout, Formulas, Data, Review, View, and PowerPivot. Your Ribbon may include
additional tabs depending upon your setup. Each tab is broken up into groups. The buttons are organized within
those groups. Office 2016 lets you alter the Ribbon to meet your own needs. You can create your own tabs or add
new groups within your tabs. You can place the commands you use most often in your own groups.

Ribbon Contextual Tabs

In addition to the tabs that you see when you start Excel, there are many other tabs that appear and
disappear depending on what you are working on. These are called context-sensitive tabs because they
are displayed based on the context in which you are using them. These context-sensitive tabs will appear
when you are working on such things as charts, drawings, pictures, pivot tables and pivot charts, SmartArt
graphics, header or footers, etc. Contextual tabs have an additional label that appears above the tab. The
labels have different background colors. Figure 1-7 shows the contextual Format tab that appears when you
are working with pictures. It has a label of Picture Tools above it. Figure 1-8 shows the two additional tabs
that appear when you click a chart in your worksheet: a Design tab, and a Format tab.
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(=] - 0O - = Book]1 - Excel (Trial)

File Home Insert Page Layout Formulas View LOAD TEST Power Pivot TEAM Q
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Figure 1-7. Additional tab displayed when an image is selected

(=] “ - N 3 - 3 3ook1 - Excel (Trial)

Home Insert Page Layout Formulas Data Review View LOAD TEST Power Pivot TEAM
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Add Chart Quick Change II II - Ill II - Switch Row/ S

Element ~ Layout~ Colors ~ Column [
Chart Layouts Chart Styles Data

Figure 1-8. Additional tabs displayed when a chart is selected

These additional tabs appear under a Chart Tools label. These tabs appear only as long as the object
that caused them to appear is active. Clicking off the object to something else removes the tabs.

Resizing the Ribbon

Resizing the Excel window resizes the Ribbon. As you shrink the size of the window, the buttons start to align
vertically as shown in Figure 1-9.

nsert Pagelayout Formulas Data Review View LOADTEST PowerPivot TEAM W Tell me David Sla.

s . - === - B * |2 P v gv-
R X% Calibri I ~IEis N = General ,F]Condmonal Formatting § Insert > z
= = = 1t37] —
R B - =E==E- $-%* [FromatasTable- g¥Delete ~ [¥]v O~
aste L = v el
. ¥ S - 4 EIE P 8 % (27 Cell Styles - =) Format~ & -~
Clipboard & Font i Alignment ' Number & Styles Cells Editing

Figure 1-9. Buttons aligning vertically

Shrinking the size of the Ribbon further as shown in Figure 1-10 makes the buttons disappear. Clicking
an arrow in the group will make that group’s buttons display below the Ribbon.

2Ll Inser | Page | Forir | Data | Revie | View | LOAI | Pown n,;‘,. Tell me.. David Sla.
&D % ﬁ = % ) Conditional Formatting ~ i Pe
B - [77 Format as Table ~
Paste @; Font Alignment Number D‘ Cells Editing
. W = - = [ Cell Styles ~ 5 5
Clipboard Styles

Figure 1-10. Resized Ribbon may not show buttons
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As you work, you may need to adjust the size of the Ribbon to accommodate your working space. The
next exercise shows you how.

EXERCISE 1-3: RESIZE THE EXCEL WINDOW AND RIBBON

If you see the Restore Down button (Figure 1-11) in the upper right-hand corner of your window that
means that your window is currently at its maximum size. You can’t shrink the size of the window while
your screen is maximized.

K2l = X
Figure 1-11. Restore Down button

1. If the Restore Down button is displayed click it.

2. Move your cursor to the right edge of the window. The cursor will change to a
double arrow. Drag the right edge toward the left to shrink the window. As you drag
the window notice how the buttons start aligning vertically and as you drag farther
to the left the buttons in the group start disappearing.

3. Click the Maximize button (Figure 1-12)

B — O X
Figure 1-12. Maximize button

Your window should now be maximized and the Ribbon should be displaying all of its command buttons.

Using Dialog Box Launchers

At the bottom right corner of some Ribbon groups are boxed arrows. See Figure 1-13. They are called dialog
box launchers. Dialog box launchers present a set of options to select from. A dialog box is a window that has
options to select from, which you must respond to before you can return to another window. It usually has
an OK button and a Cancel button.

Calibri M - A A E== ¥ EWapTet General .
B I U~ H- & AT === €= 3= Merge&Center | $~-9% * (‘3.3
Font Alignment Number

Figure 1-13. Dialog box launchers
11
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Clicking the dialog box launcher for the Font group, Alignment group, or Number group will bring up
the Format Cells dialog box in Figure 1-14.

Format Cells ?

| Number I Alignment , IIIII Font :| Border I Fill l Protection |
Font: Font style: Size:
Calibri Regular 11
i Calibri Liiht quadinisi POl Requiar ] 38 A
Calibri (Bod Italic 9
Hr Agency FB Bold 10
Hr Aharoni Bold Italic
T Aldhabi 12
T Algerian v A 14 v
gnderline: EOIO!‘:
None v| || [¥] Normal font
Effects Preview
(] strikethrough
(] superscript AaBbCcYyZz
[ ] subscript

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

0K ] ‘ Cancel

Figure 1-14. Format Cells dialog box started from the Font dialog box launcher

If you click the Font group’s dialog box launcher the Font tab will be selected. If you click the Alignment
group’s dialog box launcher the Alignment tab will be selected. We will work with dialog box launchers in
later chapters.

Minimizing and Hiding the Ribbon

If you think the Ribbon is taking up too much of your window space, you can either minimize it so that it
only displays the tab names or you can hide it completely. Clicking the Ribbon display button in the upper
right-hand corner of the Excel window displays three options. See Figure 1-15.
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= = X

[ ------ Auto-hide Ribbon
" Hide the Ribbon. Click at the top

of the application to show it.

F Show Tabs
Show Ribbon tabs only. Click a

tab to show the commands.

—r— Show Tabs and Commands

==— Show Ribbon tabs and
commands all the time.

Figure 1-15. Three Ribbon options

The options are:

e  Auto-hide Ribbon: Puts your Excel workbook in full-screen mode and hides the
Ribbon completely. When your Ribbon is in Auto-hide mode you will see this

o B X nthe top right corner of your window. Clicking the three dots or
anywhere to the left of them at the top of the screen will bring back the Ribbon.
When you click inside the spreadsheet the Ribbon will disappear again.

e  Show Tabs: Shows only the Ribbon tabs. Clicking a tab will display the groups with
their buttons. Clicking anywhere on the spreadsheet will hide the groups and their
buttons again. Pressing Ctrl + F1 works like a toggle switch while in this mode by
hiding and unhiding the groups and buttons.

¢  Show Tabs and Commands: This options makes the Ribbon display in full at all
times.

You can also collapse the Ribbon by clicking the up arrow ™ at the far right side of the Ribbon.

Using Ribbon Shortcuts

You were always able to use keyboard shortcuts when selecting menu items in Microsoft Office 2003 and
previous versions. Microsoft kept this capability with the Ribbon. Pressing the Alt key on your keyboard
brings up the shortcut keys as shown in Figure 1-16 for each of the Tabs as well as the QAT. Keying one of the
shortcut keys for one of the Quick Access Toolbar buttons will perform that command.

Entering the shortcut key for a Ribbon tab will make that tab active. As you can see from Figure 1-16
pressing the F key will make the File tab active and pressing the H key will make the Home tab active. Notice
that the N key is used for the Insert tab. Most of the letters have no relation to the names of the options.

13
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Data Review Power Pivot
. V B
D & Cut Calibri 11 ~ A A == = - ¢ Wrap Text General
5 E® Copy ~
A Al — 32—
a'st ¥ Format Painter I 4~jm- Y A EEE E3E EMergesiCenter - $ - %
Clipboard ] Font UM Alignment M= Numt

Figure 1-16. Shortcut keys for Ribbon tabs and the Quick Access Toolbar

When you press the letter key for the tab you want to use, shortcut keys appear for every option on that
tab. Figure 1-17 shows the shortcut keys for all the options on the Home tab. Notice, you may need to enter
more than one letter for the shortcut.

View LOAD TEST

Page Layout Formulas Data Review

AT

Calibri

Paste v
- ¥ Format Painter R a

CIMard [ Fonﬂ

Figure 1-17. Shortcut keys for Home tab commands

Pressing a shortcut key from a tab performs that command or it will display more shortcut keys if the
command has more options available. For example, to use the keyboard to apply the Merge & Center option
you would do the following:

1. Press the Alt key then press the H key to select the Home tab.
2. Press M to select the Merge button.

3. Then press C to select the Merge & Center option. See Figure 1-18.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS LOAD Tt
F-S i =
% Cut | Callibri "11 AN F== % EeWnepTet General
o ER Copy -
aste v e . - EE=E|E .
- ~ Format Painter B Iy = O- A ot | S $-% >
Clipboard P Font P Alignm Merge & Center Number
Merge Across
M6 ¥ Je
Merge Cells
A | d . < | 24 ! E I F | G L1 Unmerge Cells | | K

Figure 1-18. Shortcuts for commands under the Merge & Center category
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Note Even if the tab is active for the command you want to use, you must still press the Alt key and then
the shortcut key for the tab. In other words, if the shortcut key isn’t displayed, you can’t use it.

You should now be able to use the Ribbon to move around and enter data into the worksheet. The
Ribbon drives the functionality of the Excel program.

Besides using commands from the Ribbon you can select them from a QAT, which is what we’ll cover in
the next section.

Quick Access Toolbar

The Quick Access Toolbar provides a quick and convenient place for you to store and access
e the tools that you use most often
e  tools that are not normally found on the Ribbon
e macros that you create

By default, the Quick Access Toolbar shown in Figure 1-19 is located above the Ribbon in the upper left-
hand corner of the Excel window.

Figure 1-19. Quick Access Toolbar

By default, the QAT displays
e the save button, which uses a diskette for an icon
e theundo and redo buttons
e adrop-down button from which you can select other tools to be displayed on the QAT

Clicking the drop-down button on the right side of the QAT displays the Customize Quick Access
Toolbar from which you can select other buttons to be added to your QAT. See Figure 1-20.
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Home Customize Quick Access Toolbar
New
Open
v Save
Email
Quick Print

Print Preview and Print

Spelling
v Undo
v Redo

Sort Ascending
Sort Descending
Touch/Mouse Mode

More Commands...

Show Below the Ribbon [

Figure 1-20. Click the drop-down button to select Items to Add to or Remove from the QAT

The QAT can be moved below the Ribbon by selecting the Show Below the Ribbon option from the
drop-down menu. This may be a better place for it since it will provide more room for additional tools.

Switch Between Touch and Mouse Mode

Because many monitors today are touch screen, Microsoft has added a Touch/Mouse Mode button. This
button can be added to the QAT by selecting it from the QAT drop-down menu. See Figure 1-20. Clicking the
down arrow of the Touch/Mouse Mode button displays the two options shown in Figure 1-21.
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Touch/Mouse Mode

| Optimize spacing between commands

Mouse

:]rll\l\sc Standard ribbon and commands. :

Optimized for use with mouse.

Touch

]Q[ More space between commands.

Optimized for use with touch.

Figure 1-21. Options for optimizing Ribbon for using the Mouse or Touch Monitor

The Touch option is for those users who are using touch monitors. Selecting the touch option places
more space between the Ribbon buttons as shown in Figure 1-22, making it easier to select the correct
button with your finger.

Page Layout Formulas Data Review fiew LOAD TEST wer Pivot TEAM
Ex’ Calibri -1 - A A — = = 'P/' v E:‘ Wrap Text
By -
p’_s“ o B I U = vl A - = = = = = EE Merge & Center  ~
Clipboard & Font = Alignment =

Figure 1-22. Ribbon setup for Touch screen monitors

Changing the Touch/Mouse mode in any of the Microsoft Office products changes it for all the office
products.

You can easily remove a button from the QAT by either right-clicking the button you wish to remove and
selecting Remove from Quick Access Toolbar or you can click the drop-down button, then click the checked
item you wish to remove.

Your QAT is not limited to the items appearing in the Customize Quick Access Toolbar menu. Buttons
that are on the Ribbon can be added to the QAT by right-clicking a Ribbon button and then selecting Add to
Quick Access Toolbar from the menu. See Figure 1-23.

Calibri i A s | ==H|%-
Bl7I U- - O-A- === €32
b Add to Quick Access Toolbar
n

Customize Quick Access Toolbar...

Show Quick Access Toolbar Above the Ribbon
Customize the Ribbon...

Collapse the Ribbon

Figure 1-23. Adding button from Ribbon to the QAT
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The order in which the buttons appear on the QAT can be rearranged. You can save your QAT
customization to a file and then later import it into another workbook.
Three ways to get to the QAT customizations in the Excel options window are to

e  Click the drop-down arrow on the QAT and then select More Commands...
e  Right-click the Ribbon and then select Customize Quick Access Toolbar...

e  Click the File tab on the Ribbon. Select Options. Select Quick Access Toolbar from
the left side of the Excel Options window.

EXERCISE 1-4: USING THE QUICK ACCESS TOOLBAR

In this exercise, you will add command buttons to your QAT.

1. Click the drop-down button of the Quick Access Toolbar and then select Print
Preview and Print from the Customize Quick Access Toolbar menu.

2. Click the drop-down button of the Quick Access Toolbar and then select New.
3. Click the drop-down button of the Quick Access Toolbar and then select Open.

The Print Preview and Print, New, and Open buttons have been added to the end of
your Quick Access Toolbar. See Figure 1-24.

H - [R 0O

41

Figure 1-24. Quick Access Toolbar

Notice that the tools appear in the order that they were selected.
4. Right-click the Print Preview and Print button on the QAT and select Remove
from Quick Access Toolbar

5. Right-click the QAT and then select Show Quick Access Toolbar Below the
Ribbon.

6. Click the Review tab on the Ribbon. In the Proofing group, right-click the Spelling
button and select Add to Quick Access Toolbar. Your QAT should now appear as
follows. See Figure 1-25.

H ©-2- 0 v :

Figure 1-25. Quick Access Toolbar

18



CHAPTER 1 © BECOMING ACQUAINTED WITH EXCEL

Identifying the Current Cell

Columns are represented by letters. Rows are represented by numbers. A combination of a column letter
and a row number gives each cell a unique address. The first cell in a worksheet would have an address of
Al. A cell that is at the intersection of column G and row 5 would have a cell address of G5. The cell address
is also called a cell reference. Individual cells contain text, numbers, or formulas. The result of a formula is
displayed in the same cell where you inserted the formula.

The current (active) cell in Figure 1-26 is B6. The current cell can be identified by the following:

e Its border is bolded.

Its column head and row head are highlighted.

The address appears in the Name Box.

The cell’s value or formula is displayed in the formula bar.

Address of Active Value in Active
LCeII
Name Box

Column of Cell
Active Cell ‘ Formula Bar
alig . 1200 T

A E A

Dream Car Sales

1 §
Row of 2
Active Cell 3 Convertible 2-door 4-door Mini Van
4 |Chicago 500 400 375 800
S — \ 5 |Fort Wayne 400 375 500 450
6 |indianapotis | 1200] 600 900 1500
7 |Nashville 700 500 1000 1000
= -
Sheetl ) : [« »

Figure 1-26. Different ways of identifying the current cell

Once you've identified the current cell, you are ready to start entering your data!

Entering Data into a Worksheet

The data you enter in a cell is not accepted until you do one of the following:
e  Press the Tab key—cursor moves to the next cell
e  Press the Enter key—cursor moves to the next cell

e  Press any of the arrow keys—cursor moves to the next cell in the direction of the
arrow.

e  C(Click the check mark icon on the formula bar—cursor remains in the cell.

e  Pressing Ctrl + Enter—cursor remains in the cell.
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Note You can’t format the data in a cell until the data has been accepted.

If you want to overwrite all the data in a cell you can click the cell and type the new data. If you only
want to change part of the data in a cell you need to be in Edit mode. Double-clicking a cell puts it in Edit
mode; pressing F2 will do the same. As you are typing data in a cell, the data appears in both the active cell
and the formula bar. Because the data appears in both the cell and the formula bar, making changes in either
location will update the cell data.

EXERCISE 1-5: ENTERING AND ACCEPTING A CELL ENTRY

In this exercise, you will enter data in cells and use different options for accepting the entries.
1. First, enter some column headings and use the Tab key to accept them:

a. Type Assets in cell A1. Notice that as you’re typing the text in cell A1 it is also
being typed into the formula bar. Press the Tab key.

b. Type Cash in cell B1. Press the Tab key.

c. Type Supply in cell C1. Press the Tab key.

d. Type Land in cell D1. Press the Enter key. Cell A2 becomes Active,

2. Next, type Liability in cell A2 but don’t press the Tab key. Move your cursor over the
check mark in the formula bar. If the data in the cell hasn’t been accepted, it will
change color. See Figure 1-27. Click the Enter button (the check mark). The data is
accepted and the button becomes grayed out. See Figure 1-28.

A2 vl X ﬁ Jfe || Liability

4 Al L l Center D | [
1 |Assets _ Cash Supply Land

2 |Liability]

Figure 1-27. Click the Enter button to accept the data

B2 v {} fx

| A B & _ D
1 |Assets Cash Supply Land
2 |Liability |

Figure 1-28. Once the data is accepted the button becomes grayed out

20



CHAPTER 1 © BECOMING ACQUAINTED WITH EXCEL

3. Press the Tab key.

4. Type Loan in cell B2 but don’t press the Tab key. Click the Cancel button X on

the formula bar. The entry is cleared. Type Loan in cell B2 again. Press Cirl + Enter.
Cell B2 remains the active cell. The cursor is still in cell B2 but you can’t see it.

Note Another way to cancel the text you are entering or to clear it even after it has been accepted is to
move your cursor over the square at the bottom right of the cell (see the cell on the left). The cursor will change
to cross-hairs. Drag the cursor toward the center of the cell. The text will fade, as in the cell on the right, and

Loan & -+

b
when you let go of the mouse button the text will be gone. {%

5. Press the Tab key. Notice the word Ready in the bottom left corner of the status bar.
This means that the cell is ready for you to enter data into.

Note If you don’t see the word Ready, then right-click Excel’s Status bar at the bottom of the window and
select Cell Mode.

6. Type Wages into cell C2. When you start typing text in the cell the word Ready on
the status bar changes to Enter. Press the Tab key.

7. Double-click inside cell C1. Looking at the bottom left side of the status bar you
should see that you are in Edit mode. Change Supply to Supplies. It doesn’t matter if
you make the change in cell C1 or in the formula bar. Press Enter when you are done.

8. Click inside cell A2. Press the F2 key. This is another way of placing the cell in Edit
mode. Change Liability to Liabilities. Press Ctrl + Enter.

9. Click once inside cell D1. Since you didn’t double-click you are not in Edit mode.
The status bar still shows Ready. Notice that the cursor does not display. Type the
letter R. The word Land is cleared from the cell. Finish typing the word Replace.
Press Ctrl + Enter.

10. Type Use in cell C5. Press the down arrow key.
11.  Type the in cell C6. Press the left arrow key.
12. Type arrow in cell B6. Press the up arrow key.

13. Type keys in cell B5. Press the right arrow key.

Getting Help

Excel provides help to the user within the program. Screen Tips and the Tell me what you want to do features
answer questions about formatting and entering data into your worksheet while you are working on it.
Smart Lookup enables you to search on cell contents.
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Screen Tips

Screen tips are a quick way of getting snippets of information about the commands on the Ribbon and
some other objects on the screen. Screen tips can be viewed by merely moving your cursor over an object.
The screen tip shows the name of the object and what it does. Some of the screen tips also provide graphic
illustrations to illustrate what the command does. Figure 1-29 shows a screen tip for the Merge & Center
button which is located on the Home tab in the Alignment group. If you wanted additional information you

could click the Tell me more link.

Merge & Ce&ter j
1ent [P
Merge & Center

Combine and center the contents of
Excel the selected cells in a new larger

1l 2 cell.
This is a great way to create a label

that spans multiple columns.

Excel

1l 2

9 Tell me more

Figure 1-29. Screen tip for the Merge & Center button

Tool Tip for the Merge
& Center button

Excel’s Tell Me What You Want to Do Feature

This is a new feature for Office 2016; you will also find it in Word and PowerPoint. It is located in the tab area of the
Ribbon. When you click the text box it displays your most recent requests. You can select one of the requests or
you can start typing into the text box. Excel displays what is available for the characters you have entered so far.

Let’s say that I want help creating a chart. I start by entering a C into the text box. You are probably
thinking why did the list in Figure 1-30 display items that don’t all start with a C. The reason is that Math &
Trig, More, and Financial are groups of formulas, some of which start with a C. New from Template appears
because some templates start with a C. I can refine what appears in the list by entering more text.

Qc

|1 Math & Trig >
IH More 4
I8 Financial »

New from Template

Clear »

Get Help on "C"

VOND

Smart Lookup on "C"

Figure 1-30. Suggested choices for Tell me what you want to do feature
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After I have finished entering the word Chart, the list has changed to items about charts. See Figure 1-31.

If arange of data was already selected, as shown in Figure 1-32 when I clicked Create Chart in Figure 1-31,
then an Insert Chart window as shown in Figure 1-33 would display from which I could pick the chart I wanted.

If I didn’t have any data selected when I clicked Create Chart, then I would get a message saying how to
create a chart.

i1 1 Create Chart

il Insert Column or Bar Chart »
iy Insert Statistic Chart »
:{}K Insert Line or Area Chart »

"+ Insert Scatter (X, Y) or Bubble... »
9 Get Help on "Chart"

D Smart Lookup on "Chart"

Figure 1-31. Provided suggestions after entering the word Chart for Tell me what you want to do feature

Fish Caught
Bass 195
Blue Gill 180
Cat Fish 7'9.

Figure 1-32. Data selected before entering the word Chart for Tell me what you want to do feature

23



CHAPTER 1 © BECOMING ACQUAINTED WITH EXCEL

Recommended Charts | Al Charts |

Clustered Column

Caught
I I -
—~ .

- 8 L B 0O

e 200
Conghr
150
100
e s e 50
Conghe
o
=~ I Blue Gil Cat Fish
== I

A clustered column chart is used to compare values across a few categories.
— Use it when the order of ies is not import

ok || cance

Figure 1-33. Insert Chart window

The last item in the list in Figure 1-31 is Smart Lookup on “Chart.” Smart Lookup is another new Office
2016 feature. Clicking Smart Lookup performs an Internet search for what you have entered in the text box.

Smart Lookup can also be used to do a search for text you have entered into a cell. Right-click the cell
and select Smart Lookup. Figure 1-34 shows the results of having selected Smart Lookup from a cell that
contained the text mammoth. There are two tabs: Explore, which it shows by default, and Define. Clicking
Define, gives you the origin of the word and its various meanings as shown in Figure 1-35.
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Explore Define

Explore Wikipedia A
Mammoth - Wikipedia, the free encyclopedia
A mammoth is any species of the extinct genus

Mammuthus, proboscideans commonly equipped with
long, curved tusks and, in northern species, a covering

Mammoth Lakes is a town in Mono County, California, the
county's only incorporated community. It is located 9 miles
(14 km) northwest of Mount Morrison, at an elevation ¢ ..

i Mammoth Lakes, California - Wikipedia, the free en

More

o M
R

More

Bing image search

x
L

Figure 1-34. Result of using Smart Lookup for the word Mammoth
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Mamnhoth
mam-moth ['mamaTH] 4

noun

noun: mammoth, plural noun: mammoths

1. alarge extinct elephant of the Pleistocene epoch, typically hairy
with a sloping back and long curved tusks.

adjective

adjective: mammoth

1. huge:

‘@ mammoth corporation”

synonyms: huge, enormous, gigantic, giant, colossal, massive, vast,
immense, mighty, stupendous, monumental, Herculean, epic,
prodigious, mountainous, monstrous, titanic, towering, elephantine,
king-size(d), economy-size(d), gargantuan, Brobdingnagian, mega,
monster, whopping, honking, humongous, bumper, jumbo,

astronomical, ginormous

antonyms: tiny

origin
early 18th cent.: from Russian mamo(n)t, probably of Siberian origin.

Figure 1-35. Origin of the word Mammoth and its various meanings

Screen Tips and the Tell me what you want to do features are two of the most convenient help features in
Excel. You get intuitive help answering your questions about formatting and entering data into your worksheet
while you are working on it. Smart Lookup lets you use Internet resources without leaving your worksheet.

Summary

You've learned how to create, save, and open a worksheet and how to use the Ribbon. You've practiced
customizing the Ribbon and creating a Quick Access Toolbar to meet your specific needs. These are the
basic skills you need to begin utilizing the powerful features in Excel. In Chapter 2, you will practice moving
around the worksheet. You'll learn useful shortcuts to help you move efficiently and easily around the
worksheet, reducing the time you spend on repetitive tasks.
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CHAPTER 2

Navigating and Working with
Worksheets

In this chapter, you'll learn how to navigate the worksheet using the mouse and keyboard commands. You'll
also become familiar with shortcuts that help you move quickly between cells and begin practicing working
with multiple worksheets within the same workbook.

After reading and working through this chapter you'll be able to

e  Move between cells using the keyboard
e  Selectcells

e  Work with worksheets

e  Move between worksheets

Excel is designed for the beginner to learn and use very quickly. The exercises guide you as you discover
how to create, enter, and manipulate data using basic functions. Remember, you build each worksheet cell
by cell to meet your needs. It is easy to make changes as you become familiar with Excel’s features.

Moving Between Cells Using the Keyboard

Because there are so many cells, you need a quick way to move around the worksheet. Knowing your
movement keys saves time by getting to the desired cell in the shortest amount of time. Click a cell to make it

active or use one of the key combinations in Table 2-1 to jump to a particular cell.

© David Slager 2016 27
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Table 2-1. Shortcut Movement Keys to Jump to Cells

To change the active cell Press
Down to the next cell Enter

Up to the next cell Shift + Enter
Next cell Tab
Previous cell Shift + Tab
First cell in the row Home

Next cell in the direction of the arrow Up, down, left, or right arrow keys
Last cell in worksheet that contains data Ctrl + End
First cell in worksheet Ctrl + Home
Cell in next screen Page Down
Cell in previous screen Page Up

EXERCISE 2-1: MOVING AROUND THE WORKSHEET

This exercise will introduce you to the basic techniques for moving around using the keyboard.
1. Start your Excel program.
2. Select File » New, and then select Blank workbook.

3. Enter the data on the Sheet1 tab as shown in Figure 2-1.

A _ B C D _ E F
1 |Inventory
2 -
3 |City Suv 2-door 4-door  MiniVan Totals
4 Denver 500 400 375 800 2075
5 |Boston 400 375 500 450 1725
6 |Chicago 1200| 600_[ 900 1500 4200
7 __Nashville 700 500 1000 1000 1000
8 -+
9 |Totals 2800 1875 2775 3750 11200

Figure 2-1. Enter these values into the worksheet

4. Click the Save button B on the Quick Access Toolbar. Since you haven’t
previously saved this file, the Save As window displays.

28



CHAPTER 2 © NAVIGATING AND WORKING WITH WORKSHEETS

You can save the file in OneDrive which is a free storage location that Microsoft provides on
the Web. The benefit of saving your workbook to OneDrive is that you can access the workbook
anywhere in the world as long as you have access to the Internet. Another benefit is that

you can allow other people access to it without having to e-mail it to them. If you give others
permission, they can make changes to the workbook or enter comments in the workbook.

5. Click This PC. Excel displays locations you have used most recently as shown in

Save As

Print

Share

Export

Publish

Close

Account

Figure 2-2. Click Documents, which should be displayed because you used it in
Chapter 1. Excel opens the Save As dialog box.

o

Book1 - Excel (Trial)

Save As

OneDrive - Personal
jwolvie@hotmail.com

| Other Web Locations

This PC [}
Add a Place

Browse

? - m] X
David Slager
Today
Documents
Last Week
Excel
C: » Users » David » AppData » Roam...
Older
F:
E:
Chapter19What_IF_Analysis
E: » ExcelMyBookFiles » Chapter19W...
Downloads
C: » Users » David » Downloads
PowerPivotSampleData bd
3

Figure 2-2. The File tab, also called Backstage

6.

Use the Tab key

Enter Chapter 2in the File Name text box of the Save As window and click the

Pressing the Tab key moves the cursor one cell to the right of the current cell.

1.
2.
3.

Press the Tab key to move to cell D6.

Press the Tab key to move to cell E6.
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Holding down the Shift key while pressing the Tab key moves the cursor one cell to the left.
1. Hold down the Shift key while you press the Tab key to move to cell D6
2. Hold down the Shift key while you press the Tab key to move to cell C6
3. Hold down the Shift key while you press the Tab key to move to cell B6

Use Arrow keys to Move to the next cell in the direction of the arrow key
1. Click the up arrow key to move to cell B5.
2. Click the right arrow key to move to cell C5.
3. Click the down arrow key to move to cell C6.
4

Click the left arrow key to move to cell B6.

Holding down the Ctrl key while pressing the End key will move the cursor to the last cell that contains data.

1. Hold down the Ctrl Key and Press the End key to go to cell F9.

Holding down the Ctrl Key while pressing the Home Key will always move the cursor to Cell A1.
1. Hold down the Ctrl Key and press the Home Key to go to cell A1.

Pressing the PageDown Key moves the cursor down one screen

1. Press the PageDown key twice to go down two screens.

Pressing the PageUp key moves the cursor up one screen.

2. Press the PageUp key twice to go up two screens.

3. Click the Save button \d on the Quick Access Toolbar.

In this section, you've learned to use the keyboard to move between cells while entering data. Next,
you'll learn how to select cells, first by using a Mouse and then by using a keyboard.

Selecting Cells

There are several ways to select individual cells, a range of cells, a combination of individual cells and cell
ranges, and even cells that are nonadjacent to each other. Selecting multiple cells is useful for applying
formatting to multiple cells at the same time or when creating formulas or deleting or inserting a complete
row or column.
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While you are dragging across a block of adjacent cells (see Figure 2-3), Excel displays in the Name Box
how many rows and columns are in that block. The Name Box in Figure 2-3 shows that the block of cells
spans 3 rows and 2 columns.

3Rx2C =

A B C

LT, I - PO S T

Figure 2-3. Three rows and two columns

Selecting Cells Using a Mouse

Table 2-2 tells how to select different worksheet ranges using a mouse.

Table 2-2. How to Select Different Worksheet Ranges Using a Mouse

To select this Do this

Column Position the cell pointer on the column header (a letter) and then click the left
mouse button.

Row Position the cell pointer on the row header (a number) and then click the left

mouse button.

Adjacent cells Drag with mouse to select the cells in the range—or, Click the first cell of the
range, hold down the Shift key, and click the last cell in the range.

Nonadjacent cells Hold down the Ctr]l Key while clicking a column header, row header, or specific cells.

All cells in worksheet Click the Select All button l 4,

EXERCISE 2-3: SELECTING CELLS USING A MOUSE

In this exercise, you select different ranges of cells. Although we’ll cover formatting in detail later, you
can get an idea of how to use them in this simple exercise.

Selecting Entire Rows or Columns

1. Open the workbook named Chapter 2, which you created in the previous exercise.

2. Position your cursor on column header B. You will see a down arrow; hold down
the left mouse button and drag across column head C so that columns B and C are
both selected. As you are dragging, you will see a box that displays the number of
rows and columns that are currently selected. See Figure 2-4.
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B

W o N O Uk wN =

A B s 1048576Rx2C| E F |
|Inventory| !

City Suv 2-door [4-door  MiniVan Totals
Denver 500 400 375 800 2075
Boston 400 375 500 450 1725
Chicago 1200 600 | 900 1500 4200
Nashville 700 500| 1000 1000 3200
Totals 2800 1875 2775 3750 11200

Figure 2-4. When selecting columns heads, Excel displays the number of rows and columns selected

3. Click in a blank area on the worksheet to clear the selection.

4. Position the cell pointer on row header 4. You will see a right facing arrow, hold
down the left mouse button and drag down so that row headers 4, 5, 6, and 7 are
selected. As you are dragging, you will see a box that displays the number of rows
and columns that are currently selected. See Figure 2-5.

V| A B C D E F

1 4:In\.«entor\,r

2 -

3 'City SUV 2-door 4-door  Mini Van Totals

4 |Denver 500 400 375 800 2075
5 |Boston 400 375 500 450 1725
6 |Chicago 1200 600 900 1500 4200
7 |Nashville 700 500 1000 1000 3200
4R x 16384C

9 _}Totals 2800 1875 2775 3750 11200

Figure 2-5. When selecting row heads, Excel displays the number of rows and columns selected

Selecting Adjacent Cells
1. Click inside cell A3 then drag to the right through cell F3.

2. On the Ribbon’s Home tab, in the Font group, click the B (this will bold the selected
cells).

Note You can also select adjacent cells by clicking the cell that you want to be in the upper left cell of the
range and then hold down the Shift key while clicking the cell you want to be the bottom right cell of the range.
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3. Click inside cell B4 hold down the Shift key and click inside cell F9

4. On the Ribbon’s Home tab, in the Number group click the $ (this will add dollar
signs, commas, and decimals to the selected cells).

1. Click a cell that is not part of the selection to clear the previous selection

2. Click Column Head C. Make the following selections while holding the Ctrl key
down:

a. Drag across Row Heads 3 and 4
b. Click cell E6
c. Click cell F9
d. Click cell A1

3. Choose a format for the selection such as changing the font color or changing the
font size.

1. Click the Select All button at the top left corner of the worksheet. It is above
the row heads and to the left of the column heads.

2. Click the Save button on the Quick Access Toolbar.

Now that you have learned how to select cells using a mouse, the next step is to learn how to select cells
using combinations of keys on the keyboard. The next section has a chart detailing how to do this.

Selecting Cells Using a Keyboard

Table 2-3 tells how to select different worksheet ranges using the keyboard.

Table 2-3. How to Select Workseet Ranges Using a Keyboard

To select Press

An entire column Ctrl + spacebar

Multiple columns Shift + left or right arrow key then Ctrl + spacebar
An entire row Shift + spacebar

Multiple rows Shift + up or down arrow key then Shift + spacebar
Cells in direction of arrow key Shift + arrow key

Cells from current cell to beginning of the row Shift + Home

Go to beginning of worksheet Shift + Ctrl + Home

Go to last cell in worksheet containing data Shift + Ctrl + End

Entire worksheet Ctrl + A or Ctrl + Shift + spacebar
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Note Cirl+A and Ctrl+Shift+spacebar select the entire worksheet if you select a blank cell or a cell that
doesn’t have an adjacent cell containing data. If you use one of these key combinations with a cell selected that
does have adjacent cells with data, it selects the block of adjacent cells with data. Don’t worry if this isn’t clear.
We'll try both in the following exercises, and you’ll see how they work.

EXERCISE 2-4: SELECTING CELLS USING A KEYBOARD

Continue using the same workbook from the previous practice.

Selecting an Entire Column

Pressing Ctrl + spacebar selects all the cells in the column of the active cell.
1. Click in cell D3.
2. Hold down the Ctrl key and press the spacebar.

Selecting an Entire Row

Pressing Shift + spacebar selects all the cells in the row of the active cell.
1. Click inside cell C3.

2. Hold down the Shift key and press the spacebar. Notice that the B in the Font group
on the Ribbon is highlighted. This is because you previously bolded this row. Click
the B again. This turns off the bolding for the row.

Selecting Multiple Columns

1. Move your cursor to cell D1.

2. Hold down the Shift key while you press the right arrow key twice. This will select
cells D1, E1, and F1.

3. Next hold down Ctrl key while you press the space bar. This will select all of
columns D, E, and F

Selecting Multiple Rows

1. Click cell A1.
2. Hold down the Shift key and press the down arrow twice.
3. Hold down the Shift key and press the space bar. This selects rows 1, 2, and 3.

Selecting an Area

In this exercise, you select several different ranges using different key combinations:

1. Click cell A1. Hold down the Shift key and keep pressing the down arrow key until
you are down to row 7. Hold down the Shift key and keep pressing the right arrow
key until you have selected columns A to G. Hold down the Shift key and press the
left arrow to deselect column G. This selects the range A1-F7.
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Click cell F3. Hold down the Shift key plus the Home key. This selects all cells from
the current cell to the beginning of the row.

Click cell F4. Hold down the Shift key plus the Ctrl key plus the Home key. This
selects everything from the current cell to cell A1.

Selecting from the Current Cell to the Last Cell Containing Data
Enter 380 in cell J23. Press Ctrl + Home to go to cell A1
Press Shift + Ctrl + End. This selects all cells between A1 and J23.

Selecting an Entire Worksheet or All Cells

Click any blank cell.

Press Citrl + A. This selects all the cells in the worksheet.

Click a blank cell again and press Shift+Ctrl+spacebar for the same result.
Selecting an Entire Block

Click cell B5. Press Cirl + A. This selects all the cells in the block.

Click cell B5. Press Shift+Ctrl+spacebar.

Click the Save button on the Quick Access Toolbar.

You have learned how to select cells using a mouse and keyboard. Next, you'll be learning how to select
cells by entering their cell addresses.

Select Cells by Using Their Cell References in the Name Box

Referencing a value in a cell by using its address is called a cell reference. A reference can be used to identify
a single cell or a range of cells on the current worksheet or on another worksheet. You can even reference
cells in other workbooks. A reference to cells in another workbook is called a link.

When referencing a range of adjacent cells, the upper left cell address is listed first, followed by a colon,
and then the lower right cell’s address. The address B3:D5 includes cells B3, C3, D3, B4, C4, D4, B5, C5, and
D5. See Figure 2-6.

oS W N =

Figure 2-6. The selected range is B3:D5

In Table 2-4 the first column specifies the cells to reference and the second column gives an example of
how to select that reference.
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Table 2-4. Cell Selection Examples

Reference to Cell(s) Example

Reference a single cell. Enter column letter C12

followed by the row number

A range of cells in a single column Al:Al15(column A rows 1 through 15)
A range of cells in a single row A12:E12(row 12 columns A through E)
A range of cells in multiple rows and columns Al:F15(rows 1 through 15 in columns A through F
All cells in row 8 8:8

All cells in rows 8 through 12 8:12

All cells in column C C:C

All cells in columns C through F C:F

Cell B3 on the worksheet named Sheetl Sheet1!B3

The cell references can be entered into the Name Box to select those cells. You can enter any
combination of cell references that are separated by commas in the Name Box then press Enter to select
those cells. Figure 2-7 shows the result of having pressed Enter after typing A2, B3:C5,E4:G5 in the Name
Box. (Note that the first cell in the last range becomes the active cell.)

E4

ol - f\r

ok W N =

L

Figure 2-7. Enter the cell addresses you wanted selected in the Name box

EXERCISE 2-5: SELECTING CELLS USING THE NAME BOX

The previous practices have covered selecting cells using your mouse and your keyboard. In this
exercise you will practice selecting individual cells, ranges of cells, and rows and columns of cells by
entering cell addresses in the Name Box.

1.

2
3.
4,
5
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Create a new worksheet in your Chapter 2 workbook.

Enter C12 in the Name Box and then press Enter. Cell C12 should be selected.
Enter A1:A15 in the Name Box and then press Enter.

Enter the other cell addresses in the Example column in Table 2-4.

Enter A5, A8, B3:B7, and D4:F8 in the Name Box then press Enter.
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Note If you are entering data in a selected range, the active cell stays within that range when you press the
Enter key or the Tab key.

6. Enter A8:G10 in the Name Box and then press Enter.

7. Itis usually better to enter data across in rows because you can tab across to the next
cell. When you get to the last cell, press Enter to go to the next row automatically. If
you prefer to enter data going down one column and then to the next column, you can
select a range of cells and press the Enter key after each cell entry.

e oo T p

g.
h.

Type car in cell A8. Press the Enter key.
Type van. Press the Enter key.

Type truck. Press the Enter key.

Type semi. Press the Enter key.

Type bus. Press the Enter key.

Type bike. Press the Enter key.

Type trike. Press the Enter key.

Type train. Press the Enter key.

Type skates. Press the Enter key. You now are back at cell A8.

8. Reenter the data you entered in each step except this time press the Tab key after
each entry.

In this section you learned how to select cells using their cell reference. Next, you'll be learning to use
the Go To feature to move rapidly to individual cells. This function becomes increasingly important when
worksheets become very large over time. When your worksheet contains extensive data, you have to be able
to make quick jumps to work efficiently.

Going Directly to Any Cell

Excel provides two methods for jumping directly to any cell. One way is to type the cell address into the
Name box and press Enter. Another way is to use the Go To feature.
Entering the cell address in the Name box is the quicker method, but the Go To feature has the benefit
in that it stores the cells that you jumped to previously making it easy to jump back and forth between cells.
The Go To feature can be accessed by clicking the Home tab and then, in the Editing group, click the Find
& Select arrow to see the drop-down menu. See Figure 2-8. The shortcut for this feature is pressing Ctrl + G.

37



CHAPTER 2 © NAVIGATING AND WORKING WITH WORKSHEETS

> AutoSum ~ A
adh®

Fill ~
Sort & Find &
& Clear~ Filter -~ Select ~

Editing O Find...
2D, Replace...

- Go To...b
Go To Special...

Figure 2-8. Select Go To from the Find & Select button

Selecting the Go To... option brings up the Go To dialog box. See Figure 2-9.

GoTo » IEl
Go to:
Reference:
|
i Spedial... | | oK ir Cancel

Figure 2-9. Go To dialog box

To jump to a particular cell, you would type the cell address for the cell you want to go to in the Reference
area, and then press Enter or Click the OK button. Next, you learn how to work with worksheets. You will learn
how to select them, rearrange them, and change their tab colors—as well as adding, deleting, and hiding them.

Worksheets

Spreadsheets in Excel are referred to as worksheets. Individual worksheets are stored together in a workbook.
When you save your work in Excel you do not save individual worksheets; rather, you save the workbook.
Data entered in one worksheet can be entered into other worksheets at the same time. Data can be passed
between worksheets. Data can also be imported into worksheets from other workbooks or other sources.

A workbook can consist of one or more worksheets. The tabs for these worksheets appear at the bottom
left-hand corner of the screen. Clicking a sheet tab makes that sheet the current worksheet. The current tab
can be easily identified because its tab text is bolded and has a thick line below the text.
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Sheetl | Sheet2 | Sheet3 O

Figure 2-10. Worksheet tabs

In addition to adding and formatting data, following are some of the ways to manipulate worksheets:
¢ Rename them
e  Add or Remove them
e Hide and Unhide them
e  Reorder them
e  Copy them to the same workbook

e  Copy or Move them to another workbook

Naming Worksheets

If you add a second worksheet it would be named Sheet2 by default. If you add a third worksheet it would be
named Sheet3 by default, and so on. These names are not helpful because they don’t provide any clue as to
what is on the worksheet, but fortunately you can rename them to something more meaningful.

There are two ways to rename a worksheet:

e Right-click a sheet tab and select Rename. This will highlight the tab you right-
clicked (see Figure 2-11a) and put the tab text in edit mode in which you can type
over the current text.(see Figure 2-11Db).

e  Double-clicking a sheet tab will also put the tab text in edit mode.

a) Sheetl Sheet2 Sheet3

b) Inventory | Sheet2 Sheet3 *

Figure 2-11. a) The tab name is in Edit mode, and b) the tab has been renamed

Adding and Removing Worksheets
You can add new worksheets to your workbooks or remove them.
Worksheets can be added by doing one of the following.
+)
e  Clicking the New Sheet button “~ . Clicking the New Sheet button adds the new
worksheet after the currently selected worksheet.

e  Right-click a worksheet tab and select Insert, which displays the Insert dialog box
(see Figure 2-12). Select Worksheet and click OK to add a blank worksheet.
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General | Spreadsheet Solutions |

‘B%E

MS Excel 4.0 MS Excel 5.0

r & g

Use Business Welcome to Welcome to
Analysis F... Excel Excel(2)

Worksheet

Figure 2-12. Select Worksheet from the Insert dialog box to add a blank worksheet

You also can use add a prebuilt worksheet known as a template. Click Spreadsheet Solutions to see the
available templates (see Figure 2-13). There are some very nice templates available on the Spreadsheets
Solution tab. There is a Blood Pressure Tracker, a Personal Monthly Budget template, a Loan Amortization
template, and so on. Click a template to view it in the Preview area. Double-clicking one of these templates
adds it as a worksheet in your workbook.
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Figure 2-13. Available templates
A worksheet can be removed by right-clicking its tab and selecting Delete.

Changing a Worksheet Tab Color

You can make the different tabs easily distinguishable by making them different colors. You can change

the background color of each tab by right-clicking a tab, selecting Tab Color, and then selecting a color.
See Figure 2-14.
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Insert...
EX Delete
Rename
Move or Copy... Theme Colors
Q] View Code HE EEEENEN

E-‘ Protect Sheet...

Tab Color » I I I I
Hide «ARRNNEENE

Standard Colors

L FEEEERE

Select All Sheets
) ~ _ No Color

I v More Colors...

Figure 2-14. Select a worksheet tab color

Selecting Multiple Worksheets

You can select multiple worksheets by holding the down Ctrl key while you click the worksheet tabs. You
can select multiple adjacent worksheets by clicking the first worksheet tab you want to use and then holding
down the Shift key and clicking the last worksheet tab you want to use.

Hiding and Unhiding Worksheets

You can hide a worksheet by right-clicking its tab and selecting Hide from the menu. Hiding doesn’t delete
the worksheet or change it in any way. You can bring back any worksheets you have hidden by right-clicking
any of the worksheet tabs and selecting Unhide... The Unhide dialog box displays all of the worksheets you
have hidden. To Unhide a worksheet just select the worksheet you want to redisplay and click the OK button.

See Figure 2-15.

Unhide ?
Unhide sheet:

Sheeté

Figure 2-15. Select worksheets to Unhide
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Reordering and Copying Worksheets

You can change the order of the worksheets by dragging and dropping their tabs to where you want them
placed. When you drag a worksheet tab the cursor displays as a document. A down arrow " moves as you
drag indicating where the worksheet will be placed when you let go of the mouse button. See Figure 2-16.

Sheetl Sheet2 Sheet3k§ Sheetd )

Figure 2-16. Drag a worksheet to a new location

Another way to change the order of the worksheets is to right-click the tab of the worksheet you wish
to move and then select Move or Copy from the context menu. The Move or Copy dialog box displays all of
the sheets in your workbook. You can either select which sheet you want to place it before or you can select
(move to end) to make it the last worksheet in your workbook. See Figure 2-17.

Move or Copy  ?

Move selected sheets
To book:

E|
Before sheet:

Sheett |
Sheet2

Sheet3

Sheet4

(move to end)

[] Create a copy

Figure 2-17. Move current sheet to the end or before another sheet

The Move or Copy dialog box has a check box option for creating a copy of the worksheet. Selecting
this option will make a duplicate worksheet of the one you right-clicked and it will place the new copy in the
location you specify in the Before sheet: area of the dialog box. Excel names the new copy the name of the
original sheet plus it adds a number of the copy in parentheses. Figure 2-18 shows that a copy of Sheet1 was
moved to the end and named Sheet1 (2). If another copy was made of Sheetl it would be named Sheet1 (3).
You can also rename the copied worksheets to something more meaningful.

-

Sheetl | Sheet2 | Sheet3 | Sheetd | Sheetl (2) ®

Figure 2-18. Excel adds a number to the end of the name of the copied worksheet
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Note You can also move or copy worksheets to a different workbook.

Using Tab Buttons to Move Through the Worksheets

If there are dots to the left of the worksheet tabs this means that there are more worksheets to the left of those
currently showing. These dots are called ellipsis. If there is an ellipsis to the right of the worksheet tabs this
means that there are more worksheets to the right of those currently showing. See Figure 2-19.

Previous worksheet button

Next worksheet button

« | Sheet2 | Sheets | Sheetd | Sheets .. @ : [4]
Means there are Means there are  Separator
more worksheets to more worksheets Bar

the left to the right

Figure 2-19. Handling worksheets that aren’t visible

Clicking the Next worksheet button displays the tab for the next worksheet giving the result as shown in
Figure 2-20.

« > .| Sheet3 | Sheet4 | Sheets | Sheet6 .. @ : [«]
Figure 2-20. Sheet6 appears after clicking the Next worksheet button

Clicking the Previous worksheet button twice at this point takes me back two worksheet tabs. Since this
is the first worksheet, the Previous worksheet button is grayed out and the ellipsis is no longer displayed. See
Figure 2-21.

» Sheetl | Sheet2 | Sheet3 | Sheetd .. (¥ <]
Figure 2-21. Previous worksheet button is grayed out and the left ellipsis button is removed

If you want more room for displaying the worksheet tabs you can drag the separator bar to the right.
If you move your cursor over either the Previous or Next worksheet button a tooltip displays available
options. See Figure 2-22.
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15
14 | Ctrl+Left click
15
Scroll to the last sheet.
16
17 Right click
18
R See all sheets.

y [Sneewz 3

|

Figure 2-22. Tooltip displays when placing cursor over the Previous or Next worksheet button

Holding down the Ctrl key while clicking the Previous worksheet button scrolls to the first worksheet.
Holding down the Ctrl key while clicking the Next worksheet button scrolls to the last worksheet.

If you right-click either the Previous or Next worksheet button, a dialog box displays all of the
worksheets from which you can activate the worksheet you want. See Figure 2-23.

Activate ?
Activate:

Sheet1 A
Sheet2
Sheet3
Sheetd
Sheeté
Sheet7

| ok || Cancel

Figure 2-23. All of the worksheets appear in the Activate dialog box
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EXERCISE 2-6: WORKING WITH WORKSHEET TABS

This exercise covers how to move through the worksheet tabs and how to hide and unhide worksheets.

1.

N o o &~ »®

Qtrl Sales

Create a new Workbook named WorksheetTabs.

Right-click the Sheet1 tab. Select Rename from the menu. Type Qtr1 Sales over the
text Sheet1.

Click the New sheet button three times.

Double-click the Sheet2 tab. Type Qtr1 Expenses over the text Sheet2. Press Enter
Double-click Sheet3. Type Qtr1 Accts Receiv over the text Sheet3. Press Enter
Double-click Sheet4. Type Qtr1 Payroll over the text Sheet4.

Insert four new worksheets. The first worksheets may no longer be visible. Don’t

worry, they are still there. Drag the separator bar : far to the right so that you can
see all of the worksheet tabs plus extra space so that you can write longer names
on the tabs.

Name the new worksheets the same as the existing ones except change Qtr1 to
Qtr2. Your tabs should look like those in Figure 2-24.

Qtrl Expenses Qtr1 Accts Receiv Qtr1 Payroll Qtr2 Sales | Qtr2 Expenses Qtr2 Accts Receiv

Figure 2-24. Your worksheet tabs should look like these

46

10.

11.

12.
13.

14.
15.

Drag the separator bar * to the left so that you only see the first five worksheet
tabs.

Click the Next worksheet button » twice so that you can view the next two tabs
that are hidden to the right.

Click the Previous worksheet button 4 so that you can view the tab that is hidden
to the left.

Click Ctrl + the Next worksheet button » to view the last tab.

Click Ctrl + the Previous worksheet button 4 S0 you can see the first tab.

Drag the separator bar : to the right until you can see all eight worksheet tabs.

To activate a worksheet, right-click either the next Tab button or the previous Tab button.
Select Qtr1 Payroll from the Activate dialog box. See Figure 2-25. Click the OK button.

Qtr2 Payroll
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Activate ? —

Activate:

Qtr1 Sales

Qtr1 Expenses
Qtr1 Accts Receiv
Qtr2 Sales

Qtr2 Expenses
Qtr2 Accts Receiv
Qtr2 Payroll

Figure 2-25. Select Qtr1 Payroll from the Activate dialog box

16. Next you will hide the worksheets for both the Qtr1 and Qtr2 Accounts
Receivable. Click the Qtr1 Accts Receiv tab, hold down the Cirl key, and click the
Qtr2 Accts Receiv tab. Right-click the Qtr 2 Accts Receiv tab then select Hide.

17. You will now bring back the two hidden worksheets. Right-click any one of the
tabs and then select Unhide... from the menu. Select Qtr1 Accts Receiv and
then click OK. The worksheet is displayed back in its original position. Right-click
any one of the tabs and then select Unhide... from the menu. Select Qtr2 Accts
Receiv and then click OK.

18. Let’s remove the Qtr1 and Qtr2 Accounts Receivable worksheets permanently
from the workbook. Click the Qtr1 Accts Receiv tab, hold down the Cirl key, and
click Qtr2 Accts Receiv tab. Right-click the Qtr2 Accts Receiv tab and select
Delete.

19. Move the Qtr1 Sales tab after Qtr1 Expenses by clicking the Qtr1 Sales tab,
dragging it to the right until the down-facing arrow appears at the end of the Qtr1
Expenses tab, and then releasing your left mouse button. See Figure 2-26.

Move the Qtr2 Sales after the Qtr2 Expenses tab.

v

Qtrl Sales Qtrl Expenses %Qtrl Payroll Qtr2 Sales Qtr2 Expenses Qtr2 Payroll

Figure 2-26. Drag Qtrl Sales after Qtr1 Expenses
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20. Next, you will copy a worksheet, but before you copy the worksheet you need to
enter some data into the worksheet being copied to verify that the copy worked.
Click the Qtr1 Expenses tab. Enter some data in several cells. Right-click the
Qtr1 Expenses tab. Select Move or Copy. This brings up the Move or Copy dialog
box. In the Before sheet: area select Qtr1 Sales. Check the Create a copy at the
bottom of the dialog box. See Figure 2-27. Click OK.

Move or Copy  ? EN

Move selected sheets
To book:

TabPractice.xlsx E]
Before sheet:

Qtr1 Expenses |
Qtr1 Sales
Qtr1 Payroll
Qtr2 Expenses
Qtr2 Sales
Qtr2 Payroll
(move to end)

Figure 2-27. Select Create a copy

Worksheets Qtr1 Expenses and Qtr1 Expenses (2) should contain the same data.
21. Save the workbook as Chapter2Tabs.

As you learn more about worksheet functions and options, think about how you will use the data. As

you go through this book, you'll learn more about planning and designing workbooks and worksheets to
meet your present and future needs.

Summary

You've learned a quick way to move around worksheets and how to use special keyboard shortcuts to

jump to different cells. You've also worked with creating and customizing multiple worksheets within one
workbook. In Chapter 3 you'll create different types of data and learn how to insert special characters and
adjust the size of columns and rows. Included are shortcuts for entering the data to help you continue to use
Excel in the way that best suits your needs.
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CHAPTER 3

Best Ways to Enter and Edit Data/

In this chapter, you'll learn how Excel worksheets use three types of data: text, numeric, and date and time.
It is important to understand the different types of data. You'll also begin using special characters that you
can’t find on the keyboard.

Excel has several tools and features to make your data entry quick, efficient, and in the format you want.
Excel automatically determines how data is aligned based on the type of data you enter. The data you enter
can be formatted by using various text, numeric, and data formats. If the data you enter doesn't fit in the cell
the way you want, you can adjust the column widths and row heights.

Excel’s AutoCorrect feature can be useful for correcting commonly misspelled words, misuse of
capitalization, entering special symbols that can’t be directly entered from the keyboard, and creating
shortcuts for entering often used words or phrases.

The AutoComplete and Pick from Drop-down List features allow you to easily duplicate existing
column values. AutoFill can be used to create duplicate cells, enter a series of values, create a custom list, or
use a pattern that you taught it.

After reading and working through this chapter you should be able to

Create the three types of data

e Insertspecial characters

e  Change column widths and row heights
e  Correct typing mistakes

e  Use AutoCorrect to make corrections and to create shortcuts for entering words or
phrases

e  Use AutoComplete to enter data
e  Use Pick from Drop-down List to enter data
e  Use AutoFill to create duplicate cells and create a series

e  C(Create a custom list

Data Types

There are three types of data that can be entered into a cell: text, numeric, and date and time.

e  Text data. Text data is also known as string data. The data can consist of a
combination of letters, numbers, and some symbols. Text data is left-justified in a
cell. You can’t use text data in a formula.

¢ Numeric data. A numeric cell can only contain the characters shown in Figure 3-1.
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Numbers Characters Character Meaning “
0 , comma
1 period
2 + positive
3 - negative
4 () parenthesis
5 % percent
6 exponential notation
7 o exponential notation
8
9

Figure 3-1. Only these numbers and characters can be used in a numeric value

If any other character or even a space is included in the cell, Excel treats the data
as text. Only cells that contain numeric values can be used in a formula. Numeric
data is right-justified in the cell.

e Date and time data. Date and time data can be used for handling dates, time, or
a combination of the two. You can enter a date as January 16, 2005 or 01/16/05
or 01-16-2005, but how the date appears in the cell depends on how the cell is
formatted. Date and time data, like numeric data, is right-justified in a cell.

Note If you enter a date as January 15 2010 Excel will display it as text rather than a date because there
is nothing to identify it as a date. If you place a comma after the day, Excel will be able to identify it as a date
and right justify it.

The first column in Figure 3-2 shows exactly what text was entered into the cell; the second column
shows how that entry would be displayed in Excel. You could change how the date is displayed by changing
its formatting which we will look at in a later chapter.

Text Entered in Cell Text Displayed in Cell
January 15, 2015 15-Jan-10
January 15 2010 January 15 2010
Jan 15, 2010 15-Jan-10
01/15/2010 1/15/2010
01-25-10 1/25/2010
1/15 15-Jan

Figure 3-2. Date entered in a cell and how it’s displayed
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Note When you are entering time into a cell, be sure to place a space between the time and entering AM
or PM. The time should be entered as 11:35 AM rather than 11:35AM. If you make the entry without the space,
the time will be treated as text data and it will be left-justified in the cell. See Figure 3-3. You will not be able to
perform date and time functions on dates and times that are treated as text.

A | B [ ¢
Date and Time

Date and Time Data

1
2
3 4
4 4
5
6

Treated As Text
9/2/2000 10:10PM
9-Mar-15 9/2/2000 8:30AM
11:35 AM
9/2/2000 8:30

6/15/1954 20:30

Figure 3-3. Entering time without a space makes it a text entry rather than a date

EXERCISE 3- 1: PRACTICE ENTERING DIFFERENT TYPES OF DATA

In this exercise, create a new workbook and enter different kinds of data.

1.
2.
3.

Start Excel program. Create a new workbook named Chapter 3.
Type 5 Text in cell A1. Press the Tab key. Because it is text, it stays left-aligned.

Type 12.75 in cell B1. Press the Tab key. Because it is numeric it moves to the right
of the cell.

Type 2/13 in cell C1. Press the Tab key. Because it is a date it is right-aligned.
Type 12:15 PM in cell D1. Press the Tab key. Because it is a time it is right-aligned.

Type 5:10AM in cell E1. Press the Tab key. Because you entered time without a
space before AM, Excel left-aligned the time because Excel thinks it is text.

Type March 3 2014 in cell F1. Press the Tab key. Because you entered a date without
a comma after the day, Excel left-aligned the date because Excel thinks it is text.

Change the name on the Sheet1 tab to Data Types
Save the Workbook.

Inserting Special Characters

If you want to enter a character that isn’t available on your keyboard, you can use one of Excel’s symbols such as
the greater than or equal to sign (=) or the less than or equal to sign (<). The special characters can be accessed
by clicking the Ribbon’s Insert tab and then in the Symbols group click the Symbol button. See Figure 3-4.
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TU Equation ~
€ Symbol

Symbols
Figure 3-4. Symbol button is located in the Ribbon’s Symbols group

The Symbol dialog box has two tabs, one for symbols and the other for special characters. The Special
Characters tab displays commonly used symbols such as the copyright, trademark, different styles of closing
quotes, and so on. The Symbols tab contains many more special characters, and that will be our focus in this
section.

The symbols that are available on the Symbols tab depend on the selected font. Different fonts have
different symbols that they can create. Some fonts have a lot more available symbols than others. For
example, the generic (normal text) option, shown in Figure 3-5, provides a very large selection of characters.

The font you select determines
what symbols are available

Symbol ?

Symbols | Special Caracters |

Subset: Basic Latin E]

(

~—,
>

¥+

0 Algerian

Andalus

8
@AngsanaNew ¥YI{H
PIQIR[S|T|U[V|W|X
Recently used symbols:

EE£/¥|O| ™

Unicode name:
Hyphen-Minus

)
- 3 -4 -
I
: 4

> 12|V
O

N |
|| P== | A&

I+
W
IA
v
|

X|==|pn|a|B

gharactercode::ODZD from: | Unicode (hex) E]

4

Figure 3-5. Use this when you need to enter a character not available on your keyboard

The Recently used symbols list displays the last 36 symbols that you have used. You can insert one of the
symbols or special characters into a cell by clicking it and then clicking the Insert button.
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Clicking the Insert button places the selected symbol in the current cell but it doesn’t close the Symbol
dialog box. This allows you to enter multiple symbols in the same cell without having to reopen the Symbol
dialog box. You may have to move the Symbol dialog box if it is obstructing the view of the cell in which you
are entering a symbol or special character.

Clicking the down arrow to the right of the from: drop-down box reveals three categories of symbols to
select from. See Figure 3-6.

from: ASCII (decimal)

Unicode (hex)
ASCII (decimal

ASCII (hex)

Figure 3-6. Categories of symbols

Note The three options in Figure 3-6 are different ways your computer can represent data.

Unicode stands for Universal Code. Unicode code can display over 16,000 symbols. It is used to represent all
the symbols from all the languages around the world.

ASCII stands for American Standard Code of Information Interchange. The ASCII format of creating symbols
has been around for a long time. It is capable of creating up to 256 different symbols. It uses symbols from the
United States and Western Europe.

ASCli(hex) codes are hexadecimal. They can use numbers from 0 to 15

The Character code is the numeric representation for the symbol you select. The Character code will be
different for the same symbol depending upon whether it is in a decimal or hexadecimal format. If you know
the character code for the symbol you wish to use, you can enter it to select the symbol.

EXERCISE 3-2: ENTER SPECIAL CHARACTERS

In this exercise, you add special characters to a spreadsheet. If you have closed the Chapter 3 workbook
from the last practice, reopen it.

1. Create a new worksheet. Rename the worksheet tab “Special Characters.”

2. Click cell B2. On the Ribbon, click the Insert tab. In the Symbols group, click the
Symbol button.

3. Select normal text from the Font drop-down box, and then select ASCII (Decimal)
from the from drop-down list in the bottom right corner of the dialog box. Increase
the size of the Symbol dialog box until you can see all the symbols without having
to scroll.

4. Click the ¥2 symbol. Notice the Character code for the ¥2 symbol is 189. Click the
Insert button. Move the Symbol dialog box so that you can see cell B2.
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Note Unfortunately you can’t select another cell in your spreadsheet and then insert another symbol. You
must first close the Symbol dialog box, select another cell, and then reopen the Symbol dialog box.

5. Click the Close button on the Symbol dialog box.
6. Type 25in cell C2. Don’t press Enter. We will add a ¢ after the 25.

7. Inthe Symbols group on the Ribbon, click the Symbol button. Drag across (normal
text) in the Font drop-down box if it isn’t already highlighted. Type Ti then press the
Tab key. This will display the symbols for the Times New Roman font. Click the ¢
symbol then click the Insert button. Move the Symbol dialog box so that you can
see cell C2.

8. Click the down arrow of the from drop-down box and select Unicode (Hex). You'll
see a lot more symbols. Click the different symbols; as you do, notice that some of
the symbols have a letter such A, B, C, D, E, or F in their character code.

Note When you selected Unicode (Hex) a Subset drop-down box appeared in the upper right-hand corner.
Click some of the different subsets.

9. Close the Symbol dialog box.

10. Click cell D2. In the Symbols group on the Ribbon click the Symbol button. Click the
Y2 symbol in the Recently used symbols. Click the Insert button.

11.  Click the Special Characters tab in the Symbol dialog box. Double-click the
Copyright symbol. Double-clicking a symbol does the same thing as clicking it and
then clicking the Insert button. Move the Symbol dialog box so that you can see cell
D2. Cell D2 should contain 12©.

12. Click the Symbols tab. Click the down arrow for the Font drop-down box. Select
Webdings. This font contains some images that you might find useful. Also look at
the Wingdings, Wingdings2, and Wingdings3 fonts.

13. Close the Symbol dialog box.

14. Click cell E2. You can enter most of the ASCII symbols directly into a cell if you
remember the character code. To enter a symbol directly into a cell you would hold
down the Alt key while you entered the character code on the numeric keypad. The
character code can only be entered on the numeric keypad. Make sure the Num
Lock key is on before you start entering the number.

15. Remember that the Character code for the %2 symbol is 189. Hold down the Alt key,
type 0189, and then release the Alt key. You should see the ¥2 symbol. The extra 0
was needed to make it a four-character number.

|
16.  Click the Save button d on the Quick Access Toolbar (QAT).
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How to Change Column Widths

When the text you type is longer than the width of the column, the overflow characters are displayed in the
adjacent cell(s) to the right if they do not contain any data. The characters may appear to be a part of the
adjacent cells but they are not stored there. They are stored in the cell in which you entered them. In the
following example, the name Anthony Bradtmueller displays across cells A3, B3, and C3 but the entire name
is actually only stored in cell A3. See Figure 3-7.

A B C
1
2 John Wilson

Anthony Bradtmueller
Andrew DeYoung

w

=

Figure 3-7. Text overflow in next cell

If there are overflow characters and the adjacent cell to the right is not empty, then by default the
overflow characters are hidden as illustrated in Figure 3-8.

A B C
1 ' Name Address
2 John Wilsi 609 Rose Street
Anthony E E414 Lincoln Street
Andrew D 309 Madison Avenue

w

B

Figure 3-8. Text is hidden by text in next cell

If you are entering numeric data, the column will automatically expand to fit the size of the number.
If the number that you are entering is the longest value in the column and it contains a decimal, then the
decimal value may not be shown in the cell. If you change the width of a column that contains numeric data,
cells in that column will no longer automatically adjust to the size of any new entries. If a cell in a column
that has had its size changed contains numeric data that is longer than the width of the cell, the cell will
display # signs instead of the numeric values. See Figure 3-9.

A
1 | HitHEHEHE
2 | HuHpHaHH
3 279,327
4 | 4,715,329
5 | HunnigHs

Figure 3-9. # signs mean the column isn’t wide enough to display all the data
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The sight of all these # signs always puts new users into a panic. They think that something is horribly
wrong with their spreadsheet.

If you click a cell that contains # signs, the actual value will be displayed in the formula bar. Just
remember when you see # signs in a column the simple cure is to expand the width of the column.

If you enter a very large number into a cell you may see something like = 2-243126*12. This is exponential
notation. If you would rather view the value as a long number you can select the cell, click the Number
Format’s drop-down arrow located on the Home tab and then select which format you want the exponential
format converted to. See Figure 3-10. The number will probably be too big to display in the cell; therefore
you will need to widen the column width to view the number.

k

General
No specific format !

Number
1243123424387.00

Currency
$1,243,123,424,387.00

Accounting
§1,243,123,424,387.00

[

fﬁ]ﬁsﬂEEE

Figure 3-10. You can convert exponential notation values to one of these formats

You can view the column width by holding down your left mouse button while your cursor is on the line
between the column headings (the cursor will turn into a double arrow). The default column width is 8.43
this allows for about 8 or 9 characters provided you are using the default font type of Calibri and font size of
11. See Figure 3-11.

Width: 8.43 (64 pixels)|

l B .+, C D
|

Figure 3-11. Check column width

Column widths can be changed by using the mouse to drag the column to the desired size. Expanding
a column width can be accomplished by holding down your left mouse button while your cursor is on the
line between the column heads, when the column width is displayed drag the line to the right to the desired
width. As you drag, Excel shows you the width as well as a dotted vertical line that provides a visual clue as to
where the column border will be changed to. See Figure 3-12.
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—
a1 | | Width: 12.57 (93 pixels) ||

B § . 6 | B

Figure 3-12. Adjust column width

(=

8]

The column width can be shrunk as well as expanded. Drag the double arrow to the left to shrink the
size of the column.
You can also change a column’s width by performing the following steps:

1. Right-click a column head and then select Column Width. The Column Width
dialog box opens (see Figure 3-13).

Column Width ? HES

Column width: | 12.5

OK Cancel

Figure 3-13. Changing column width

2. Enter the desired width. You can enter any value between 0 and 255. Entering a
width of 0 makes the selected column(s) hidden.

3. Click OK.

The Column Width dialog box can also be accessed by clicking the Home tab and then in the Cells
group click the Format button and then select Column Width. See Figure 3-14.
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%“lnsert v Z v ‘;Y'
EXDelete + [¥]v PO~

=il

=] Formatr & -~

Cell Size

I[ Row Height...
AutoFit Row Height

| - I}Column Width...
AutoFit Column Width
Default Width...

Figure 3-14. Select column width from format button

Automatically Resize Column Widths to Fit Number of Characters in
the Cell

You can have Excel automatically adjust the size of the columns to fit the number of characters in the cell.

This can be accomplished by selecting the column heads for those columns whose width you wish to change
and then double-clicking between any of the column heads of the selected columns. You can also perform an
AutoFit by right-clicking any of the selected columns and then selecting AutoFit Column Width from the menu.

Changing the Column Width for Multiple Columns

You can change the column width for more than one column at a time. The only difference between the
methods used for adjusting the width of multiple columns vs. a single column is that you need to select the
column heads for all the columns whose width you want to change. The column heads you select do not
need to be adjacent to each other. The following steps are an example of how to change the width of multiple
columns at the same time.

1. Dragacross the column heads of the columns whose width you wish to change.

Figure 3-15 shows that column heads D, E, and F have been selected. Selecting a
column head selects the entire column.
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Selected Column Heads

W 0 ~N O W=

10

-t | -
(L% B

A | B | c D E @F
Student IL City State Class Last Na Namg
265 Chicago IL SophomoiSweeney Mike
222 Muncie IN SOphomo(Spenoer Maria
825 Cincinnati OH SOphomol Penhall Rich
1072 Anderson IN SOphomoJCharles Jenna
888 Chicago IL Senior Knoph Jeanna
429 Cleveland OH Sophomoi Hall Matt
123 Fort WaynIN Freshman Slager  Andrew
148 Hebron IN Freshman Slager  Carrie
1092 Fort Wayr IN Sophomoi May Dave
250 Fort WaynIN Freshman Winston Wilhelmita

—
W

Figure 3-15. The entire columns are selected

2. Placeyour cursor between any of the selected column headings. The cursor will
turn into a double arrow as shown in Figure 3-15. Hold down the left mouse
button and drag it to the right to expand all of the selected columns or drag it to

the left to shrink all of the selected columns.

Now, let’s apply some of the things learned in this section.

EXERCISE 3-4: CHANGING COLUMN WIDTHS

In this exercise, you create a new worksheet, create columns of data, and then modify the widths of
those columns. If you have closed the Chapter 3 workbook from the last practice, reopen it.

1. Create a new worksheet. Rename the worksheet tab “Column Widths.”

2. Enter the Table 3-1 data into the worksheet starting in cell A1. Do not adjust the

column widths.
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Table 3-1. Enter data into worksheet

Name Address Profession

Pyle, Gomer 308 Marine Barracks Marine Private
Griffith, Andy 408 Mayberry Ave. Town Sheriff
Presley, Elvis 215 Graceland Rock Singer
Douglas, Lisa 509 Green Acres Unusual Housewife
Adams, Mortisha 313 Spooky Lane Strange Housewife

After entering the data your worksheet should look like Figure 3-16.

_ A B C D
Name Address Profession

Pyle, Gom 308 Marin Marine Private
Griffith, A 408 Mayb¢Town Sheriff
Presley, E 215 Gracel Rock Singer
Douglas, L 509 Green Unusual Housewife
Adams, M 313 Spook Strange Housewife

O e W N =

Figure 3-16. Enter data without adjusting column widths

3. Place your cursor between column heads A and B. Drag your cursor to the right
until the width is 16.43. See Figure 3-17.

e | [ Width: 16.43 (120 pixels)
A + B C D
1 _'Name iAddress Profession
2 |Pyle, Gomer 308 Marin Marine Private
3 |Griffith, Andy  |408 Mayb¢Town Sheriff
4 |Presley, Elvis 1215 Gracel Rock Singer
5 |Douglas, Lisa 509 Green Unusual Housewife
6 :Adams, Mortisha 1313 Spook Strange Housewife

Figure 3-17. Drag between column heads to change a column’s width

4. Place your cursor between column heads A and B. Drag your cursor back to the left
until the width is 7. The text in column A is now partially hidden by the text in column B.

5. Right-click column head A and then select Column Width. Enter 8.43 for the column
width. Click OK.

6. Drag across column heads A, B, and C to select all three columns.
7. Double-click between column heads B and C. Columns A, B, and C adjust to just fit
the longest text in their columns as shown in Figure 3-18.
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A B C
1 [Name ‘Address Profession
2 |Pyle, Gomer 1308 Marine Barracks Marine Private
3 |Griffith, Andy 408 Mayberry Ave. Town Sheriff
4 |Presley, Elvis 215 Graceland 'Rock Singer
5 |Douglas, Lisa 509 Green Acres 'Unusual Housewife
6

Adams, Mortisha .‘_-313 Spooky Lane ‘Strange Housewife

Figure 3-18. Columns adjusted to fit longest column text

8. With column heads A, B, and C still selected, click the Ribbon’s Home tab. In the
Cells group click the Format button. Select Golumn Width.

9. In the Column Width dialog box, enter 20 and click the OK button. The three
columns should each have a column width of 20.

10. Click the Format button again. Select AutoFit Column Width. Columns A, B, and C
adjust to just fit the longest text in their columns.

11.  Click the Save button H on the Quick Access Toolbar.

Now that you have learned to adjust the column width, you'll learn how to change the height of the row
so that you can view all of the textin a cell.

How to Change Row Heights

Changing the height of a row works the same as changing the width of a column. The row height is 15.00 by
default.

Changing row heights is accomplished by selecting the row or rows whose height you want to change.
You select rows the same way you select columns: click the number for a specific row, drag on the numbers to
select adjacent rows, or select nonadjacent rows by holding down the Ctrl key while clicking the row numbers
(see Figure 3-19). After you have made your row selections, place the cursor between the row head of one of
the selected rows and another row head then drag down to expand the height of the row or up to shrink it.

A B C D E
1 .
2
3 |
4
5
6 |
- [ Heignt 15.00 (pixels 20) |
g ] '
&t

Figure 3-19. Select rows and then drag up or down to change the height of the selected rows
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Double-clicking the line between the numbers for the selected rows adjusts the height of the row to
accommodate the tallest text or object in that row.
Another way to change the row height is to follow these steps:

1. Select the row or rows that you want to change
2.  Onthe Home tab, in the Cells group, click Format.
3. From the menu you can select Row Height or Autofit Row Height.

You can select all of the rows in a spreadsheet by clicking the Select All button. You can then adjust the
height of all rows by dragging up or down between any row headers. The Select All button is located to the
Left of the Column A header and above the row 1 header. See Figure 3-20.

5 Select All button

Figure 3-20. Select All button

EXERCISE 3-5: CHANGING ROW HEIGHTS

This exercise uses the same spreadsheet you created for practicing changing column widths. If you
have closed the Chapter 3 workbook from the last practice, reopen it.

1. First we’ll create a copy of the Column Widths worksheet:
a. Right-click the Column Widths worksheet tab. Select Move or Copy.
b. Inthe Move or Copy dialog box, click (move to end) in the Before sheet list box.
c. Click the Create a Copy check box and then click the OK button.
d. Rename the Column Widths (2) worksheet tab to Row Heights.

2. Click Row Head 2. Hold down your CTRL key and click row heads 5, 6, 9, and 12. Put
your cursor between row heads 9 and 10 and drag down until the size is about 22.5.

3. Select cell A6. On the Ribbon, on the Home tab, in the Font group, type 22 in the
Font Size text box then press Enter. The name Adams, Mortisha is now partially
hidden. Double-click between column heads A and B. This performs an AutoFit
adjusting the column width to accommaodate the longest text in the column.

4. Double-click between row heads 6 and 7. This performs an AutoFit adjusting the
row height to accommodate the tallest text in the row.

5.  Click the Select All button. Put your cursor between any two row heads then drag down
until the height is 40.50. Double-click between any row head to make all rows AutoFit.

6. With all rows still selected, right-click any cell and select Row Height from the
menu. Enter 25 for the Row Height and then click OK.

7. Click any cell to unselect all of the rows.

i
8. Click the Save button d on the Quick Access Toolbar.
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You've learned how to adjust cell sizes by changing row heights and column widths. Next, you will learn
how to correct data entry errors.

Correcting Typing Mistakes

Sometimes you make errors when entering data into a worksheet. If you do, it is easy to clear or correct what
you entered. There are several ways to clear or correct either some or all of the data from a cell. Let’s look

at how to remove or change specific characters in a cell, how to clear data (and restore a cell to its previous
state) before accepting your data entry, and how to clear a cell for which you have accepted the entry.

Changing Specific Characters

If you need to correct specific characters in a cell, you have a couple of options depending on which
characters they are and whether you have already accepted the data entry. First, you delete the character or
characters you want to change and then type in the correct characters if necessary. Here are several ways to
delete specific characters in a cell:

e  While still entering data in a cell, you can delete the last character or characters you
entered by pressing the Backspace key.

e Ifyouneed to correct a character other than the last one(s) you typed, click just to
the right of that character and press Backspace.

e Ifyouhave already accepted the data in the cell, double-click in the cell to enter Edit
mode and then click to the right of the character you want to change or use the left
and right arrow keys to move the cursor to the character you want to delete.

You can correct typing mistakes by doing any of the following:
e  Remove the latest characters that you entered by pressing the Backspace key.
e  (Clear an entry before it has been accepted by pressing the Esc(ape) key.

e  (Clear an entry before it has been accepted by clicking the Cancel button on the
formula bar.

e  (Clear the contents of a cell that has already been accepted by right-clicking a cell and
selecting Clear Contents.

If you only need to remove the latest characters that you entered, you can use the Backspace key.

Returning a Cell to Its Original Value

You can restore a cell to its original value if you have not yet accepted the data entry or if you have accepted it
but have not yet done anything else.

While you are still entering data in a cell, you can clear what you've entered and restore the cell to its
previous state. If it was an empty cell, you simply clear all the data. On the other hand, if you changed the
value in the cell, you clear the new entry and restore the cell’s original value. Use either of the following
techniques to restore a cell to its previous value before the new value has been accepted:

e  Pressthe Esc(cape) key

e  C(Click the Cancel button x on the formula bar
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If you have already accepted the new data entry but have not yet done anything else in the workbook,
you can select the Undo button on the QAT (see Figure 3-21) or press Ctrl + Z, which restores the cell to its
previous state: empty or containing the previous value.

Undo Clear (Ctrl+Z)
Figure 3-21. Undo button

Clearing the Contents of a Cell That Has Already Been Accepted

You can clear the contents of a cell by right-clicking the cell and then selecting Clear Contents. You can also
select Clear Contents by clicking the Ribbon’s Home tab and then selecting Clear > Clear Contents in the
Editing group.

EXERCISE 3-6: ENTERING AND EDITING DATA

In this exercise, you enter data in a new worksheet and then edit it. If you have closed the Chapter 3
workbook from the last practice, reopen it.

1. Add another worksheet and name it Edit Data.

2. Enter the data in Figure 3-22. For the date values in column C, let’s use three
different formats:

a. Enter the data in cell C2 as 10/15/1999.
b. Enter the data in cell C3 as 6-15-2001.
¢. Enter the data in cell C4 as Jan 31, 2005.

| A [ B | C
1 |Numeric Text Date/Time
2 300 street 10/15/1999
3 | 4000 sign 6/15/2001
4 | 3500.75 address 31-Jan-05
5 $620.75 313 Rdige 6:40AM
6 -300 Pay 39.95 6:40 AM

Figure 3-22. Enter this data

3. Drag across column heads A, B, and C. Right-click one of the selected column
heads. Select Column Width. Enter 14. Click the OK button.

4. Double-click cell A2 to enter Edit mode. Change 300 to 550. Press Enter.
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Click cell B5. Press F2 to enter Edit mode. Change the word Rdige to Ridge. Press
Enter.

Double-click cell C2. Change the date in the formula bar to 10/15/2002. Click the

Enter button (check mark) ¥ in the formula bar to accept the change rather than
pressing Enter.

Double-click cell C3. Change the year to 1998 but don’t press Enter. You decide
you really didn’t want to make that change. Press the Escape key to return the cell
to its original value. Repeat this step again but instead of pressing the Esc key click

the Cancel button X on the formula bar.
Right-click cell A6. Select Clear Contents from the menu.

Click cell B6. Click the Home tab. In the editing group select Clear > Clear Contents.

Click the Save button H on the Quick Access Toolbar.

You have learned how to handle any keying errors that you have made. Now, you'll look at Excel features
that not only prevent you from making data entry errors but at the same time increase the speed of entering

the data.

Shortcuts for Entering and Correcting Data

Excel provides the AutoComplete, Pick data from drop-down list, AutoFill, and AutoCorrect methods to
speed up data entry and ensure that your data has been entered without errors.

Using the AutoCorrect Feature

Excel’s AutoCorrect feature can speed data entry as well as help prevent errors from being entered into your
worksheet by automatically adjusting entries or by fixing common typing errors as they are being entered.
Excel’s AutoCorrect feature is useful for the four following situations:

Correcting commonly misspelled words. If you spell the word “achieved” as
“acheived” Excel will automatically correct it.

Entering special symbols that can’t be directly entered from your keyboard. If you type
(tm) Excel will automatically convert it to the trade symbol ™.

Creating shortcuts for entering words or phrases that you enter often. You could enter
your initials and Excel would convert it to your full name.

Misuse of capitalization. If you type monday, Excel corrects it to Monday.

Note

Microsoft office applications share the same AutoCorrect Options as Excel; therefore any changes,

additions, or deletions you make to the AutoCorrect options in Excel will affect those in other Microsoft office
applications and vice versa.
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EXERCISE 3-7: USING AUTOCORRECT

In this exercise, you experience Excel’s default AutoCorrect functionality and then look at how you can
modify it for your own preferences. If you have closed the Chapter 3 workbook from the last practice,
reopen it.

1. Add another worksheet and name it AutoCorrect.
2. Incell A1 type abbout then press the Tab key. Excel corrects it to about

3. Incell B1 type (c) then press the Tab key. Excel converts (c) to a copyright symbol

4. Incell C1 type (r) then press the Tab key. Excel converts (r) to a registered symbol.
5. Incell D1 type your name starting with two capital letters such as DAvid and then

press the Tab key.

Your results should look similar to those in Figure 3-23.

Pl A | 8 | ¢ | o |

1 |about © @ David

Figure 3-23. Results of using AutoCorrect

Add Items to the AutoCorrect List

Now that you’ve seen how AutoCorrect works by default, you can add new items to AutoCorrect:
1. Onthe Ribbon click the File tab.
2. Click Options in the left pane. This opens Excel Options. See Figure 3-24.
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Excel Options

Formulas

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

r.jt. General options for working with Excel.

User Interface options

] Show Mini Toolbar on selection ©
[v] Show Quick Analysis options on selection
[¥] Enable Live Preview ©

ScreenTip style: | Show feature descriptions in ScreenTips b |
When creating new workbooks

Use this as the default font: [ Body Font - |

Font size: EI

Default view for new sheets: I Normal View -

Include this many sheets: [:I

Personalize your copy of Microsoft Office

User name: [David

[] Always use these values regardless of sign in to Office.

Office Background: | No Background  ~
Office Theme: Colorful -

Start up options

Choose the extensions you want Excel to open by default: | Default Programs...

[v] Tell me if Microsoft Excel isn't the default program for viewing and editing spreadsheets.
Show the Start screen when this application starts

0K ] | Cancel

Figure 3-24. Excel Options

3. Click Proofing in the left pane.

4. Inthe right pane under AutoCorrect Options click the AutoCorrect Options button.
This brings up the AutoCorrect dialog box. See Figure 3-25.
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AutoCorrect: English (United States) ? -
AutoCorrect | AutoFormat As You Type | Actions | Math AutoCorrect |
Show AutoCorrect Options buttons
Correct TWo INitial CApitals - -
e Exceptions...
Capitalize first letter of sentences . :
Capitalize names of days
Correct accidental use of cAPS LOCK key
Replace text as you type
Replace: With:
(4] © A
(e) £
(r) €
(tm) s
™ v
Add Delete
OK Cancel

Figure 3-25. AutoCorrect dialog box with AutoCorrect tab selected

You can see that there is an option for Correct Two Initial Capitals. This is what corrected
your name entry. There are also options for capitalizing the first letter of sentences, names

of days, and correcting the accidental use of the Caps Lock key.

Look at the bottom half of the tab, there is a two-column table. The left column has a
heading of Replace: and the right column has a heading of With: Entries in the Replace:
column are replaced with those in the With: column. You used three entries in the table. You
entered (c) in a cell and it was replaced with the copyright symbol ©. You entered (r) and it
was replaced with the registered symbol ®. If you scroll down in the table you can see that

abbout will be replaced with about which you have already done.

5. Scroll through the table and see what other corrections are available.

6. Enter tommorrow in the Replace text box. Enter tomorrow in the With text box.
Click the Add button. The new AutoCorrect item is added to the list. See Figure 3-26.
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AutoCorrect: English (United States) 2

AutoCorrect -_AutoForn'atAstTvpe | Actions | Math AutoCorrect-_

Show AutoCorrect Options buttons

Correct TWo INitial CApitals

Capitalize first letter of sentences
Capitalize names of days

Correct accidental use of cAPS LOCK key
Replace text as you type

Replace: With:

tommorrow . tomorrow

_ Exceptions... _

tlaking talking A
todya today

togehter together

toldt he told the

tommorrow _____Jtomorrow ¢

Replace Delete

Lo || cos

Figure 3-26. The new AutoCorrect item has been added

7. Type your initials in the Replace text box over the existing text. Enter your full name
in the With text box over the existing text. Click the Add button.

8. Enter phoneA in the Replace text box. Enter (380)599-1275 in the With text box. Click the
Add button. You could make phone numbers for your home phone and your cell phone.

9. Enter any other corrections or shortcuts you would like to make. This could be a big
time saver. If you often enter your company name, you should create a shortcut for
it or any other text that you use often.

10. Click the OK button in the AutoCorrect dialog box. Click the Cancel button in the
Excel Options dialog box.

11.  Type tommorrow in cell A2 then press the Enter key—Replaced with tomorrow
12.  Type your initials in cell A3 then press the Enter key—Replaced with your full name
13. Type phoneA in cell A4 then press the Enter key—Replaced with (380)599-1275

14.  Put your Caps Lock on. Hold down your shift key while typing an E. Let go of your
shift key and type xcel. Cell A5 should now contain eXCEL. Press the Enter key.

Cell A5 should now contain Excel. This was corrected by the Correct Accidental use of cAPS LOCK
key option.
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On the Ribbon, click the File tab.

Click Options in the left pane.

Click Proofing in the left pane of Excel Options.

In the right pane, click the AutoCorrect Options button.

o ~ w0 np o=

Type phoneA in the Replace text box; as you do so the list will jump to the letters
you are entering. When phoneA is highlighted in the list, press the Delete button.

6. Remove the shortcut you created for your initials. Remove any other shortcuts you
created that you want deleted.

7. Click the Close button on the AutoCorrect dialog box. Click the Cancel button on the
Excel Options dialog box.

i
8. Click the Save button ld on the Quick Access Toolbar.

You have just used Excel’s AutoCorrect feature to correct misspelled words and to create quick shortcuts
for entering words or phrases. Next you will use the AutoComplete feature to duplicate data that already
exists in the column.

Using AutoComplete to Enter Data

The AutoComplete feature is automatically set up; there are no buttons to click or commands to be entered.
The AutoComplete feature compares the entry you are making to entries that already exist in the same
column. As you are typing your entry, Excel looks for a word that starts with the same letters as the word you
are entering. If it finds an existing word in the column that starts with the same letters you have entered so
far, it places that word in the active cell. See Figure 3-27

smart
smelt
smile

L]
Figure 3-27. AutoCorrect automatically added the letters rt after you typed the letters sma

The first two letters are the same for all words in the column. When you type the letter a in the second
entry for the word smart, Excel sees that there is only one word that starts with sma so it places the word
smart in the cell. You can accept the word by pressing the Enter key, the tab key, or the down arrow key or
you can clear the cell by pressing Esc(ape).

Only after typing the second a in the word savant in Figure 3-28 is there a word that matches all the
letters typed so far. You can accept the word by pressing the Enter key, the tab key, or the down arrow key or
you can clear the cell by pressing the Esc key.
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Figure 3-28. AutoCorrect automatically added the letters nt after you typed sava.

Note AutoComplete does not work if there is an empty cell above the current cell.

Pick from Drop-down List

The Pick from Drop-down List feature is similar to the AutoComplete feature. The Pick from Drop-down
List like the AutoComplete feature, lets you use entries that already exist in the column. The Pick from
Drop-down List lets you select from a list of existing entries that are automatically sorted for you. The list can
be accessed by right-clicking the cell and selecting Pick from Drop-down List or by pressing Alt + Down

Arrow. See Figure 3-29.

horse
cat
dog
bird
fish

bird
cat
dog
fish
horse

The drop-down list displays entries that
you have already created in the column.

Figure 3-29. Pick from Drop-down List

Note Pick from Drop-down List does not work if there is an empty cell above the current cell.

EXERCISE 3-8: AUTOCOMPLETE AND PICK FROM DROP-DOWN LIST

Let’s use Autocomplete and Pick From Drop-down List to add text.

AutoComplete

Let’s see AutoComplete in action in this exercise. If you have closed the Chapter 3 workbook from the
last practice, reopen it.
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1. Add another worksheet and name it AutoComplete.

2. Type the names in column A as shown in Figure 3-30.

A
:Carl
IDan
|David
|Marten
|Marsha

o WM -

Figure 3-30. Enter names in worksheet

3. Type the letter G in cell A6. The name Carl appears in the cell because there is no
other name that starts with C.

4. Type Dain cell A7. Since there are two names that start with a D in the column,
Excel can’t find a unique one at this point. Type a v after the Da. Only one name
starts with Dav so Excel enters David in the cell. Press Enter.

5. Type Mar in cell A8. Since there are two names that start with Mar in the column,
Excel can’t find a unique one at this point. Type a t after the Mar. Only one name
starts with Mart so Excel enters Marten in the cell.

In this exercise, you use the Pick from Drop-down List feature.

1. Right-click in cell A9 and then select Pick from Drop-down List from the menu.

Notice that your entries are displayed in alphabetic order and no duplicates are displayed. See Figure 3-31

0 |
Carl
Dan
David
Marsha
Marten

Figure 3-31. Entries are in alphabetic order and there are no duplicate names

2. Click David. Press the Enter key.

3. Press Alt + Down Arrow. Select Marten. Press the Enter key.

i
4. Click the Save button ld on the Quick Access Toolbar.
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The AutoComplete feature and the Pick from Drop List both provide a quick way of creating duplicate
data in a column. The AutoComplete feature automatically provides suggestions for you to select from
as you type. The Pick from Drop-down List displays all the entries you have made thus far in the current
column and then lets you pick one from the list to duplicate. Next, you will look at how the AutoFill feature
not only lets you duplicate data but also creates repeated patterns of data.

AutoFill

The AutoFill feature allows you to fill cells automatically with data that follows a pattern or that is based on data
in other cells. It can also be used to create duplicate cells, enter a series of values, and create a custom list.

Use AutoFill to Create Duplicate Cells

You can copy values in one cell to additional cells by dragging the AutoFill Handle in the direction that you
want. The AutoFill Handle is a small black square at the bottom right corner of the active cell (Figure 3-32).
Placing the cursor over the AutoFill Handle turns the cursor into a plus sign (Figure 3-33).

A B
_ Product l
I

N | =

AutoFill Handle

Figure 3-32. AutoFill Handle

A B
Product 4]_
2 ‘\
Cursor becomes
a plus sign

Figure 3-33. Cursor becomes a plus sign when moved over AutoFill Handle

A ToolTip is displayed as you drag the AutoFill Handle across other cells indicating the value that will be
placed in that cell when you release the mouse button (Figure 3-34).
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A B
1 |Product
[Product | |
Product

5
ToolTip displays the value
that will be placed in the cell.

Figure 3-34. ToolTip

Figure 3-35 shows the result of dragging the AutoFill Handle from A1l through D1.

A B C D
1 Product Product Product Product

Figure 3-35. Results of dragging AutoFill Handle

You can drag the AutoFill Handle across as many cells as you like and you can drag it in any direction.
Figure 3-36 shows the result of dragging the AutoFill Handle up.

A B A
1 1
2 2 |inventory
3 3 |Inventory
4 4 |Inventory
5 |Inventory 5 |Inventory
6 Inventory

Figure 3-36. Result of dragging Autofill Handle up

Using AutoFill to Enter a Series of Values

AutoFill, in addition to being able to duplicate cell values, can also be used to create a series of repeating
data lists. Excel has built-in data series related to days, months, years, numbers, and so on. For example, you
can enter Monday into a cell then use the Autofill Handle to automatically enter the other days of the week
in adjacent cells. As you are dragging the AutoFill Handle, Excel shows you what is going to be placed in that
cell when you have finished dragging (see Figure 3-37).

74



CHAPTER 3 © BEST WAYS TO ENTER AND EDIT DATA

Monday "

L
Wednesday

Figure 3-37. Asyou drag across cells using the AutoFill Handle Excel shows what it will place in that cell

It doesn’t matter what day of the week you start with. If you drag across more than seven cells, the days
will start repeating. You can also use a three-character abbreviated day.
Dragging across the cells as shown in Figure 3-38 will result in the series shown in Figure 3-39.

i |
|Fn =|_J

Sat

Figure 3-38. Using the AutoFill Handle on a day of the week, it will repeat that day every seven cells

Fri sat Sun ‘Mon Tue ‘Wed Thu Fri sat

Figure 3-39. Result of dragging AutoFill Handle starting with Fri

Excel knows that there are four quarters in the year. If you type Quarter 1 then use the AutoFill Handle
to create a series, Excel will go from Quarter 1 to Quarter 4, and then it will repeat the pattern starting with
Quarter 1. See Figure 3-40.

[Quarter 1|Quarter 2/Quarter 3| Quarter 4|Quarter 1|

Figure 3-40. Series starting with Quarter 1

You can also use the abbreviation Qtr for Quarter.
If you have a word before a number in a cell, Excel will increase the number by 1 for each cell in the
series. See Figure 3-41.

[section 2 |Section 3 |Section 4 'Section 5 |Section 6 |

Figure 3-41. Series starting with Section 2

Teaching Excel to Create an AutoFill Pattern

You can teach Excel a pattern. If you want to display every third number, you can enter a value of 1 in a cell
and a 4 in the next cell. You would select both cells and then, using the AutoFill Handle, drag across as many
cells as you want to include in the pattern. This would produce a pattern of 1, 4, 7, 10, and so on.

If you want to display a series of adjacent cells with 15-minute intervals, select the first two cells to teach
it the pattern (Figure 3-42) and then drag the AutoFill Handle for as many cells as you want to include in the
pattern. When you finish dragging the result will be as shown in Figure 3-43.
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| 8:15 8:30| _|l_
9:45

Figure 3-42. Select two adjacent cells to teach Excel an AutoFill pattern

| 815 830 845  9:00  9:15  9:30  9:45|

Figure 3-43. Result of dragging AutoFill Handle using two adjacent times

Using the AutoFill Options Button

When you have finished using the AutoFill Handle to copy a cell or create a series, an Autofill Options button
appears to the bottom right of the last selected cell.

Clicking the Autofill Options button brings up three or more options if you used the AutoFill Handle to
copy a cell that contains alpha data.

Clicking the Autofill Options button brings up three options when copying alpha data in a horizontal
format. The default is Copy Cells. See Figure 3-44.

Indiana |Indiana |Indiana Indiana |
=

it '_
n Copy Cells
O Fill Eormatting Only

O  Fill Without Formatting

Figure 3-44. Options available from AutoFill Options button

Clicking the Autofill Options button brings up four options when copying alpha data in a vertical
format. The default is Copy Cells. See Figure 3-45.

Indiana
Indiana
Indiana
Indiana

=

n Copy Cells

O Fill Eormatting Only

O  Fill Without Formatting
O FlashFill

Figure 3-45. AutoFill options when copying data vertically
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Clicking the Autofill Options button brings up four or more options if you used the AutoFill Handle to
copy numeric data. See Figure 3-46.

| 1] 1 1 1l

'

He 7|
n Copy Cells

O  Fill Series

O Fill Eormatting Only

O Fill Without Formatting

Figure 3-46. AutoFill options when copying numeric data

Clicking the Autofill Options button brings up many options if you used the AutoFill Handle to copy
Date data. See Figure 3-47.

A B | C | D
1 | 10/28/2012
2 | 10/29/2012
3 | 10/30/2012
4 |10/31/2012
5| 11/1/2012
6 | 11/2/2012
7 | 11/3/2012
8 | 11/4/2012
9 | 11/5/2012
10| 11/6/2012
11| E: -
1; O CopyCells
14' n Fill Series
15' O Fill Eormatting Only
16 | O Fill Without Formatting
17 | O Fill Days
18 | O Fill Weekdays
19 | O Fill Months
ig O Fill Years
22' O Elash.Flll

Figure 3-47. AutoFill options when copying date data
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Selecting the Copy Cells option would revert the series you just created back to copies of the original
cell you used for making the series. The ten cells would all contain 10/28/2012

The Fill Formatting Only option will only copy any formatting that you have applied to the original
cell(s) to the cells you dragged across with the AutoFill Handle. It will not place any data into the cells.

The Fill Without Formatting option will copy the data or create a series from the original cells but it will
not apply any formatting from the original cells to the data you created using the AutoFill Handle.

The next practice, Exercise 3-9, illustrates the Autofill Options.

Create an Autofill Custom List

In addition to using Excel’s built-in data series you can create your own. If you find yourself constantly
entering the same series of values, then you should create your own data series to speed up your entries. The
data series can be created in the Custom Lists dialog box which can be accessed by clicking the Ribbon’s File
tab, selecting Options in the left pane, selecting Advanced in the left pane, scrolling the right pane until you
see the General section, and then clicking the Edit Custom Lists button. See Figure 3-48.

- ?
Custom Lists - —
Custom lists: List entries:
NEW LIST
Sun, Mon, Tue, Wed, Thu, Fri, !
Sunday, Monday, Tuesday, We

Jan, Feb, Mar, Apr, May, Jun, I
January, February, March, Apri

Press Enter to separate list entries.

Import list from cells: 3 Import

Figure 3-48. Create your own Custom List in the Custom Lists dialog box

You type the new data series in the List entries box. Then click Add to add the data series to the Custom

lists box. You can also create a new custom list by selecting the cells on your worksheet and clicking Import
in the Custom Lists dialog box.
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EXERCISE 3-9: PRACTICE USING THE AUTOFILL HANDLE AND THE
AUTOFILL OPTIONS BUTTON AND CREATING CUSTOM LISTS

In this exercise, you practice using AutoFill techniques. If you have closed the Chapter 3 workbook from
the last practice, reopen it.

1. Add another worksheet and name it Gustom Lists.

2. Type Tuesday in cell A1. Using the AutoFill Handle drag to the right. As you drag
past each cell, notice what Excel is going to place in that cell. Drag to cell J1.

3. Type Qtr1 in cell A2. Using the AutoFill Handle drag to the right to cell F2.
4. Type 10:00 in cell A3. Using the AutoFill Handle drag to the right to cell F3.
5. Aseries can be created vertically as well as horizontally. Type Sep in cell A4. Using

the AutoFill Handle drag down to cell A14.

6. Type June in cell H5. Using the AutoFill Handle drag to the left to cell C5. You should
now have a series of January through June.

Type Store 3 in cell C7. Using the AutoFill Handle drag to the right to cell G7. You
should now have a series of Store 3 through Store 7.

~N

You can teach AutoFill to use a consistent pattern.

1. Type 1in cell C9. Enter a 3 in cell D9. Drag across both cells. With both cells
selected drag the AutoFill Handle through cell H9.

2. Enteraincell C10. Enter a 4 in cell D10. Drag across both cells. With both cells
selected drag the AutoFill Handle through cell H10.

3. Enter 8:30 in cell C11. Enter 9:00 in cell D11. Drag across both cells. With both cells
selected drag the AutoFill Handle through cell H11.

Try using the AutoFill Options button:

1. Type Section 1 in cell A16 and Section 2 in Cell B16. Select both cells. Press Ctrl
+ B + I to bold and italicize both cells. With both cells selected drag the AutoFill
Handle through cell F16.

2. Click the Autofill Options button. See Figure 3-49.
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16 [Section 1 Section2 Section3 Section4 Section5 Section 6 |

= O CopyCells

= I Fill Series

20

21 © Fill Formatting Only
22 O  Fill Without Formatting

Figure 3-49. AutoFill options

3. Select Copy Cells. Instead of filling a series, the original Section 1 and Section 2 are
copied to the other cells. See Figure 3-50.

16 [Section 1 Section2 Section1 Section2 Section1 Section 2 |

Figure 3-50. The selected two cells are copied to the other cells

Holding down the Ctrl key as you drag the AutoFill Handle is a way of forcing Excel to copy values rather
than create a pattern without having to use the Autofill Options button.

4. Press Cirl + Z to undo the change.

5. Select cells A16 and B16. Hold down the Ctrl key while you drag the AutoFill Handle
through cell F16.

6. Press Cirl + Z to undo the change.

7. Select cells A16 and B16. With both cells selected drag the AutoFill Handle through
cell F16.

8. Click the Autofill Options button. Click Fill Without Formatting. The cells that were
filled with the AutoFill Handle lose their formatting. See Figure 3-51.

16 Section1 Section2 Section 3 Section4 Section5 Section6

Figure 3-51. The values in the cells are copied but not any formatting

9. Click the Autofill Options button. Click Fill Formatting Only. The data in the cells that
were filled with the AutoFill Handle are cleared but the Bold and Italicize formatting
still apply to those cells. Type the word Sales in cell D16. The word Sales is bolded
and italicized.

10. Type 2/1/2013 in cell A18. Drag the AutoFill Handle through cell F18. Click the
Autofill Options button.

11.  Select Fill Weekdays. The list skips over Saturday and Sundays.

80



CHAPTER 3 © BEST WAYS TO ENTER AND EDIT DATA

12.  Click the Autofill Options button. Select Fill Months. The list creates a series of
months with the same day. See Figure 3-52.

2/1/2013 3/1/2013 4/1/2013 5/1/2013 6/1/2013 7/1/2013

Figure 3-52. The Autofill option Fill Month automatically adjusts the month and year but leaves the day the
same

13.  Click the Autofill Options button. Select Fill Years. The list creates a series of years
with the same month and day. See Figure 3-53.

2/1/2013 2/1/2014 2/1/2015 2/1/2016 2/1/2017 2/1/2018
Figure 3-53. The Autofill option Fill Years adjust the year but keeps the month and day the same

14.  Click the Autofill Options button. Select Fill Without Formatting. Excel’s calendar
starts with the date January 1, 1900 and since the list is unformatted it displays the
number of days since January 1, 1900. See Figure 3-54.

2/1/2013 41307 41308 41309 41310 41311]

Figure 3-54. The Fill Without Formatting option displays the number of days for that date since January 1,
1900

15.  Click the Autofill Options button. Select Copy GCells. The list consists of the same
copied cell. See Figure 3-55.

| 2/1/2013 2/1/2013 2/1/2013| 2/1/2013 2/1/2013 2/1/2013|

Figure 3-55. Using the option Copy Cells

16. Click the Save button H on the Quick Access Toolbar.

You have finished covering all of Excel’s shortcuts for entering data. In this section you learned how to
copy data and repeat patterns. You even learned how to create your own patterns. In the next section you'll
learn how to make comments for the data in a cell. Comments serve as a memory aid for you or others to
remember where the data came from or what it represents.
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Creating, Viewing, Editing, Deleting, and Formatting Cell
Comments

You can attach a comment to any worksheet cell. A comment could be information that you want to share
with others or just to help yourself remember—such as how or why a formula was entered, where the data
came from, what data still needs to be entered, and so on. You can think of a comment as a sticky note. Every
place in the worksheet that you would want to place a sticky note to help you remember something, you can
create a comment. Comments are actually better than sticky notes because they won't fall off the sheet and
they are easily editable. Cells that contain comments are easily identified by a red triangle in the upper right
corner. The comments can be viewed by moving your cursor over the red triangle. See Figure 3-56.

e

January Annette.:‘
57000 |This figure came from
82000 [John Garwood in the

6500 Sales Dept. in Lexington.

Figure 3-56. Cells with comments have a red triangle in upper right corner

The buttons that handle comments are located in the Comments group of the Review tab. See Figure 3-57.

ayout Formulas Data Review View LOAD

D x E::] [)Vj 7 Show/Hide Comment

I Show All Comments
New Delete Previous Next o
Comment 4 Show Ink

Comments

Figure 3-57. The Ribbon’s Comments group

If there are no comments in the workbook, the Delete, Previous, and Next buttons are grayed out.

The Show Ink button in the Comments group does nothing if you have a desktop or laptop computer. It
is only functional for creating annotations on Tablet PCs where it allows users to create comments, shapes,
highlights, and text on the screen with a stylus.

How to Add a Comment

Few people take the time to enter comments into their Excel worksheets. Adding comments is time well
spent. I think it is very important to get beginners off to a good start and so I am presenting comments here
in the data entry chapter because it should be a part of your normal entry routine.

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

2.  Click the Review tab. In the Comments group, click the New Comment button or
right-click the cell and select Insert Comment.
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3. Type the comment in the comment box.

4. Click outside the comment box.

How to View a Comment
Follow these steps to view a comment:
1.  Move your cursor over a red triangle.

2. Ifthe workbook contains more than one comment. You can click the Previous or
Next button to move from comment to comment.

3. By Default, comments remain hidden until you move your cursor over the red
triangle. If you want a comment to remain visible even when you move your
cursor away from the red triangle, then click the Show/Hide comment button.
The button is available from the Ribbon or by right-clicking the cell and selecting
it from the context menu.

How to View all the Comments at the Same Time
You also can view all comments by doing the following:
1. Click the Review tab.

2. Inthe Comments group, click Show All Comments.

How to Change the Default Name for Comments

By default Excel places your username in the comment. The name can be removed and changed by doing
the following:

1. To delete the username in a comment, select the name and press the Delete key.

2. To change the default name for all comments, click the File tab and then click
Options in the left pane.

3. Select General in the left pane

4. Inthe Personalize your copy of Microsoft Office group, type the name you wish
to use in the User Name text box.

5.  Click the OK button.

Note You might not use a worksheet for months and then things you thought you would remember you no
longer do. If you are like me and write notes to yourself on a piece of paper, you will probably lose it and then
spend hours looking for it. So, make life easy on yourself and use comments in Excel frequently.
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Editing and Deleting Comments

If you right-click a cell that contains a comment, the context menu no longer has an Insert Comment
option but instead contains an Edit Comment and a Delete Comment option. Clicking the Edit Comment
brings the comment up for editing. Make the changes you wish then click outside the comment to update
the comment with the changes. Clicking Delete Comment removes the comment without asking for any
verification.

Printing a Comment

Comments do not print by default. The option to print comments is located on the Page Setup dialog box.
The Page Setup dialog box can be accessed by clicking the Page Layout tab on the Ribbon, and then clicking
the dialog box launcher of the Page Setup group. It can also be accessed by clicking on the File tab, then
selecting Print, and then clicking the Page Setup link. Once you are in the Page Setup dialog box, select the
Sheet tab. From the comments drop-down box you can select either to have the comments printed at the
end of your worksheet data or to be printed as they appear in your worksheet. See Figure 3-58.

Page Setup

-3
l

Page Margins | Header/Footer | Sheet

¥

Print area:
Print titles

Rows to repeat at top:

#|[#

Columns to repeat at left: '

Print
[] Gridiines Comments: fI (None)
[] Black and white

[] oraft quality
[[] Row and column headings

Cell errors as:

At end of sheet
J|As displayed on sheet

Page order
Down, then over |E== 3=
@p EH [BJF, E8
(O Over, then down |==f=l==
EE gIE' 38

Print.. | | Print Preview | | Options...

Figure 3-58. Select where you want cell comments printed
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EXERCISE 3-10: HANDLING COMMENTS

In this exercise, you add, work, and print comments.

1.
2.
3.

Start a new worksheet named “Comments.”
Right-click any cell. Select Insert GComment. Type anything you wish for a comment.

Do the same for three more cells. You should now have four cells with red triangles
in them.

Move your cursor over each comment to view it. Click one of the cells that contain
a comment.

0On the Ribbon, on the Review tab, in the Comments groups, click the Show/Hide
Comment button. The comment is displayed.

Click the Show/Hide Comment button again. The comment is now hidden.

Click the Next button in the Comment group. Click the Next button twice more.
Click the Previous button twice.

Click the Show All Comments button. All four comments are displayed. Click the
Show All Comments button again. The four comments are now hidden.

Click the cell of your first comment. Click the Edit Gomments button in the
Comments group.

Type some more text in the comment. Click somewhere outside the comment.

Click one of the cells that contains a comment.

Click the Delete button. The comment is removed. The cell no longer contains a red
triangle.

Only the comments that are currently displayed on the worksheet will be printed.

1.
2.
3.

Click the Show All Comments button to display all of the comments at once.
Click the File tab on the Ribbon. Select Print from the left pane.

Click Page Setup located at the bottom of the Settings options. This brings up the
Page Setup dialog box.

Click the Sheet tab on the Page Setup dialog box.

Click the down arrow of the Gomments drop-down box. This displays three options.
See Figure 3-59.
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I Page IMargins | Header/Footer | Sheet I

Print area: | ﬁl
Print titles

Rows to repeat at top: | ﬁl

Columns to repeat at left: [ El
Print

[[] Gridiines Comments: (None)

g 'E':fl: ;::I;h'te Cell grrors as: T:‘:: ot iheat a

As displayed on sheet

[C] Row and column headings
Page order

(® Down, then over
() Over, then down

Options...

oK || Cancel |

Figure 3-59. Select where comments are to be printed

Selecting None will display no comments in the printout.

Selecting At end of sheet will print the comments after the spreadsheets have printed. The printout
shows the comments along with the cell address of each comment. See Figure 3-60.
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Cell: B3
Comment: Annette:
Comment 1
Testing

Cell: E3
Comment: Annette:
Comment 4
Testing
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Comment: Annette:
Comment 2
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40000
27000
35800
46900
39300
30500

Figure 3-60. Result of selecting At End of Sheet

CHAPTER 3
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Selecting As displayed on sheet prints the comments within the data exactly as they appear on the

spreadsheet. See Figure 3-61.

Annette:
Comment4
Testing

Figure 3-61. Result of selecting As displayed on sheet
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Summary

This chapter covered the various data types and how those types can affect how your data looks and how it is
adjusted within a cell. It also covered different ways of entering and editing data.

This chapter focused on knowing how to change the size and appearance of columns and rows in the
worksheet and learning how to use special characters, as well as Excel’s AutoCorrect function. You can
create, edit, delete, and print comments that you add to a cell.

Excel’'s AutoCorrect feature can be useful for such things as correcting commonly misspelled words,
misuse of capitalization, entering special symbols that can’t be directly entered from the keyboard, and
creating shortcuts for entering often used words or phrases.

The AutoComplete and Pick from Drop-down List features allow you to easily duplicate existing
column values.

In Chapter 4, you'll learn how to use more complex data and cell formatting features. There are also
a variety of options for presenting and formatting numeric data including those for accounting purposes.
You'll also begin using the mini toolbars and context menus, which provide more shortcut options particular
to what you are working on.
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CHAPTER 4

Formatting and Aligning Data

You'll now learn how to refine the way your worksheets look on screen and in print. Excel provides many great
options to establish a style for worksheets and the workbook as a whole that is distinctive and consistent.
After reading and working through this chapter you should be able to

e  Format data and cell backgrounds

e  Create cell borders

e  Check which formats have been applied to the current cell
e  Align data

e  Copy the formatting from one cell to other cells

e  Format numeric data

e  Use Context Toolbars menus

Reasons for formatting data include emphasizing certain entries (e.g., totals) and making the worksheet
more visually appealing and easier to understand (e.g., by using colors to visually segment rows and
columns). This helps keep information organized for both the person creating the worksheet and others
who use it for analysis and reports. Formatting can also be used to change how you display numeric data
(with dollar signs, commas, decimals, percent, etc.). Formatting is also used to align data. You can use
Excel’s Format Painter to copy all the formatting applied to a cell to other cells. You can create cell borders to
separate different areas or to highlight a particular area on your worksheet.

Formatting Your Text Using the Font Group

The Font group located on the Home tab has options for such things as changing the font, size, color, and so
on. Figure 4-1 shows the formatting command buttons in the Font group. We will discuss each of these in the
following text.
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Increase
Font Size  Font Size
Font Name
/ Decrease
/ Font Size
Calibri = 11 - r\‘ A

B ZU- M-

A AN

Underline Dialog Box
Borders Launcher

Fill Color

Figure 4-1. Font formatting command buttons

Using Bold, Italics, Underline, and Double Underline

You can use any combination of bolding, italicizing, or underlining on your text. Selecting one or any
combination of these options affects the active cells. These options work like a toggle switch, clicking them turns
them on; clicking them again turns them off. You can switch between underlining and double underlining by
clicking the down arrow for the underline button and then making your selection. See Figure 4-2.

BIQL-}

Underline

c

D Double Underline

Figure 4-2. Select Underline or Double Underline

Changing the Font and Its Size

It's important to pick the right font and size not only to make your spreadsheet data stand out but to make it
easy to read.

Fonts

The font can be changed by clicking the down arrow for the font and then picking your selection from a list.
See Figure 4-3. The font list shows how the different fonts look. As you pass your mouse pointer over the
various fonts in the list, Excel displays the text in the active cell using the font that your mouse pointer is
passing over. Changing the font affects the text of all currently selected cells on your worksheet.
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Figure 4-3. Available fonts

Theme Fonts

O Calibri Light
O calibri

All Fonts
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O Aharoni
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O Arial Black
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O Baskerville Old Face

O Batang
O BatangChe
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FORMATTING AND ALIGNING DATA

There are a lot of fonts in the list. If you want to jump to a particular font quickly you type the first
letter(s) of the font name in the Font Name Box. For example, if you wanted to use the font Bell MT you
would type the first three letters Bel (there is only one font that starts with Bel) and then press Enter.

Font Size

Clicking the down arrow for the font size shows all the available font sizes for the currently selected font.
Figure 4-4 shows the top half of the available font sizes for the Calibri font.

11!
8

9
10
1
12
14
16
18
120
2

Figure 4-4. Select font size
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Clicking the Increase Font Size button A increases the size of the font to the next available font size.
Looking at Figure 4-4 if the current font size is 11, clicking the Increase Font Size button will increase the font
size to the next available size, which is 12. If the current font size is 18, clicking Increase Font Size will
increase the font size to the next available size, which is 20.

v

Clicking the Decrease Font Size button A does the opposite; it changes the font size to one size less
than the current size. Looking at Figure 4-4, you can see that if the current font size is 18, clicking the
Decrease Font Size button will decrease the font size to 16 points. A font size is measured in points. Each
point is approximately 1/72 of an inch.

EXERCISE 4-1: CHANGE THE FONT AND FONT SIZE

This exercise covers various ways of selecting fonts and changing font sizes.

1.
2.

10.

11.

Create a new workbook.

Save the workbook giving it a name of Chapter 4. Change the name of the
worksheet from Sheet1 to Font.

Type your name in cell H5 and then press Cirl + Enter to accept the value.
On the Home tab in the Font group click the down arrow for the Font.

Observe how your name changes as you move your mouse pointer over the
different fonts. Select the font Arial Narrow if you have it otherwise select another
typeface.

Click the down arrow for the font size.

Observe the size of your name as you move your mouse pointer over the different
font sizes. Select Size 26.

Now, try the Increase and Decrease buttons:

a. Click the Increase Font Size button. The Font Size changes to 28.

b. Click the Increase Font Size button again. The Font Size changes to 36.
c. Click the Decrease Font Size button. The Font Size changes to 28.

d. Click the Decrease Font Size button. The Font Size Changes to 26.

Double-click cell H5 to put it in edit mode. Drag across the first three letters in your
name to select them.

Click the down arrow for the font. Observe how only the first three letters change
as you move your mouse pointer over the different fonts.

Type Ti in the Font Name Box to jump to the Times New Roman font. Press Enter.

You should now be familiar with all of the tools available on the menu’s Font group. Next, you will see
how you can access these same tools from the Font group’s dialog box launcher.
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Using the Font Group’s Dialog Box Launcher

Clicking the Font group’s dialog box launcher brings up the Format Cells dialog box with the Font tab active.

See Figure 4-5. Here you can specify most of the options that are also available on the Font group, plus you
can add Effects from one convenient location.

Format Cells ?

| Number I Alignment | Font [ Border ]_Fi_ll ] Protection [

Font: Font style: Size:
Calibri

Regular | [11

i Calibri Light (Headings
Calibri (Bod

Italic
" Agency FB Bold

Aharoni Bold Italic
T Aldhabi

I Algerian ¥
Underline:

None
Effects
[] strikethrough

Preview

[[] superscript AaBbCcYyZz
[] subscript

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

(0] ¢ ' . Cancel

Figure 4-5. Font options

Formatting with Color

You can change your worksheets from drab to attention grabbing by adding colors. You can add colors not
only to make your worksheet more stimulating but also to

e emphasize the cells that you think are important
e separate different areas of your worksheet
e make your worksheet easier to read
Be careful how you use color. Using too many colors or using colors in an incorrect manner such as

using dark text against a dark background can make your worksheet confusing and hard to read.
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Changing the Font Color

Clicking the Font color button '& " will apply the current color displayed on the icon to the text of your
active cells. You can select a different color by clicking its down arrow.

You can select any color from the set of Theme Colors or from the Standard Colors as shown in Figure 4-6.
If you want more colors to select from, click the More Colors option.

B Automatic

Theme Colors

Standard Colors
[ B S EEEER

<1
vo¢ More Colors...

Figure 4-6. Theme and Standard colors

Clicking the More Colors option brings up the Colors dialog box which has Standard and Custom tabs. The
Standard tab lets you select color from a honeycomb type of grid. The bottom right shows what the font color is
for the current cell. When you select a color from the grid it is displayed in the New area at the bottom right of the
window. See Figure 4-7. This is the color to which the font will be changed if you click the OK button.
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?

Cancel l

Colors

New

” ‘ < Color You Selected
<= Current Font Color

Current

Figure 4-7. Select a new color from the honeycomb of colors

The Custom tab shows colors in vertical bars. See Figure 4-19. The edge of each vertical bar blends in
with the adjacent color. You can click any spot in the color palette that matches the color you need. That
color is then displayed in the vertical bar to the right of the color palette. Dragging the arrow up or down
changes the intensity of the color. See Figure 4-8.

Colors ?
Select a color by W— Lighten the color selected by
clicking on it in Lolors: ) Cancel dragging the arrow up. Darken
the color pallete. | the color by dragging the arrow
_— down.

q4<€

The New box shows what the
font color will be changed to.
If you know the exact As you make changes to the
color you want you can options on this tab the New

enter the values for the Color model: color will change to reflect
Red, Green and Blue. Red: 199 (& /" those changes.
—_— =

Green: 121 [

Blue: ;E;gj.

== This is the Current font color

Current

Figure 4-8. Create a custom color
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Changing the Cell Background Color

Clicking the Fill Color button Q ™ will apply the current color displayed on the icon to the background of
your active cells. You can select a different color by clicking its down arrow. This will bring up the same
options that were available for the font color.

Clicking the dialog box launcher for the Font group brings up the Format Cells dialog box. The Fill tab in
the Format Cells dialog box has options for creating Fill Effects or a patterned background. See Figure 4-9.

Format Cells ? -
| Number | Alignment l Font I Border Fill | Protection

Background Color: Pattern Color:
I No Color | vl
OECEEEEEEN et L

W
ORBO0O0O00O0OI j
ORERONOOEE
(f B B BORCRmEmE g
AEEEEEEEENEN
AEEEEEEENENEN
| § BEEmECR B B B B
' Fill Effects... ' More Colors... '
Sample

oK Cancel

Figure 4-9. Select a Fill Color, Pattern Color, or Pattern Style

Check Which Formats Have Been Applied to the Current Cell

You can tell some of the formats that have been applied to a cell by just clicking the cell and then observing
what is displayed in the Font group on the ribbon. Looking at Figure 4-10 you can see that the text in cell C1
has been bolded and italicized. It has an Arial Black font and has a font size of 16.

Note If all of the text in the cell does not have the same format, you will need to select those characters
for which you want to reveal their formatting.
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Figure 4-10. Selected text is bolded and italicized

The Borders, Fill Color, and Font Color options do not reflect the current cell. They reflect the selection
that was made the last time they were used.

EXERCISE 4-2: CHANGING FONTS AND BACKGROUND COLORS

This exercise covers changing the font’s color as well as changing the background color of a cell. The
cell background can be a solid color, a gradient, or a pattern.

1. Create a new Worksheet named “Colors.”

2. Click cell B3. On the Ribbon’s Home tab, in the Font group, click the down arrow for
the Fill Color button & " Select Black.

3. Now, type and format some text:

A - and select White.

a. Click the down arrow for the Font Color button
b. Type Total Values. Press Ctrl + Enter.

¢. Change the font type to Calibri if it isn’t already.

-

d. Click the Increase Font Size button A once.
e. Press Ctrl + B to bold the text.

f.  Widen the column by double-clicking between the column heads labeled B
and C so that all of the text fits in the cell.

4. Click cell B4. Click the down arrow for the Fill Color button. Select the color “Green,
Accent 6, Lighter 80%.” See Figure 4-11.
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Theme Colors

&

B
I I I I I I I I i IGreen, Accent 6, Lighter 80%

Standard Colors
| B |

No Fill

)
vay More Colors...

Figure 4-11. Select Green, Accent 6, Lighter 80%
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5.

Click the down arrow for the Font Color button. Select Black. Type Total Values in
cell B4. Press Ctrl + Enter. Change the font to Cambria. Change the font size to 14.
Click the bold and italics buttons. Widen the column to accommodate the changes.

Click cell B3 again. You can see what formatting has been applied to the cell. The
Bold button is highlighted. The font shows as Calibri. The font size reflects that you
clicked on the Increase Font Size button. Click the down arrow for the Fill Color
button. The selection box is around the color black. Click the down arrow for the
Font Color. The selection box is around the color white. Click cell B4. See if you can
detect what formatting has been applied to it.

Change Background to a Gradient

Select cells B5:D5. Click the dialog box launcher ~ **  for the Font group.
Click the Fill tab.

Click the Fill Effects button. The Gradient tab is for changing the background to a
gradient color. See Figure 4-12.

Select any color you want for Color 1 and then select another color for Color 2.

Click each of the shading styles and observe the changes made to the gradient
pattern.

When you have the colors and style you wish to use, click the Variant box that
contains the pattern you want to use. The Sample shows how the background will
look using the choices you have made.

Click the OK button for the Fill Effects dialog box. Click the OK button for the Format
Cells dialog box.
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Fill Effects ?
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Preset lcolor_z_:_ 3 ‘ || the gradient
v
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Horizontal ‘—‘_—_—— .
Select one of the O Vertical VariaEstyles
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Figure 4-12. Change cell background colors to a gradient

Change Background to a Pattern Style

8. Select cells B7:D8. Click the dialog box launcher for the Font group. Click the Fill
tab. Select a pattern color of your choice. Select a pattern of your choice from the
Pattern Style drop-down box. Click the OK button.

9. Click the Save button H on the Quick Access Toolbar.

You have learned how to alter the appearance and size of your text as well as emphasizing it. You can
use this knowledge to draw your user’s eye to the text you want. Your company may have standards for how
your worksheets should look with certain font types and colors. Next, you will see how placing borders

around your cells can also be used to emphasize certain cells or as a way to show separation of different
areas of your worksheet.

Cell Borders

All cells have grid lines that separate them. This distinguishes one cell from another. The gridlines can be
removed by selecting the Ribbon’s View tab and then unchecking Gridlines. See Figure 4-13.
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Figure 4-13. Uncheck Gridlines to remove all gridlines from the worksheet

Figure 4-14 shows the result of removing the Gridlines.

l = I__j_l I@ Ruler ! Formula Bar

Normal Page Break Page Custom [ Gridlines (V] Headings
Preview Layout Views
Workbook Views Show
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A| A | B | C | D | E
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Figure 4-14. No Gridlines

There are times, however, when you will want to distinguish a particular cell, row, column, or group of
cells. You can do this by using borders. A border can be just a line at the left, top, right, or bottom of the cell or
range of cells. It can also be a combination of lines or a full box around the cell or range of cells. Figure 4-15
shows several different border types.
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Barney's Burger Basket

Store 1 Product Sales

Product A 3850
Product B 1275
Product C 419|
Product D 185
Total S 5,729

Store 2 Product Sales

Product A 2735
Product B 1953
Product C 589|
Product D 672
Total S 5,949

Figure 4-15. Different border types

FORMATTING AND ALIGNING DATA

Clicking the Border button will apply the border that is currently displayed on the button to your active
cells. If you want a different border style you can click the down arrow next to the border and select one of
the options to apply to your selected cells. See Figure 4-16.

Note Standard accounting practice is to place a single line above and a double line below a total line.
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Line Style >

Open the Border tab of the Format Cells dialog box

Figure 4-16. Border options and tools

Note You can erase a portion of a border by using the Erase Border tool. The mouse pointer will display as
an eraser when using the Erase Border tool.

Drawing Borders

You can even draw your borders by using either the Draw Border or Draw Border Grid tool. Your mouse
pointer will display as a pencil when using one of the drawing border tools. The border will be drawn in the
current line style.

The Draw Border tool draws a full outside border around the cells you drag across. See Figure 4-17.

Figure 4-17. Draw Border tool
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The Draw Border Grid tool places a full border around each cell. See Figure 4-18.

Figure 4-18. Draws Border Grid tool

EXERCISE 4-2: CREATING CELL BORDERS

In this exercise you will use various methods of creating borders as well changing border width, style,
and color.

Add Borders Using the Border Button

1. Create a new worksheet named “Borders.”
2. Select cells B2:C2

3. On the Ribbon’s Home tab, in the Font group, click the down arrow for the Borders
button.

4. Click Top and Double Bottom Border. Click another cell so that you can see the
results.

Draw Borders
1. Click the down arrow for the Borders button in the Font group.
2. Click Draw Border. The mouse pointer should turn into a pencil.

3. Draw a border around cells B4 to B8. Notice that the Border button’s icon has
changed to a pencil to reflect your selection.

4. Click the down arrow for the Border button.

Notice that there is now a shadow around the Draw Border button to indicate that the tool is
currently active. Also, notice that the Line Color button has a colored line on it. This indicates
the color that is currently being used.

When you change the Line Color or the Line Style you are making changes to the currently
active tool which is currently the Draw Border tool.

5. Click Line Color. Select the green color from the Standard Colors. See Figure 4-19.
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Draw Borders
D" Draw Border
Draw Border Grid

D‘
& Erase Border
Dn
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Figure 4-19. Change the border’s line color

6. Draw a border around cells B10:C13. The border should appear in green.

7. Click the down arrow for the Border button. Click the Draw Border button to
deselect it.

8. Click the down arrow for the Border button. Click Line Style. Select the double line.
See Figure 4-20.
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No Border

Draw Borders

% Draw Border
t# Draw Border Grid

& Erase Border

[# Line Color »

Line Style »
B More Borders...

Figure 4-20. Change the border’s line style

If neither the Draw Border tool nor the Draw Border Grid tool is active when you select the
Line Color or Line Style, Excel will automatically turn on the Draw Border tool.

9. Draw a border around cells B15:C19. See Figure 4-21.

15
16
17
18
19

Figure 4-21. Draw a border around the cell range B15:C19

10.  Press the Escape key to turn off the Draw Border mode.
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Click the down arrow for the Border button. Notice that the Draw Border tool is no
longer active. Pressing the Escape key made it inactive.

Click Draw Border Grid

Draw a border around cells E3:F7. The border should appear as a green double line
since these are the last options you selected.

The Border button icon has changed to reflect that the Draw Borders Grid tool is currently
active. See Figure 4-22.

Calibn

Font e

Figure 4-22. Border button reflects that the Draw Borders Grid tool is active
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Click the down arrow for the Border button. Notice that the Draw Border Grid tool is
currently active. Select Line Color. Select the Red color from the Standard Colors.

Draw a border around cells E10:F12 and press the Escape key
Select cells 12:J6

Click the down arrow for the Border button. Select Top and Thick Bottom Border.
Click another cell to see the result. (Notice that the lines now appear in red because
this is the last line color that you used)

Click cell 18

Click the down arrow for the Border button. Select More Borders
Create a border:

a. Select the first solid line in the second column of the Style group.
b.  Select Automatic for the color

c. Click Outline in the Presets area. The Preview box in the Border area displays
what the cell will look like. See Figure 4-23.
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I Number | Alignment | Font | Border | Fill I Protewonl

Line Presets
Style: e
oo e i
A None  Outline Inside

R —

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

oK || Cancel

Figure 4-23. Preview Box in Border area displays what the border will look like

4. The Inside option in the Presets area is grayed out because there is only one active
cell and that is cell 18. Click None in the Presets area. This removes all borders from
the Preview box.

5. Click the top border button in the Border area. A top border is displayed in the Text
box. See Figure 4-24.
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Text

—

Figure 4-24. Top border button creates a top border

6.

The Border buttons work like toggle switches. Clicking a Border button puts that
border in the cell. Clicking the Border button again will remove that border. Click the
top Border button to remove the border from the cell.

Click the left Border button and then the right Border button. See Figure 4-25.

Text

Figure 4-25. Left and right Border buttons create left and right borders

10.

11.
12.
13.
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Click the OK button. Click another cell so that you can see the results. Cell I8 should
now have a left and right border.

Select cells E15:F20.

Click the down arrow for the Border button. Select More Borders. Because multiple
cells are selected, the Inside button in the Presets area and all the borders in the
Border area are available.

Click the Vertical Click Inside button [I]
Click the None button in the Presets area to clear the Preview area.

Select the first solid line in the second column of the Style group.
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14. Select Red for the color.

15. Click the Outline button in the Presets area. This activates the top, bottom, left, and
right Border buttons.

16. Select Green for the color.

17. Click the horizontal inside button . See Figure 4-26.
Text Text
Text Text

Figure 4-26. The horizontal Border button creates horizontal border

18. Click the OK button.
Erase Borders

1. Click the down arrow for the Border button.

0

2. Select Erase Border. The mouse pointer becomes an eraser
line with the tip of the eraser will remove that border line.

. Clicking a border

3. Erase the first, third, and fifth horizontal green lines. Since the horizontal lines are
two cells wide, you will need to click the horizontal line for each cell. You will
probably find it easier just to hold down the left mouse button and drag across the
horizontal line. See Figure 4-27. If you erase too much, just click the Undo button

') or press Girl + Z and try again.

Figure 4-27. Erased the first, third, and fifth inside border horizontal lines

109



CHAPTER 4 " FORMATTING AND ALIGNING DATA
4. Press the Escape key. This turns off the Eraser tool.

|
5. Click the Save button ld on the Quick Access Toolbar.

Formatting Numeric Data Using the Number Group

You have seen how Excel makes assumptions based on the data you entered as to how that data should be
formatted and aligned in the cell, such as right-aligning numeric data. If you want to change that formatting,
you will need to use one of Excel’s many formatting features which are located in the Number group on the
Home tab. See Figure 4-28. Table 4-1 provides a description for each of the options in the Number group.

Number Format
General <+ Drop-Down List Box

$ b % ? G-08 »08
Number « <= Dialog Box Launcher

Figure 4-28. Ribbon’s Number group on the Home tab

Table 4-1. Description for Each Option in the Number Group

Buttons on Number Group Description

The Number Format drop-down list provides various defaults for numeric,

General -
date, and time values. See Figure 4-26.

$ - Clicking the dollar sign portion of the button formats the current cell in the
Accounting format (dollar signs, commas, and two decimal positions). If you
want to use a different currency such as pounds or euros you can click the
down arrow to the right of the $ button.

% Multiplies the value in the cell by 100 and adds a % sign to the end of the
value.

] Adds commas to a value. If the value doesn’t already contain a decimal it will
add .00 to the value.

"08 _;Jg The first button (Increase Decimal) increases the number of decimal
positions in the cell by one each time you click it. The second button
(Decrease Decimal) decreases the number of decimal positions in the cell by
one each time you click it.

IT- Dialog box launcher brings up the Format Cells dialog box with the Number

tab selected.
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Using Default Formats

Let’s say that the active cell currently has a value of 3859.27.

Clicking the drop-down arrow of the Number Format drop-down list displays a list of default formats
(see Figure 4-29). Clicking an option in this list formats the current value as shown below each format label.
What you see is what you get. There are no options to select.

For example, if you were to click the Fraction option, the format of the current cell would change and
the result would be 3859 %.

[

. ABC General -
123 No specific format
Number |
1 2 3859.27 [
Currency
% $3,859.27 ‘
Accounting
EEI $3,859.27
‘ Short Date
HHEH 772571910 =
Long Date
Monday, July 25, 1910
Time
6:28:48 AM
Percentage
% 385927.00%
l Fraction
/2 3859 1/4
2 Scientific
10 ssse-03
v

More Number Formats...

Figure 4-29. Default formats for different data types
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Accounting and Currency Formats

The Accounting format is a special monetary format that displays values with a dollar sign, commas, and
two decimal positions. The Accounting format lines up the dollar signs and decimal points in a column. See
Figure 4-30. The dollar sign is always placed in the left-most position in the cell. Depending upon the width of
the cell and the value you have in it there could be many spaces between the dollar sign and the value itself.
The Currency format is similar to the Accounting format. It also adds dollar signs, commas, and two
decimal positions to values. The difference is that the Currency format uses a floating dollar sign and the
Accounting format uses a fixed dollar sign. The floating dollar sign doesn’t align the dollar, signs; instead, it
places the dollar sign to the immediate left of the value.

Accounting | Currency
$ 3,857.25 $3,857.25
S 853.29 $853.29
S 4.75 $4.75
$62,895.40 | $62,895.40

Figure 4-30. Difference between Accounting and Currency formats

Formatting Monetary Values

The $ button in the Number group performs the exact same formatting as selecting the Accounting format
from the Number Format drop-down list. If you want to display the value in a different format or if you want

to use a different currency such as pounds or euros you can click the down arrow to the right of the $
button. See Figure 4-31.

§ English (United States)

£ English (United Kingdom)
€ Euro (€123)

¥ Chinese (PRQC)

fr. French (Switzerland)

More Accounting Formats...
Figure 4-31. Formatted monetary values

If you want to use something other than two decimal positions or you want to use a currency other than
those shown in the drop-down box, you can select the last option More Accounting Formats. Selecting this
option is one of the many ways of opening the Format Cells dialog box.
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From here you can select one of the many different currency options available in the Symbol drop-
down list. See Figure 4-32.

. Format Cells ? X
Number
Category:
General Sample
Number
o Decimal p.laces: 2 E
Time Symbol: | $
Percentage
Fraction _None A
?::I‘!t!fl( % Armenian
Special m Azerbaijani (Cyrillic)
Custom A Azerbaijani (Latin)
£ Bashkir
¢ Georgian
T Kazakh
P Russian
P Sakha
P Tatar
$ Cherokee (Cherokee)
$ Chinese (Singapore)
) ) S English (Australia)
Accounting formats line up the cur|g engish (Belize)
S English (Canada)
S English (Hong Kong SAR)
S English (Jamaica)
S English (New Zealand) v

[ oK ] Cancel

v v v v v v v v

Figure 4-32. Accounting options for decimal places and monetary symbol

Converting Values to Percent Style

The Percent Style % button multiplies the values in your selected cells by 100 and places the % after the
number. The value .25 would be formatted as 25%. The % button rounds the value and then removes any
decimal positions as shown in Figure 4-33.

113



CHAPTER 4 © FORMATTING AND ALIGNING DATA

Original |Formatted
0.254391 25%
0.25105 25%
0.255391 26%
0.257012 26%

Figure 4-33. Formatted using percent style

If you want to use a percentage format that displays two decimal positions, then click the Number
Format drop-down arrow and select % (percentage) See Figure 4-34.

Original | Formatted
0.254391 25.44%
0.25105 25.11%
0.255391 25.54%
0.257012 25.70%

Figure 4-34. Formatted with % option

Converting Values to Comma Style

)
The Comma Style =~ button places comma separators in the values for the cells you have selected. The value
3857495.25 would be formatted as 3,857,495.25

Changing the Number of Decimal Places
.0
The (._00 Increase Decimal button increases the number of decimal positions by one for each time you click

it. The icon shows a single decimal place changing to two decimal places.

The .0 Decrease Decimal button decreases the number of decimal places by one each time you click
it. The icon shows two decimal places changing to one decimal place.

Accessing the Format Cell Dialog Box

If you want to use more options when formatting a number, then using the Number tab in the Format Cells
dialog box is the way to go. Using the Number tab in the Format Cells dialog box you can do such things as
format fractions, dates, times, and other formatting that you can’t do in the other sections. What options
appear on the right side of the window depends upon the category selected. See Figure 4-35.
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The Format Cells dialog box can be accessed from the Number group by using any of the following
methods:

e  Click the Dialog Box Launcher

e  (lick the drop-down arrow for the Number Format drop-down box then select More
Number Formats.

e  (Click the down arrow to the right of the $ button and then select More Accounting
Formats

Format Cells ?

| Number | Alignment | Font | Border | Fill | Protection |

Category:

General Sample

Currency

Accounting . O =]
Date Decimal places: |2 =
Time [] Use 1000 Separator ()
Percentage

Fraction Negative numbers:

Scientific -1234.10 ~
Text 1234.10

Special (1234.10)

Custom (1234.10)

Number is used for general display of numbers. Currency and Accounting offer specialized
formatting for monetary value.

Figure 4-35. Format Cells dialog box with Number formatting selected

EXERCISE 4-3: FORMATTING NUMBERS

In this exercise, you use various numeric data formats. If you have closed your workbook from the last
practice you can reopen the Chapter 4 workbook.

1. Create a new worksheet named “NumberGroup.”
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2. Type 1275.85 in cell A1 but don’t press Enter. Click the Enter button in the formula

bar . Clicking the Enter button accepts the value you entered and leaves the
current cell as the active cell. Once the value has been accepted the check and
delete buttons are grayed out on the formula bar.

3. On the Home tab, in the Number group, click the down arrow for the Number Format

drop-down box %! . Notice that every option on the drop-down box
shows how the value in A1 will appear if you click that particular format.

Note Excel’s calendar starts with the date January 1, 1900. Notice that the Short Date and Long Date
formats show the date as June 28, 1903. This date is displayed because the integer portion of the value that
you entered in cell A1 is 1275 and the date June 23,1903 is 1,275 days past January 1, 1900.

4. Click the Currency format.
5. Change the width of Column A to approximately 13.43
6. Type 3427.35 in cell A2 but don’t press Enter. Click the Enter button in the formula bar.

7. Click the Accounting Number Format button $ - in the Number group. Notice the
difference between the Currency format in cell A1 and the Accounting format in cell
A2.The $ appears in the left-most position of the cell when using the Accounting
format. The Accounting format also leaves one blank space to the right of the last
digit.

8. Type .85 in cell A3. Press Ctrl + Enter. Click the % button in the Number group. The
value should display as 85%.

9. Enter 1385197 in cell A4. Press Cirl + Enter. Click the Comma Style button Y
the Number group. The value displays as 1,385,197.00.

00
10. Click the Decrease Decimal button —*.0. One of the decimal positions is removed.
Click the Decrease Decimal button a second time. The second decimal position is

0
removed. Click the Increase Decimal button 6o twice to change the value back to
having two decimal positions.

11.  Enter -385 in cell C1. Press Ctrl + Enter. Click the down arrow for the Number
Format drop-down box. Notice that the Currency format displays the value as
-$385.00 but the Accounting format displays it as ($385.00). In Accounting negative
numbers are displayed in parentheses.

Note Notice that the Scientific format displays the value as -3.85+E02. The Scientific format when dealing
with whole numbers puts the decimal after the left-most digit, rounds the number to two decimal positions, and
displays the rest as an exponent.
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12. Click Accounting to change the format in cell C1.

13. Enter 3.25 in cell C2. Press Cirl + Enter. Click the down arrow for the Number
Format drop-down box. Click Fraction. The Fraction format converts the decimal
portion of a number to a fraction. The fraction portion .25 is changed to 1/4.

14. Enter 5/15/2012 into cell C3. Press Ctrl + Enter. Click the dialog box launcher on

the Number group, shown in Figure 4-36, to bring up the Format Cells dialog box.
See Figure 4-37.

General -

$-%> @3 Click on the dialog
Number _ 4 box launcher

Figure 4-36. Number group

Format Cells ?

Category: Displays how your data will look using
General ISarane l the current cell data and using the
Number

5/15/2012 = type of formatting that you have

Currency
Accountini Type: selected.
A
Time -
Percentage 33\1;:“““!' March 14, 2012
Fraction
Scientific 3114/12
Text 03/14/12
Custom i L
Locale (location):
English (United States) E]

Date formats display date and time serial numbers as date values. Date formats that begin with
an asterisk (*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

Figure 4-37. Format Cells dialog box with Number tab selected
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Excel recognizes the value as a date and so it opens the Format Cells dialog box with the
Date category selected. After the category has been selected you will need to select how
you want your data to appear from the Type area. The Sample area of the window displays
how the data in the current cell will appear using the option you selected from the Type
area. If you have a range of cells selected on the worksheet it will show how the first cell in
that range will appear.

15. Click Number in the Category area. The Number category has options for entering
the number of decimal positions, for using a comma, and for letting you select how
you want to display negative numbers.

16. Click each of the other categories to familiarize yourself with the different options
for formatting your data.

17. Click the Date Category again.

18. In the Type area, Select *Wednesday, March 14, 2012. The Sample area shows how
this change will display the current cell.

19. Click the OK button.
20. Cell C3 may display as a number of # signs. What does this mean? That’s right, the
column isn’t wide enough. Widen the column to see your results.

21. Click the Save button B on the Quick Access Toolbar.

You have learned how to use the tools from the Ribbon’s Number group to format numeric data.
Formatting the data is necessary so that the user can interpret the data the way it was meant to be, such as
making sure the user knows a number is a percentage and not just a numeric value. Next, you will learn how
to align data within a cell.

Aligning Data Using the Alignment Group

The Alignment group is located on the Home Tab. See Figure 4-38. It contains options for aligning your text
vertically and horizontally, rotating text, increasing and decreasing indenting, word wrap, and merging cells.
Table 4-2 provides a description for each option in the Alignment group.

Il
I
[

- ¢ Wrap Text

|
1]}
il

& 3= [ Merge & Center ~

Alignment I

Figure 4-38. Alignment group on the Home tab
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Table 4-2. Descriptions of Alignment Buttons

Buttons Description

Vertical Alignment—The Top-, Middle-, and Bottom-Align buttons are for aligning
your text to the top of the cell, the middle of the cell, and the bottom of the cell in
that order.

- Orientation—Clicking this button brings up options for selecting the angle and
7 direction of the text within a cell.

E* Wrap Text Wrap Text—Used for wrapping your data across multiple lines within a cell

Horizontal Alignment—The Left-, Center-, and Right-Align buttons are for
aligning your text to the left side of a cell, to the middle of a cell, and to the right
side of a cell in that order.

€= 3= Indentation—The Decrease Indent button (left) is for decreasing the amount of
indentation in a cell. The Increase Indent button (right) is used for increasing the
amount of indentation in a cell.

Merge & Center ~ Merge & Center—This button provides options for merging cells, merging and
centering cells, and unmerging cells.

Fitting More Text into a Cell

Excel provides three options for fitting more data into a cell.
Text Wrapping—Text automatically wraps to the next line
Shrink to Fit—Shrinks the size of the cells contents so that they fit within the cell
Merge Cells—Merges multiple cells into a single cell

Text Wrapping

If your text doesn’t fit within a cell you might want to break up the text on to multiple lines. Turning Word Wrap
on will format the cell so that the text wraps automatically. You can turn word wrap on by selecting the cell(s)
you want to automatically word wrap and then clicking the Home tab in the Ribbon. In the Alignment group,
click the Wrap Text button. You can also force a line break to occur wherever you want by pressing ALT + Enter.

Note When word wrap is turned on, data in the cell wraps to fit the column width. When you change the
column width, data wrapping adjusts automatically.

Figure 4-39 shows a before and after example of using Wrap Text

119



CHAPTER 4 © FORMATTING AND ALIGNING DATA

A B C

1 |example :_lf word wrapping

A B C

example
of text
1 |wrapping

Figure 4-39. The upper part of the image shows text before using Wrap Text, and the lower part shows text
after Wrap text has been applied

Shrinking to Fit

Turning on the Shrink to fit option will shrink the cell’s contents so that they will fit within the size of the cell.
Figure 4-40 shows a before and after example.

A B A B
1 IShrinkto Fit 1 |shrinkto Fit

Figure 4-40. The image on the left shows text before using Shrink to fit, and the one on the right shows it after
Shrink to fit has been applied

If you enter very much text, it may become too small to see unless you expand the width of the column.
The Shrink to fit option is located on the Alignment tab of the Format Cells dialog box. See Figure 4-41. There
are several ways to open this tab. One way is to click the dialog box launcher of the Alignment group and
then select the Alignment tab.
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Format Cells ?

| Font iBorderl Fill |Pmte|:tion:

| Number

Text alignment Orientation

Horizontal: ..

|Genera| |¥| Indent: ¢
Vertical: [o H

| Bottom EI

[ ] Justify distributed

Text —— ¢

- o—

*

Text control *
O Wrap text ! EI Degrees

[] Merge cells
Right-to-left
Text direction:

Context :EI

oK Cancel

Figure 4-41. Format Cells dialog box with Alignment tab selected

The Shrink to fit option can be turned on or off by selecting or clearing the Shrink to fit check box.
Notice that there are also options here for turning on Wrap text and Merge cells.

Merging and Unmerging Cells

You can join multiple cells to make one larger cell by using one of the three different options for merging cells.
e  Merge & Center
e  Merge Across
e  Merge Cells

The Merge & Center option merges the selected cells and then centers the data horizontally in the new
expanded cell. The Merge & Center button is located on the Home Tab | Alignment group.

You can improve the look of your spreadsheet by making your heading centered across the width of
your worksheet. In Figure 4-42, the heading has been entered into cell A1. The heading would look better if it
were centered across columns A through E
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A B E _ D _ E _ F
1 jThompson Boiler Sales
2 4
3 Model Qtrl Qtr2 Qtr3 Qtr4 Total
4 13921 32500 27500 6000 45000 111000
5 |R2929 5030 4075 5900 6201 21206
6 R5000 45802 42927 50035 50050 188814

Figure 4-42. Heading before being centered

To center the heading across the cells, you select the cells and select the Merge & Center option. When

you merge cells Al, B1, C1, D1, E1, and F1, you end up with one cell that takes up the space of all six cells.
See Figure 4-43. The single cell will have an address of Al.

A B o D E F
1 Thompson Boiler Sales
.
3 Model Qtrl Qtr2 Qtr3 Qtrd Total
4 (L3921 32500 27500 6000 45000 111000
5 |R2929 5030 4075 5900 6201 21206
6 |R5000 45802 42927 50035 50050 188814

Figure 4-43. Cells merged and the heading centered

The Merge & Center command lets you merge cells that are not only adjacent horizontally but vertically

as well. Even though you can merge cells that are vertically adjacent, the Merge & Center command is
usually used for creating labels that expand multiple columns or for spanning a heading over a report.

All the Merge options can be accessed by clicking the down arrow to the right of the Merge & Center
button. See Figure 4-44.

Merge & Center ¥
[ Merge & Center

Merge Across

B Merge Cells
[ Unmerge Cells

Figure 4-44. Merge options
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The other three options do the following:

¢ The Merge Across option can only merge cells that are horizontally adjacent. It does
not center the text.

e  The Merge Cells option can merge cells that are horizontally or vertically adjacent.
Like the Merge Across option it does not center the text.

e  You can unmerge cells by selecting the cells you want to unmerge and then clicking
the Unmerge Cells option.

Aligning and Indenting Text in a Cell

Excel provides options for setting the alignment for data in a cell (see Table 4-3) and for increasing or
decreasing indentation in a cell (see Table 4-4).

Table 4-3. Vertical and Horizontal Alignment

Buttons Description

Vertical Alignment—These buttons are for aligning your text to the top of the cell, the
middle of the cell and the bottom of the cell in that order. Excel bottom aligns cell data
by default.

Horizontal Alignment—These buttons are for aligning your text to the left side of a cell,
to the middle of a cell, and to the right side of a cell in that order.

Table 4-4. Increasing and Decreasing Indentation of Text in a Cell

Buttons Description
&= Decrease Indent—used to decrease the amount of indentation in the cell.
>= Increase Indent—used to increase the amount of indentation in the cell.

Align Text Vertically and Horizontally

There are other options on the Alignment tab of the Format Cells dialog box for Horizontal and Vertical
alignment. See Figure 4-45. Some of these are the same as those that appear on the Alignment group of the
Home Tab, but here you have additional options such as the ability to set the amount of indention for the
Left, Right, and Distributed horizontal alignments by using the Indent numerical text box.

Horizontal:

Left (Indent) EL indent:
General M o 0|
o H
Center

Right (Indent)

Fill

Justify

Center Across Selection
Distributed (Indent)

Figure 4-45. Alignment options
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The Distributed horizontal alignment uses an equal amount of indention on both sides of the cell text.
Therefore if you enter 3 for the Indent the cell will have three blanks spaces to the left and to the right of
whatever is entered in the cell.

The Justify horizontal alignment option is only useful when you are entering multiple lines of text in a
cell. Excel justifies each line except the last line by adjusting the space between words so that the text spreads
completely from the left to the right borders of the cell. See Figure 4-46.

Now is the time for
all good men to
come to the aid of
their country.

Figure 4-46. Justify alignment

Rotating Text

Clicking the Orientation button (Figure 4-47) displays a list of options for rotating your text. The first five
default options are self-explanatory. If you want to specify another particular orientation, select the last
option Format Cell Alignment. This option displays the Alignment tab on the Format Cells dialog box.

-

%7 Angle Counterclockwise
% Angle Clockwise

la Vertical Text

Rotate Text Up

—
qe ab o

-

Rotate Text Down

Format Cell Alignment

R

Figure 4-47. Orientation options

The Orientation section on the Alignment tab of the Format Cells dialog box is for setting the angle of
your text. See Figure 4-48.
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Figure 4-48. Options for setting the angle of your text
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Orientation

P—

You can set the angle that your text will be displayed by dragging the line up or down or by setting the
degrees. If you enter the number of degrees Excel automatically adjusts the line and vice versa. Moving the
line up from 0 degrees makes the text display from bottom to top. Moving the line down from 0 degrees
makes the text display from top to bottom. If you are entering the degrees and you want your text to display
top to bottom, you will need to enter a negative value. Clicking the Text button on the left side of the
Orientation box puts the text in a completely vertical format.

Note When you rotate text, the size of the cell automatically adjusts to fit the rotated text.

EXERCISE 4-4: USE THE ALIGNMENT GROUP

For this exercise we will create the worksheet shown in Figure 4-49. The worksheet shows information
for students attending the Office Integration and Financial Management classes at Wonderland

University.
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O W0 ~N O v b wN

—
o

11
12
13
14
15
16
17
18
19
20

A

Office Integration

Personal Financial Strategies

B C D E
Wonderland University
.@0 <
\.\Q oné‘ é"’é;’ Q e"\é\
\}660 oé(\ @6‘ -t*'\&

o Q o P
1357 123A X X

1276 1258 %
11295 143A X

709 302C

23105 4A

3057 57C X

29 105C

325 204A X
14175 2098 X X

1085 46C

51 177A X

2092 311C X

30195 303C X X

1495 209A

1776 198B X

20215 198A X

1091 200B X X

Figure 4-49. Worksheet you will create

1.
2
3.
4,
5

6.

If you have closed your workbook from the last practice, you can open the Chapter 4
workbook and then create a new worksheet named “Align.”

Type Wonderland University in cell A1. Click the Enter button on the formula bar.
Select cells A1:E1. Click the Merge & Center button

Select the Lucida Calligraphy font. Change the font size to 18.

Type the column head Student ID in cell B2 and then press the Tab key.

Type the rest of the Column Heads in row 2.

We want to place the column headings at a 45-degree angle. Before we do that we need to
widen the columns.
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Note If you do not widen the columns you will end up with multiple column heads in the same column
as shown below.
S &
& & <
N S
R & & N
< Q < ¢

7. Drag across column heads B through E. On the ribbon’s Home tab in the Cells group
click the Format button. Select Autofit Column Width.

8. Select cells B2:E2.

e -

9. Inthe alignment group click the Orientation button ®7"~ and then select Angle
Gounterclockwise. Each of the column heads should now appear at a 45-degree
angle in their separate columns.

10. Type 1357 in cell B3 and then press the Tab key. Since the value is a number it
should appear right-justified in the cell.

11.  Type 123Ain cell C3 and then press the Tab key. Since the value contains a letter it
is considered a text or string value and is left-justified in the cell.

12. Type a capital X in cell D3 and then press the Tab key. X is text so it is left justified.

13. Type a capital X in cell E3 and then press the Enter key.

14. Continue typing the rest of the data in cells B4:E10.

15. Select cell range A3:A10 by dragging across the cells or by typing A3:A10 in the
Name box and then pressing Enter. Click the Merge & Center button

16. Type 0ffice Integration. Don’t worry about how the text looks at the moment.
Press Ctrl + Enter.

o -

17.  Click the Orientation button ®7" ™ and then select Rotate Text Up

18.  Click the Bold button B or press Ctrl + B.

19.  Click the Middle Align button = in the top row of the Alignment group.

20. Next we want to create a defining space between the two classes:
a. Select cells A11:E11. Click the Merge & Center button
b. Increase the height of row 11 to approximately 22.5 by clicking between row

heads 11 and 12 and then dragging down.
21. Type the data in cells B12:E20.
22. Select cell range A12:A20 by dragging across the cells or by typing A12:A20 in the

Name box and then pressing Enter.
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23. Click the Merge & Center button.

24. Type Personal Financial Strategies. Don’t worry about how the text looks at
the moment. Click the Enter button on the formula bar.

Al
25. Click the Orientation button* ®" ™ and then select Rotate Text Up.

26. Click the Bold button B or press Ctrl + B.
27. Click the Middle Align button == The text extends slightly beyond its border. We
will use Shrink to fit so that it fits completely in the cell.

28. Click the dialog box launcher on the Alignment group. In the Text Control area click
Shrink to fit. Click the OK button.

29. Click cell A1, hold down the Ctrl key, and then click cells A3 and A12. Click the
down arrow for the Fill Color button located in the Font group. Select the Blue-Gray,
Text 2, Lighter 80% color. See Figure 4-50.

5]

Theme Colors

I I I ﬁlue Gray, Text 2, Lighter 80%
EEEEEN

Standard Colors

‘AN EEEER
No Fill

A
{ ug¢ More Colors...

Figure 4-50. Color selections

30. We could improve the look of our spreadsheet by having the data appear just a little
to the right of the left cell border:

nvi

a. Select cells B3:E10. Click the Increase Indent button = in the Alignment group.

v
"l

b. Select cells B12:E20. Click the Increase Indent button

31. Type your full name in cell B22 and then press Ctrl + Enter. Right-click cell B22.
Select Format Cells. On the Alignment tab, check Shrink to Fit. Click the OK button.
Your name should fit completely within the cell.

32. Right-click cell B22. Select Format Cells. On the Alignment tab, check Wrap Text.
Click the OK button.
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33. Type your last name in cell C23 and then press Ctrl + Enter. Right-click cell
(C23. Select Format Cells. Click the vertical word Text on the left side of the
Orientation box. Click the OK button.

34. With cell C23 still selected, click the following buttons on the Alignment group: click
the Align Left button, then click the Align Right button, and then the Center button.

35. Click the Save button B on the Quick Access Toolbar.

You have learned how to use the commands from the Ribbon’s Alignment group to align data both
horizontally and vertically within a cell as well as rotating cell data. You practiced Merging Cells so that data
can occupy more than one cell. The Word Wrap and Shrink to fit features allowed you to place more textin a
cell. Next, you will see how you can copy all the formatting that you applied to a cell to other cells.

Using Format Painter to Copy Formatting

The Format Painter can be used for copying all the formatting in one cell to other cells. The Format Painter
button has an icon of a paintbrush. It appears on the Clipboard group of the Home tab. See Figure 4-51.

Home

L %Cut

D [‘ Co ~
Paste = By
v N Format Painter

Clipboard M=
Figure 4-51. Clipboard group

The Format Painter not only speeds up the process of applying the same formatting to other cells but
also makes it easy to give your workbook a consistent look.

Single-clicking the Format Painter button allows you to copy the formatting of a selected cell to a single
range of cells and then it is automatically turned off. Double-clicking the Format Painter button keeps the
button turned on so you can keep applying the formatting to as many cell ranges as you want until you click
the button again to turn it off.

EXERCISE 4-5: USING THE FORMAT PAINTER TO COPY FORMATTING

This exercise takes you through the process of copying formatting that has been applied to one cell to
other cells.

1. If you have closed your workbook from the last practice you can open the Chapter 4
workbook, then create a new worksheet named “Format.”

2. Click cell A1. Type copy formatting and then press Ctrl + Enter.

3. Widen Column A so that all the text appears in the cell.
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4. Type the word Data in cells B2 and C3. Use the AutoFill Handle on cell C3 and drag
down to cell C5. Let go of your left mouse button. Drag the AutoFill Handle to cell
E5. See Figure 4-52.

A B C D E
1 |Copy formatting
2 Data
3 Data Data Data
R Data Data Data
5 Data Data Data
6
7
8 Data Data Data
9 Data Data Data
10
11
12 Data
13 Data

Figure 4-52. Result of using AutoFill

5. Type the word Data in C8. Use the AutoFill Handle to drag to E9. Type Data in C12
and use the AutoFill Handle to drag to C13.

6. Format cell A1 by selecting the following options from the Font group: Bold, ltalic,
and Underline; change the text color to red.

7. Click the Center button on the Alignment tab.

8. With cell A1 selected, click the Format Painter button. The Format Painter button
should now be highlighted. The mouse pointer changes to a block plus sign with a
paintbrush. See Figure 4-53.

e .
aste
< FRPER I | - v

-

Clipboard = Font
Al >

A B

1 | Cogz tormatﬁng 1 q} é

2 | Data

Figure 4-53. Format Painter selected with cell Al active
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9. Click cell B2. Cell B2 takes on all the formatting that you applied to cell A1. The
Format Painter button should no longer be highlighted. Your mouse pointer should

return to '3'.

10. Select cell A1. This time double-click the Format Painter button. The mouse pointer

will stay as b and you can keep copying the formatting until you turn off the

format painter.

11. Drag across cells C3:E9. Those cells now have the same formatting as cell A1.

12. Drag across cells C12 and C13. Those cells now have the same formatting as cell

A1. See Figure 4-54.

A B C D E
1 Icopy formatting !
2 Data.
3 Data Data Data
4 Data Data Data
5 Data Data Data
6
7
8 Data Data Data
9 Data Data Data
10
11 .
12 @4 [pata
13 Data

Figure 4-54. Result of applying the Format Painter

13.  Click the Format Painter button again to turn it off. Your mouse pointer should return

to &P

14.  Since you dragged across cell C6 when you copied the formatting, if you type
something in this cell it should take on the same formatting as cell A1. Type horse

in cell C6.

15. If you want to clear the formatting from a cell(s), you can clear just the formatting
and leave the data in the cell. Drag across cells C6:E8. Click the down arrow for the
Clear button located in the Editing group. Click Clear Formats. See Figure 4-55.
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& Clear~

& Clear All

E‘é Clear Formats h
Clear Contents
Clear Comments

Clear Hyperlinks

Figure 4-55. Clear options

|
16. Click the Save button ld on the Quick Access Toolbar.

You have been using commands from the Ribbon. Most of these commands are more quickly accessible
from a mini-toolbar or the context menu which brings up commands that relate to what you are currently
working on.

Using the Mini-Toolbars and the Context Menu

You have gone through Excel’s tools for formatting both numeric and text data. You will no doubt be using
these tools often; therefore Microsoft gives you quick access to them via the mini-toolbars. There are two
different size mini-toolbars.

If you select any text within a cell you will see the smaller of the two mini-toolbars as shown in Figure 4-56.
Moving your mouse pointer away from the mini-toolbar will make it fade away. When you bring your cursor
back toward the mini-toolbar it will fade back in. You can remove the mini-toolbar by doing one of the following:

e Move your cursor into the Ribbon area.
e C(lick another cell.
e  Move the cursor far enough away from the toolbar until it is no longer visible.

You will need to reselect text in the cell if you want to get the mini-toolbar back. This smaller mini-
toolbar only includes tools from the Font group.

2| catibri v |11 v
1 B I A~A A
2 Indiana_

3 [ilinojst

Figure 4-56. Smaller mini-toolbar
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The larger mini-toolbar shown in Figure 4-57 includes buttons from the Font, Alignment, and Number
groups along with the Format Painter from the Clipboard group. This mini-toolbar can be accessed by right-
clicking any cell even if the cell is empty.

Calibi ~|11 <A A $-% 2 B |

0

!

4 The mini toolbar appears whenever you
B I=0-A-

- &
0

(=2-1
(=2=3

1 - s ¥ | right-click.
2 [indiana 1

3 [illin¢ % Cut

4 |Kent B Copy

5 [Mich = paste Options:

6 [Mon o

7|

3 .

9 | Q Smart Lookup

10

-1 Insert...
11|
12" Delete...

J Bl b The context menu appears whenever you right-
13 sovibuinl s click. The options that appear on the context
14 | S Quick Analysis menu depend upon what you are doing.
15-« Filter 3
16 g
17 ont '

18 | :,3 Insert Comment

19; Format Cells...

20— Pick From Drop-down List...

21

22‘. Define Name...

23 &, Hyperlink... —

Figure 4-57. Context menu and larger mini-toolbar

A context menu (also known as a shortcut menu) is also displayed when you right-click a cell or an
object. What items are displayed in the context menu depends upon the object you clicked and what you are
working on at the time. You can make a selection from either the mini-toolbar or the shortcut menu. If you
decide you don’t want to use either one just click another cell and they both will disappear.

Notice that the context menu has some options that have three dots after them. See Figure 4-58. The
three dots are called an ellipsis. The ellipsis signifies that another dialog box will be opened when this
option is selected. For example, clicking the Insert... option on the context menu will bring up the Insert
window. Some of the options on the context menu have an arrow. Moving your mouse pointer over an arrow
brings up a submenu of additional options.
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Insert,.. Opens a
gf|e‘te;‘-——-‘ dla]og
box
Clear Contents
Filter 4
- Opens a submenu
Sort »
¥ Insert Comment

Figure 4-58. Context menu

Inserting, Deleting, Hiding, and Unhiding Rows and Columns

You can add new blank rows between existing spreadsheet rows. You can also delete rows to remove data or
to remove blank rows.

You can hide a single row or multiple rows of data from the view of users. Rows that have been hidden
can be unhidden. You don’t have to unhide all the rows only the ones you choose.

Hiding and Unhiding Columns and Rows

Columns and rows can be hidden and unhidden so that the users can concentrate on only the data that is
necessary and relevant to them.

Hiding Columns and Rows

There are many reasons for hiding columns or rows in a spreadsheet.

e  There is too much data to display on a single screen so you hide the data you really
don’t need to see.

e  You want to hide some of the data so it is not printed.
e The data is not relevant to the user.

e  You want to hide the formulas.

e  You don’t want the user to see some of the data.

Hiding a column or row does not affect the data in that column or row, nor does it prevent it from being
referenced.

A single column or row of data can be hidden as well as multiple columns or rows. If you are hiding
multiple columns or rows they do not need to be adjacent.

How to hide a single column or row
1. Right-click the column or row header.

2. Select Hide from the context menu.
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How to hide adjacent columns or rows
1. Dragacross the headers of the columns or rows you want to hide.
2. Right-click the selected headers.
3. Select Hide from the context menu.

How to hide nonadjacent columns and rows

e

Click a column header.

2. Hold down the Ctrl key while you click other column heads.
3. Right-click one of the selected column heads.

4. Select Hide from the context menu.

Use the same steps that you do for nonadjacent columns.

Note You can’t select columns and rows in the same operation. You must first hide either columns or rows
and then do the other.

Unhiding Columns and Rows

Columns and rows that you hide will remain hidden until you run the Unhide command.

Unhide All Columns and Rows

You can unhide all columns and rows by first clicking the Select All button located to the left of row
head A and then right-clicking any header and selecting Unhide from the context menu. If you wanted to
unhide columns and rows from multiple worksheets, you would select those sheet tabs before performing
these steps.

Unhide Adjacent Columns or Rows

In the worksheet example shown in Figure 4-59 columns B and C are hidden.

4 a |l o |

Figure 4-59. Columns B and C are hidden

Columns B and C can be unhidden by dragging across Column heads A and D, right-clicking, and then
selecting Unhide.

Rows would be unhidden using the same steps, except of course you would use the Row heads rather
than the Column heads.

Unhide Nonadjacent Columns or Rows

In the worksheet example shown in Figure 4-60 columns B and C are hidden, and so are columns F, G,
and H.

A D E |

Figure 4-60. Columns B and C, E G, and H are hidden
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Columns B and C and columns F, G, and H can be unhidden by dragging across Column heads A and
D and then holding down the Ctrl key while dragging across Column heads E and I, right-clicking, and then
selecting Unhide.

Another way to accomplish this would be to unhide all five columns at once. You could drag across
Column heads A to I. Right-click one of the selected column heads and select Unhide.

Unhide Column A or Row 1

Unhiding Column A or Row 1 is a unique situation. It is unique because there is no column head before
Column A to drag across, nor is there a row head before row 1 to drag across.
Unhide Column A

1. Type Al in the Name Box and then press Enter.
Click the Home Tab on the Ribbon.

In the Cells group click the Format button.

> @ n

Select Hide & Unhide from the menu and then select Unhide Columns. See
Figure 4-61.

(=] ] 11—
== X

== ==

Insert Delete Format

Cells | Cell Size
IC Row Height...
AutoFit Row Height
E__.l Column Width...

AutoFit Column Width

Default Width...
Visibility
Hide & Unhide » Hide Rows
Organize Sheets Hide Columns
Rename Sheet Hide Sheet
Move or Copy Sheet... Unhide Rows
Tab Color . Unhide Columns
Protection Unhide Sheet... D&
EL Protect Sheet...
Lock Cell
Format Cells...

Figure 4-61. Hide & Unhide options
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Unhide Row 1
1. Type Al in the Name Box and then press the Enter key.
2. Click the Home Tab on the Ribbon.
3. Inthe Cells group, click the Format button.
4,

Select Hide & Unhide from the menu and then select Unhide Rows.

EXERCISE 4-6: HIDING AND UNHIDING ROWS AND COLUMNS

This exercise takes you through hiding and unhiding rows and columns as well as dealing with the
unique issue of unhiding column A and row 1.

1. Create a new worksheet. Name it “Rows_Columns.”
2. Type1incell A1 and 2 in cell A2.

3. Drag across cells A1 and A2 to select them.

4

Drag the Autofill Handle down to row 12. Let go of the mouse button. See Figure 4-62.

A B
1] 1
2 |
3 3
4 4
5 5
6| 6
-
8 8
9 9
0| 10
1 1
12 R o
13 H

Figure 4-62. Copied pattern of cell A1 and A2 down through cell A12
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5. Drag the Autofill Handle to the right to column M. See Figure 4-63.

Figure 4-63. Copied column A data by using AutoFill Handle
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Hide Columns
Drag across column heads B through D.

Hold down your Ctrl key while you click column head G and drag across column
heads J and K.

Right-click one of the selected column heads and then select Hide.
Hide Rows
Drag across row heads 2 and 3.

Hold down your Ctrl key while you drag across row heads 6 and 7 and click row
head 10.

Right-click one of the selected row heads and then select Hide.
Unhide Columns

Drag across column heads A and E. Right-click the selected area and then select
Unhide.

Drag across column heads F through L. Right-click the selected area and then
select Unhide.

Unhide Rows
Drag across row heads 1 through 12.
Right-click the selected area and select Unhide.
Hide Column A

Right-click column head A.
Select Hide.
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1. Type A1 in the name box and then press Enter.
2. Click the Home Tab on the Ribbon. In the Cells group click the Format button.

3. Select Hide & Unhide from the menu and then select Unhide Columns.

1. Right-click row head 1.
2. Select Hide.

1. Enter A1 in the name box and then press Enter.
2. Click the Home Tab on the Ribbon. In the Cells group click the Format button.

3. Select Hide & Unhide from the menu and then select Unhide Rows.

Inserting Columns and Rows

After you have entered data into your workbook you may discover that you need to add a column of data
between your other columns or maybe you want to add a blank column to make your worksheet easier to
read. The same holds true for rows, you may discover that you forgot to add rows of data or you merely want
to add additional blank rows to improve the appearance of your worksheet.

You can add a new column(s) or row(s) anywhere in your worksheet.

How to Insert Columns
1. Select the column head where you want the column inserted.

2. Right-click the worksheet and select Insert. The column you selected will be
shifted to the right and the column that you created will take its place. The new
column will have the same width as the column to the left of it.

You can insert multiple columns by selecting the columns where you want the new ones inserted. If you
selected four columns, then four new columns will be inserted when you right-click the worksheet and select
Insert.

How to Insert Rows

1. Select the row head where you want the row inserted.

2. Right-click the worksheet and select Insert. The row you selected will be shifted
down and the row that you created will take its place. The new row will have the
same height as the row above it.

You can insert multiple rows by selecting the rows where you want the new ones inserted. If you
selected four rows, then four new rows will be inserted when you right-click the worksheet and select Insert.

Deleting Columns and Rows

You can just as easily remove a column or row as you can add them. Some of the reasons for removing a
column would be that
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e  You have entered the wrong data into a column.
e  You have determined that you no longer need the data in a column.

e  You want to remove empty columns to improve the appearance or use of your
spreadsheet.

If you entered invalid data in a column it might be easier just to clear the data from the column rather
than deleting the entire column. This could be done by selecting all the cells containing the invalid data,

v

then selecting Home tab | Editing Group | clear button 2 , and then selecting one of the clear options.

How to Delete Columns
You can delete one column or multiple columns at the same time.

1. Select the column heads of the columns you want to delete.

2. Right-click the worksheet and select Delete. The columns to the right of the
deleted columns will be shifted left to replace those columns that you deleted (to
replace the vacated space).

How to Delete Rows
You can delete one row or multiple rows at the same time.

1. Select the row heads of the rows you want to delete.

2. Right-click the worksheet and select Delete. The rows below the deleted columns
will be shifted up to replace those rows that you deleted.

Inserting and Deleting Cells

You can insert blank cells above or to the left of an active cell. You can bring up the Insert dialog box (Figure 4-64)
to perform this operation by right-clicking any cell and then selecting Insert from the context menu.

Insert iy x|

Insert
(O shift cells right
(O Entire row

() Entire column

OK Cancel

Figure 4-64. Insert window

When you insert blank cells, you can choose to move the other cells in the same column down (Shift
cells down) or to move the other cells in the same row to the right (Shift cells right) to accommodate the new
cells. Notice that the Insert Dialog Box also has options for inserting entire rows and columns.
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You can remove cells by selecting the cells you want to remove, then right-clicking and selecting Delete
from the context menu. This brings up the Delete Dialog Box (Figure 4-65) which provides options for
deleting cells, entire rows, or entire columns.

Delete » IEl

Delete

(_) Shift cells left

(O Entire row
() Entire column

Figure 4-65. Delete window

You can choose to have the deleted cells replaced with cells from the right (Shift cells left) or you can
choose to have the deleted cells replaced with those from below (Shift cells up).

EXERCISE 4-7: INSERT AND DELETE CELLS, ROWS, AND COLUMNS

This exercise takes you through inserting and deleting cells and then deciding how the other cells need
to be shifted over.

1. Create a new worksheet. Name the worksheet “Stocks.”

2. Type Stocks Purchased 06-15-2016 in cell A1. Select cells A1 to D1. Right-click
the selected cells. The larger mini-toolbar should appear above your selected text.

b 4
>—

Click the Merge & Center button &=
3. Type Stock in cell A2.

4. Type Closing in cell B2. Press Alt + Enter. Pressing Alt + Enter creates an additional
line in the cell and turns on text wrapping. Type Price.

5. Select cells C2 and D2. Right-click in the selected area. Select Format Cells. Select
Wrap text from the Alignment tab. Click the OK button.

6. Type the data from Figure 4-66 in cells C2 and D2. You may need to widen your
column to see all of the word Purchased. Then type the rest of the data in Figure 4-66.
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A | B _ C | D

1 Stocks Purchased 06-15-2016
Closing Shares Total

2 |Stock Price Purchased  Shares
3 A 38.85 200 300
4 B 14.12 100 500
5|C 27.72 300 300
6 |D 35.5 300 500
7 |E 18.85 200 600

Figure 4-66. Type the data from this worksheet

7. Right-click column head A and then select Insert from the context menu.
8. Right-click row head 1 and then select Insert from the context menu.

9. Right-click cell B5 and then select Insert. Select Shift cells down. Click the OK
button.

10. Right-click cell B5 and then select Delete. Select Shift cells up. Click the OK button.

11.  You can select multiple cells before you select to shift the cells down or to the right.
The number of cells shifted over will be the same number of cells you selected.

a. Select cells B5:D5. Right-click cell in the selected area and then select Insert.
b. Select Shift cells right. Click the OK button.

12. Right-click the three cells that are still selected and then select Delete. Select Shift
cells left. Click the OK button.

13. Right-click cell B4 and then select Insert. Select Entire row. Click the OK button. A
row is inserted above the selected cell.

14. Right-click cell C4 and then select Insert. Select Entire column. Click the OK button.
A column is inserted to the left of the selected cell.

15. Right-click cell C4 and then select Delete. Select Entire column. Click the OK button.

16. Click row head 6. Hold down your Ctrl key and click row heads 7, 8, and 9.
Right-click any of the selected row heads and then select Insert.

You should now have a blank row between each of your rows.

Note When making selections your selected rows, columns, or cells do not have to be adjacent.
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You have learned how to insert and delete rows and columns as well as how to hide and unhide them.
You should only let users who actually need to view the data access to it; you should hide anything that they
don’t require. You also learned to insert and delete individual cells. You will often discover that you forgot to
make an entry. Excel makes it easy to correct this oversight by letting you insert a new cell where it is needed
and then moving the data below it down one row or moving the data to the right of it over one column.

Summary

Formatting a worksheet can make it more visually appealing and easier to understand. It can also be used to
change how numeric and date data are displayed. Formatting can be used to create word wrapping, rotating
text, and shrinking text. Formatting is also used to align data. You can use Excel’s Format Painter to copy all
the formatting applied to a cell to other cells. You've practiced using color effectively and learned how to
create a uniform graphic style for worksheets. This is an important aspect of developing presentations that
are professional in appearance and providing a signature look for your projects. Excel makes formatting
easier by providing quick access to the tools you need most often by placing them on two mini- toolbars. You
have seen how to hide and unhide rows and columns and how to insert and delete cells, rows, and columns.
You have also seen how to apply borders and how to draw them.

In Chapter 5, you'll continue to refine how the workbook is set up by using headers and footers, setting
the page breaks, dividing worksheets into multiple panes, and learning more functions. You'll also be learning
about custom views and how to print select portions of the worksheet for specific data reporting purposes.
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CHAPTER 5

Different Ways of Viewing and
Printing Your Workbook

Excel allows you to enter a tremendous variety and amount of data into one worksheet and then extract

only the data you need to share with clients or employees. Sometimes you don’t need to print the entire

workbook or the entire worksheet. In this chapter you'll be learning how to view and print only the data

relevant to your task. You may be dealing with a geographic area or a particular salesperson and you only

want to show what is relevant to each person. Print layout view lets you see how worksheets will look when

printed, which is very important because screenshots can be quite different from the final printed product.
After reading and working through this chapter you should be able to

e Insert, remove, reset, and change the location of page breaks
e  Repeatrow and column headers on all pages

e  Use preset headers

e  Create your own headers and footers

e (Create a print area, add to it, and remove it

e  Printa portion of a worksheet

e  Use Paste Special to assemble a printable worksheet

e  (Create your own custom views

e  Use the Synchronous Scrolling feature

e Divide a worksheet into multiple panes

e  Freeze rows and columns

Views

So far we have been looking at the worksheets in the Normal view, but this isn’t the only view available. In
addition to the Normal view, there is a Page Break Preview and a Layout view. The different views can be
accessed from the View tab on the Ribbon. Page Break Preview is used for adjusting page breaks. This view
lets you insert, change, remove, and reset page breaks. Page Layout view provides a quick way to add, edit,
and delete headers and footers. It also lets you visualize how your workbook will look when printed. You can
also create your own custom views.

The Workbook Views are located on the Ribbon’s View Tab. See Figure 5-1.
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Normal Page Break Page Custom
Preview Layout Views

Workbook Views

Figure 5-1. Workbook View buttons

The Normal view, Page Break Preview, and Page Layout view buttons also appear on the right side of Excel’s

task bar. These three buttons @ I E] perform the same functions as those in the Workbook
View group. If you do not see them on your task bar, right-click the task bar and select View Shortcuts.

Note Normal view and Page Break Preview do not display headers and footers but Page Layout view does.

There is also a Print Preview which you will use in this chapter. The Print Preview is not a part of Workbook
views. Print Preview is only used for seeing exactly how your worksheet will be printed.

Page Break Preview

There are two types of page breaks: those that are created automatically by Excel and those you create
manually. Automatic page breaks adjust whenever you do such things as change the row height or column
width, delete or add columns or rows, change page size, change page orientation, change margins, and so on.

In Normal view page breaks appear as dashed lines. In Normal view you can insert, remove, and reset
page breaks. You can’t, however, drag page breaks to a new location like you can in Page Break Preview.
Page break lines are also much easier to see in Page Break Preview. The way you insert, remove, and reset
page breaks is done the same way in both Normal and Page Break Preview. Therefore, we will only look at
performing these steps in the Page Break Preview mode.

Printing a worksheet that contains a lot of columns can be a challenge. Excel may not be breaking
up your report (printed worksheet) the way you want it to. You can change from Portrait to Landscape
orientation so that you have more width to your paper but you still may end up with some columns printing
on a separate page. Page Break Preview is used for adjusting page breaks. This view lets you insert, change,
remove, and reset page breaks.

Page Break Preview shows a minimized view of your data. The data is separated by horizontal and
vertical blue dashed lines that represent page breaks. You can change the location of a page break by
dragging a blue line to where you want the break to occur. If you change the location of a page break, the line
changes from a dashed line to a solid line. If you insert a new page break, it will also display as a solid line.
This makes it easy to identify changes that you have made from the page breaks that Excel originally created.

EXERCISE 5-1: USING PAGE BREAKS AND PREVIEWS

In this exercise you will practice creating vertical and horizontal page breaks. You will also practice
moving and removing them.
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Note You can download the sample files included with this book from the Source Code/Download area of

the Apress web site (www.apress .com/9781484221600).

[y

Open the workbook Chapter 5. Click the Months worksheet.
Click the File tab.
Select Options in the left pane.

Select Advanced in the left pane.

o~ w D

Look for the Display options for this worksheet group. If the Show page breaks isn't
checked, then check it.

6. Click the OK button. This only affects Normal view. You can’t turn off the Page Break
lines in Page Break Preview.

Now that Show Page Break is selected you should see page breaks that are represented by dashed lines.

There is a vertical page break between columns E and F and another vertical page break between columns J

and K (Figure 5-2). There is a horizontal page break between rows 47 and 48 (Figure 5-3).

| S S | e | O A ) | K |
Apr ||| May Jun Jul Aug Oct
57° }I 172 385 895 244 619
554, 398 509 795 109 960
95&:I 740 310 896 281 879
697, 663 126 966 386 649
7073 1‘ 685 128 238 239 816
44 ‘._ 851 663 662 331 664
Figure 5-2. Vertical page break line
45: Product 44 815 270 749 8775 476 562
46 |Product 45 323 763 797 3025 800 151
Rraduct s Qls 234 224, 522, L6d
%m;uz """ | L« S~ R— ﬁ
49 |Product 48 788 870 562 515, 564 355
50 |Product 49 670 470 635 573E 359 768

Figure 5-3. Horizontal page break line

7. Click the View tab on the Ribbon. In the Workbook View group click the Page Break
Preview button. The rest of the exercise pertains only to Page Break Preview. Look
at the Zoom tool at the bottom right of your window. The zoom is automatically set
lower than 100% to make it easier to see your page breaks.
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The worksheet displays with two vertical dashed lines and one horizontal dashed line separating the
worksheet into six pages. See Figure 5-4.

A | s | e | o | & (2 I ] [y [ ] [ e o] e i [ - |

1 Jan Feb  Mar Apr | ﬁa, Jun Jul Aug Sep | Oct Hor

t |Product1 900 946 388 519] e 385 835 244 108] 619 210

3 |Product2 930 658 50 557 338 509 135 1039 363) 360 556 130
4 |Product3 651 L 233 3! 740 310 836 281 343] 873 140 476
§ |Productd 867 382 161 63?] 663 126 966 386 250| 643 an

¢ |Products 430 663 445 TO?l 685 128 238 2339 221I 816 897

7 |Product® 52 305 5T ll&i 851 663 662 N ?wi 664 323 922
¢ |Product 1 126 4 21 323 281 212 867 351 433 288 3 1%
9 |Products 366 281 309 76 89 831 138 151 516 %] 435

10 |Product 3 255 102 725 sesl 533 503 604 s sl 563 630

1 |Product 10 312 902 125 645l 553 134 617 878 arsl 51 129

2 |Product 1l 920 an 803 448| 655 639 519 185 330| 588 166

3 |Product 12 685 415 213 603 361 218 160 134 105] 466 603

M |Product 13 158 51 261 an| %7 93 435 102 815] 799 120 546
15 |Product 14 262 184 421 T4 526 133 133 839 83 581 16 934
1% [Product 15 142 464 267 334, 5T 663 935 853 199, 37 125 382
17_|Product 16 56 549 50 586| 635 606 463 128 243, 736 565 422
#_|Product 17 300 984 100 Mél 513 433 T21 638 'INI 256 179 17
1 |Product 18 968 881 396 161 a7 523 24 530 817 194 241 340
20 |Product 13 387 869 967 321' 934 261 291 1939 6“6l 880 850 159
21 |Product 20 815 210 149 sml 476 562 404 135 2asl 386 18 819

22 |Product 21 323 %63 1t 302l s00 151 725 289 assl 113 135 ELLj

18 854, 834 ss2l 164 405 13 - 820 ssel 138 399 829
24 [Product2s PN (] Qs 122] 254 e a8 O 401 444l  wsPacen 134
25 |Product 24 8 < 810 562 s15] sS4 355 B2z 136 33 726 60T 729
26 |Product 25 670 470 635 513 359 68 321 508 358 913 560 626
21 |Product 26 633 384 533 %67 341 166 338 637 I 4e2 2 239

g

2t |Product 21 M5 s23 169 210) 142 592 81 603 sey M3 315 39
2% |Product 28 437 283 307 645| 74 734 334 217 18{1 336 420 242
30 |Product 23 m 638 438 lOOI S04 387 2n 363 928I 606 633 704/
3 |Product 30 533 397 651 516 365 338 " 54 12 234 i

688 1
32 |Product 31 148 533 504 253I| an 528 685 T 83&' 233 508 370
Product 32 347 357 832 458' 3T 537 57 e 908' 533 154 356
Product33 230 351 soa 430l  so3 aor  ee  ss2  ssdl  ses  ms s30
35 |Product 34 s03 315 &04 745l 332 633 15 445 13l 105 600 652

36 |Product 35 5 512 533 131] &1 213 837 513 an| a3 518 307
37 |Product 36 516 630 396 174] 488 309 820 47 856] 519 520 43
3% |Product 37 913 173 244 688] 121 173 635 624 334 545 812

39 |Product 38 521 420 334 126] 330 583 a3 187 609] 201 330

40 |Product 33 387 352 635 12y 523 581 321 608 861, 674 55

41 |Product 40 56 543 50 586y 635 606 468 128 243 736 S65 422
42 |Product 41 300 984 100 346,

2 | (] 513 433 21 638 1"' 256 173 147
3 |Product 42 368 881 396 161 597 523 G24 530 817, 134 241 340

<

44_|Product 43 381 863 367 sal  ass 261 291 133 eel ss0 a0 159

45 |Product 44 815 210 743 sl 16 562 404 138 2e8l 366 18 813
Product 45 323 %3 st 302l s00 151 725 289 ssel 113 135 ETh

ar |Productas  _ots 54 s34 _ssol _1es  _s0e  _ma_ _s20  _ssel _iss 333 _s23
4% |Product 47 T2 425 120 722 254 27 420 401 444 133 613 734
Product 48 188 870 562 515] 564 355 622 136 33 726 607 129
Product 43 670 470 635 513 359 1635 321 508 358] 33 560 626
51 |Product 50 633 354 533 36?' 34 166 338 637 usl 442 21 233
52 |Product 51 s &23 163 210, 142 592 151 603 341| T3 375 39
52 |Product 52 437 283 307 6l5| 74 T34 334 21 18{1 336 420 242
400

54 |Product 53 m 638 438 (] 504 387 Fall 363 528I 606 633 T04)
§5 |Product 54 533 &9 655 6S|II 516 865 338 1"t Mil e 234 3
56 |Product 55 148 533 504 253 an 528 685 o &34 233 808 370

57 |Product 56 381, -, 3517 892 458 370 ~rA5T A T8 308 533, 184 356
58 |Product 57 2364 Ses1 = 504 asol  s03 407 S T sz ssal  ses’ sl ss0

59 |Product 58 803 a5 804 r4sl 92 63 115 445 mwal 105 e00 652
0 |Product 53 751 512 539 wl  en 213 831 519 aml 313 516 30
1 |Product 60 516 630 336 18] 488 309 820 411 8%6] 519 520 4%
¢z |Product 61 9713 73 244 688 121 119 635 624  334] 545 a2 807
3 |Product 62 255 102 125 523 533 503 604 S sam 563 630 520
¢4 |Product 63 M2 %02 25 645 553 134 61 s18 31y 511 129 478

65 |Product 64 320 2mn 803 “8| 655 633 573 785 330| 588 66 398
66 |Product 65 635 415 213 603| 361 278 160 134 105I 466 603 28
&7 |Product 66 153 351 261 311, 133

187 373 435 q02 518, 120 54

Figure 5-4. Page Break Preview
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View the Report in Print Preview

Click the File tab. Select Print in the left pane. The Print Preview pane on the right shows
how the worksheet would look when printed. You can click the Forward and Back

{1 f6 b
buttons ?

at the bottom of the preview area to view the different pages.
Click the Return button to leave Print Preview.

Insert a Page Break in Page Break Preview

Click column head H so that the column is selected. When you insert a vertical Page
Break the break will occur to the left of the selected column.

On the Ribbon click the Page Layout tab. In the Page Setup group, click the Breaks
button A

Remove a Page Break in Page Break Preview

Right-click column head H. Select Remove Page Break.

You can also remove a page break line by dragging it off the worksheet. Drag
the vertical page break between columns J and K off the worksheet.

Reset Page Breaks in Page Break Preview

Right-click the worksheet then select Reset All Page Breaks. This puts the page
breaks back to the way Excel originally set them

Change the Location of the Page Breaks in Page Break Preview

Drag the horizontal page break line so that it falls between rows 36 and 37. This
line turns into a solid line. This makes it easy to identify page separators that Excel
set (dashed lines) and those that you set (solid lines).

Drag the dashed break line that is between columns E and F so that it is between
columns G and H. The line turns into a solid line.

View the Spreadsheet in Print Preview

Right-click the worksheet then select Page Setup. On the Page Setup dialog box,
click the Print Preview button.

The right side of the window is the Print Preview area. This shows exactly what
your print out would look like. At the bottom of the window you will see a page

selector. ¢ IZI"” * Click the right arrow to go to the next page. Notice that on
page two there are no column headers. Click the right arrow of the page selector to
go to page 3. Notice there are no row headers. Go to page 4. This page has neither
row nor column headers. It would be very difficult for anyone to read this report
unless you taped the pages together. See Figure 5-5.
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820 47 26 s 320 433
633 624 54 343 812 207
912 =7 609 20 320 2z
27 609 261 674 ™ 768
452 12 2483 726 -] 412
T2 698 e 26 i 17
E2s 320 a7 2L 241 20
7 199 616 880 £30 1%
404 158 28s 168 118 819
T3 =9 29 113 1 o7
72 B0 36 i3z 99 g%
420 40 e 133 613 7L
622 76 3 T8 67 T
27 08 38 919 250 1%
358 637 125 aal 7 39
i 602 41 T3 7] S H
EE 17 124 396 420 242
m 965 §28 805 633 oL
938 117 841 m ko m
633 70 554 293 808 70
87 718 S0 339 184 336
216 ¢ 224 %5 919 220
113 a3 7 b1 -] 600 [3-H
837 b ] i1 m 378 w7
g0 4717 26 s 320 433
633 624 ¥4 ] 812 807
0L ™ €ar 263 630 320
&7 v me 1 129 4T
e T3 920 ez 66 I
180 134 0 455 60 2
433 02 618 79 0 48

Figure 5-5. Page 4 of report has no row or column headings

Note When you viewed the spreadsheet in Page Break Preview it appeared with a grid but in Print Preview
there is no grid. It would print without any grid lines.

3. Click the Return button and then click the Ribbon’s Home tab.

Repeat the Row and Column Headers on All of the Pages

1. Right-click the worksheet and then select Page Setup. On the Page Setup dialog
box, click the Sheet tab.

2. If we want the row headings to appear on every printed page we need to identify
the headings row in the Rows to repeat at top textbox. Click inside the textbox.
You can type $1:$1 in the textbox or you can click cell A1 and it will put the address
in the textbox for you. This address tells Excel to use the headings in row 1 as the
column headings for all of the printed pages.

3. Tabto the Columns to repeat at left textbox. You can type $A:$A in the textbox or you
can click cell A1 and it will put the address in the textbox for you. This address tells
Excel to use the row headings in column A as the row headings for all printed pages.

4. Select the check box for Gridlines. This will print all of the data within grid lines.
See Figure 5-6.
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Page Margins  Header/Footer

Print area:
Print titles

Rows to repeat at top: $1:51
Columns to repeat at left: || SA:SA

. Comments: (None)
Black and white

[ oraft quality
[[J Row and column headings

Cell errors as: | displayed

Figure 5-6. Select Gridlines to print the data within gridlines

#

i
I1

H

I

L<Il<]

5.  Click the Print Preview button. The page now displays with gridlines.

6. Click the Zoom to Page button located at the bottom right of the Print Preview

area. See Figure 5-7.

Show Margins =4 ] L} = Zoom to Page

Figure 5-7. Click the Zoom to Page button

7. Click the left arrow of the page selector until you are at page 1 of 4 ! E"” k.
Page 1 shows the data for months January through June. Click the right arrow of
the page selector to go to page 2. Page 2 shows the remaining records for months

January through June. Page 2 now has column headers.

8. Go through the other pages; they all have column and row headers.

9. Click the Return button @ .

You have learned how to insert, remove, and rearrange page breaks so that you can control where page
breaks occur. You also learned how to make the row and column heads appear on each page of a report.
Next, you will see how to add headers and footers to your worksheets in the Page Layout View.

Page Layout View

Page Layout view provides a quick way to add, edit, and delete headers and footers. It shows what your
printout will look like relative to a horizontal and vertical ruler along with the breaks between pages. You can
easily change margins and then instantly see the results. Page Layout view works similar to Normal view; you

can still add and edit data and apply formatting.
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Page Layout view displays a horizontal ruler and vertical ruler that moves to another page when you
move to another page. You can adjust your borders by dragging the ruler to the location you want. As you are
dragging your mouse pointer, a line moves at the same time showing you where the margin is. If you want
your margin at a certain inch this is not the place to do it because it doesn’t display the change in inches as
you are dragging.

The Page Layout view displays three header sections, and three footer sections. If you click one of the
header or footer sections, a new contextual tab will be added to the Ribbon named Header & Footer Tools.
See Figure 5-8. A header prints at the top of each page. A footer prints at the bottom of each page.

Chapter5_

Home Insert Page Layout Formulas Data Review View Developer LOAD TEST Team

D D @ E FE] @ = L—‘CI ’;’ - | F| [] Different First Page [] Scale with Document

Header Footer | Page Mumber Current Current File  File Sheet Picture Format  Goto Gote | [T pifferent Odd & Even Pages [v] Align with Page Margins
- - MNumber of Pages Date Time Path Name Name Picture | Header Footer

Header & Footer Header & Footer Elements Navigation Options

Figure 5-8. Contextual tab for headers and footers

EXERCISE 5-2: USE PAGE LAYOUT VIEW

In this exercise you will use the Page Layout View to add and change headers and footers and to remove
whitespace between pages.

1. Use workbook Chapter 5. Click the Months worksheet.

2. Click the Page Layout view button on the Workbook’s status bar.
You should see on the status bar that we are looking at page 1 of 4.
3. Change the Zoom tool so that you can see all pages at the same time.

4. Press Ctrl + Home to go to cell A1.

Change the Header and Footers

1. Change the Zoom tool so that you can see the text Add Header above the
worksheet. Move your mouse pointer to the Add header text. The section should be
selected. See Figure 5-9.

Figure 5-9. Add a header to the workbook

2. Move your mouse pointer to the left of that section and the left section will be selected.
Click inside the left section. Whenever a Header or Footer section is active the Ribbon
will have a Design tab appearing under the heading Header and Footer Tools.
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3. Click the Design tab. In the Header & Footer group, click the Header button. Excel
displays a list of preset headers. See Figure 5-10.

]

Header

(none)

Page 1

Page1of ?

Sheetl

Confidential, 10/11/2015, Page 1

PracticeViewbpagesCopy
:\ExcelBookProject\PracticeViewbpagesCopy

Sheet1, Page 1

Sheet1, Confidential, Page 1

PracticeViewbpagesCopy, Page 1

C:\ExcelBookProject\PracticeViewbpagesCopy, Page 1

Page 1, Sheet1

Page 1, PracticeViewbpagesCopy

Page 1, PracticeViewbpagesCopy

Page 1, C:\ExcelBookProject\PracticeViewbpagesCopy

David, Page 1, 10/11/2015 m

Prepared by David 10/11/2015, Page 1

Figure 5-10. Select a header from one of these preset headers

The data that will print in each section of the header is separated by commas:

e The preset headers that contain no commas will display in the middle header
section.

o  For those that contain one comma, the text to the left of the comma will appear in
the middle Header section. The text to the right of the comma will appear in the
right section.

e  For those that contain two commas, the text to the left of the first comma will
appear in the leftmost Header section. The text to the right of the first comma
will appear in the middle section. The text to the right of the second comma will
appear in the right-most section.

4. Click the preset header that consists of the username, the page number, and the
current date.
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Click inside the first header section and change the name to your full name. Use the
worksheet’s vertical and horizontal scroll bars to see that the header appears at the
top of each page.

Scroll to the bottom of page 1. You should see the text Add footer.
Click the words Add Footer so that you can see the three footer sections.
Click the Design Tab. In the Header & Footer group, click the Footer button.

Excel displays a list of preset footers. Just like with the headers the commas are
used to identify which section the text will go in.

Click the preset footer Page 1 of ?. The preset footer didn’t contain a comma;
therefore it displays in the middle section.

Click inside the middle section. The code Page &[Page] of &[Pages] used to
create the footer is displayed. We would prefer the text to appear in the right
section. Press Gtrl + X to cut the text. Click inside the right section. Press Ctrl + V
to paste it. Click inside the middle section. You should now see the text in the right
section.

Click the Ribbon’s Design tab, in the Navigation group, and then click the Go to
Header button.

Click the Ribbon’s File tab. Click Print in the left pane.

You should see the worksheet with three headers. Scroll down to the bottom of the
page if you need to, to see the footer Page 1 of 4. Go through the other pages. The
headers and footers are the same on each page.

Click the Print button if you want to print the report.

Click the Return button @

Click any one of the three Header sections at the top of the page. Click the Design tab.

The Options group (Figure 5-11) contains options for your headers and footers:

e One option is for making one set of headers and footers for the first printed page
while all of the other pages will have a different set of headers and footers.

o Another option is to have one set of headers and footers for the odd pages and
another set for the even pages.

The Scale with Document option when selected scales the size of the headers and
footers so that they are proportionate to any changes you made to the print scale
to fit in more or less information on your printed page.

The Align with Page Margins when selected places the headers and footers within
the page margins that you set up.



CHAPTER 5 ' DIFFERENT WAYS OF VIEWING AND PRINTING YOUR WORKBOOK

_. Different First Page [J Scale with Document

| Different Odd & Even Pages vl Align with Page Margins

Options

Figure 5-11. Options for how you want your headers and footers to appear

2.

10.

11.
12.

13.
14,

15.
16.

Remove the check mark for the Align with Page Margins option; as you do so,
notice how your header spreads out.

Remove the check mark for Scale with Document. Notice how your header text
increases in size.

Turn the Scale with Document and Align with Margins back on.
Select Different First Page if it isn’t already selected.

On the Ribbon’s Design tab in the Header & Footer group and then click the Header
button. Select Months, Confidential, Page 1.

Click inside the Page Header area to see the results.
Scroll through the pages; you will see that only the first page header has changed.
Click the Page Header area for page 1.

On the Ribbon’s Design tab in the Options group, remove the check from Different
First Page.

Click Different Odd & Even Pages.

Click the Left Header section on Page 1 and change the text to Accounting
Department.

Scroll down to page 2. Click inside the Page Header Section.

Click the Ribbon’s Design tab. In the Header & Footer group, click the Header
button. Select Page 1 of ?.

Click inside the Page Header area to see the results.

Scroll through the pages. You should see that the headers are different for odd and
even pages.

There is a lot of whitespace between each of our pages. Removing the whitespace would make the
worksheet easier to read.

1.

Move your mouse pointer to the vertical blank space between pages 1 and 3 and
click. See Figure 5-12.
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851
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Jun
385
503
310
126
128
663
272
891

Product 1
Product 2
Product 3
HE Product 4
Hide White Space E:g::z:g
Product 7
Product 8

Figure 5-12. Remove whitespace between pages

2. Scroll down. You should see that all of the whitespace between the pages has been
removed.

Jul
895
795
896
966
238
662
867
738

Note The worksheet is easier to read now, but you can’t see the headers or footers. Clicking between the
pages will put the whitespace back. You can again view the headers and footers.

1.

<

Turn the Show Options Off and On

Click the View tab. In the Show group there are check boxes for Ruler, Formula Bar,
Gridlines, and Headings. See Figure 5-13.

Ruler

V] Gridlines

V| Formula Bar

z Headings

Show

Figure 5-13. The Ribbon’s Show group on the View tab

2. These options only affect how the worksheet is displayed. They have no effect on how
the worksheet is printed. The ruler option is only available in Page Layout view. The
Headings are the row numbers and column head letters. Remove the check mark for
each one of these options. As you do so, notice its effect. Then turn them all back on.

3. Switch to Normal view by clicking the Normal View button % on the status bar.

You've used the Page Break Preview and Page Layout views. Now, you'll return to the Normal view to
see different ways of selecting what you to want to print.
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Printing

Spreadsheets can be huge. Aligning the pages and getting the margins just the way you want on a large
spreadsheet can be difficult. But chances are you don’t want to print all of the information from a large
spreadsheet. If you only want to print a portion of a worksheet, you can do this in several ways.

e  Hide the rows or columns you do not want to print.

e Ifthe cells that you want to print are not adjacent, you can select the cells from one
area that you want to print then hold down your Ctrl key and select other areas to print.

e  Copy the different ranges you want to print to another worksheet in the order
that you want to see it printed. You can use paste links so that the data is updated
dynamically. Then print the worksheet that contains only the data you want to print
in the order that you want to print it.

e  Setup print areas. Print areas can be expanded as needed or can be cleared. Only the
print areas will be printed unless you select the option to Ignore Print Area.

The following sections will guide you through using Print Areas and assembling a printed report in the
order you want.

Creating a Print Area

You can elect to print only the portions of the spreadsheet you need by selecting one or more ranges that
you want to print and then making those ranges a Print Area. Set up a Print Area if you will be frequently
printing only those areas of the worksheet.

A Print Area can be set up by selecting the cells you want to print and then clicking the Print Area button
located in the Page Setup group on the Page Layout tab. See Figure 5-14. Selecting the Set Print Area creates
the print area. The Add to Print Area option only appears if you have already set up a Print area.

Insert Page Layout Formulas Data Review Vig

O & Dilg= & B

Margins Orientation Size | Print Breaks Background Print

z g . BN - Titles
Pag [[g, Set Print Area M
= : fe Clear Print Area

Add to Print Area
! (z n - . - . -

Figure 5-14. Print Area button

Excel saves the selected cells as a named range automatically naming it Print Area. You can only have
one Print Area but the Print Area can contain multiple ranges.
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Adding Additional Cells to the Print Area

Additional Cells can be added to the Print Area after you have created it by selecting those cells and then
clicking the Print Area button and selecting Add to Print Area.

Note There is one irritating problem when using multiple ranges for Print Areas and that is Excel places a
page break between the ranges. This means that each addition to the Print Area will appear on a separate page.

Removing the Print Area

The Print Area can be removed by simply clicking the Print Area button and then selecting Clear Print Area.

You would only use a Print Area if you were going to use it multiple times; otherwise you could select
the areas you want to print and then click the Ribbon’s File tab, select Print from the left pane, click the down
arrow for Print Active Sheets, and then select Print Selection. See Figure 5-15.

Print Printer Properties

Share

Settings

Export

Print Active Sheets
Publish SICE e

Only print the active sheets

Close Print Entire Workbook

Print the entire workbook

Print Selection
Account Only pﬂrtth: current selection

Ignore Print Area

Figure 5-15. Print only the selected area of the worksheet

EXERCISE 5-3: PRINT A PORTION OF A WORKSHEET

The worksheet for this example contains data for a large corporation that is tracking sales for thirty-nine
products sold in 17 of its stores.

1. Open the workbook Chapter 5, which you have been using for this chapter, if it isn’t
currently open. Click the Stores worksheet.

2. Drag across column heads D through G. Right-click one of the selected column
heads. Select Hide.
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Drag across column heads L through R. Right-click one of the selected column
heads. Select Hide.
Click the Ribbon’s File tab. Select Print from the left pane.
Notice that the hidden columns do not appear in the print preview.
Click the Return button e
Add the data in Figure 5-16 to the worksheet as shown starting in cell U3.

Cost of Goods Sold 193,700
Average Store Sale 21251
Highest Store Sales 24216
Minimum Store Sales 18192

Figure 5-16. Add this data to the worksheet

8. Select cells A1 through H9 (A1:H9).
9. On the Ribbon’s Page Layout tab in the Page Setup group click the Print Area button
then select Set Print Area. The name Print Area should appear in the Name box.

10. Select cells U3 through V6 (U3:V6). You should see a thin line around the cells A1:H9
indicating that you selected those cells for the print area.

11. In the Page Setup group click the Print Area button and select Add to Print Area.

12.  On the Ribbon click the File tab. Select Print from the left pane.

13. The print preview area should show that you are looking at page 1 of 2. The cells
you selected when you clicked on Add to Print Area are on the second page. Every
time you use Add to Print Area to add another selection it will print on a different
page. If you want each section on a separate page, this works great; however, if
you do not, you can use Paste Special which is discussed in the next section.

Note If you change Settings to Print Entire Workbook the Print Area will be ignored and the entire

workbook will be printed. If you select Ignore Print Area the Print Area will not be recognized by any of the
Print options. See Figure 5-17.
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Settings

Print Active Sheets
Only print the active sheets

Print the entire workbook

D Print Entire Workbook
==l

Print Selection
Only print the current selection

Ignore Print Area

Figure 5-17. Select Ignore Print Area to prevent any print options from using the Print Area

14. Click the Return button .

15.  On the Ribbon’s Page Layout tab in the Page Setup group click the Print Area button
then select Clear Print Area.

16. Unhide the hidden columns.

You've learned how to print only the cell ranges that you want to print. Next, you will see how using
Paste Special gives you more control over printing and helps overcome the problem of Excel placing page
breaks between ranges.

Using Paste Special for Printing

If you want more control of where the different sections of your report will print, you can copy the sections
you want to see in a report and then use Paste Special to place them on a separate worksheet in the location
that you want them printed. Another benefit of this is that you can copy the data from different worksheets.

EXERCISE 5-4: USING PASTE SPECIAL TO ASSEMBLE A PRINTABLE
WORKSHEET

In this exercise you will take different portions of a worksheet and assemble them on another worksheet
which can be printed as a single page.

1. Use the Chapter 5 workbook. Create a new worksheet. Name the worksheet
“Pasted.”

2. Click the Stores worksheet. Select the cell range A1:E9. Press Ctrl + C to copy the
data.

3. Click the worksheet you named Pasted. Click inside cell A1.

4. On the Ribbon’s Home tab in the Clipboard group, click the down arrow of the Paste
button. Select Paste Special which is the last option.
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5. The Paste Special dialog box displays. Click Paste Link. See Figure 5-18. This
creates a link between the data on the Stores worksheet and the data on the
Pasted worksheet.

Paste Special ?
(O Al using Source theme
O Formulas (j All except borders
() Values (O Column widths
(O Formats (O Formulas and number formats
(O Comments (O Valyes and number formats
() validation All merging conditional formats
Operation
(® None () Multiply
O Add O Divide
() Subtract
[] skip blanks [ transpose
Paste Link Cancel

Figure 5-18. Paste Link creates a link between the copied and pasted data

6. Click the Stores worksheet. Select the range U3:V6. Press Cirl + C to copy the data.

7. Click the worksheet you named Pasted. Click in cell G2. On the Ribbon’s Home
tab in the Clipboard group, click the down arrow of the Paste button. Select Paste

Special.

8. The Paste Special window displays. Click Paste Link. Widen column G to see all the
data.

9. Click the Stores worksheet. Select the range A17:D21. Press Ctrl + C to copy the
data.

10. Click the worksheet you named Pasted. Click inside cell A11. On the Ribbon’s Home
tab in the Clipboard group, click the down arrow of the Paste button. Select Paste
Special.

11. The Paste Special window displays. Click Paste Link.

12.  On the Ribbon, click the File tab. Select Print from the left pane. The print preview
shows that you have managed to get the data you want in the location you want
and still keep it on the same page.

13. Click the Return button @

161



CHAPTER 5 DIFFERENT WAYS OF VIEWING AND PRINTING YOUR WORKBOOK

14. Click the Stores worksheet. Change the value in cell B2 from 900 to 820.

15. Click the Pasted worksheet. Because you created a link cell B2 was updated with
the value you entered on the Stores worksheet.

You've learned how using Paste Special gives you more control over printing than using Print Areas.
Paste Special allows you to take data from multiple areas and arrange it in the order that you want to print it.
Next, you will see how to view multiple copies of your worksheet at the same time.

Dividing the Excel Window into Panes

Large worksheets can be difficult to analyze. You can’t see your column heads and your column totals
at the same time; therefore, whenever you're looking at a total you have to scroll back to the top of the
worksheet to view its column heading in order to know what the total represents. The same thing applies
to your row totals and row headings. Another potential problem is that you want to compare the values in
Column B with the values in column V but you can'’t see both of them at the same time, so you have to scroll
horizontally back and forth to do your comparisons. These types of problems can be solved by dividing your
Excel screen into separate panes. A copy of your worksheet is automatically placed into each of the panes
you create. This gives you the benefit of being able to view different areas of the worksheet at the same time.
The screen can be divided into two vertical panes, two horizontal panes, or a combination of the two
which would give you four panes.
Here is how to create two vertical panes:

1. Click a column head.

2. Click the Ribbon’s View tab. In the Window group, click the Split button. See
figure 5-19. The pane will split to the left of the selected column.

DB E @ EQViewsidebySide EE

Hide | Synchronous Scrolling :
New Arrange Freeze ) B ) Switch
Window All Panes~ [JUnhide [f3 Reset Window Position  windows ~

Window

Figure 5-19. Split Window button is highlighted

Here is how to create two horizontal panes:
1. Click a row head.

2. Click the Ribbon’s View tab. In the window group, click the Split button. The
pane will split above the selected row.

Here is how to create four panes:
1. Clicka cell.

2. Click the Ribbon’s View tab. In the window group, click the Split button. Split
Bars appear above and to the left of the selected cell. See Figure 5-20.
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y | A . B . C | D E | F | G

1] Storel Store2 Store3 Store4 Store5 Store6

2 |Product1 900 946 388 579 172 385
3 |Product2 990 658 750 557 398 509
4 |Product3 651 777 233 958 740 310
5 |Product4 867 382 161 697 663 126
6 |Product5 430 663 446 707 685 128
7 |Product6 752 905 577 446 851 663
8 |Product 7 726 114 921 3231 281 272
9 |Product8 366 281 309 776 891 891
10 |Product 9 255 702 725 529 533 503

Figure 5-20. Window split into 4 panes. Split is above and to the left of selected cell

The size of the panes can be adjusted by dragging the split bars to the location you want.
If no Splits bars are currently displayed, then clicking the Split button will display a horizontal and
vertical bar at the center of the window (not the worksheet). See Figure 5-21.

A A B C D E ENNR| N G (O H | 1 J =

1 | !smre 1 sStore2 Store3 Store4 Store5 Store6 Store7 Store8 Store9 |

2 |Product 1 900 946 388 579 172 385 895 287 598 |

3 |Product 2 990 658 750 557 398 509 795 393 399

4 |Product 3 651 777 233 958 740 310 896 957 337 |

5 |Product4 867 382 161 697 663 126 966 304! 791 |

6 |Product5 430 663 446 707 685 128 238 568 675 |

7 |Product 6 752 905 577 446 851 663 662 590 240 | ~

8 |Product7 726 114 921 323 281 272 867 951 433 [~

9 |Product8 366 281 309 776 891 891 738 151 516 |

10 | Product 9 255 702 725 529 533 503 604 775 527|

11 | Product 10 312 902 725 645 553 734 677 878, 379 |

12 | Product 11 920 271 803 448 655 639 579 785 930/

13 |Product 12 685 415 213 603 361 278 160 134 105 |

14 | Product 13 158 951 261 311 187 973 435 702 618

15 | Product 14 262 784 421 741 526 133 193 839 783/ -
» Months ... #® : [« | [v] [« | (]

Figure 5-21. Split bars appear at the center of the window

Placing a horizontal split bar on a worksheet adds an additional vertical scroll bar. Placing a vertical
split bar on a worksheet adds an additional horizontal scroll bar. Placing a horizontal and vertical split bar
on a worksheet adds an additional horizontal and vertical scroll bar. This provides the capability to scroll
through each pane individually. See Figure 5-22.
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A = 1 s | c D _J||_E F G b |
—1

7y

[= R R TR S

Two Vertical
10 I -l Scrollbars
11 |
[12 _
|13 e
| 14 _ 1
|15
|26 |
|4 4 » M| Sheetl Sheet2 [[] 4 > |4 [ |

: 3

Two Horizontal Scrollbars

Figure 5-22. Horizontal and vertical scroll bars for separate scrolling of the four panes

A split bar can be removed from the worksheet by double-clicking it. You can remove both split bars
at the same time by double-clicking the area where the two split bars meet. The Split button on the Ribbon
works like a toggle switch. Click it to add split bars. Click it again to remove the split bars.

Freezing Rows and Columns

Freezing rows and columns is another way of resolving the problem of not being able to view your row
headings and row totals at the same time or your column headings and column totals at the same time.
You can select one of three options when freezing your worksheet.

e  Freeze Panes. You can freeze both the columns and rows that come before the
current cell. If the current cell is C4 this means that columns A and B are frozen and
rows 1, 2, and 3 are frozen. The rest of the columns and rows are scrollable.

e  Freeze Top Row. You can freeze the top row of your worksheet so that it remains
visible while scrolling through the rest of the worksheet.

e  Freeze First Column. You can freeze the first column so that it remains visible while
scrolling through the rest of the worksheet.

You can select one of the three options by clicking the View tab then clicking the Freeze Panes button
located in the Window group. See Figure 5-23.
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] Freeze Panes ~|

=== Freeze Panes
:E, Keep rows and columns visible while the rest of

the worksheet scrolls (based on current selection).

= Freeze Top Row
= ] Keep the top row visible while scrolling through

the rest of the worksheet.

B Freeze First Column
; | I Keep the first column visible while scrolling

through the rest of the worksheet.

Figure 5-23. Freeze Pane options

Once you have frozen the worksheet using one of the three options, the first option will change from
Freeze Panes to Unfreeze Panes. Clicking Unfreeze Panes will return you to normal viewing.

Synchronizing Scrolling

You can use the New Window, View Side by Side, and Synchronous Scrolling options in the Window group to
open a second copy of your workbook and view the workbooks side by side with the same worksheets having
synchronized scrolling.

EXERCISE 5-5: SYNCHRONIZE SCROLLING, SPLIT THE WINDOW INTO
MULTIPLE PANES, AND FREEZE WINDOWS

In this exercise you will split a worksheet into multiple worksheets. It appears as if there are multiple
copies of the worksheet, but they are just separate views of the same worksheet that you can scroll
together. You will also practice freezing rows and columns.

1. Open workbook Chapter 5 if it isn’t opened already. Click the Stores worksheet.

2. On the Ribbon’s View tab in the Window group, click New Window. A second
window opens with the Stores worksheet active. The name at the top of the
workbook shows as Chapter 5:2. The original workbook title bar shows Chapter 5:1.

3. On Chapter 5:2, click the Ribbon’s view tab; in the Window group click View Side by
Side.

4. If you have other workbooks open in addition to the Chapter 5 workbook a
CGompare Side by Side window appears from which you can choose the workbook
you want to view side by side with it. You would select Chapter 5:1.

5. Synchronous Scrolling is now highlighted under the View Side by Side button. Use
the vertical and horizontal scroll bars on one of the workbooks. Notice that as you
drag the scroll bar on one workbook the other workbook scrolls as well.

6. Close one of the workbooks by clicking the X in the upper-right corner of the
workbook. The workbook title goes back to its original name of Chapter 5.
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Create the Split Bars

1. Click inside cell A3. On the Ribbon’s View tab, in the Window group, click the Split
button. A split bar appears above the currently selected cell. You can drag the split
bar to another location. Drag the horizontal split bar down so that it is between
rows 7 and 8. Notice that you have two vertical scroll bars. See Figure 5-24.

. AT | | R DA E | R E G HO[=]
o Storel Store2 Store3 Store4 Store5 Store6 Store7

2 !Product 1 900 946 388 579 172 385 895 Vertical Scroll Bar
3 |Product 2 990 658 750 557 398 509 795 Top Pane

4 |Product3 651 777 233 958 740 310 896

5 |Product4 867 382 161 697 663 126 966

6 ;Produc‘ts 430 663 446 707 685 128 238

7 ‘?Product 6 752 9505 577 446 851 663 662 | - Horizontal Split Bar
8 |Product7 726 114 921 323 281 272 867+

9 éProductS 366 281 309 776 891 891 738 Vertical Scroll Bar
10 |Product 9 255 702 725 529 533 503 604 Bottom Pane

11 |Product 10 312 902 725 645 553 734 677

12 |Product 11 920 271 803 448 655 639 579

13 |Product 12 685 415 213 603 361 278 160

14 |Product 13 158 951 261 311 187 973 435

Figure 5-24. Window divided into two panes with two separate scroll bars

2. Use the scroll bar in the top pane to scroll through the data in the top pane.

3. Use the scroll bar in the bottom pane to scroll through the data in the bottom pane.
As you can see you have two complete copies of your worksheet. Adjust your
worksheets so that you can see cell B2 in both worksheets.

4. Click inside cell B2 in the upper pane. When you select a cell in one pane it also
selects it in the other pane.

5. Type 500 in the cell. Press Enter. Cell B2 should now have a value of 500 in both
worksheets.

6. Double-click the split bar to remove it.

7. Click cell G8. On the Ribbon’s View tab, in the Window group, click the Split button.
This creates intersecting split bars above and to the left of the cell. See Figure 5-25.
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A | B | c | b | E | F | G H | e
1 Storel Store2 Store3 Stored Store5 Store6 Store7 Store8
2 |Product 1 900 946 388 579 172 385 895 28] .
3 |Product 2 500 658 750 557 398 509 795 39: 4_::;'::; ;f)';%“tz:'
4 |Product 3 651 777 233 958 740 310 896 957 S
5 |Product4 867 382 161 697 663 126 966 304
6 |Product5 430 663 446 707 685 128 238 56¢
7 |Product 6 752 905 577 446 851 663 662 59( ~
8 |Product 7 726 114 921 323 281 272 867 951(~
9 |Product8 366 281 309 776 891 891 738 151 g Vertical scroll bar
10 |Product 9 255 702 725 529 533 503 604 775 adjusts both
11 |Product 10 312 902 725 645 553 734 677 87¢ bottom panes
12 |Product 11 920 m 803 448 655 639 579 788
13 | Product 12 685 a1s 213 603 361 278 160 134,
» | Months [ St .. ® : [4 QK »
Horizontal scroll bar Horizontal scroll bar
adjusts both left panes adjusts both right panes

Figure 5-25. Window split into four panes with two vertical and two horizontal scroll bars

Practice moving both horizontal and vertical scroll bars then adjust the four
worksheets so that you can see the same cell in all four panes. Click one of the
cells. Notice that it highlights the same cell in all four panes. If you make a change
to one of the cells, it affects the worksheet in all four panes.

Move your mouse pointer where both split bars meet. Your mouse pointer should
turn into a double arrow. See Figure 5-26. Hold down your mouse button and drag
in any direction; both split bars will move with your mouse.

65&1}. 639
533 503

Figure 5-26. The mouse pointer displays as a double arrow when placed where split bars connect

9.

Double-click where the two split bars meet to remove both of them.
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1. Inthe Window group click the Freeze Panes button. The three options for freezing
appear:

a. Click the one for freezing the top row. Scroll down through your data. The
column headings will remain in their fixed location so that no matter what row
you are in you can always see the column headings.

b. Inthe Window group click the Freeze Panes button. The first option has
changed to Unfreeze Panes. Click this option to remove freezing of the top row.

c. Click the Freeze Panes button. Click the one for freezing the first column.
Scroll to the right to the end of your data. The row headings will remain in
their fixed location so that no matter what row you are in you can always see
the row headings.

d. Click the Freeze Panes button. Click Unfreeze Panes.
2. Click cell B2 and complete these steps:

a. Click the Freeze Panes button.

b. Click Freeze Panes.

c¢.  Scroll through to the end of your data vertically and horizontally. Both your
column headings and row headings remain stationary.

d. Unfreeze the panes.

3. Practice with a different active cell and then freeze the panes. How does this affect
the rows above and the columns to the left of the active cell?

You've learned how to freeze row and column heads so they remain stationary as you scroll. You
have also learned to view multiple copies of your worksheet at the same time while keeping their scrolling
synchronized. Next, you will see how you can specify the different ways you want to view a worksheet and
then save those views as custom views.

Custom Views How to Create, Show, and Delete

If you or other users view your workbook in different ways, such as with different headers or footers, with
different print areas or different margins, with different columns or rows showing, or with the data filtered,
etc., you can save the different views as custom views. Each custom view is assigned its own name. When a
custom view is opened it opens with all of its stored settings.

Before you create a custom view you need to set the workbook to appear exactly how you want it to
appear and how you want it to print. When you are ready to save your current view, click the View tab. In the
Workbook Views group click the Custom Views button. See Figure 5-27.

168



CHAPTER 5 ' DIFFERENT WAYS OF VIEWING AND PRINTING YOUR WORKBOOK

-
Page Break Page
Preview Layout
Workbook Views

3

Figure 5-27. Custom Views button

Clicking the Custom Views button brings up the Custom Views dialog box shown in Figure 5-28 where
you click the Add button.

Figure 5-28. Custom Views dialog box

Clicking the Add button brings up the Add View dialog box shown in Figure 5-29 where you enter the
name you want to assign to the view.

Name: ||

Include in view

[#] print settings
[v] Hidden rows, columns and filter settings

oK || Cancel

Figure 5-29. The Add View dialog box

After you have created your views you can switch to another view by selecting it from the Custom Views
dialog box and then clicking the Show button.

Note You can’t create a custom view that contains a table.
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EXERCISE 5-5: CREATING, SHOWING AND DELETING CUSTOM VIEWS

In this exercise you will create three views, display the views, and then delete them.

1. Open workbook Chapter 5 if it isn’t already open. Click the Custom tab.

2. Drag across column heads D, E, F, and G to select them. Right-click the selected
text and select Hide.

3. Click the Ribbon’s View tab. In the Workbook Views group click the Custom Views
button.

4. Click the Add button in the Custom Views window.

Enter Original View for the name of the custom view as shown in Figure 5-30.
Click the OK button.

Add View ?

Name: | Original View

Include in view
Print settings
Hidden rows, columns and filter settings

Figure 5-30. Add View window
5. Drag across column heads C and H to select them. Right-click the selected text and
select Unhide.

6. Drag across row heads 15 to 20 to select them. Right-click the selected text and
select Hide.

7. Click the Ribbon’s View tab. In the Workbook Views group, click the Custom Views
button.

8. Click the Add button in the Custom Views window.
9. Enter Hidden Rows for the name of the custom view. Click the OK button.

10. On the Ribbon’s Page Layout tab, in the Page Setup group, click the Orientation
button then select Landscape.

11. Select the range A1:K6. Click the Ribbon’s Page Layout tab; in the Page Setup
group, click the Print Area button. Select Set Print Area. In the Sheet Options group,
select Print in the Gridlines area.
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12. Click the Page Setup group’s dialog box launcher Ma :
a. Click the Sheet tab.
b. Enter A1:K6 in the Print area text box.
c. Select Gridlines.
d. Click the OK button.

13. Click the Ribbon’s View tab. In the Workbook Views group click the Custom Views
button.

14. In the Custom Views window click the Add button. Enter Print Change for the Name
in the Add View window. Click the OK button.
Show a View

1. Click the Custom Views button. Click Original View and then click the Show button.
See Figure 5-31 (columns D through G are hidden).

Custom Views > IEE

Views:
Hidden Rows Show
Print Change
Close
Add...
Delete

Figure 5-31. Custom Views window

2. Click the Custom Views button. Click Hidden Rows and then click the Show button.
Rows 15 through 20 are hidden.

3. Click the Custom Views button. Click Print Change and then click the Show button.
Click the Ribbon’s File tab. Click Print in the left pane.
You can see that only what you selected for the print area is going to print and it is
in landscape mode. Click the Return button.
Delete a View
1. In the Workbook Views group click the Custom Views button.

2. Select a View and then click the Delete button. You will be asked to confirm the
deletion. Click Yes.

3. Repeat steps 1 and 2 for the other two views.
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This section showed you how to create your own custom views so that the same worksheet can be
viewed in different ways. Each custom view is assigned its own name. All the custom views for the workbook
are stored within the workbook. If you didn’t use custom views, you would have to save different versions of
the workbook to get the same result.

Summary

Excel can display a spreadsheet in one of three different views. Normal view is the view you will use most of
the time. Page Break view is useful for adjusting page breaks. Page Layout view provides a quick way to add,
edit, and delete headers and footers.

Custom views allow you or other users to switch back and forth between different views of the same
spreadsheet. An example would be you create one view to show all of your data, a second view to show
certain columns, and a third view to print a portion of a worksheet.

You have split worksheets into multiple panes and then scrolled through the individual panes. You've
practiced making the worksheet look the way you want it to and used many of the buttons you can see when
you open Excel. Next, you will be learning about the “Backstage” which includes more options for saving the
workbook in different formats and how to keep track of information about when the workbook was created
and why. You'll also practice how to share workbooks via e-mail. Other features and tabs discussed next
include how to keep track of your recent work and how to use the navigation pane.
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Understanding Backstage

The File tab, unlike the other tabs, doesn’t bring up a series of groups with buttons on them; rather, it brings
up what is called the Backstage. This area is called the Backstage because the options on the Backstage are
things that are handled behind the scenes from the workbook such as handling files, printing, sharing and
exporting workbooks, account information, and selecting the options that change how Excel works. It also
displays information about the workbook.

After reading and working through this chapter you should be able to

Save a workbook in different formats

Add and edit information about a file and its properties

Use various options to print the workbook the way you want it to appear
Send a workbook as an e-mail attachment

Search for a template that meets your needs

Open a workbook by browsing for it or by using the Recent list

Specify the number of workbooks that appear in the Recent list

Keep workbooks on the Recent list

Place recently opened workbooks in the Navigation pane

Set Excel Options

Backstage Overview

Figure 6-1 shows the Backstage. Clicking a group item in the Navigation pane such as Info, New, Open, etc.,
displays information and options for that grouping in the area to the right. We will cover most of the groups
in the Navigation pane.

The list that follows shows some of the things that you can do from Backstage:

Save files in many different formats
Change printer settings

Protect the workbook

Save the workbook to OneDrive

Give others rights to your workbook
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e  E-mail the workbook in various formats

e Add and remove personal information from the workbook

e  Check the accessibility of your workbook for those with disabilities
e Check for compatibility with previous Excel versions

e  Update Excel

e Change information on your Microsoft Account

e  Specify the number of workbooks that appear in the Recent list

e  Pin workbooks to the backstage pane

e  Recover unsaved workbooks

Table 6-1 lists some of the groups from the Navigation pane and describes them.

Table 6-1. Backstage Navigation Groups and Their Descriptions

Group Description

Info Displays information about the currently opened workbook.

New Creates a new blank workbook or creates a workbook from a template.

Open Opens an existing Excel workbook.

Save Saves updates to the currently open workbook. Doesn’t change the name of the existing
workbook.

Save As Saves a workbook that hasn’t been previously saved. It can also be used to create a second
copy of the currently open workbook and assign it a different name.

Print Prints options for printing the workbook.

Share Provides options for sharing your workbook with others.

Close Closes the workbook.

Account Provides your Microsoft Office Account Information.

Options Shows options you can set to change how Excel works.

Info Group—Viewing, Adding, and Editing Information About
the Workbook

The Info group is displayed by default in the Backstage when you click the File tab. See Figure 6-1.

Note If you start a new workbook and click the File tab without having made an entry into a cell, then your
Backstage will display with the Open group selected. Excel assumes that since there are no entries you want to
open a workbook.

The Info group displays information about the currently open workbook and handles information
related to it. We will first look at the Properties Pane tab; then we will look at the options in the middle pane
for protecting and inspecting the workbook.
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Navigation Pane

Properties Pane

Info

Chapter9

C: » ExcelBookProject

Protect Workbook Properties ~
a’ Control what types of changes people can make to Size 21.2KB
Protect this workbook. A
Workbook = Title Add a title
Tags Add a tag
Categories Add a category
Print AN Inspect Workbook

Related Dates
=] Before publishing this file, be aware that it contains:

Share Check for Document properties, printer path, author's past Modihec Today, 45 AM
Issues ~ name and absolute path Created 11/2/2015 5:40...
Export " Links to other files Last Printed
®  Content that people with disabilities find difficult
Publish to read
Related People
Close Author Y Davi
Manage Workbook |
0\ Check in, check out, and recover unsaved changes. Add an author
Manage T
Account 8] Today, 6:45 AM (autosave) Last Modified By ]
Workbook ~ - W David
| Today, 6:33 AM (autosave)

Options

"] Today, 608 AM (autosave)
"] Today, 5:54 AM (autosave)
"] Today, 4:25 AM (autosave)

Related Documents

J Open File Location

o, o O O

Show All Properties

Browser View Options

Pick what users can see when this workbook is viewed
on the Web.

Figure 6-1. Backstage when accessed from a workbook with data in it

Properties Pane

When you look at a file in Windows Explorer you can see the file’s name, its date, and size, but often this isn’t
enough information. Additional information about the file can be entered or viewed in the Properties pane,
located to the right of the Info pane. At the bottom of the Properties pane you can click Show All Properties
if not all of the properties are currently showing. You can click Show Fewer Properties if all properties are
currently showing.

You can enter or edit the properties directly on this window. You can enter such things as the title, tags,
categories, Company, and Manager.

Clicking the down arrow next to Properties in the Properties pane brings up the Advanced Properties
button shown in Figure 6-2. Clicking the Advanced Properties button displays the Properties dialog box as
shown in Figure 6-3.
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Figure 6-2. Advanced Properties button

| General | Summary | Statistics | Contents | Custom |

The Lake Front Inn

| Room Income
David
I

Lake Lodging Assodiates

IInoome

IIncome Rooms Available Charges

Shows gross income for room charges for the first
week of October|

Template:

[[] save Thumbnails for All Excel Documents

Figure 6-3. Workbook Properties dialog box

Some of the information you enter in the properties dialog box can be viewed in the Properties pane. It
is also displayed at the bottom of the Save As window as shown in Figure 6-4. The information you enter here
is useful as documentation and can help you search for the workbook.
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File name: | Lodging Charges.xdsx
Save as type: | Excel Workbook (".xdsx)

IAuthcrs: David Slager Tags: Income Rooms Availa... Title  The Lake Front inn Subject Room Income I

[ Save Thumbnail
e Folder Tow v [ S ]

Figure 6-4. Some of the information you enter in the Properties dialog box appears when you save a file using
Save As from the Backstage’s Navigation pane

Right-clicking the file in Windows Explorer and then selecting Properties displays the Properties
window. Select the Details tab to see the information you entered. See Figure 6-5.

Oct_Week1_Income Properties

| General | Backup | Securty | Details |

Progqay Value A
Description

Title The Lake Front Inn

Subject Room Income

Tags Income Rooms Available Charges

Categories Income

Comments Shows gross income for room charg...
Origin

Authors David

Lastsavedby  David

Revision number

Version number

Program name  Microsoft Excel
Company Lake Lodging Associates
Manager

Content created  11/10/2015 3:54 PM
Date last saved 11/10/2015 4:04 PM

Last printed
Cnntent 5
Remove Properties and Personal Information
| ok || cance |  Appy

Figure 6-5. Workbook information for the Workbook named Oct_Week1_Income

177



CHAPTER 6 ' UNDERSTANDING BACKSTAGE

Protect Workbook Options

In the Info pane, clicking the Protect Workbook button brings up a menu of options for different ways of
protecting your workbook. See Figure 6-6. We will cover Mark as Final, Encrypt with Password, and Protect
Workbook Structure. These aren’t the only options for protecting your workbook. We look at other ways to

protect your workbook later in this chapter.

Protect Workbook

Mark as Final

Let readers know the workbook is final and
make it read-only.

Encrypt with Password
Require a password to open this workbook.

Protect Current Sheet

Control what types of changes people can
make to the current sheet.

Protect Workbook Structure

Prevent unwanted changes to the structure
of the workbook, such as adding sheets.

Add a Digital Signature

Ensure the integrity of the workbook by
adding an invisible digital signature.

Figure 6-6. Options for protecting a workbook

Mark as Final

Selecting Mark as Final will make your workbook read only. You won’t be able to make any changes to any
worksheet and you won’t be able to create any new worksheets. Clicking the Mark as Final button will bring

up the message box shown in Figure 6-7.
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Microsoft Excel [ x |

,i! This workbook will be marked as final and then saved.

‘ oK | Cancel

Figure 6-7. Excel asking if you want to mark the workbook as final

Clicking the OK button brings up the message window shown in Figure 6-8.

Microsoft Excel Ea

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

When a document is marked as final, the status property is set to "Final” and typing, editing commands, and proofing marks are turned off.
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

["] Don't show this message again

Figure 6-8. Message informing that editing is complete and this is the final version

The workbook opens with a Marked as Final icon on the status bar and a message above the worksheet
indicating that the author has marked the workbook as final to discourage editing. See Figure 6-9. If you
or anyone you give this workbook to decides that a change is necessary, it can be done by clicking the Edit
Anyway button. Clicking this button allows you to make any changes or additions to any worksheet in the
workbook.

E MARKED AS FINAL An author has marked this workbook as fnal to discourage editing. | _Edit Anyway | |

_ LT

D17 v § 2 v
4 A B c | D | ENINE G | H 1[+]
14

15 _
16 [ ]
17 | | -

Evaluate | Sheet7 | Prececents | Prc ... : [4] ]

« >
Ready'ui'rl i 0 - 1]

Figure 6-9. Workbook that has been Marked as Final

+ 100%
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Encrypt with Password

Selecting this option requires you to enter a password and then verify it. It uses 128-bit advanced encryption
to make your file more secure. You will need to use this password the next time you open the file.

Note Microsoft does not provide a way to recover passwords created in Microsoft Office.

Protect Workbook Structure

This option prevents users from adding or deleting worksheets; hiding and unhiding worksheets; and moving,
copying, or renaming worksheets. You can add a password to this option if you desire. See Figure 6-10.

Protect Structure and Windows 2 -

Protect workbook for

Structure
Windows

Password (optional):

Figure 6-10. Structure protection selected to prevent user from making changes

If password protection has been applied to the workbook and if protection for workbook structure has
been applied, the Protect Workbook area would notify you of this. See Figure 6-11.

Protect Workbook
} # A password is required to open
Protect this workbook.

The structure of the workbook
has been locked to prevent
unwanted changes, such as
moving, deleting, or adding
sheets.

Workbook ~ ’F\

Figure 6-11. Message notifying user that the structure has been locked and a password is required to open the
workbook

Check for Issues

Just to the right of the Check for Issues button is the Inspect Workbook area. The Inspect Workbook shows
items that have not been resolved. See Figure 6-12. These are not problems that will keep your workbook
from working.
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N Inspect Workbook
9] p

Before publishing this file, be aware that it

Check for contains:
Issues ~ ¥ Document properties, printer path,
: author's name, related dates and absolute
path

¥ Links to other files

Content that people with disabilities find
difficult to read

Figure 6-12. Inspect Workbook shows items that have not been resolved

The Check for Issues button has options for checking if the workbook contains personal information,
checking if the workbook can be easily read by users with disabilities, and checking for compatibility with
previous Excel versions. See Figure 6-13. We will cover the Inspect Document and Check Compatibility.

Inspect Workbook

Before publishing this file, be aware that it contains:

B Document properties, author's name and absolute path
®  Content that people with disabilities find difficult to read

@ Inspect Document
= Check the workbook for hidden properties
or personal information.

EB. Check Accessibility i
@ Check the workbook for content that people
with disabilities might find difficult to read.

Ei} Check Compatibility
] Check for features not supported by earlier
versions of Excel.

Figure 6-13. Check for Issues options

Inspect Document

The Document Inspector helps you find personal and hidden information that you may want to remove
before sharing this document with anybody else. If you run Inspect Document before you have saved your
Excel workbook, you will get the warning message in Figure 6-14 that you should click Yes to save the file
now, otherwise you might lose some of your data.
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0 Before you use Document Inspector...

Make sure you save your ch b the D it Inspector might remove data that can't be restored later. Do you want to save your file now?

[ve | [ % ]

Figure 6-14. Message informing user to click the Yes button to save the file

If you have already saved the file or you have responded to the message in Figure 6-14, then the
Document Inspector dialog box displays. See Figure 6-15. Check each check box in the Document Inspector
that you want to check.

To check the document for the selected content, click Inspect.

Comments and Annotations
Inspects the document for comments and ink annotations.

[¥] Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Data Model
Inspects Data Model for embedded data that may not be visible on the sheets,

[¥] Content Add-ins
Inspects for Content add-ins saved in the document body.

[¥] Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document.

PivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines

Inspects for PivotTables, PivotCharts, cube formulas, slicers, and timelines, which may
include data that's not visible on the sheets.

[v] Embedded Documents

Inspects for embedded documents, which may include information that's not visible in v
tha fila

| tnspect | | Close |

Figure 6-15. Select items you want inspected
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Clicking the Inspect button inspects for those items that you have checked. If Excel finds personal
or hidden data for any option you have selected, it will display a Remove All button for that option. See
Figure 6-16.

Review the inspection results,

@ Comments and Annotations
No items were found.

Document Properties and Personal Information

The following document information was found:

* Document properties

* Author

* Related dates

* Absolute path to the workbook

* Printer properties (e.g. printer path, secure print passcode, etc)

Data Model
No embedded data found in the Data Model.

Content Add-ins
We did not find any Content add-ins.

Task Pane Add-ins
We did not find any Task Pane add-ins.

PivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines
No PrvotTables, PivotCharts, cube formulas, slicers, or timelines were
found,

/1 Note: Some changes cannot be undone.

Figure 6-16. Excel reports on personal or hidden data it has found for the options you selected
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Check Compatibility

Excel 2016 has capabilities that previous versions did not. If you want to share a 2016 workbook with
someone else who doesn’t have 2016 you will want to run the Compatibility Checker. The Compatibility
Checker gives a report on what functionality may be lost and how many times that functionality occurs in the
workbook. See Figure 6-17. If you save a workbook in the Excel 97-2003 format the Compatibility Checker
will run automatically. Workbooks in the 97-2003 format have a file extension of .xIs. Workbooks starting
with version 2007 have an extension of .xIsx.

Microsoft Excel - Compatibility Checker ? -

o If the workbook is saved in an earlier file format or opened in an earlier
version of Microsoft Excel, the listed features will not be available.

| Select versions to show ¥ |

Summary Occurrences
Minor loss of fidelity !
Some formulas in this workbook are linked to other 4

workbooks that are closed. When these formulas are Help
recalculated in earlier versions of Excel without

opening the linked workbooks, characters beyond the ~ Excel 97-2003
255-character limit cannot be returned.

Location: Defined Names

Some cells or styles in this workbook contain 27
formatting that is not supported by the selected file Hel
format. These formats will be converted to the closest zee
format available. Excel 97-2003
[] Check compatibility when saving this workbook.
Copy to New Sheet oK |

Figure 6-17. Compatibility Checker
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Clicking the Select versions to show button in the Compatibility Checker brings up the Excel versions
to test for. See Figure 6-18. The Compatibility Checker will test for compatibility with the Excel versions you
have selected.

Select versions to show 'i}J

!g! Excel 97-2003

Excel 2007

B Excel 2010
work
Excel 2013 osed.

Figure 6-18. Select which Excel versions to test for

Select the check box for Check compatibility when saving this workbook to have Excel check for
compatibility each time you save this workbook.

New Group—Creating a New Workbook

You can create a new workbook by clicking New in the Navigation pane of Backstage or by pressing Ctrl + N
while not in Backstage. Selecting New from the Navigation pane allows you to create a new blank document
from scratch, but if the project you are going to create is similar to one of the vast number of pre-built
templates, you might want to consider using one of them instead (see Figure 6-19). As the saying goes, “No
sense in reinventing the wheel”
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New

Enter a Search or Select a Category

Search for online templates l 0
Suggested searches: IBusinm Personal  Industry  Small Busi Calculator  Finance - Accounting  Lists I
A B C

. — = | My Cashflow
‘] Take a | I
3 tour IR

Blank workbook Welcome to Excel ¥ Business analysis feature tour ¥

I August B e W vies s . Inventory List
< . B
2 -
L T
= O o e s . e = o
=_=_ - | [EE E E :
L= == == i
Academic calendar (any year) Student calendar (Mon) Inventory list
O —————
PAYMENT COMPARISON personal expenses Budget Overview st Budget Sum

Loan comparison calculator Personal expenses calculator Family budget (monthly)

Figure 6-19. Search for a template or select one
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If you select one of the template categories, Excel displays available templates in that category and
provides other categories on the right for you to select from. See Figure 6-20.

¢} Home | Business yel
Category

Business 254

STARTUP EXPENSES Small Business 213
e S -
ge— - Design Sets &
— Print 43
= - Finance - Accounting 42
:" o _:_: Professional 38
Startup expenses - Blue 37
Enterprise 37

Marketing 32

16:9 28

CHANNEL MARKETING BUDGET Presentations 26
e — ::' TE Business Cards 25
e e Business Plans 25

'::': e Analysis 2

?—;—%-_ Charts 2

: : e Letters 24

) Business plan checklist wi. Carcs =

Lists 23

Picture 23

Reports 23

pr— Sales 22
:—____,:_,__ Avery 21
% Paper 20
::— :___ :__ ;_-_ ;?w? Personal 20
E Project Management 20
_==' = == :“- e Red 19
= - — 10 per page 18
Channel partner scorecard Employee 18
Graph 18

Figure 6-20. Available templates for selected category on left; additional categories on right side
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Double-click the template you want to use. Excel opens a new workbook that uses that template. If
you want to see a larger view of the template before you open it you can single-click it. See Figure 6-21. You
can use the Next and Previous buttons to view other templates. You can click the Create button to open the
template.

Channel marketing budget
Provided by: Microsoft Corporation

CHANNEL MARKETING BUDGET

k Rate Mot | Morth 7 Mo 3 Moreh)
ANTICIPATED SALES TOTAL ${000) ‘ 750 200 500 1,5¢ Use this temphlq pD‘SSIh'y i conjunclicln witha
PERSONNEL (% OF TOTAL SALES) | MO%  110%  110% 1100 [y eing budget, to help you decide how much
S you want to spend on your marketing channel
activities.
Teisrarkatng (% of Dract Sale) 100% 0% 0% 0
Heman Resources - Headcoent 2 3 15 5 ﬂ
Wfimtictre oot » 1o ) Create
Commatice 0.10% 074 010 019 ol
Traning 5 0 3
Telemarketing Total ${000) 5375 21.60 51.69 214
temet Marketng % of Drect Saled) % % % 1
Homan Resources - Haadcount 1 025 02 02% o
Wedste Devtloprant (ooe e o) 500
ooy 10 1o 10
Suppen & Maietsnance 2
Internet Marketing Total $(000) 535.25 10.25 10.25 10.5

Drect Mad (% of Direct Sales)

Figure 6-21. Single-clicking a template shows an enlarged view of it

Open Group—Open a Workbook

From the Open group you can browse for a workbook or select it from a Recent list. You can pin a workbook
if you want it to remain in the Recent list.

Opening an Existing Workbook

From the Open group in the Backstage view you can open a workbook by doing one of the following:
e  Select a workbook from the Recent list
e Selectalocation of an Excel file such as OneDrive or a web location.

e  Select PC to find an Excel file on your local computer or network. You may need to
click the Browse button to get to the workbook file location.

Opening a Workbook from the Recent List

If you used the workbook recently it would be easier to open the file by selecting Recent in the middle pane.
Selecting Recent displays a list of the workbooks that you have opened recently. The most recent one would
be at the top of the list. Excel breaks it down into workbooks you used Today, Yesterday, This Week, Last
Week, and Older. Excel shows the file name, its path, and to the right of that the date and time it was saved.
See Figure 6-22.
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@ Recent Today

a:s Chapter9_DontUsePractice
EFF. C: » ExcelBookProject

it Chapterd
& C: = ExcelBookProject

1]

,& OneDrive - Personal

jwolvie@hotmail.com

€5 other Web Locations Yesterday

l==b  ExcelWindyCity
E[j This PC == Documents
e ﬁ?‘* Chapter5_Good

==] C: » ExcelBookProject
+ Add a Place . :
:-  Relative
H:EI Documents

Browse = KillPractice
n; Documents
This Week

= DateTime

MEZ] G » ExcelBookProject

mz= DateTime
C: = backupFlashDrive08182015 » ExcelBook_Files - Copy

Last Week
it Chapter18
i1 C: » ExcelBookProject
ﬁ'* Macros
SH e backupFlashDrive(8182015

o
(111

&=t Macro_Practice
[ Documents

== Macro_Practice
Documents

= Chapter5
==l (= ExcelBookProject

& Macros3
C: » backupFlashDrive08182015

1 PracticeViewbpagesCopy

C: = ExcelBookProject

= PracticeViewbpagesCopyAAAA
=l C: » ExcelBookProject

Figure 6-22. Recently used workbooks and where they are stored

If the workbook you need to open isn’t in the Recent list, you can use one of the other options such as
accessing workbooks from OneDrive or other locations on your PC.

Keeping Workbooks on the Recent List

When you move your mouse cursor over a workbook name in the Recent list in the Backstage you see a pin
to the right of the workbook name. See Figure 6-23.
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,@ W N T02015913AM E

Figure 6-23. Pins

Clicking a pin will change the pin view from horizontal to vertical . When the pin displays vertically,
the workbook associated with that pin will remain on the Recent list no matter how many files you open and
close. Pinned items are displayed at the top of the Recent list. See Figure 6-24. You can unpin the workbook
by clicking the pin again.

Pinned

Chapter9
C: » ExcelBookProject

ExcelWindyCity

Documents

11/10/20159:27AM ¥

11/10/2015%13AM ¥

Chapter5
C: » ExcelBookProject

11/11/2015 8:29 AM

Yesterday
s Oct_Week1_Income

11/10/2015 4:36 PM
Documents

Figure 6-24. Pinned workbooks stay at the top of the Recent list

Right-clicking a workbook in the Recent list brings up a context menu with six options, including Pin to
list, which works the same way that clicking the pin next to the file does. See Figure 6-25.

Open

Open a copy

Copy path to clipboard
Pin to list

Remove from list

Clear unpinned Workbooks

Figure 6-25. Context menu with six options
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In addition to pinning or unpinning a workbook from this menu, you also can choose to
e  Open the workbook.
e Open a copy of the workbook which keeps your original protected.

e  Copy path to clipboard—copies the path and the file name to the clipboard from
where you can paste it into a worksheet.

e  Remove the workbook from the Recent list.

e  Remove all workbooks from the Recent list that are not pinned.

Options Affecting the Open Group

There are two options that you can set in the Options group that affect how many workbooks appear in the
Recent list and how many will appear on another available list on the Navigation pane.

Specifying the Number of Workbooks That Appear in the Recent List

How many workbooks appear in the recent list depends upon how many are specified in the Excel Options
window. By default, the list shows the 25 most recent workbooks, but you can adjust that number higher or lower.
To change the number that appear in the list click the File tab on the Ribbon, click Options in the Navigation pane,
and then click Advanced in the left pane. You will have to scroll down to find the Display section. Change Show
this number of Recent Workbooks to whatever you want. See Figure 6-26. Click the OK button.

Display
Show this number of Recent Workbooks: | 25 - |G

Figure 6-26. Select the number of recent documents to display in Backstage

Placing Recently Opened Workbooks in the Navigation Pane

If you want even quicker access to your workbooks, select the next option in the Display section. Checking
Quickly access the number of Recent Workbooks places the number of workbooks that you specify on the
Navigation Pane. See Figure 6-27.

Display
Show this number of Recent Workbooks: | 25 =
v| Quickly access this number of Recent Workbooks: | 4 .

Figure 6-27. Checking the Quickly access option displays the number you entered of the latest used workbooks
on the Navigation pane

Figure 6-28 displays an example of how the Navigation pane looks when four workbooks are selected
for quick access. These four workbooks will remain on the Navigation pane. Clicking one of these workbooks
will open it.
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Account

Options

B Chapter9_DontUse...

xB Chapterd Workbooks
added for
B ExceWindyCity quick access

B Chapter5_Good

Figure 6-28. The four latest workbooks used

Save and Save As groups—Saving a Workbook Using Save
or Save As

While you are working in Excel everything that you create and import such as your data, charts, graphics,
and so on are all stored in the computer’s random access memory (RAM). Your RAM is only temporary
storage. When you shut off your computer everything in RAM is cleared. This is why if something happens to
your computer or if the power goes off you will lose all the additions and changes you have made since your
last save. Additions and changes are not saved to your hard drive or other type of permanent storage until
you perform a Save. When you save the workbook the information is taken from your RAM and stored in a
file on your permanent storage.

If something goes wrong, such as the power going out, and you haven’t saved your work for quite some
time, don’t panic because Excel may have already saved your work to your permanent storage device using
the AutoRecover feature which we will look at later in this chapter.

There are two backstage groups dedicated to saving a workbook: the Save group and the Save As group.
Actually, Save isn’t much of a group because it contains no options. The Save As group is almost identical
to the Open group which you have already seen earlier in this chapter. If you click the Save group and the
workbook has previously been saved then Excel updates the workbook with your most recent changes. If you
select Save and this is the first time you are saving the workbook, Excel opens the Save As window (this works
the same as if you had clicked Save As).
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In the Save As window you must select a folder where the workbook will be saved. Next, you need
to enter the file name for the workbook file. Excel uses the file name Book1 by default. You will want to
change the name to something that matches with what type of data the workbook contains; for example, if

the workbook contains

your Inventory as of June 30, 2011 then name it something like “Inventory_063011."

Next, you will need to select the Save as type for the file you are saving. The default file type for Workbooks
is Excel Workbook. This is the format you will probably use most often. If you want to use a different format

you can click the down

arrow for the Save As type. As you can see in Figure 6-29 the workbook can be saved

in a lot of different formats.

Save As

©

Organize v

J. CSVFolder

L. Intel

File name:
Save as type:

Authors:

* Hide Folders

T . « Local.. » ExcelProjectFiles
[\New folder

. ExcelBookProject
. ExcelProjectFiles

<

v Search ExcelProjectFiles

B
ye)
g= ©
Name 2

No items match your search.

>

1

vl

I'eoom

Excel Workbook v
Excel Workbook
Excel Macro-Enabled Workbook
Excel Binary Workbook
Excel 97-2003 Workbook
XML Data
Single File Web Page
Web Page
Excel Template

Excel Macro-Enabled Template
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003

Microsoft Excel 5.0/95 Workbook
CSV (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)

Text (MS-DOS)

CSV (Macintosh)

CSV (MS-DOS)

DIF (Data Interchange Format)
SYLK (Symbolic Link)

Excel Add-in

Excel 97-2003 Add-in

PDF

XPS Document

Strict Open XML Spreadsheet
OpenDocument Spreadsheet

Figure 6-29. You can save the file in one of many different file types
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Excel automatically adds an extension to your file based on the file type that you have selected.

If you had entered Inventory_063011 for the file name, your complete file name would be
Inventory_063011.xlsx. Windows explorer uses these types to determine what icon to display next to the file
name.

The file name along with the path can be a maximum of 255 characters. The path is the drive and
folders you need to go through to get to your file. An example would be C:\users\Annette\My Documents\
Inventory_063011.xlsx. You can use spaces in the file name but it is better to use an underscore to
separate words. The following characters can’t be used in a file name: < > (angle brackets), | (pipe symbol) \
(backslash), ? (question mark), : (colon), * (asterisk), ”" (quotation marks).

An alternative to saving the workbook to your computer is to store the workbook online using OneDrive.
OneDrive is an online storage area provided for free from Microsoft. See Figure 6-30. Clicking OneDrive
brings up a Save As window just like when you save files to your personal computer or network. You can
create folders in OneDrive just like you can on your hard drive.

Save As

(& OneDrive - Personal

';E% Other Web Locations

E;] This PC

Figure 6-30. Save file to OneDrive

Document Recovery

You should save your workbook often, but if you haven’t done a save and your system crashes or you
suddenly lose power, don’t panic. Excel has a feature called AutoRecover which automatically saves your file
at the interval you specify. The interval can be set between 1 and 120 minutes. The default time interval is
10 minutes. See Figure 6-30. I like to set mine at 5 minutes or less because I can make a lot of changes within
that time that I wouldn’t want to lose. Shortening the time might slow down your computer depending upon
the size of the file and number of changes made.

Clicking Options in the Navigation pane of the Backstage view brings up the Excel Options window. See
Figure 6-31.
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Excel Options ?

General
Formulas
Proofing
Save
Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E Customize how workbooks are saved. S
Time interval between

automatic saves

Save workbooks

Save files in this format: |Excel Workbdok If checked Excel will keep the last
= autosaved version even if you chose

[¥] Save AutoRecover information every |10 E| minute: Don't Save

Keep the last autosaved version if | close without saving
. - X - - : Path where the
AutoRecover file location: [C.\Users\Dmd\AppData\Roammg\Mncrcsoft\Excel\‘" )
Autorecovered file
[0 Don't show the Backstage when opening or saving files will be saved
Show additional places for saving, even if sign-in may be required. ]

[ Save to Computer by default

I I Default path for where your
Default local file location: ’C:\Uscrs\David\Documents 4 | Workbook files will be saved

Default personal templates location: [ [

AutoRecover exceptions for: Im PracticeViewbpage... E]

Check if you want to disable
AutoRecover for the current workbook

[ Disable AutoRecover for this workbook only —

Offline editing options for document management server files

Save checked-out files to:®
(O The server drafts Jocation on this computer
® The Office Document Cache

Seryer drafts location: |C:\Users\David\Dccuments\SharePoint Drafts\, | Browse...

Preserve visual app e of the kbook

Choose what colors will be seen in previous versions of Excel:(D Colors...

| 0K l Cancel

Figure 6-31. Excel Options window with Save tab selected

Clicking Save in the left pane of the Excel Options window displays the options for saving workbooks
and using AutoRecover. Here you can set the time interval between saves, the path where the AutoRecover
files will be stored, if you want to keep the last autosaved version if you closed without saving, whether or not
you want to disable AutoRecover for the current workbook, and so on.

Using the default time interval of 10 minutes, if you save your Excel workbook and then 29 minutes later
the power goes out, you will have lost only the changes that you made during the last 9 minutes because
Excel would have backed up your file at 10 and 20 minutes. When you reopen the file later, Excel will display
the Document Recovery pane containing the Autosaved version of the file and the original version of the file.
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Closed a Workbook Without Saving

If you close a workbook without saving it and later decide that you really did need to save it, you may still be
able to get back some or all of the changes depending upon what you set the AutoRecover time interval for
and how much time elapsed since your last save.

If you close your Excel workbook and you haven’t saved it and any changes you have made to it have
been done during the AutoRecover time interval, Excel will display the message in Figure 6-32.

Microsoft Excel “

! Want to save your changes to ‘TimeCheck.xlsx?

Don't Save Cancel

Figure 6-32. Warning that you are closing the workbook before saving it

If you click Don’t Save, your changes will be lost.
If you close your Excel workbook and you haven’t saved it and you have made changes to it after the
time interval you set for AutoRecover, Excel will display the message in Figure 6-33.

Microsoft Excel “

Want to save your changes to ‘TimeCheck.xlsx'?

If you click "Don’t Save®, a recent copy of this file will be temporarily available.
Learn more

.Dog'tSave: Cancel

Figure 6-33. Message that if choose not to save the file a temporary one will still be available
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If you click Don’t Save you can recover at least some of the changes you made.

If there are no other workbooks open when you start Excel and there are files that Excel has recovered,
you will see the pane in Figure 6-34.

Excel

Recovered

Excel has recovered files that you might want to keep.

@@ Show Recovered Files

Recent

Today
TimeCheck

Documents

Chapter9
C: » ExcelBookProject

Figure 6-34. You can choose to show any recovered files

Clicking Show Recovered Files brings up the files that Excel has recovered. See Figure 6-35.
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Document Recovery

Excel has recovered the following files.
Save the ones you wish to keep.

Available Files

Book1 (version 7).xisb [Aut...
Version created from the I...
11/5/2015 2:06 PM

https://d.docs.live.net/7ae...
Version created last time t...
11/5/2015 4:13 PM

TimeCheck((Unsaved-30480...
Version created last time t...
11/5/2015 4:25 PM

DateTime((Unsaved-304800...
Version created from the I...
11/6/2015 8:14 AM

https://d.docs.live.net/7ae...
Version created last time t...
11/5/2015 9:41 AM

Chapter9 (version 1).xisb [...
Version created from the I...
11/5/2015 1:52 PM

Chapter9.xsx [Original]
Version created last time t...
11/5/2015 5:25 AM

Figure 6-35. Recovered files that you can save
Clicking any of the recovered files in Figure 6-35 displays a drop-down arrow. Clicking the drop-down

arrow displays a context menu from which you can select Open, Save As, or Delete, or Show Repairs. See
Figure 6-36.
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Book1 (version 7).xisb [A
Version created from the
11/5/2015 2:06 PM

http (s Open

Vers
115 B SaveAs..
7< Delete
Time Show Repairs
L[ IS SRSt

Figure 6-36. Options for recovered files

Selecting Show Repairs will open the file and display a message if the file contains any errors and if any
repairs were made to the file.

If you close Excel and have not deleted the Autosaved files, Excel will ask if you want to view the files
later or remove them. See Figure 6-37. If you select “Yes, I want to view these files later,” Excel will keep the
files and display them in the Document Recovery pane the next time you start Excel.

Microsoft Excel > IEH

The Document Recovery task pane contains some recovered files that have not
& been opened. Would you like to view these files the next time you start Excel?

() Yes, | want to view these files later.
(®) No, remove the files. | have saved the files | need.

_

| Cancel

Figure 6-37. Message asking if you want to view the recovered files later or if you want to remove them

If you open a workbook that has unsaved changes, Excel will display a message next to the Manage
Workbook button. See Figure 6-38.

—h] | Manage Workbook
Ql

Check in, check out, and recover unsaved changes.

Manage :
W, a“ i @ Today, 4:25 PM (when | closed without saving)

Figure 6-38. Message when opening a workbook that was closed without being saved

Click the Manage Workbook button to see if there are any other recoverable unsaved workbooks. See
Figure 6-39.
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Recover Unsaved Workbooks
‘o)l Browse recent unsaved files

Tl‘:] Delete All Unsaved Workbooks
X

Delete all recent copies of
unsaved files

Figure 6-39. Manage Workbook button

Click Recover Unsaved Workbooks. The Open dialog box displays showing any unsaved files. The file
displays the workbook’s name followed by a long number. See Figure 6-40.
Name Date modified Type Size

@) Book1((Unsaved-304811090889436783)) 11/9/2015%58 AM  Microsoft Excel Bi... 8KB

Figure 6-40. Unsaved files have a long number added to their name

Double-clicking the Unsaved file opens the file in Excel. You will see the message shown in Figure 6-41.
Click Save As and assign the workbook a new name.

I RECOVERED UNSAVED FILE This is a recovered file that is temporarily stored on your computer. Save As I

Al v I fe
A0, 8 | ¢ | o | E | F | 6 | H | 1 |

Figure 6-41. Recovered Unsaved File message

Note You should recover any unsaved file immediately after you realize it wasn’t saved because these
unsaved files are only kept temporarily.
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Saving Workbooks with Protections: Backups and Limiting Changes

You can set a password at the file level to prevent an unauthorized user from opening a workbook. You
can also allow a user to open the workbook but not save any changes, except as a new file. In this section,
we'll see how to set up regular backups for your workbooks, protect the original file using Read Only, and
password-protect your workbooks.

With the workbook you want protected open, and click the Ribbon’s File tab. Click Save As in the
Navigation pane. In the Save As dialog box, click the Tools drop-down menu and select General Options. See
Figure 6-42.

Save As "
1+ & » This... » Docum... v & Search Documents j o
Organize v New folder SEER ©
- Desktop A Name A
’ Eownloa;:ls ﬂi': ExcelWindyCity
L B8] MartensStatistics
—— 87 TimeCheck Y
1% This PC il 5
File name: [ v
Save as type: | Excel Workbook v
Authors: David Tags: Addatag
[[] Save Thumbnail
4 Hide Folders Tools ~ ‘ Save ‘ _ ‘Cancel
Map Network Drive... I
Web Options...

General Options... %

Compress Pictures..:

Figure 6-42. Tools options in the Save As dialog box

The General Options dialog box opens. Click the check box for Always create backup. This will create
a backup file of the file you are saving in the same location. The file will be named Backup of followed by
the name you give the workbook. It will be given an extension of .xlk. For example, if you name your file
Invoices.xlsx, the backup file will be named Backup of Invoices.xlk. See Figure 6-43.
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General Options ? X

[)iAlways create backupi
File sharing

Password to open:

Password to modify:

[[] Read-only recommended

Figure 6-43. General Options with Always create backup selected

When you save your file the first time after having selected Always create backup, only the original
file will save, there will not be a backup. Let’s say you only entered a value in cell A1 and you name the file
Invoices.xlsx. Now you add to the worksheet by entering a value in cell B1 and save the workbook again. The
Invoices.xlsx file now contains values in cell A1 and B1, a backup is created named Backup of Invoices.xlk
which only contains the value in cell Al. Let’s do one more.

You add a value in cell c3 in the Invoices.xlsx workbook and save the file again. Now the Invoices.xlsx
file contains values in cells A1, B1, and C1 but the backup file Backup of Invoices.xlk only contains values in
cells A1 and B1. The backup file stays one generation (copy) behind.

Check the check box for Read-only recommended if you want to give the user the capability to view the
workbook but not make any changes.

You can require that the user enter a password for both the Password to open and Password to modify,
either one or neither. Remember, if you forget your password you can’t get it back.

Enter a password in the Password to open text box if you want to require that the user enter this
password before opening the workbook. The user can view or change the workbook.

Enter a second password in the Password to modify text box if you want to require that the user enter
this password if he or she wants to modify the workbook. The user will be able to view the workbook as read
only if he doesn’t enter the password.

You should enter both passwords if you want to require that the user enter a password to open the
workbook and then require them to enter a second one to modify the workbook. The passwords should not
be the same.

If you entered a password for Password to open you will need to confirm that password. See Figure 6-44.

Confirm Password  ?

Reenter password to proceed.

(211117}

Caution: If you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of passwords

and their corresponding workbook and sheet names in
a safe place. (Remember that passwords are

case-sensitive.)

Figure 6-44. Confirm password if you entered a password for Password to open
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If you entered a password for Password to modify you will need to confirm that password. See Figure 6-45.
If you entered both passwords you will be required to confirm both of them.

Reenter password to modify.
|00......!!!. l

Caution: Password to modify is not a security feature.
This document is protected from unintentional editing.
However, the document is not encrypted. Malicious
users can edit the file and remove the password.

ok || cancer |

Figure 6-45. Confirm password ifyou entered a password for Password to modify

Clicking the Save button saves the workbook with the options you entered for General Options. See
Figure 6-46.

<) (9) 4 EI » This... v & Search Documents

Organize v New folder
B Desktop A Name
% :::“n't'”l‘" [ ExcelWindyCity
P MartensStatistics
TimeCheck
v <IN

1™ This PC

[ T =B RExcelWindyCity

Save as type: | Excel Workbook

Authors: David Tags: Addatag

[ Save Thumbnail

Figure 6-46. Save the file using the selections you made
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If you entered passwords, you will be required to enter them once you have closed the workbook and
reopened it.

e Ifyourequired a password to open the workbook you will see the window in
Figure 6-47 when opening the workbook.

Password ?

‘ExcelWindyCity.xlsx’ is protected.

Password: _

Figure 6-47. Password required to open workbook

e Ifyourequired a password for modifying the workbook, another Password window
opens. The user must enter a password in order to modify the workbook. She can
open the workbook in Read Only without entering a password by clicking the Read
Only button. See Figure 6-48.

Password ?

‘ExcelWindyCity.xIsx" is reserved by
David

Enter password for write access, or open read only.
Password:

Figure 6-48. Enter password to modify workbook or click Read Only button

If the user clicks the Read Only button, he can make changes to the workbook but when he tries to save
it, he will not be able to, thus preventing any changes from being made. The user will get the message in
Figure 6-49.

Microsoft Excel -

A We can’t save "ExcelWindyCity.xlsx’ because the file is read-only.

To keep your changes, you'll need to save the workbook with a new name or in a different location.

Figure 6-49. Message saying the file is read-only. If you want to save changes you will need to save the file
with a new name
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If a password is required to open the workbook and the user elected to use Read Only instead of
entering the password for modifying, the Backstage will show as in Figure 6-50.

ExcelWindyCity

Documents

P‘ | Read-Only Workbook
r

If you make changes, they won't be saved. To keep them, save the workbook with a
new name or in a different location.

Save As
Protect Workbook
4’ # A password is required to open this workbook.
Protect
Workbook ~

Figure 6-50. Backstage messages

Print Group—Printing a Workbook

The left pane of the Print group (Figure 6-51) contains Settings for controlling how the worksheet or
workbook is to be printed. Many of these same options are available on the Page Layout tab on the ribbon.
The right pane of the Print group displays what the current document will look like when it is printed based
on the print options used in the left pane.
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Chapter9 - Excel ? = O X

@ David Slager

New Copi 1 .
oples: v
=
Open
Print
Save
Save As Printer
Print 7 Send To OneNote 2016
- ﬁ Ready |
Share Printer Properties
B Settings |
D Print Active Sheets
Publish Only print the active sheets
Pages: sl to =
Close r .C oted
. olla
EE ®
. 1,23 1,23 123
Account Portrait Orientation -

Normal Margins

Options D Letter
85" x11"

Left: 0.7" Right 0.7"
[ NoScaling .
Dmo Print sheets at their actual size

Page Setup «[1 lof1 »

Figure 6-51. Printing options

You should first make any necessary changes to the Printer and Settings properties and then click the
Print button to actually do the printing.

Selecting a Printer

One of the decisions you will need to make is where you want your report printed to. You don’t have to print
to a printer. You can print to programs, to other devices such as a fax machine, or to a file. Clicking the down
arrow for the printer lists all your currently available options. See Figure 6-52. What appears here depends
upon what programs you have and what you have attached to your computer. If the printer you wish to print
to isn’t in the list but is attached to your computer or network, click the Add Printer option.
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Printer

Fax
Ready

Microsoft XPS Document Writer
Ready

&
-
ﬁ ::;;:yTo OneNote 16
e

Send To OneNote 2016
Ready

Snagit 11
Ready

Add Printer...
Print to File

Figure 6-52. Locations to which to send your printed data

Printer Settings

The Printer Properties lets you select either landscape or portrait. The Advanced button in the Printer
Properties gives options for the paper size and whether you want your graphic images to print at 600 or 1200
dpi.

Selecting to Print Active Worksheets, an Entire Workbook, or a Selected
Portion

The first option in the Settings area is for selecting whether you want to print only the current worksheet, the
Entire Workbook, or just the area that you have selected. See Figure 6-53. What you select here is reflected in
the right pane. The Print Active Sheets only prints those worksheets that you currently have selected. The
Print Selection prints the cells that you currently have selected.
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Settings

E Print Entire Workbook
= Print the entire workbook

Print Selection
1 Only print the current selection

Ignore Print Area

Figure 6-53. Print options

Selecting Which Pages to Print

The next Settings option lets you select what pages you want to print. The entries in Figure 6-54 will print
only pages 2, 3, and 4. This is true even if you have selected Print Entire Workbook

-

Pages: 2 - to 4 =
Figure 6-54. Enter the page range you want to print

Collating

Collating in Excel works just like collating on a copy machine. If you are printing a worksheet that is five
pages and you select to print four copies, then selecting Collated will give you four sets of pages 1 through 5.
Selecting Uncollated will print four copies of page 1, then four copies of page 2, then four copies of page 3,
and so on. See Figure 6-55.

[FIF] Uncollated
|‘_1IEII_'] 111 222 333

Figure 6-55. Collating options
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Orientation

You can print in a vertical format (Portrait) or a horizontal format (Landscape). Selecting Landscape is one
way of printing more columns on a page.

Selecting Paper Size

You will probably be printing on letter size (8.5” x 11”) paper, but if not, you can select another paper size.
See Figure 6-56. If you have a spreadsheet with a lot of columns you might try using legal size paper. Excel
will automatically adjust your spreadsheet to reflect the selected paper size.

x4

[]

[I Legal
8.5"x 14"

0 s

[

A3
11.69" x 16.54"

A4
8.27" x 11.69"

B4 (JIS)
10.12" x 14.33"

B5 (JIS)
717" x10.12"

Envelope #10
4.12"x9.5"

Envelope Monarch
3.87"x7.5"

More Paper Sizes...

Figure 6-56. Select output size
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Setting Page Margins

You can use one of Excel’s preset margins for Normal, Wide, or Narrow or you can create your own custom
margins by selecting Custom Margins. See Figure 6-57.

Wide
Top: 1" Bottom: 1"
Left: 1" Right: 1"
Header: 0.5" Footer: 0.5"
Narrow

— | Top: 075" Bottom: 0.75"
Left:  0.25" Right: 0.25"
Header: 0.3" Footer: 0.3"

Custom Margins...

Figure 6-57. Select margins

Clicking Custom Margins brings up the Page Setup window with the Margins Tab selected. See
Figure 6-58.
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Page Setup ? -

Header/Footer l Sheet

Top: Header:
0.75 —3— 0.3 _-3—_
Left: Right:
07 = 0.7 =
Bottom: Footer:
0.75 %_ 0.3 _%_

Center on page
[] Horizontally
[[] vertically

" Options..

Figure 6-58. Enter margins and how you want the data centered on the page

The Margins tab has options for setting the top, left, right, and bottom margins of your page as well as
setting margins for the header and footers. You can use the check boxes to specify how you want the data

centered on the page. When you select Horizontally, Vertically, or both, the image in the middle of
the tab will reflect your choices by showing how your data will be displayed on the report.

Selecting Scaling Options

You can print the report at its actual size or you can select one of Excel’s preset Scaling options that shrink
the text and objects on the report. See Figure 6-59.
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D et
No Scaling
%E Print sheets at their actual size

3 Fit Sheet on One Page
»[J€  Shrink the printout so that it fits

" on one page
S Fit All Columns on One Page
% Shrink the printout so that it is

one page wide
Fit All Rows on One Page

[ Shrink the printout so that it is
one page high

3 €

Custom Scaling Options...

Figure 6-59. Select a Scaling option

When you are printing a report you probably don’t want to have an extra page for a couple of extra
columns or a few extra rows. This can make reading your data very difficult. As discussed previously, if there
are too many columns to fit on a single page you could try switching to landscape mode. It will often be
easier if you shrink the text and objects on a worksheet so that they fit on a single paper.

e  Selecting Fit Sheet on One Page will print everything that is on one worksheet on a
single page.

e  Selecting Fit All Columns on One Page shrinks the printout so that it is one page
wide, but your report may print vertically on more than one page.

e  Selecting Fit All Rows on One Page shrinks the printout so that it is one page high
but your report may print horizontally on more than one page.

e Ifnone of these options meet your needs you can select Custom Scaling Options.
Selecting Custom Scaling Options brings up the Page Setup dialog box with the Page
tab selected. See Figure 6-60.
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Page Setup ?

Margins [ Header/Footer I Sheet

Orientation
(® Portrait () Landscape
Scaling

@ Adjustto: | 100 - % normal size

O Fit to: 1 5 page(s) wide by |1 = tall

Paper size: Letter

[<]L<]

Print quality: | 600 dpi

First page number: 'Auto

Options...

Figure 6-60. Custom Scaling options

The scaling options here allow you to set the percentage of the actual size you want your report to be.
The value you enter must be between 10 and 400 inclusive.
You can also specify how many pages wide by how many pages high you want the report.

Note The Page Setup option is located at the bottom of the Settings area in the Backstage. Clicking
Page Setup brings up the Page Setup dialog box. This is the same Page Setup window you see when you
click Custom Margins or Custom Scaling options. The Page Setup window includes some of the same options
available in other areas of the Print panel plus some additional options. The Page Setup window can also be
accessed from the Print Layout tab on the Ribbon.

Share Group—Sharing Workbooks

The Share group enables you to share workbooks with others. You have multiple options, including sharing
files that you have saved to OneDrive and sending files via e-mail.
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Sharing Online with OneDrive

After you have saved a workbook to your OneDrive, click Share in the Backstage left panel. This brings up the
Share panel in Figure 6-61.

Share

TimeCheck Share with People

David Slager's OneDrive Send invitations and get sharing
‘0.\'. links.
Sha e Share with

People
&% Share with People

|'@J | Email
Figure 6-61. Sharing options

Now that you have saved your workbook on OneDrive you can invite others to just view your workbook
on OneDrive or you can let them make changes to it. Right-click the Share with People button in the right
panel shown in Figure 6-61. This brings up the Share window shown in Figure 6-62. Enter the e-mail address
of those people you want to invite to use your workbook. You can select Can Edit or Can View. You can add a
message. Click the Share button to send the e-mails.

Share v. X
Invite people

Iclarkson@hotmail.com; jruby@hotmail.com BE

| Canedit ~

This is the updated Accounting workbook for our project

Share
Figure 6-62. Inviting others to share your workbook

You can also share a workbook by providing a link to your workbook. At the bottom of the Share window
you will see Get a sharing link. See Figure 6-63. Click the text link.
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Get a sharing link
5 |- i + 100%
Figure 6-63. Click the text Get a sharing link

The window in Figure 6-64 displays. You can click the Create an edit link button if you want to provide
a user with the ability to edit your workbook online or you can click the Create a view-only link button to

provide a user with the ability to only view your workbook online.

Share
€ Get a sharing link

Edit link

Create an edit link

Anyone with this link can edit the documents you share.

View-only link
Create a view-only link

Anyone with this link can see the documents you share but not edit them.

Figure 6-64. Select if you want the user only to be able to view the workbook or if you want to allow him to
edit it

Figure 6-65 shows the link that was provided when Create an edit link was clicked.
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Share v
< Get a sharing link

Edit link

‘https:f/onedrive.l'rve.com/redir?page=view&resid=7AEBSD l ‘ Copy ‘

Anyone with this link can edit the documents you share.

View-only link

l Create a view-only link ‘

Anyone with this link can see the documents you share but not edit them.

Figure 6-65. Provide user with link to edit the workbook

You can e-mail this link to others, you can tell others what it is, you can post it on a web site, and so on.

Click the arrow to the left of Get a sharing link in Figure 6-65. The Share window now displays those
people to whom you have sent an e-mail and what rights you gave them. It also shows that you now have an
edit link that you can share with anyone. See Figure 6-66.

Share N2
Igvite__p_eqple _ _

[ | E3

| Canedit |

Include a message (optional)

Share

David Slager
Owner

jruby@hotmail.com
Can edit

Iclarkson@hotmail.com
Can edit

@ Anyone with an edit link
o Canedit

Figure 6-66. Share window displays with users to whom you have sent an e-mail
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Sharing Files Using E-mail

You can send your Excel workbook to others in any of the available formats as an e-mail attachment. See
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Figure 6-67. Those people receiving your e-mail can then open it in their copy of Excel.

WindyCityComics Email

David Slager's OneDrive » Documents )

Share Send as
Attachment

:.\.. Share with People

e

Is__'] Email «

Send a Link

U
S pdf
==

Send as
PDF

Uy

;E‘iz-l

Send as XPS

]
=)
Send as
Internet Fax

Figure 6-67. Select the format you want the workbook e-mailed in

Everyone gets a copy to review

Everyone works on the same
copy of this workbook

Everyone sees the latest changes

Keeps the email size small

Everyone gets a PDF attachment

Preserves layout, formatting,
fonts, and images

Content can't be easily changed

Everyone gets an XPS
attachment

Preserves layout, formatting,
fonts, and images

Content can't be easily changed

No fax machine needed

You'll need a fax service provider

Clicking the Send as Attachment button brings up Outlook (provided that you have a copy of Outlook)

with the Excel workbook file already set as the attachment. See Figure 6-68. The Subject is filled with the

name of the Excel workbook. You can then fill in the e-mail address of the person you are sending it to and
perhaps a text message. Then click the Send button to send the attachment to that e-mail address.
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TimeCheck.xlsx - Message (HTML) 3} O

Q Tell me what you want to do...

oy X . e[ = s pe  [22) 2% 0 AttachFile~ | > Follow Up~
\ A A . - H 3@
0% Attachitem~ ! High Importance
Paste . B 17 U . A = 3= Address Check
, ¥ Book Names L# Signature~ ¥ Low Importance
Clipboard & Basic Text Names Include Tags A
To... “
Ce.
Send
Subject TimeCheck.xlsx

Attached n-m.'-_ TimeCheck.xlsx

Figure 6-68. The workbook is set as an attached file in Outlook

If the recipient of your e-mail doesn’t need to edit the workbook or doesn’t have a copy of Excel, then
you can send him or her your workbook in Adobe’s PDF format or Microsoft’s XPS format. The advantage of
sending a file in either one of these formats is that they have many viewing options and they don’t require
the recipient to have the Excel program.

Account Group

Changes in your Account pane affect all of your Microsoft Office products. Here you can manage your
Microsoft Office Account, check for Microsoft updates, and change your Office theme. You can also add an
Office background pattern that appears on your title bar.

Summary

In this chapter you learned how to use the Backstage options to manage, edit, save, and print the workbook.
You also went through protecting your workbooks, recovering them, and sharing them.

The next chapter shows you how to create formulas manually or by using a wizard. Excel functions are
built-in formulas. Functions are what turns Excel into a computational power house rather than just a tool
that allows data entry that you can nicely format and print.
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CHAPTER 7

Creating and Using Formulas

Formulas are created to give us the results from such things as adding the items we buy at the store,

computing our taxes, computing our car’s miles per gallon, and so on. A formula in Excel is an expression

that is computed and the results are placed in the cell that contains the formula. You can enter your own

formulas or you can use of one Excel’s many built-in formulas. Excel’s built-in formulas are called functions.
After reading and working through this chapter you should be able to

e  Enter formulas into a cell or into the formula bar

e  Enter formulas using the correct order of precedence
e  Copy formulas

e  Use the Auto functions

e View all of the formulas on a worksheet

e  Select named ranges to use in formulas

e  Use absolute and mixed cell references

e  Create and edit named ranges and constants

Formulas

Without the capability to enter formulas, Excel would merely serve as a sheet for data entry where you could
align and format data and create graphs. Excel has formulas for totaling rows and columns, but Excel allows
you to go way beyond that. You can use one of Excel’s built-in formulas or you can enter just about any
formula you can think of. You can use very basic formulas or those that are extremely complex. If you want
to solve the area of a triangle, you can enter the formula. Do you need to solve something using the quadratic
equation? You can enter the formula for it.

Introducing Formulas

An example of a formula would be = 5 * 6. The expression returns a value of 30. Formulas always start with
an equal sign (=). Table 7-1 lists math symbols used by Excel and their meanings.
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Table 7-1. Math Symbols Used by Excel

Symbols for Math Operations

Symbol Meaning

+ Addition

- Subtraction

* Multiplication

/ Division

% Percent (Converts the whole number to a Percent)
A Exponentiation Ex.(3/2)
= Equal to

< Less than

<= Less than or Equal to

> Greater than

>= Greater than or Equal to
<> Not Equal to

Formulas can include specific values and cell addresses. When a cell address is included in a formula,
it is not the address that is used in the formula but, rather, the value that is in that cell. The result of the
expression is placed in the cell that contains the formula.

If I wanted to add the values in cell A3 and B3 and I wanted the result to be placed in cell C3 I would
enter the formula as shown in Figure 7-1

= !
3 |30 20 =A3 +B3

Figure 7-1. Cell C3 contains the formula for adding the values in cells A3 and B3

Figure 7-2 shows the result of entering the formula in Figure 7-1.

A B C

30 20 50

Figure 7-2. Cell C3 contains the result of adding cells A3 and B3
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If there is a formula in the current cell. The results of the formula are displayed in the cell, but the
formula is displayed in the formula bar. See Figure 7-3.

If there is a formula in the current cell

Current Cell it appears here in_the formula bar
c3 ¥ . ﬂ =A3 +B3
A B C D E F
1 -
2
3 30 zo| so_l

Figure 7-3. The formula for cell C3 appears in formula bar

Table 7-2 shows examples of formulas and the results they would produce if cell A3 contains a value of
30 and cell B3 contains a value of 20.

Table 7-2. Excel Formulas and Their Results (the results
would be placed in the cell that contains the formula)

Cell A3 contains a value of 30

Cell B3 contains a value of 20

Formula Result
= A3 + 25 55

= A3 - B3 10

= B3 - A3 -10

= A3 * 10 300

= A3 / B3 1.5

= A3 * 10% 3
=B3 "3 8000

Entering an = sign as the first character in a cell tells Excel that what follows is a formula.

Entering Formulas
Formulas can be entered in one of three ways:
e  Typing it directly into a cell

e  Clicking the cells you want to reference in the formula separated by mathematical
symbols
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e  Using your arrow keys to select the cells you want to reference separated by
mathematical symbols

Typing the Formula into a Cell

When typing the complete formula, you start by typing an equal sign then entering any values or cell
references that would be separated by mathematical symbols. If you enter any cell references in the formula,
Excel will highlight the cell address in the formula and it will place a border around the cell being referenced.
It will highlight both of these in the same color.

The example in Figure 7-4 shows the formula you would enter in cell C1 to add the values in cells A1
and B1. When entering Al in the formula the background color of cell A1 and the text A1 will be the same
color. Cell B2 will have a different matching color for its cell background and the text B1.

A B C

1 [ 35I 25!:A1+Bl| ‘I

Figure 7-4. Colors are used to show which cell is used for which operand

Creating the Formula by Clicking the Cells You Want to Reference

Creating formulas by clicking the cells you want to reference is done by first entering an equal sign and then
clicking any cells you want to reference separated by mathematical symbols.
Using Figure 7-4 as an example, you would do the following:

1. Clickinside cell C1
Type the equal sign
Click cell A1 (Excel enters Al into the formula)

Type the plus sign

g LN

Click cell B1 (Excel enters B1 into the formula)
6. Press Enter

Your formula would be the same as if you had entered it manually =A1+B1.

Creating the Formula Using Your Arrow Keys

The benefit of using your arrow keys to enter a formula is that your hands never have to leave the keyboard.
Using the same example, you would create the formula by doing the following:

1. Clickinside cell C1
2. Typeanequal sign

3. Press the left arrow key twice to select cell A1
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4. Type aplus sign
5. Press the left arrow key once to select cell B1

6. Press Enter

EXERCISE 7-1: ENTERING FORMULAS

In this exercise you will enter four formulas using different math operations.

1.  Create a new workbook named Chapter 7. Rename the worksheet Sheet1 tab to
“MarkUp.”

2. Make the worksheet look like Figure 7-5.

1 Southwest Sports World
I P Price P Mark
Product iums | CostPer | PriePer | Meke | sukib® | oo | ‘wom
2 Sold Item Item Amount

3 | Basketballs 120 18 28.5

Figure 7-5. Enter this data in your own workbook
Table 7.3 shows the formulas needed for each unfilled column.

Table 7-3. Formulas Needed for Spreadsheet

Spreadsheet Formulas

Markup Amount Price Per Item - Cost Per Item
Markup % Cost Per Item / Price Per Item
COGS Items Sold * Cost Per Item

Profit (Items Sold * Price Per Item) - COGS

Computing the Markup Amount

1. Enter an equal sign (=) in cell E3. Enter d. Excel knows you are entering formulas
and so it tries to be helpful by suggesting one of Excel’s built-in functions that
starts with a D. See Figure 7-6.
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B B
#) DATEVALUE

) DAVERAGE
@ pay 3
%) DAYS360

# B 0
@) DCOUNT

@ DCOUNTA

# opB

) DEC2BIN

) DECZHEX

#) DEC20CT v

Figure 7-6. Built-in functions

2. We will look at built-in functions later, but for now ignore the function choices and
just enter d3. Excel provides a visual cue for your selection by putting a box around
the cell that you entered in your formula. It makes the cell address and the box both
blue. See Figure 7-7.

A A | R C _ D E F
1 Southwest Sports World

Prodsc Items CostPer PricePer Markup Mark Up %
2 Sold Item Item Amount
3 |Basketballs 120 18] 28.5|=d3 |

Figure 7-7. Cell address and its corresponding cell are the same color

3. Enter a minus sign (-) then ¢3. Excel makes the cell address and the box
surrounding the referenced cell both red. See Figure 7-8.

A A - -NE e E F
1 Southwest Sports World

ol Items CostPer PricePer Markup Mark Up %
2 Sold Item Item Amount
3 |Basketballs 120| 18| 28.5|=d3-c3 |

Figure 7-8. Cell address and its corresponding cell are both red
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Press Ctrl + Enter. The cell displays the value returned from the formula. The
formula bar, however, shows the formula entered in the cell. See Figure 7-9.
v I S =D3-C3
A R e D [
Southwest Sports World
Items CostPer PricePer Markup
Product
Sold Item Item Amount

3 |Basketballs 120 18 28.5] 10.5.|

Figure 7-9. Formula bar displays the formula entered in the active cell

CostPer PricePer Markup

Computing the Markup %

Enter an equal sign (=) in cell F3. This time instead of entering cell addresses in
the formula, you will click the cell you want to use and Excel will automatically put
the address of that cell in your formula. Click cell C3. Excel places an animated box
around cell C3 and places its address in the formula.

Enter a divide sign (/).
Click cell D3. See Figure 7-10.

Mark Up %

Item Item Amount

T ————-
18! 28.5! 10.5] =C3/D3 ‘|

Figure 7-10. Formula entered for Markup %

4,

Press Ctrl + Enter. The result is 0.631578947. This number might be rounded
depending upon the width of the column.

We would like to show the value as a percentage. Select the Home tab if it isn’t
already selected then click the % icon in the Number group. The result is rounded
up to 63%.

We would like to have the number displayed with two decimal positions. Click the

.0
increase decimal button 60 twice. The value changes to 63.16%.

Computing the Cost of Goods Sold

Click cell G3 and enter =bh3*.
Click cell C3 and press the Tab key.
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Compute the Profit

1. Click inside cell H3. You can use any combination of typing the cell reference
or clicking the cell to get its reference for the profit formula. Enter the formula
=(b3*d3)-g3 in cell H3.

2. Press Enter. See Figure 7-11.

Southwest Sports World
Items Cost Pe Price Pe Mark
Product N | S P MarkUp% COGS  Profit
| Sold Item Item Amount
|Basketballs 120 18 28.5 10.5 63.16% 2160 1260

Figure 7-11. Result of entering formula for profit

Copying Formulas

You used the Fill Handle previously to AutoFill a series of values. The Fill Handle can also be used to copy
formulas across rows or columns while it automatically adjusts the formula for the proper column and row.

If you copy formulas down through a column, the row number in the formula will be automatically

adjusted to the current row where the formula is being copied to. If you copy formulas across rows, the
column letter in the formula will be automatically adjusted to the current column of where the formula is
being copied to. This automatic adjustment of row and column addressing is called relative cell referencing
because the cell addresses change relative to where the formula is placed.

EXERCISE 7-2: COPYING FORMULAS USING AUTOFILL

2
3
4
5
6
7

This exercise continues with the same worksheet from the previous exercise. You will add additional
records and then copy the formulas you made previously into the new rows.

1. Add the additional records (rows 4—7) shown in Figure 7-12.

A B | C D E | F G | H
Southwest Sports World
Items CostPer PricePer Marku
Product : P MarkUp% C€OGS  Profit

| Sold Item Item Amount

‘Basketballs 120 18 28.5 10.5 63.16% 2160 1260
|Wood Bats 140 16 24.5

|Steel Bats 90 18.5 26

‘Skis 50 120 160.75

|Tennis Rackets 70 20.25 38

Figure 7-12. Add these additional records
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2. Click in cell E3. Drag the AutoFill Handle down from cell E3 through cell E7. See
Figure 7-13.

10.5

8.5

7.5
a7
17.75.

Figure 7-13. Result of dragging the AutoFill Handle down from cell E3 to cell E7

AutoFill copies the formulas to the other cells automatically. When AutoFill is used to copy
formulas down through a column it automatically adjusts the cell references in the formula

to the current row.
3. Click cell E4. The formula in cell E4 is =D4-C4. The row was adjusted from 3 to 4.
4. Click other cells in the column to see how their formulas were adjusted.
5. Drag the AutoFill Handle down from cell F3 through F7.
6. Drag the AutoFill Handle down from G3 to G7.
7. Drag the AutoFill Handle down from H3 to H7.

Your result should look like Figure 7-14.

_ A B C p I - G H
3 Southwest Sports World
It Cost P Price P Mark

Product e | AR | SNONENE | SRR | ankanmon | woe: | o
2 | Sold Item Item Amount
3 Basketballs 120 18 28.5 10.5 63.16% 2160 1260
4 |Wood Bats 140 16 24.5 8.5 65.31% 2240 1190
5 |Steel Bats 90 18.5 26 7.5 71.15% 1665 675
6 :Skis 50 120 160.75 40.75 74.65% 6000 2037.5
7 |Tennis Rackets 70 20.25 38 17.75 53.29%  1417.5  1242.5

Figure 7-14. Result of copying formulas
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EXERCISE 7-3: COPY FORMULAS ACROSS COLUMNS

You have seen how the AutoFill Handle automatically adjust the row reference when copying formulas
down in a column. Now we will look at how the AutoFill Handle can be used to automatically adjust the

column reference when copying formulas across a row.

1. Create a new worksheet named “ColumnRef.” Enter the values as shown in cells
A1:D2. A colon between two cell addresses means the range between the cells.
The first cell address, in this case A1, is the upper-left-hand cell of the range. The
second cell address, in this case D2, is the bottom right cell of the range. See

Figure 7-15.

A _ B C D
135 205 50 49
179 150 80 180

Figure 7-15. Enter these values

2. Enter = a1-a2in cell A3. See Figure 7-16.

d A B[ C | D |
1 135 205 50 49
2 179 150 80 180
3 |=al-a2

Figure 7-16. Enter formula in cell A3

3. Press Cirl + Enter.
4. Drag the AutoFill Handle in cell A3 across through cell D3.

Figure 7-17 shows the result of using the AutoFill Handle to copy the formula from cell A3 to
cells B3, C3, and D3.

A B e D

135 205 50 a9

179 150 80 180

3 -24| 55 30, -131)

Figure 7-17. Result of using copying formula

You can see in Figure 7-18 that Excel adjusted the column in the cell reference when it copied the
formula
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A B C D
1 '135 205 50 49
o
2 179 150 80 180

3 [=a1-A2  |=B1-B2 |=C1-C2  |=D1-D2

Figure 7-18. Copied formula

You've learned how to enter formulas. Next, you will use Excel’s AutoCalculate Tools. These tools allow
you to select a range of data and then click the Calculate tool you need. The formula is automatically applied
to that data without you having to enter it.

AutoCalculate Tools

The AutoCalculate Tools feature includes tools for summing, averaging, counting the number of cells that
contain numeric data, and finding the largest or smallest value in a cell range.

AutoSum

The AutoSum feature provides a quick way to sum a range of numbers. The range could consist of a single
cell or thousands of cells. The AutoSum feature automatically adds values that are in a contiguous range.
A contiguous range is one in which there are no empty cells.

The AutoSum feature is located on the Ribbon’s Home tab in the Editing group. The icon for the
AutoSum feature is the Greek capital letter Sigma =. Math and Science use = as a summation operator.
See Figure 7-19.

ZAutoSum *|A
2y S

V| Fill ~
Sort & Find &

& Clear~ Filter v Select ~
Editing

Figure 7-19. AutoSum feature

When you click the AutoSum button, Excel first checks to see if there are any values above the current
cell. If there are, Excel will sum the values above it; otherwise, it will check to see if there are values to the left
of it and if there are it will sum those values.

In Figure 7-20 cell F2 was selected when the AutoSum button was pressed. Excel highlighted the
numeric values to its left. If only one cell is selected when you click the AutoSum button the Sum formula
will display with the range of values that is being summed. If this isn't the range you want to sum, then you
can change either the starting or ending cell addresses.

229



CHAPTER 7 © CREATING AND USING FORMULAS

7 | (LR | O YO AN T - | F [ |

b QtrlSales Qtr2Sales Qtr3Sales Qtrd Sales = Annual Sales
2 |storer § 35540 49250 55175 39980i=suM(B2:€2) | |
3 |store2 55583 65490 62225 99985 | SUM(number1, [number2], ...
4 |store3 47395 55380 55422 59120
5 |Store4 44180 35280 51350 54175
6 |Total Sales

Figure 7-20. Excel selects numeric values to the left when using AutoSum and displays the range that it is
going to use

Clicking the AutoSum button a second time or pressing the Enter key will display the results as shown in
Figure 7-21. The formula bar is displaying the formula created by AutoSum.

F2 v | : fe || =SuM(B2:E2)

4 A | B | ¢ | o | E | F I
1 QtriSales Qtr2Sales Qtr3Sales Qtr4Sales Annual Sales
_ ?J Storel 35540 49250 55175 39980 1799451

3 |Store2 55583 65490 62225 99985

4 |Store3 47395 55380 55422 59120

S |Store4 44180 35280 51350 54175

6 |Total Sales

Figure 7-21. Clicking AutoSum a second time enters the resulting value in the cell

Figure 7-22 shows the results of having used the AutoFill Handle to copy the formula down through

cell F5.

4 A | 8 | c D E | F |
B QtriSales Qtr2Sales Qtr3Sales Qtr4Sales Annual Sales
2 |Storel 35540 49250 55175 39980 179945
3 |Store2 55583 65490 62225 99985 283283
4 |Store3 47395 55380 55422 59120 217317
5 |Store4 44180 35280 51350 54175| 184985

6 |Total Sales

Figure 7-22. Results of copying formula
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Since we are summing rows, Excel automatically adjusted the row address for each of the copied cells.
e  Cell F3 contains the formula =SUM(B3:E3).
e  Cell F4 contains the formula =SUM(B4:E4).
e  Cell F5 contains the formula =SUM(B5:E5).

Next, we will look at adding both the columns and the rows at the same time, but before we do that let’s
look at how you would clear the totals from column F.
The cell contents can be cleared by first selecting the cells to clear and then doing one of the following:

e Clicking the Clear button <2 in the Editing Group and then selecting Clear Contents

e  Right-clicking the selected range and then selecting Clear Contents from the context
menu

Totaling the columns and rows all at once is done by first selecting the row and column cells where the
totaled results will be placed. In the spreadsheet in Figure 7-23, you would do it by selecting cells F2:F5 and
then holding down the Ctrl key and selecting cells B6:F6.

A B C D E F
1 QtrlSales Qtr2Sales Qtr3Sales Qtr4Sales Annual Sales
2 |storel 35540 49250 55175 39980 |
3 |Store2 55583 65490 62225 99985
4 |Store3 47395 55380 55422 59120
5 |Stored 44180 35280 51350 54175
6 |Total Sales | [ | |

Figure 7-23. Holding down the Ctrl key lets you select mutliple cell ranges

Clicking the AutoSum button now will sum both the rows and columns. See Figure 7-24.

A B C D 3 F

1 QtrlSales Qtr2Sales Qtr3Sales Qtr4Sales Annual Sales
2 |store1 35540 49250 55175 39980 179943
3 [Store2 55583 65490 62225 99985 283283
4 |store3 47395 55380 55422 59120 217317
5 |Storea 44180 35280 51350 54175 184985
6 |TotalSales | 182698 205400  224172| 253260 865530

Figure 7-24. Result of summing rows and columns

A faster way of summing the rows and columns for a range of values is to select the values themselves
along with one column to the right and one row below as shown in Figure 7-25.
Then press the AutoSum button. The result will be the same as Figure 7-24.
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A| A _ B c | D . E F
1 | QtriSales Qtr2Sales Qtr3Sales Qtr4dSales Annual Sales
2 |store1 35540 49250 55175 39980

3 [store2 55583 65490 62225 99985

4 |store3 13.25 55380 55422 59120

5 |Stored 44180 35280 51350 54175

6 | Total Sales

Figure 7-25. Select data plus the column to right and one row below before clicking AutoSum

Handling Blank Cells in a Range

AutoSum does not include any cells in its range after reaching a blank cell. See Figure 7-26. : If you wanted to

include cell A2 in the total you would need to change A4 in the formula to cell A2.

A A | B i C ]
1 —

2 | 300

3—[ m

4—! 400

T 2001

6 |=SUM(A4:A5)

7ﬁ SUM(number1, [number2], ...)

Figure 7-26. Change A4 in the Sum function to A2

Another way to change the range is to take one of the handles of the selected range and drag it so that it

includes all the cells you want, as shown in Figure 7-27.

dlEATT B | Cc |
1—|

2 | 300

3~

4 400

S | 5001

6 [=sum(a2:a5)|

7; SUM(nur;lberL [number?], ...)

Figure 7-27. Drag selection handle to include cells you want included
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Average, Count Numbers, Max, Min

If you click the down arrow besides the AutoSum button (Figure 7-28) you can see that Excel includes several
other “Auto” functions. The functions are Average, Count Numbers, Max(imum), Min(imum), and More
Functions. These “Auto” functions work the same way as AutoSum.

z AutoSum ~

2 Sum
Average [}

Count Numbers
Max
Min

Meore Functions...

Figure 7-28. Auto functions

EXERCISE 7-5: AUTOCALCULATE TOOLS

In this exercise you will apply the AutoCalculate Tools AutoSum, Average, Max, and Min across rows and
columns.

1. Create a new worksheet named “AutoCalculate.”

2. Select cells B1:I1, which will be the cells containing your column headings. On the
Home tab in the Alignment group click the Wrap Text button. See Figure 7-29. Now
your column headings will wrap and not be partially hidden.

== — -~ EF-’ Wrap Text
= = = &= Merge & Center ~
Alignment e

Figure 7-29. Select Wrap Text

3. Enter the data for the workbook as shown in Figure 7-30.
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4 A | B [ ¢ | b | E | F | 6 [ wH | 1
Qtrl Qtr2 Qtr3 Qtr4 Store Store Store Store

1 Sales Sales Sales Sales = Totals Average Max Min

2 |Storel 35540 49250 55175 39980

3 |Store2 55583 65490 62225 99985

4 |Store3 47395 55380 55422 59120

S |Stored 44180 35280 51350 54175

6 |Total Sales

7 |Average Qtr Sales

8 |Highest Qtr Sale

9 |Lowest Qtr Sale

Figure 7-30. Enter this data

4. Select the cell range B6:E6. Click the AutoSum button.

5. Select the cell range B2:E5. Click the down arrow next to the AutoSum button.
Select Average.

Note When you use an “Auto” function Excel will place the results in the first blank row below the selected
range when the range is in a column or, as in our case, include both rows and columns. If the range is just in a
row, Excel places the result to the right of the range.

6. Cell range B2:E6 is currently selected. Change the selection back to B2:E5. Click the
down arrow next to the AutoSum button. Select Max. The Max function returns the
highest value in a selected column or row. Store 2 sold the most in each quarter.

7. Select the cell range B2:E5 again. Click the down arrow next to the AutoSum
button. Select Min. See Figure 7-31. The Min function returns the lowest value in a
selected column or row. Store1 sold the least in quarters 1 and 4. Store4 sold the
least in quarters 2 and 3.

y A | B | ¢ | D | E F | G | H | 1
Qtr1 Qtr2 Qtr3 Qtr4 Store Store Store Store

1| Sales Sales Sales Sales = Totals Average Max Min

2 |Storel 35540 49250 55175 393980

3 |Store2 55583 65490 62225 99985

4 |Store3 47395 55380 55422 59120

S |Stored 44180 35280 51350 54175

6 |Total Sales 182698 205400 224172 253260

7 |Average QtrSales 45674.5 51350 56043 63315

8 |Highest Qtr Sale 55583 65490 62225 99985

9 |Lowest Qtr Sale 35540 35280 51350 393980

Figure 7-31. Result of using Auto Functions
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8. Select cells F2:F5. Click on the AutoSum button.

9. Select cells B2:E2. Click on the down arrow of the AutoSum button. Select Average.
Click cell G2. Use the AutoFill Handle to drag the formula down through cell G5.

10. Select cells B2:E2. Click the down arrow of the AutoSum button. Select Max. Click
cell H2. Use the AutoFill Handle to drag the formula down through cell H5.

Let’s look at another way of doing this.

1. Click cell I12. Click the down arrow of the AutoSum button. Select Min. See Figure 7-32.
The function displays and a marquee appears around cells B2:H2. This is not the range

we want.
A A0 |t A o D R ra il e | [ J K
Qtrl Qtr2 Qtr3 Qtra Store Store Store Store
1 Sales Sales Sales Sales Totals Average Max Min
2 |Storel I 35540 49250 55175 39980 179945 44986.25 55175:=MIN(82:H2)
3 .Storez 55583 65490 62225 99985 283283 70820.75 99985 MIN(number1, [number2], ...)

Figure 7-32. Wrong range selected

2. Select cells B2:E2. The formula will adjust accordingly. See Figure 7-33.

| B C [ D E | F L © [ H 1
Qtrl Qtr2 Qtr3 Qtra Store Store Store Store
oSales Sales Sales Sales ~ Totals Average Max Min

! 35540 49250 55175 39980! 179945 44986.25 55175] =MIN(B2: E?.)

Figure 7-33. Use the range B2:E2 for the for the MIN function

3. Press Cirl + Enter. Use the AutoFill Handle to copy the formula down through cell I5.
See Figure 7-34.

A A | B | G [ D | E | F | G | H | |

: Qtrl Qtr2 Qtr3 Qtr4 Store Store Store Store
1| Sales Sales Sales Sales Totals Average Max Min
2 _!Storel 35540 49250 55175 39980 179945 44986.25 55175 35540
3 |Store2 55583 65490 62225 99985 283283 70820.75 99985 55583
4 _!Storea 47395 55380 55422 59120 217317 54329.25 59120 47395
5 _iStoreél 44180 35280 51350 54175 184985 46246.25 54175 35280
6 jTotaI Sales 182698 205400 224172 253260
7/ q;Average QtrSales 45674.5 51350 56043 63315
8 :Highest Qtr Sale 55583 654350 62225 99985
9 _‘ Lowest Qtr Sale 35540 35280 51350 39980

Figure 7-34. Use AutoFill Handle to copy the formula down from 12 to I5
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4. Let’s improve the look of the spreadsheet. Let’s add commas to make it easier to
read and color to distinguish the original data from the computed data.

5. Type A1:19 in the Name Box then press Enter.

6. Onthe Home tab in the Styles group click the Cell Styles More button. See Figure 7-35.
Figure 7-36 shows what appears after clicking the Cell Styles More button.

I < 5 '
[ E‘_),J ’ Normal . Bad
Conditional Formatas| Neutral Calcu lation mﬂ

Formatting~ Table~ |
Styles

Figure 7-35. Click the More button to view more styles

Good, Bad and Neutral
Normal Bad Good Neutral

Data and Model

Calculation m Explanatory ... |Input | Linked Cell 'Note

Titles and Headings
'HeadinEI Heading2  Heading3 Heading 4 Title Total
Themed Cell Styles

20% - Accentl  20%- Accent2  20% - Accent3  20% - Accentd  20%- Accent5  20% - Accent6

40%- Accentl 40%- Accent2 40%- Accent3  40%- Accentd  40%- Accent5  40% - Accent6

Number Format

Comma Comma [0] Currency Currency [0] Percent

[E New Cell Style...
Merge Styles...

Figure 7-36. All of the Cell Styles

7. Move your cursor over Comma[0] in the Number Format area. You can see how
selecting this option will affect your worksheet by changing the data to having
commas with no decimal position. Click Commal0].

8. Enter A1:E5 in the Name Box then press Enter.
9. Onthe Home tab in the Styles group click the Cell Styles More button.
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10. Inthe Data and Model area click Input.
11.  Use the border button in the Font group to create a thick outside border around the
same cells. See Figure 7-37.
A A B C D E F G I 1 |
Qtrl Qtr2 Qtr3 Qtr4 Store Store Store Store

1 Sales Sales Sales Sales Totals Average  Max Min
2 | Storel 35,540 | 49,250 | 55,175 | 39,980 | 179,945 44,986 55,175 35,540
3 | Store2 55,583 | 65,490 | 62,225 | 99,985| 283,283 70,821 99,985 55,583
4 | Store3 47,395 | 55,380 | 55,422 | 59,120 | 217,317 54,329 59,120 47,395
5 | Store4 44,180 | 35,280 | 51,350 | 54,175| 184,985 46,246 54,175 35,280
6 | Total Sales 182,698 205,400 224,172 253,260
7 | Average QtrSales 45,675 51,350 56,043 63,315
8 | HighestQtrSale 55,583 65,490 62,225 99,985
9 | Lowest Qtr Sale 35,540 35,280 51,350 39,980

Figure 7-37. Thick outside border

You've learned how to enter formulas manually and by using Excel’s AutoCalculate tools. When viewing
the worksheet, you see the results of formulas but not the formulas themselves. In order to see the formula,
you need to click the cell that contains the formula and then view it in the formula bar.

Viewing Formulas

Clicking a cell that contains a formula will display the formula in the formula bar, but wouldn't it be nice to
see all of your formulas at once? You can do this by holding down the Ctrl key and pressing the Tilde Key (~).
You can print your spreadsheet while all of the formulas are visible. This gives you a record of your
formulas and provides a convenient way of overviewing your work to make sure all of your formulas have
been entered correctly. Figure 7-38 shows the results of using Ctrl + ~.

Figure 7-38.

Formula view

=SUM(B2:B5)

=MAX(B2:B5)
=MIN(B2:B5)

=SUM(C2:C5)
=AVERAGE(B2:B5) =AVERAGE(C2:C5)
=MAX(C2:C5)
=MIN(C2:C5)

=SUM(D2:D5)
=AVERAGE(D2:D5) =AVERAGE(E2:ES)

=MAX(D2:D5)
=MIN(D2:D5)

You can return to normal view by clicking Ctrl + ~ again.

-SUM(E2:ES)

=MAX(E2:ES)
=MIN(E2:ES)
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Creating Named Ranges and Constants

Up to this point we have been using cell addresses in our formulas, but when we are thinking about
computations we don’t normally think of cell addresses; we usually think in descriptive words. For example,
when computing the company payroll, I am thinking Hours * Rate not B2 * C2. We can also assign names to
values that we know will not change. For example, I can assign the name PI a value of 3.14 and then use the
word PI in my formulas rather than the value 3.14.

Naming Ranges

We can assign a descriptive name to a range of cells and then use that name in our formulas. A name is
assigned to a range of cells by selecting those cells and then entering a name for that range in the Name Box.
See Figure 7-39.

Enter the name for the range in the

/ Name Box

Rate v | b A
A 1 B c |
1 Weekly Payrc
2 Rate Hours
3 |Carson, Russell 20 40
4 |Charles, Ron _ 13.25 38
S |Darcy, Marcy | 15 39
6 |Harold, Lee _ 18 40
7 |Lee, Jack _ 18 38
8 |Tam, Tom 14.75 35
9 |Totals

Figure 7-39. Enter range name in the Name Box

Names can’t be longer than 255 characters and they must start with a letter, underscore, or backslash.
Names are not case sensitive. Clicking the down arrow next to the Name Box displays a list of all the named
ranges in the workbook. Clicking one of them will highlight the cells belonging to that named range.

Note A common mistake people make is that they do not press the Enter key after they have entered a
name in the Name Box. If you do not press the Enter key, the name will not be saved.

Another way of creating named ranges is to use the options available in the Defined Names group which
is located on the Ribbon'’s Formulas tab. See Figure 7-40.
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~ C=)Define Name ~
(—

Name o 7
Manager E5 Create from Selection

Defined Names
Figure 7-40. Defined Names group

Clicking the Define Name button brings up the New Name dialog box. See Figure 7-41. You can either select
the cells you want to become a named range before you open the New Name dialog box or wait until it is opened
and then select a range. You can also bring up the New Name dialog box by right-clicking the spreadsheet and
selecting Define Name from the context menu. Creating a named range by using the New Name dialog box gives
you a couple of options that would not be available if you just entered a name in the Name Box.

New Name ?
Name: IRate
SEE [Workbook n
Comment: Workbook L
Payroll
Sheet2
Sheet3
Refersto: |_gheet3!SBS3:5B58 B
OK ] ‘ Cancel |

Figure 7-41. New Name dialog box

The Name textbox in the New Name dialog box uses the column or row heading by default for the cells
you selected before opening the New Name dialog box. You can change the name to whatever you want.

The purpose of the Scope drop-down box is to let you select whether you want to make the named
range available for formulas in the entire workbook or for just a particular worksheet.

You can enter a Comment. The comment does not appear on the worksheet. It will appear only in the
Name Manager which we will look at shortly. You can also name ranges in the Name Manager.

The Refers to text box displays the range address of the selected cells. If you haven't already selected the
cells you want to name before you bring up the New Name dialog box you can select them at this time.

Naming Noncontiguous Ranges

To create a named range for a group of noncontiguous cells, select the cells while holding down the Ctrl
key and then enter a name for the group. In Figure 7-42 you could assign an appropriate name for all of the
Quarter 1 values such as QTR1. You could add all of the Quarter 1 values by entering =SUM(QTR1) in a cell or
find the average value by entering =AVERAGE (QTR1).
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Figure 7-42. Create a named range for noncontiguous cells

Naming Constants

You can also use the New Name dialog box to assign names to constants. A constant is a value that doesn’t
change. For example, you can assign names to interest or tax rates. Enter the name you wish to assign to

the constant in the Name text box. Next, replace the current cell address in the Refers to text box with the
constant value. If you are entering a constant that is a percent, you can enter the value with a percent sign
such as 4.5%, or you could enter the decimal equivalent of .045. See Figure 7-43. Assigning a name to a
constant lessens the chance of errors. If I used the tax rate of 4.5% in ten cells and now the tax rate changes
to 4.7%, how many cells am I going to have to change? That’s right I would have to find the ten cells and then
change all of them. But, if T used a constant I would just change the constant value once to 4.7%.

Name: I Annual_Interest

Scope: | workbook
Comment:

Refers to: | =4.5%

Figure 7-43. Assign a name to a constant
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Name Manager

Clicking the Name Manager button in the Defined Names group displays the Name Manager which lists
the named ranges and constants. The Name Manager has buttons for Adding, Editing, and Deleting named
ranges. It also has a Filter option for limiting which named ranges to display.

You can see in Figure 7-44 that the named range Rate had values in its range when it was created. The
Gross Pay and Hours ranges were created before any values were placed in their cells.

Name Manager i ~ |
New.. | | Edit. | | Delete | | Filter~
Name Value Refers To Scope Comment
A Annual_Interest  {... Workbo...
) Gross_Pay i TR =Sheet3!SD$3:5D58 Workbo... Pay before Over Ti...
) Hours | e B =Sheet3!SC83:5C58  Workbo... Hours worked in ...
=) Rate {°207713.25%:715%"1... =Sheet3!SB$3:SBS8  Workbo... Rate per hour
Refers to:
X |[=a5% |
| Close -
A

Figure 7-44. Range name Rate has values in it because they were there when the range was selected

Editing Named Ranges and Constants

Clicking the New button in the Name Manager window brings up the same New Name dialog box we saw
when we clicked on the Define Name button in the Defined Names group. To edit a named range select the
range you wish to edit from the list and then click the Edit button. The Edit Name dialog box (Figure 7-45) is
similar to the New Name dialog box. From here you can change the Name, the Comment, and the location of
arange or change the Constant value.
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Edit Name > IEH

Name: Rate
Scope: Workbook

Comment: | Rate per hour

Refersto: | _gpeet3:SB$3:9858 %

Figure 7-45. Edit Name dialog box

A

Deleting Named Ranges and Constants

The only way to remove a named range is to use the Name Manager. First you select the range(s) you want to
remove and then press the Delete button. This brings up a warning dialog box that asks you to confirm the
deletion (Figure 7-46). Removing a named range only removes the name associated with a range of cells. It
does not remove the cells or the data in them.

Microsoft Excel “

4 ’IA Are you sure you want to delete the name Rate?

Figure 7-46. Message confirming that you want to delete the named range

Using Column or Row Headings for Range Names

If you are going to create named ranges for multiple rows or columns, you may find it easier to let Excel use
your row or column headings as names for the named ranges. To do this you would first select the cells that
your named ranges would include along with their column or row headings. See Figure 7-47.
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. |carson, Russell

[Charles,Ron
|parcy, Marey
~|Harold, Lee

|Lee, Jack _
ram,Tom

Figure 7-47. Select headings along with data when creating range names for multiple rows or columns

You would then click the Create from Selection button in the Defined Names group. See Figure 7-48.
This would bring up the Create Names from Selection dialog box (Figure 7-49).

9 =] Define Name ~
“fr Use in F la~
o ¢f} Use in Formu

me

Defined Names

Figure 7-48. Create from Selection button

Create names from values in the:
[] Left column
[T] Bottom row
[T] Right column

Figure 7-49. Create Names from Selection dialog box
You would need to select Top row to get the column headings. Excel would assign the named ranges as
follows:
e Rate to cells B3:B8
e  Hours to cells C3:C8
e  Gross_Pay to cells D3:D8
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e Fed_Taxto cells E3:E8

e  State_Tax to cells F3:F8

Note Named ranges can’t contain spaces. Excel puts an underscore in place of spaces when it uses row
or column headings.

Selecting Named Ranges Rather Than Typing Them into Formulas

You can type named ranges directly into a formula such as =Rate*Hours. If you don’t remember the name
assigned to a range or you want to be sure you don’t misspell it, you can use the Use in Formula button in
the Defined Names group. See Figure 7-50.

ft Use in Formula
Fed_Tax
Gross_Pay
Hours
Rate
State_Tax

Paste Names...

Figure 7-50. Use in Formula button

If you are just starting a formula, clicking one of the named ranges will place the equal sign along with
the named range in the formula. For example, using our payroll example, we want to compute the gross pay
in cell D3 by multiplying Rate times Hours. You would click inside cell D3 and then click the Rate in the Use
in Formula list box. This would create =Rate. You would then type the * for multiplication. You would finish
the formula by clicking Hours and then pressing the Enter key.

A quicker way to select named ranges or constants is to press F3. Pressing F3 brings up all the available
names for you to select from.
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EXERCISE 7-6: NAMED RANGES AND CONSTANTS

W 00 ~N O W |-

In this exercise you will create range names using different methods. You will also create constants that

will hold the tax values.

1. Type the data into a new worksheet as shown in Figure 7-51.

A | B
_EWeek[y Payroll Report
Rate
ECarson, Russell 20
|Charles, Ron 13.25
éDarcy, Marcy 15
|Harold, Lee 18
Lee, Jack 18
‘ Tam, Tom 14.75

ETotaIs

Figure 7-51. Enter data

W 00~ O »n & WM =

2. Format the title:

a. Select cells A1:G1.

Hours

38
39

38
35

D | E | F [ G

Gross Pay Fed Tax State Tax Net Pay

b. Click the Merge & Center button located on the Home tab in the Alignment group.

c. Bold the text.

d. Onthe Home tab, in the Font Group, click the Increase Font Size button twice.

3. Center and bold the column headings. Your spreadsheet should now look like

Figure 7-52.
A | B

| Rate
|Carson, Russell 20
‘Charles, Ron 13.25
| Darcy, Marcy 15
|Harold, Lee 18
|Lee, Jack 18
\Tam, Tom 14.75
|Totals

Figure 7-52. Formatted worksheet

C

Hours
40
38
39
40
38
35

D E F | 6

Wéekly Péyroll Réport |

Gross Pay FedTax StateTax NetPay
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Creating Named Ranges Using the Name Box

Select cells B3:B8. Type Rate into the Name Box. Press Enter.
Select cells C3:C8. Type Hours into the Name Box. Press Enter.
Select cells D3:D8. Type GrossPay into the Name Box. Press Enter.
Select cells E3:E8. Type FedTax into the Name Box. Press Enter

Creating Named Ranges Using Define Name
Select cells F3:F5.

Right-click any one of the selected cells. Select Define Name from the context
menu. Excel assigns a name of State_Tax to the range. Excel got the name from the
column heading. Names can’t contain spaces; therefore Excel filled in the space
with an underscore. The Refers to text box contains the selected range.

Click the OK button.

Changing a Name or Its Range

You can’t change a name or its range in the Name Box. These changes can only be done through the
Name Manager. The State Tax range is currently F3:F5 but it needs to be changed to F3:F8. Let’s also
change the name by removing the underscore.

1. Onthe Formulas tab in the Defined Names group click the Name Manager button.
2. Click State_Tax. Click the Edit button. The Edit Name dialog box appears.
3. Remove the underscore from the name so that the name is StateTax.
4. Tab to the Refers to text box. See Figure 7-53. An animated marquee appears
around cells F3:F5.
Edit Name > IEM
Name: StateTax
Scope: Workbook
Comment:
Befersto: | =Sheet1!SFS3:5FSS| 2.3
A

Figure 7-53. Change the range name and location
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5. If you can’t see cells F3:F8, then move the Edit Name window over until you can.
6. Drag across the cell range F3:F8. Click the OK button. Click the Close button.

7. Click the down arrow of the Name Box. It should display all of your named ranges.
See Figure 7-54.

FedTax
GrossPay
Hours
Rate

DIl R

StateTax
3 |Carson, Russell

Figure 7-54. Range names displayed in Name Box

8. Click StateTax. This highlights the StateTax range.

9. Select the cell range B3:B8 on the worksheet. The name box should now display

B3

the name Rate.

Changing the Size of the Name Box

Since your names can be as long as 255 characters you might need to widen the
Name Box to see more of the name.

Move your cursor to the right of the Name Box. When the cursor changes to a
horizontal double arrow drag to the right to increase the size of the Name Box. As
you increase the size of the Name Box, the function area shrinks and vice versa.
Drag to the left to decrease the size of the Name Box. See Figure 7-55.

T =D

Figure 7-55. Change the size of the Name box

Removing a Named Range

Click the Formulas tab on the ribbon.

In the Defined Names group click the Name Manager button. The Name Manager
displays the existing named ranges. They are displayed in alphabetic order.

To select all of the named ranges click FedTax then hold down your Shift key and
click StateTax.

Click the Delete button in the Name Manager window.
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5. Adialog box appears asking “Are you sure you want to delete the selected names?”
6. Click the OK button.
7. Click the Close button.
Creating Named Ranges Using Create from Selection
1. Select cells B2:F8
2. In the Defined Names group click the Create from Selection button
3. Select Top Row from the Create Names from Selection dialog box. Click the OK
button.
4. Click the Name Manager button. The named ranges were created from the column
heads. Spaces in the column names were replaced with an underscore. See
Figure 7-56.
Name Manager ? R
| New.. || Edit. || Detete | | Filter~
Name Value Refers To Scope Comment
=Sheet1!SES3:SESS Workbo...
) Gross_Pay i et | =Sheet1!SD53:5DS8  Workbo...
Z Hours {"407;°387,7397,°407;"... =Sheet1!SC$3:5CS8 Workbo...
J Rate {7207;"13.25%;"15%"1... =Sheet1!$B$3:5B58 Workbo...
3 state_Tax T =Sheet1!SF$3:SFS8  Workbo...
Refers to:
</ |=sheet1ses3:sESs
Close
A

Figure 7-56. Range names created from column heads

5.
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Creating Named Constants

For the purposes of this example let’s just say the federal tax is 32%. We will assign a named constant
to this value.

1. Inthe Defined Names group click the Define Name button.

2. Type FederalTaxRate in the Name text box.

3. Type Fictitious Federal Tax rate for practice example in the Comment box.
4

Type =32% in the Refers to text box over the existing text. See Figure 7-57. If you
prefer you can use the decimal equivalent and type =.32.

New Name ?
Name: FederalTaxRate
Scope: Workbook z|
Comment: | Fictitious Federal Tax rate for practice
example
Refersto: | -39, 2.5
' A

Figure 7-57. Name of FederalTaxRate assigned to the constant 32%

5. Click the OK button.
Let’s say the state tax is 8%.
1. Click the Define Name button.
2. Type StateTaxRate in the Name text box.
3. Type Fictitious State Tax rate for practice example in the Comment box.
4

This time let’s use the decimal equivalent of 8%. Type =.08 in the Refers to text
box. See Figure 7-58.
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New Name > IEl

Name: StateTaxRate

Scope: Workbook E

Comment: | Fictitious State Tax rate for practice
example

Refersto: | _ og %

Figure 7-58. Name of StateTaxRate assigned to the constant .08

250

Click the OK button.

Click the Name Manager button. You can see that the new constants have been
added.

Click the Close button.
Click the down arrow for the Name Box. As you can see, constants do not appear in
the Name Box. This is because they don’t refer to any particular cell.

Using Named Ranges in Formulas

In cell D3, enter =R. Excel brings up a list of all the built-in functions that start with
R as well as all named ranges that start with R. See Figure 7-59.
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D E

yroll Report

Gross Pay Fed Tax St
|=R I

@ RAND

#) RANDBETWEEN
@ RANK.AVG

@ RANK.EQ

@) RATE

) Rate -
@) RECEIVED

) REPLACE

@ RePT

) RIGHT

# ROMAN -

Figure 7-59. Built-in functions and named ranges that start with R

W 00 ~N U W N =

Named ranges are easily distinguishable from functions because they have a different icon in front of
them. The “— icon represents named ranges. Notice that there is a Rate named range which you
created and a RATE function. We want to use the Rate with the ' icon in front of it.

2. Click the '~ Rate and then press the Tab key. After pressing the Tab key Excel
places a rectangle around the cells that are a part of the named range. See

Figure 7-60.
A , B l C | D ,
Weekly Payroll Re|
Rate Hours Gross Pa

Carson, Russell 20 40
4| Charles, Ron 13.25 38
Darcy, Marcy 15 39
_|Harold, Lee 18 40
|Lee, Jack 18 38
|Tam, Tom 14.75 35

|Totals

Figure 7-60. When entering a range name Excel highlights the cells in that range
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3.

Figure 7-61. Typing Ho brings up the intellisense choices for the function Hour and the named range Hours

4.

o o & w N

~

10.

The scope of a name is where that name can be used. The scope can pertain to an entire workbook or
to an individual worksheet. When you create a named range using the Name Box, the named range has
a scope of the entire workbook. In other words, you can use that named range on any worksheet in the
workbook that you declared it in. It doesn’t matter how many worksheets are in the workbook; it will

Type *Ho. See Figure 7-61.

Use the down arrow to select ! Hours and then press the Tab key. Excel places a
different color rectangle around the cells that encompass the Hours range.

Press Cirl + Enter.
Use AutoFill to copy the formula down through cell D8.

Click cell D4. Look in the formula bar. The formula for every cell in the column will
show =Rate*Hours. You won’t see any row adjusting as you do when you are using
cell references in your formulas.

Click inside cell E3. On the Formulas tab in the Defined Names group click the Use
in Formula button. Select FederalTaxRate

Type * (asterisk).

Click the Use in Formula button. Select Gross_Pay.

Press Cirl + Enter.

Use the AutoFill Handle to copy the formula down through cell E8.

Click inside cell F3. On the Formulas tab in the Defined Names group click the Use
in Formula button. Select StateTaxRate

Type * (asterisk).
Click the Use in Formula button. Select Gross_Pay.
Press Ctrl + Enter.

Use the AutoFill Handle to copy the formula down through cell F8.

work on any of them.

Let’s see what happens when we declare a scope of an individual worksheet for a named range or

named constant.
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1. Add another worksheet to the workbook. Change the name on the worksheet tab to
“TestScope.”
2. Select the cell range A1:A5.
3. Onthe Formulas tab on the Ribbon in the Defined Names group click the Define
Name button.
4. Type SheetScope for the Name.
5. Click the down arrow for Scope and select TestScope. The Refers to text box should
reflect that you have selected the range A1:A5. See Figure 7-62.
New Name » IEN
Name: SheetScope
3cope: E
Comment:
Refersto: | _testScope!SAS1:SASS %
4

Figure 7-62. Range A1:A5 is selected

10.
11.

Click the OK button.

Press F3. The SheetScope range appears in the list along with the Names you
created previously. Since the other names were created with a scope of Workbook
they are accessible from any worksheet.

Click the Cancel button.

Click another worksheet. Press F3. SheetScope will not appear in this list because
its scope is limited to the TestScope worksheet.

Click the Cancel button.

Click the Name Manager button. Click the Filter button. Select Names Scoped to
Worksheet. See Figure 7-63. SheetScope is the only Name displayed because it is
the only one whose scope is limited to a worksheet.
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. _
Name Manager f -

Delete Eilter ~ J

Refers To Scope Comme Clear Filter

61.1277187... =Sheet1!SES3:SES8  Workbo... Names Scoped to Worksheet
- Workbo... Factioy Names Scoped to Workbook

03.57:°585"... =Sheet1!SDS$3:SDS8  Workbo... .

*397°40%"... =Sheet1!SC$3:SCS8  Workbo... Names with Errors

.25%715%:"1... =Sheet1!5SBS53:5B58 Workbo... Names without Errors

i =TestScope!SAS1:S... TestScope Defined N

287°46.87... =Sheet1!SFS3:SFS8  Workbo... el

=0.08 Workbo... Factiot Table Names

Figure 7-63. Select Names Scoped to Worksheet

12.  Click the Filter button again. Select Names Scoped to Workbook. All the Names are
displayed except for SheetScope.

Note If you assign a name with a scope of worksheet you can create a range on another worksheet with
that same name.

13. Click the Close button.

Now you've seen how to simplify formulas by using named ranges and constants. Up to this point,
when you copied a formula down a column or across a row, the formula automatically adjusted for the row
or column change, but there are times when you don’t want that to happen. You learn how to prevent these
changes in the next section.

Absolute Cell References

Asyou have seen when using relative cell addressing with the AutoFill feature the cell addresses are adjusted
automatically. As you will see relative cell referencing doesn’t work for every situation.

Binder Corporation is thinking about giving each of its employees a 5% raise. Each employee’s salary is
listed in column B under the heading Current Salary. The amount of the increase for each employee is to be
displayed in column C. The formula in column C4 is entered as =B4*B1. See Figure 7-64. The result is 2087.5.
This is the result of taking 41750 * 5%.
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A A B C |
1 |Proposed Raise 5%
2_

'3 | Employees Current Salary  Increase
4 |Carson, Florence 41,750 =84*B]J l
5 |Carson, Annette 39,950
6 |Burns, Robert 38,895
7 |Edwards, Denise 52,105
8 |Huges, Harold 60,300
9 | Mathews, Luann 48,850
10 Perkins, Paula 29,985
1 Stork, Larry 30,000

Figure 7-64. The formula for 5% raise is entered in cell C4

Say you use the AutoFill Handle to copy the formula for the rest of the employees. Figure 7-65 shows the
resulting copied formulas.

4 A J B | C |
1 |Proposed Raise 0.05

2 | ! !

3 | Employees Current Salary Increase
4 |Carson, Florence 41750 =B4*B1

5 |carson, Annette 139950 =85*B2 |
6 |Burns, Robert 38895 =B6*B3

7 |Edwards, Denise 52105 =B7*B4

8 |Huges, Harold 60300 =B8*B5

9 |Mathews, Luann 48850 =B9*B6

10 |Perkins, Paula 29985 =B10*B7

11 | Stork, Larry 30000 =B11*B8

Figure 7-65. Formulas after being copied with AutoFill Handle

Looking at our formulas we can see that we are headed for trouble starting with cell C5 and continuing
down through the other formulas. The row portion of the relative cell address B1 was automatically adjusted
from 1 to 2. Since there is no value in B2, the value 39950 will be multiplied by 0 giving the result of 0.

Figure 7-66 shows the results of the formulas.

255



CHAPTER 7 © CREATING AND USING FORMULAS

A A . B (& D _ E
1 |Proposed Raise 5%
2 —
3 | Employees Current Salary Increase
4 |Carson, Florence 41,750 2,087.50
5 |Carson, Annette 39,950 -
6 |Burns, Robert 364 § #VALUE! |
7 |Edwards, Denise 52,10 SR IO M o
: A value used in the formula is of the wrong data type.
8 |Huges, Harold 60,30v Z,400, JOT,UuUUU
9 |Mathews, Luann 48,850 1,900,020,750.00
10 |Perkins, Paula 29,985 1,562,368,425.00
11 |Stork, Larry 30,000 1,809,000,000.00

Figure 7-66. Results of formula not what we wanted

Figure 7-65 shows that the formula in cell C6 is =B6*B3. Cell B3 contains the alphabetic data “Current
Salary”” You can’t use alphabetic data in a formula, which is why it shows the error #VALUEL!. If you click the
smart tag next to the error Excel displays a tool tip which states that the value used in the formula is of the
wrong data type.

Cell C7 multiplies 52105 * 41750. This is clearly not what we want. We do not want Excel to perform any
automatic adjusting for cell B1.

If you want formulas to refer to a single cell you need to use absolute cell referencing. Absolute cell
referencing locks the cell address in a formula so that when you copy it, it doesn’t automatically adjust
for the row or column change. Absolute cell addresses are made by placing a dollar sign in front of both
the column and the row. This can be done by manually typing them in or you can type the address as you
normally do then press F4. Pressing F4 places a $ sign in front of both the column and the row.

In our example if we entered the formula =B4*$B$1 in cell C4 then used the AutoFill handle to copy the
formula down through cell C1, the formulas would look like those in Figure 7-67.

y A B ' C .
1 _|Proposed Raise 0.05
2_
J | Employees Current Salary Increase
4 |Carson, Florence 41750 =B4*$BS1
5 |carson, Annette 139950 |=85*$BS1 |
6 |Burns, Robert 38895 =B6*SBS1
7 |Edwards, Denise 52105 =B7*SBS1
8 |Huges, Harold 60300 =B8*SBS1
9 |Mathews, Luann 48850 =B9*SBS1
10 Perkins, Paula 29985 =B10*$BS1
11 |Stork, Larry 30000 =B11*$BS1

Figure 7-67. Making cell B1 an absolute address in the formulas in column C
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The result would be as shown in Figure 7-68. This is what we wanted.

4 A ! B ] C

1 |Proposed Raise 5%

2_

3 | Employees Current Salary Increase

4 |Carson, Florence 41,750 2,087.50
5‘ Carson, Annette 39,950 1,997.50
6 |Burns, Robert 38,895 1,944.75
7 | Edwards, Denise 52,105 2,605.25
8 |Huges, Harold 60,300 3,015.00
9 | Mathews, Luann 48,850 2,442.50
10 Perkins, Paula 29,985 1,499.25
11 Stork, Larry 30,000 1,500.00

Figure 7-68. Result of using absolute cell referencing

EXERCISE 7-7: ABSOLUTE CELL REFERENCING

In this example you will create a travel expense report for the second quarter of 2015. You will add
computations for computing the mileage expense and the total amount of travel expenses for the
quarter. You will then compare the quarter totals to the same quarter in 2014 and determine the dollar
amount and percent difference between the two.

1. Create a new worksheet named “Absolute.” Make your worksheet look exactly like
the one in Figure 7-69.

A BN CaN D AN I F (< L] [ Y [ pI G

1 Second Quarter (April-June) 2015 Travel Expense Report

z 4

3 |Reimbursement Per Mile 0.6

‘ 4

s Miles :::::: Hotels Meals Entertai t ?:1: ::;: S diff % diff
6 |George Traveller 3575 37755  185.76 300 10385

7 Johnny Sales 4000 3209.85 205 175 9375.15

8 Marten Moonlighter 5900 4205.85 421.3 1275 15929.53

Figure 7-69. Enter the data here in a new worksheet named Absolute

2. Merge and center the title in row 1 across cells A1: J1. Click the Increase Font Size
button twice.

3. Center the column headings both vertically and horizontally. Bold the column
headings.

257



CHAPTER 7 © CREATING AND USING FORMULAS

4. Compute the values for the Mileage Expense column by taking the miles traveled
times the reimbursement rate per mile. The reimbursement rate stored in cell B3 is
60 cents for every mile traveled.

a. Incell C6 enter the formula =B6*B3.
b. Use the AutoFill handle and drag the formula down through C8.
Problem:

Cell C8 displays #Value!. Click cell C8. Look at the formula in the formula bar. The formula is =B8*B5.
The formula adjusted for the row when you used the AutoFill handle. Cell B5 contains the text “Miles.” If
you use text in a formula Excel displays a #Value error.

Fix the Problem:
Since you want to use cell B3 in each formula you will need to make it absolute.

5. Move your cursor in front of B3 in the formula in Cell C6 then press F4 to make the
cell address absolute. Your formula should now be =B6*$B$3.

6. Press Ctrl + Enter. The address needs to be absolute because cells C7 and C8 will
also use the same rate from cell B3 in their formulas.

7. Use the AutoFill handle to copy the formula in cell C6 down through cell C8.

8. Select cell G6. Click AutoSum .. The formula is displayed as =Sum(B6:F6). Cell B6
contains the miles traveled which are not an expense. The formula should start with
column C.

9. Inthe formula change B6 to C6 and then press Ctrl + Enter.
10.  Use the AutoFill Handle to copy the formula in cell G6 down through cell G8.

11.  We need to know the dollar difference between the 2nd quarter in 2015 and the
same quarter in 2014. In cell 16 enter the formula =G6-H6 and then press Cirl +
Enter.

12.  Use the AutoFill Handle to copy the formula in cell 16 down through cell I8.

13. Divide the 2015 totals by the 2014 totals by entering the formula =(G6/H6)-1 in
cell J6. Press Ctrl + Enter.

14.  Use the AutoFill handle to copy the formula in cell J6 down through cell J8.

15.  We want to convert the decimal values in cells J6:J8 to a percent. Select cells
J6:J8, and then select the Home tab and the % button in the Number group. Cells
J6:J8 are displayed without any decimal positions.

16. Change the cells so that they appear with two decimal positions by clicking two

.0
times on the increase decimal button ‘-POO.Your worksheet should appear as
shown in Figure 7-70.
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| A | B | e I e [ | F I G A S H IS I ||
1] Second Quarter (April-June) 2015 Travel Expense Report
2 .
3 |Reimbursement Per Mile 0.6
4 4

Miles Misage Hotels Meals Entertainment Q2 Q2 S diff % diff

5 Expense 2015 2014
6 |George Traveller 3575 2145 3775.5 185.76 300 6406.26 10385 -3978.74| _-3_8‘31%_
7 |Johnny Sales 4000 2400 3209.85 205 175 5989.85 9375.15 -3385.3 '36'11%.
8 |Marten Moonlighter 5900 3540 4205.85 421.3 1275 9442.15 15929.53 -6487.38 -40.73%‘

Figure 7-70. Add two decimal positions to the cells in the range J6:]J8

17.  Press Cirl + ~ to view all the formulas on the worksheet. Press Ctrl + ~ again to
return to normal view.

Mixed Cell References

Mixed cell Referencing is a mixture of relative cell referencing and absolute cell referencing. Mixed cell
referencing is when the row is fixed but the column is relative (the formula will be automatically adjusted to
the column where the formula is being copied to) or vice versa.

Remember, in absolute cell referencing a dollar sign is placed in front of both the column and row to
lock them both. Mixed cell references look like those in Table 7-4.

Table 7-4. Mixed Cell References

Cell Address  Description

$A4 The column remains the same, but the row can change when the formula is copied to
another location.
A$4 The column can change when the formula is copied to another location, but the row

remains the same.

The dollar signs can be typed directly into the cell address or you can place your cursor anywhere in the
cell address or one position to the left or right of it and then press F4. This will create an absolute address
by placing dollar signs in front of both the column and row such as $A$4. Pressing F4 a second time places
the dollar sign in front of just the row, such as A$4. Pressing F4 a third time places the dollar sign in front of
the column, such as $A4. Pressing F4 a fourth time removes the dollar signs thus returning the address to a
relative address.

Mixed cell referencing can best be illustrated by creating a table.
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EXERCISE 7-8: MIXED CELL REFERENCING

In this exercise we will create a multiplication table that looks like Figure 7-71. The table could
represent the multiplication tables for numbers 1 through 7 or it could represent square feet, the result
of multiplying length * width.

0O ~N O W N -

B C D E F G H

1 2 3 4 5 6 7
1 1 2 3 4 5 6 7
2 2 4 6 8 10 12 14
3 3 6 9 12 15 18 21
4 4 8 12 16 20 24 28
5 5 10 15 20 25 30 35
6 6 12 18 24 30 36 42
7 7 14 21 28 35 42 49

Figure 7-71. Multiplication table
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Create a new worksheet. Name the worksheet “Mixed.”
Enter a 1 in cell A2. Enter a 2 in cell A3 and then press Cirl + Enter.

Drag across cells A2 and A3. Use the AutoFill Handle to copy the pattern down
through row 8.

Entera 1in cell B1. Enter a 2 in cell C1 and then press Ctrl + Enter

Drag across cells B1 and C1. Use the AutoFill Handle to copy the pattern across
through column H.

Bold the values you entered and give them a background color to distinguish them.
Enter =A2*B1 in cell B2. Press Cirl + Enter.

Drag the AutoFill Handle down through cell B8. Now drag the AutoFill Handle to the
right to cell H8. Expand the width of the columns so that you can see all the cell
data. See Figure 7-72.
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T B ¢ [0 E E G

1 1 2 3 a 5 6 7
2] 1 1 2 6 24 120 720 5040
3 2 2 4 24 576 69120 49766400 2.51E+11
4 3 6 24 576 331776 2.29E+10 1.14E+18 2.86E+29
5 a 24 576 331776 1.1E+11 2.52E421 2.88E+39 8.25E+68
6 5 120 69120 2.29E+10 2.52E+21 6.37E+42 1.84E+82 1.5E+151
7 6 720 49766400 1.14E+18 2.88E+39 1.84E+82 3.4E+164 #NUM!
8 | 7 5040 2.51E+11 2.86E+29 8.25E+68 1.5E+151 #NUM! ~ #NUM!

Figure 7-72. Results of multiplication using relative cell addressing

This is definitely not the results we wanted. We wanted the spreadsheet to look like Figure 7-71.

9. Press Ctrl + ~ to see the formulas. Your formulas should look those in Figure 7-73.
Looking at the formulas we can see that the columns have changed from the original
formula to adjust for the current column and the row address has changed to adjust
for the current row.

A B c P | E | °F G -
1 1 2 3 a 5 6 7

2 1 =A2*B1  =B2°C1  =C2°D1 =D2°El =E2*F1  =F2°Gl  =G2*Hl
3 2 =A3*B2  =B3*°C2  =C3*°D2 =D3*E2  =E3*F2  =F3°G2  =G3°H2
a3 =A4*B3  =B4*C3  =C4°D3 =DA"E3  =E4"F3  =F4"G3  =GA4"H3
5 4 =AS*B4  =B5'C4 =C5°D4 =DS'E4 =E5'F4  =F5'G4  =G5°H4
65 =A6*BS  =B6*C5  =C6°D5S =D6"ES  =E6°F5  =F6°GS  =G6°HS
706 =A7"B6  =B7"C6 =C7°D6 =D7°E6 =E7'F6  =F7*G6 =G7"H6
8 |7 =A8*B7  =B8*C7  =C8°D7 =D8%E7 =E8'F7 =F8'G7 =G8*H7

Figure 7-73. Formulas used in multiplication table

When creating a mixed cell reference, you need to determine if it is the rows or columns in the formulas
that should remain constant. In our example we want all of the formulas to use column A. Therefore, we
want the formula to lock in Column A. We need to make the first address in the formula in cell B2 $A2.
Placing a $ in front of just the A will lock in the column but still allow the row in the formula to change to
the current row.

We want all the formulas to use only row 1 but we want the column portion of the formula to change
to the current column. Therefore we need to lock in row 1 in the second address in cell B2. Thus the
formula we need to use in cell B2 is =$A2*B$1.

10. Double-click the address A2 in cell B2. Press F4. The address should now be $A$2.
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11.  Press F4 again. The address is now A$2. Press F4 again. Your address should now
be $A2.

12. Double-click the address B1 in the formula. Press F4 twice. Your address should be
B$1. Press Ctrl + Enter.

13. Drag the AutoFill Handle down through cell B8. Now drag the AutoFill Handle to the
right to cell H8. Your formulas should look those in Figure 7-74. You can see that
only column A was used in the formulas for the first cell address and only row 1
was used in the second cell address.

A B | C _ D _ E F G H

g 2 3 4 5 6 7

=SA2*BS1 =SA2*CS1 =SA2*DS1 =SA2*ES1 =SA2*FS1 =SA2*GS1 =SA2*HS1
=SA3*BS1 =SA3*CS1 =SA3*DS1 =SA3*ES1 =SA3*FS1 =SA3*GS1 =SA3*HS1
=SA4*BS1 =SA4*CS1 =SA4*DS1 =SA4*ES1 =SA4*FS1 =SA4*GS1 =SA4*HS1
=SA5*BS1 =SAS5*CS1 =SA5*DS1 =SAS*ES1 =SA5*FS1 =SA5*GS1 =SA5*HS1
=SA6*BS1 =SA6*CS1 =SA6*DS1 =SA6*ES1 =SA6*FS1 =SA6*GS1 =SA6*HS1
=SA7*BS1 =SA7*CS1 =SA7*DS1 =SA7*ES1 =SA7*FS1 =SA7*GS1 =SA7*HS1
=SA8*BS1 =SA8*CS1 =SA8*DS1 =SA8*ES1 =SA8*FS1 =SA8*GS1 =SA8*HS1

N s wN e

00 N A WM

Figure 7-74. Formulas using mixed cell referencing

14. Press Ctrl + ~ to return to the results of the formulas. Your data should look like the
table in Figure 7-75.

4 5 6 7

|

||

8 10 12 14
12 15 18 21
12 16 20 24 28
10 15 20 25 30 35
12 18 24 30 36 42
14 21 28 35 42 49

|
O o NN
w W W

'

0N Bs W N =
N AR W N e
N OB WN B e

i

Figure 7-75. Results of multiplication table

You have created formulas using absolute and mixed cell references. Knowing how and when to use
these are very important if you want to become a skilled Excel user. Improper use of cell references is one of
the mistakes new Excel students make most often. You should always review your formulas and their results
before relying on those results.
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Order of Precedence

The order of precedence is a set of predefined rules that determines the order in which operations in a
formula will be performed. Looking at the formula below it is difficult to know which operation to perform
first.

= 342%18 /-3"2 - 2
Excel follows the normal Mathematical order of precedence also known as the order of operations.
If an expression contains operators with the same precedence, they are evaluated from left to right. Placing

portions of the expression within parentheses allows you to control the order in which the operators are
evaluated. Excel performs mathematical operations in the order shown in Table 7-5.

Table 7-5. Order of Precedence

Operator Description Precedence
0) Within parentheses 1
- Unary operator (negative sign) 2
% Percent 3
A Exponentiation 4
* Multiplication 5
/ Division 5
+ Addition 6
- Subtraction 6

Now that you know the order in which operations take place, you can use this knowledge to determine
the outcome of this formula.

=3+2%18/-3"2-2

Negative numbers are evaluated first then Exponents. The expression is now equivalent to the
following:

=3+2%18/9-2

Multiplication and division have the same level. Since the multiplication is to the left of the division, it is
done first. The expression is now equivalent to the following:

=3+36/9-2
The division is performed next:
=3+4-2

Addition and Subtraction have the same precedence. Since the addition is to the left of the subtraction,
it is done first.
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=7-2

The subtraction is done next giving a result of 5.

The normal operator precedence can be overridden by putting parentheses around the operations
you want performed first. If you have parentheses within parentheses, the operation in the innermost
parentheses is performed first.

The formula could have been made clearer by the use of parentheses as in the formula that follows:

=3+((2*18)/(-32))-2

Summary

All formulas in Excel must start with an = sign.
Formulas can be entered in one of three ways:

e  Typing directly into a cell

e  C(licking the cells you want to reference in the formula separated by mathematical
symbols

e  Using your arrow keys to select the cells you want to reference separated by
mathematical symbols

Excel follows the normal mathematical order of precedence. Be sure to use parentheses to make sure
your mathematical operations are performed in the order you want them to be.

Excel has an Auto button that has the aggregate functions Sum, Average, Count, Min, and Max. You
don’t need to enter the function to use one of these often used functions. Just select the cells above or to the
left of where you want to place the result and then select the function you want to use by clicking the down
arrow to the right of the AutoSum button.

You can assign a name to a range of cells. This can make your formulas easier to read and understand.

There are three places where you can name a range:

e  Name Box
e  Define Names dialog box
e Name Manager

Press Ctrl + ~ to display all of the functions on your worksheet. You can print your worksheet with the
formulas displayed. Press Ctrl + ~ again to display the results of your functions rather than the functions
themselves.

You can copy your formulas using the Autofill Handle. Any addresses used in your formulas will
automatically adjust in the copied cells. Addresses that adjust are called relative addresses. You can lock
an address in a formula so that it will not adjust when being copied. A locked address is called an absolute
address. The dollar sign is used to lock a row or a column. Press F4 to place a dollar sign in front of the row
and column. If you lock only a row or only a column in an address it is called a mixed cell address.

You can select your named ranges and constants from a list by pressing F3.

You can place the names you assigned to ranges along with the range addresses in your worksheet by
clicking the down arrow to the right of Use in Formula and then selecting Paste Names. This creates good
documentation for your worksheet.
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Excel’s Pre-existing Functions W,

This chapter covers some of the most used functions that allow you to do such things as sum values only if
they meet certain conditions, something based on whether a condition is true or not, determine the number
of days between dates, get the current date and time, and so on. You will learn how to enter functions
manually or by using the Function wizard.

After reading and working through this chapter you should be able to

e (Create a nested function

e  Use the Function wizard

e  Find the number of days between two days

e  Sum arange of values based on no conditions, one condition, or multiple conditions
e  Getthe month, day, or year from a date

e Display different values based on whether a condition is true or false

e  Gettheinteger portion of a decimal value

e  Get the current date and time and use them in formulas

Excel’s Built-in Functions

Excel has lots of predefined built-in formulas which are called functions. Each function has a unique name.
The functions are grouped into categories. The function categories are located on the Formula tab’s Function
Library group. Additional categories are available by clicking the More Functions button. See Figure 8-1.
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Jx

Insert
Function -

2

AutoSum Recently Financial Logical

S e SRR JE

Text Date & Lookup & Math & Mcu'e%

Used ~ v v ~  Time~ Reference~ Trig~ [Functions~ -
Function Library I, Statistical >
PR Engineering »
IR, Cube »

© Information »
[ Compatibility »
* Web >

Figure 8-1. Excel functions are categorized

Table 8-1 describes the main built-in functions.

Table 8-1. Function Categories and Their Descriptions

Function Category Function Description

AutoSum The AutoSum drop-down arrow displays the “Auto” functions. These are the exact
same functions we looked at previously, and they are available on the Home tab
in the editing group. These functions can return the sum, average, count, highest
value, and lowest value for a range of cells.

Compatibility These are functions that have been kept for compatibility with previous versions of
Excel. These functions have all been replaced with newer functions, so unless you
need backward compatibility you should not use them.

Cube These functions return values from analysis of multidimensional data sets used in
databases.

Date & Time Functions for dealing with days, dates, and times

Engineering Functions for engineering calculations

Financial Functions dealing with loans, investments, interest, depreciation, future
values, etc.

Information Functions that help you determine the type of data that exists in a cell

Logical Logical functions are used primarily in comparisons in which the result would be
True or False.

Lookup & Reference  Excel's Lookup & Reference functions can be used to simplify finding values in a
list or data table or finding the reference of a cell.

Math & Trig Functions used for performing simple and complex mathematical calculations

Statistical Functions that perform statistical analysis on ranges of data

Text Functions that manipulate text strings

Web Gets data from a web service.

266



CHAPTER 8 * EXCEL'S PRE-EXISTING FUNCTIONS

The Recently Used button is not really a category. It displays the last ten functions that you have used.
This creates a quick way to jump to some of the functions you probably use most often.

Function Construction

Each category consists of separate functions that relate to their category. Figure 8-2 shows some of the
Logical functions.

Logical

v

AND
FALSE

IF b

IFE

IFN -
Checks whether a condition is met, and

NC returns one value if TRUE, and another
value if FALSE.

OR

TRI 0 Tell me more

IF(logical_test,value_if_true,value_if_false)

XOR

fx Insert Function...

Figure 8-2. Logical functions

Moving your cursor over a function provides a tool tip. The tool tip provides a description of the
function and its syntax. Each function has its own particular syntax. Syntax is the rules for how a function
can appear in a cell. Functions usually contain arguments. Arguments are the values that are passed to the
function to work on. There are three arguments for the IF function (logical_test, value if true, and
value if false).Arguments are always separated by commas. You would enter values or cell addresses for
the arguments. Clicking Tell me more will provide more help.

An example of an IF function is =IF(C3>25000,C3*6%,C3*5%). The IF function will be fully explained
later in this chapter. Now that we have looked at how a function is created we will look at the functions that
you are likely to use the most often.

Functions That Sum Values

There are three functions for summing cell values. Table 8.2 describes them.
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Table 8-2. Descriptions for Summing Functions

Function Description

SUM Sums a series of values without testing for any conditions.

SUMIF Used to sum values provided that they meet a condition that you specify.
SUMIFS Used to sum values only if multiple conditions are met.

SUM Function

We will look how a SUM function is constructed. The SUM function is one of the Math & Trig functions. The SUM
function, used for adding a group of values, is the most used function. The SUM function should be familiar to
you, because when you use AutoSum you are running the SUM function.

The Syntax for the Sum function is:

=SUM(number1, [number2], [number3]. . .)

Function names are written in all capital letters; however, they are not case sensitive. You could enter
the function name in small letters. If you enter a function in small letters Excel will change it to all caps.

Function names are followed by a set of parenthesis. If the function requires arguments, they are placed
within the parenthesis. The SUM function has the arguments number1, number2 and number3. The arguments
number2 and number3 are placed within square brackets. Arguments placed within square brackets are
optional. The three dots (ellipsis) after the last argument mean that this is not the end of the list. You could
actually place any number of arguments within the parenthesis of the SUM function.

Excel is very helpful when entering a function. As we saw in Chapter 7, entering a function in a cell
starts by entering an = sign followed by the name of the function. As you type the letters of the function, Excel
narrows down the function choices based on the letters you have entered so far. See Figure 8-3.

=su

@m Replaces existing text with new text in a text string
@ SUBTOTAL

@ sum

@ sumiF

@ sumiFs

@ sumpPrODUCT
@ sumsQ

@ sumxamy2
@ sumxapy2

@ suMxmy2

Figure 8-3. As you type the letters of a function, Excel helps find a function that starts with those letters

Clicking a function name brings up a description of what that function does.

After you have entered enough characters to narrow down the function to the one you want, press the
Tab key. Excel will place a left parenthesis after the function name and it will bring up a tool tip to help you
with entering the function. The first argument is highlighted in the tool tip. See Figure 8-4.
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=SUM(
SUM(numberl, [number2], ...)

Figure 8-4. First argument is highlighted

After entering the first argument and a comma (23, in this example), the second argument becomes
highlighted in the tool tip and a third argument option is displayed. See Figure 8-5.

SUM(numberl, [number2], [number3], ...)
Figure 8-5. Second argument is highlighted

Every time you enter another argument, an additional argument appears in the tool tip. See Figure 8-6.

]=SUM(23,%5,

SUM(numberl, [number2], [number3], [numberd], ...)
Figure 8-6. Additional argument is added to tool tip

If you need to change one of the arguments you entered, click the argument in the tool tip. This will
select the argument in the function and then you can make your changes. See Figure 8-7.

|=SUM(23,25,18
SUMt’numiErl [number2], [number3], [numberd], ...)

Figure 8-7. Click an argument in the tool tip, to select that argument in the function

You do not need to enter a comma after the last argument. It also is not necessary to enter the closing
parenthesis. When you accept the entry Excel will automatically enter the closing parenthesis for you. The
result returned by the function will display in the cell where you entered the function. The complete function
will display in the function box. See Figure 8-8.

S || =SUM(23,25,18)

F G H

66

Figure 8-8. Result of function appears in the cell. The formula for that cell displays in the Formula bar
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Single values entered in a formula are called constants. A constant is a value that does not change.

The entry for an argument doesn’t have to be individual values like those we have entered in the SUM
function. The SUM function can also use range names, individual cell references, and cell ranges for its
arguments. What can be entered for each argument depends upon the function used. Table 8-3 shows
several examples of the SUM function with different arguments.

Table 8-3. The SUM Function with Different Arguments

Function Description

=SUM(3,5,8) Adds the individual values 3, 5 and 8 giving a result of 16
=SUM(Sales) Adds the values in the range named Sales
=SUM(B3:B9) Adds the values in the range B3 to B9

If you wanted to sum the cells in the range C5 to C10 on a different worksheet named “Purchases,” you
would enter the formula as shown in Figure 8-9.

Function
Name Cell Range

. v

=SUM(Purchases!C5:C10)

WorkSheet Name

Figure 8-9. Using the SUM function to sum a range on a different worksheet

You could type Purchases! or you could click the worksheet named Purchases and Excel would enter
the name along with the exclamation point in the formula for you.

If you only wanted to add the values in column C, then you could use the shortcut method C:C. The
formula could be written as =SUM(Puxchases !C:C)

Using the Insert Function Option

As we discussed in Chapter 7, clicking the Insert Function button in the Function Library group brings up
the Insert Function dialog box See Figure 8-10.
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Insert Function ?

Search for a function:

‘Type a brief description of what you wantto doandthen | | Go
| click Go |-
Or select a category: | Logical %
Select a function: ::,m Recery tUsed
Financial ~
Date & Time
Math & Trig
Statistical
Lookup & Reference
Database
OR Text v
AND(logicalt, Information
Checks whether all a|User Defined Vv pll arguments
are TRUE.

Help on this function | Cancel

Figure 8-10. Insert Function dialog box

Clicking the down arrow for the Or select a category list box brings up the same categories that are
available in the Function Library group. The only additional category here is the All category. If you don’t
know the category for the function you want to use, clicking the All category will bring up every function
from every category in alphabetical order. The syntax and description for each function appears as you click
the different functions,

A primary reason for using the Insert Function option is for its search capability. You can type a
description of what you want a function to do into the search text box and then click the Go button. Excel
will provide a list of functions that may meet your needs. In Figure 8-11, “find the largest number” was
entered for the search. Excel returned with a list of functions that would meet that criterion. It would be up
to you then to decide which one in the list best meets your needs.
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Insert Function

Search for a function:

Ifind the largest number ‘ . Go

Or select a category: ' Recommended

Select a function:

MAXA(valuei,value2,...)
Returns the largest value in a set of values. Does not ignore logical values
and text.

Help on this function

Figure 8-11. Enter what you want to do in the Search for a function text box and then Excel attempts to find a

Jfunction that meets your needs

EXERCISE 8-1: USING THE SUM FUNCTION

We will add three columns of numbers using the SUM function.

1. Create a new workbook. Enter the data in Figure 8-12 into a worksheet. Name the
worksheet “Sum.”

4 A U S (N N | (NN ) S | [ S | I E |
1] Store A Store B Store C

2 | Qtr1 Qtr2 Qtri Qtr2 Qtr1 Qtr2

3 | 125 200 900 776 500 400

4 | 500 400 300 400 400 385

5| 700 600 200 425 300 275

6 800 750 100 180 200 192
7 —

8 |TotalQtr1l

9 |Total Qtr2

Figure 8-12. Enter your data in a worksheet in this format
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2. Click inside cell B8. On the Formulas tab in the Function Library group click the
Insert Function button.

3. Enter add numbers in the Search for a function box. Press Enter or click the
Go button. Click SUM in the Select a function list box. Click the OK button. See
Figure 8-13.

Search for a function:

add numbers

Or select a category:  Most Recently Used

Select a function:

Adds all the numbers in a range of cells.

Figure 8-13. Searching for a function

4. The Function Arguments dialog box opens. Move the dialog box if it is covering
the numbers in your worksheet. An entry box appears for each required argument.
Click inside the Number1 box. Required arguments are bolded. Number1 is the only
required argument for the Sum function. See Figure 8-14.
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Function Arguments ? KN
SUM
Numbert | B3:87 | = 200:400:600;750;0)
Number2 EI = number

Values in the range

Current Result —_—

Adds all the numbers in a range of cells.

= 1950

Numberi: numberl,number2,... are 1 to 255 numbers to sum. Logical values and
text are ignored in cells, included if typed as arguments.

Formula result = 1950

Help on this function Cancel

Figure 8-14. Excel assumes you want to add the cell range B3:B7 and enters the range for the first argument

Argument Number1 contains the range B3:B7 because it is attempting to add the values above it. The
values being summed are displayed to the right of the Number1 box. It includes the 0 for cell B7. This
doesn’t affect the current total, which as you can see is 1950.

5. Drag across cells A3:A6. The values from this range are displayed as well as the
current sum. See Figure 8-15.

Function Arguments ?
SUM
Numberi | A3:A6 FRa| = {125;500;700;800}
Number2 %G| = number
= 2125

Adds all the numbers in a range of cells.

Numberi: numberl,number2,... are 1to 255 numbers to sum. Logical values and
text are ignored in cells, included if typed as arguments.

Formula result = 2125

Help on this function Cancel

Figure 8-15. Excel sums the values in the range A3:A6
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6. The Collapse Dialog E?_. buttons can be used to collapse the window when it is

blocking the data you need to use. Click inside the Number2 box. Click the i"?_]
button to the right of the Number2 box. The window collapses to a single box for
the current argument. Drag across cells C3:C6. See Figure 8-16. When you have

finished your selection click the Expand Dialog button to expand the window
back.

Function Arguments i x|

C3:C6 gl

Figure 8-16. Collapsed Window

7. The Number3 argument has been added to the window. Click inside the Number3
box. The Number4 argument has been added. Drag across cells E3:E6. Figure 8-17
displays the result. Click the OK button.

Function Arguments N x|
SUM
Number! | A3:A6 BRi| = {125;500;700;800}
Number2 | C3:C6 F%| = {900;300;200;100}
Number3 |E3:E6 E&:| = {500;400;300;200}
Number4 | = number
= 5025

Adds all the numbers in a range of cells.

Number3: numberi,number2,... are 1 to 255 numbers to sum, Logical values and
text are ignored in cells, included if typed as arguments.

Formula result = 5025

Help on this function Cancel

Figure 8-17. Additional arguments were added. The first three arguments have been added and the result is
5025

The result is placed in cell B8.

Using the same steps see if you can get the answer for cell B9.
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You have learned how to add all of the values in a single range or in multiple ranges at the same time.
What if you only want to add only some of the values in a range such as expenses, but only if they are
entertainment expenses? You'll see how to do this in the next section.

SUMIF—Adds the Cells That Meet a Specified Criteria

The SUMIF function is used for summing a range of values provided that they meet a condition that you
specify in the criteria argument. The SUMIF function only works if you are basing your summing on a single
criterion. If you need to base it on more than one criterion you will need to use the SUMIFS function, which is
covered in the next section.

The syntax for the SUMIF function is:

SUMIF(range, criteria, [sum range])

Argument descriptions are

range is the cells that you are basing your criterion on. The range contains the
values that will be checked by the criteria to determine if they are to be included
in the sum.

criteriais the condition that must be met if a value is to be included in the sum.
If the condition contains any text, logical or mathematical symbols it must be
enclosed in double quotation marks. Quotation marks are not necessary if the
criterion is just a number.

[sum_range] is optional. If this optional range is used then it will be this range
that contains the cells to be summed rather than the range in the first argument.
The criteria will still be based on the first range argument.

Using SUMIF with the Required Arguments

Figure 8-18 contains a range of values that need to be summed, but we only want to sum those items whose
value is greater than 900. There are only two values greater than 900 in the range B1:B6: 1100 and 1500.

A B
1 1100
2 800
3 400
4 900
5 500
6 1500
Total of items with
7 |values greater than 900

Figure 8-18. The values that are greater than 900 will be summed
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The arguments used in the formula for summing the values greater than 900 are
B1:B6 is the range of values that the criteria will be based on.

">900" is the criteria. Since the criterion contains something other than just a
number it must be enclosed in double quotes.

The complete formula is =SUMIF(B1:B6,">900").
We will place this formula in cell B7. The result of adding 1100 + 1500 is 2600. See Figure 8-19.

A B
1100
800

N =

900
500
1500

(o )RRV, BN N VY

Total of items with
values greater than 900 2600

~J

Figure 8-19. Result of SUMIF function

Figure 8-20 shows a list of items and their prices. We only want to sum those items whose price is
exactly 99 cents. The formula entered into cell B10 is =SUMIF(B2:B8,0.99). Since we are only summing those
values which are exactly .99, there is no need for any additional logical symbols because the equal sign is
optional. Because the criterion is only a number, it does not need to be placed within double quotes.

A B

1 Item Price

2 |pencils 0.99
3 tablet 0.99
4 |stapler 4.95
5  printpaper 5.95
6 |paper clips 0.99
7 |staples 1.95
8 black marker 0.99
9

10 |Total 99 cent items 3.96

Figure 8-20. Sum of the four .99 prices
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Using the Optional sum_range Argument

When using the optional sum_range argument you base your criteria on a different range of cells than those
that you are summing.

We want to find the total number of males and females in a high school. Figure 8-21 shows the
worksheet for this. The worksheet uses separate formulas for determining the number of males and females.
The arguments used in the formula for determining the number of males are:

B2:B9 is the range that the criteria will be based on.
"“M" is the criterion

C2:(9 is the sum_range. The range of the cells that will be summed, if the
criterion is met.

A B C
1 Class Gender Count
2 Freshman M 31
3 |Freshman F 28
4 Sophmore M 25
5 Sophmore c 29
6 Junior M 33
7 Junior F 35
8 Senior M 28
9 Senior F 27
10
11 Total Males 117 @ =SUMIF (B2:B9,"M",C2:C9)
12 |Total Females 119 e =SUMIF (B2:B9,"F" ,C2:C9)

Figure 8-21. Result of SUMIF functions

The formula entered in cell C11 is
=SUMIF(B2:B9,"M",C2:C9)

The only difference in the formula for computing females is the criterion which is "F".
The formula entered in cell C12 is

=SUMIF(B2:B9,"F",C2:C9)

SUMIFS—Adds the Cells That Meet Multiple Criteria

The SUMIFS function is similar to the SUMIF function except that the SUMIFS function is used to sum values
only if multiple conditions are met rather than a single condition.
The syntax for the SUMIFS function is:

SUMIFS(sum_range, criteria rangel, criterial, [criteria range2, criteria2], . . .)
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Argument descriptions are

sum_range is the cells that you are basing your criteria on. The range contains the
values that will be checked by the criteria to determine if they are to be included
in the sum.

criteria_rangel is the first range in which to evaluate the associated criteria.

criterialisthe condition that defines which cells in the criteria_range1
argument will be added.

Criteria_range2, Criteria2,. . . Youcanadd asmany as 126 additional
ranges and their associated criteria.

Figure 8-22 shows a company’s bank deposits along with the date of each deposit for its different
branches. We want to sum the bank deposits in column B but only if the following conditions are met:

e Itisnota Hobart office.
e  The amount of the deposit has to be at least 20,000.

e  The date of the deposit has to be 03/12/2010 or later.

A B C
1 Office Deposit  Date of Deposits
2 Fort Wayne 25538.25 3/10/2010
3 Indianapolis 35694.24 3/11/2010
4 Hobart 8950 3/11/2010
5 Merrillvile 29875.14 3/25/2010
6 Fort Wayne 19808.75 4/1/2010
7 Merrillvile 29305.4 4/9/2010
8 Hobart 22815.08 4/27/2010
9 Fort Wayne 17640.72 5/1/2010
10 Indianapolis 17489.95 5/28/2010
11 |Fort Wayne 24382.25 6/4/2010
12
13 83562.79

Figure 8-22. Result of SUMIFS function
The formula that will add the deposits that meet our criteria is:
=SUMIFS(B2:B11,A2:A11, "<>Hobart",B2:B11,">=20000",C2:C11,">=03/01/2010")

The arguments used in the formula for summing the bank deposits are as follows:

B2:B11is the sum_range. This range contains the values we want to sum if they
meet our criteria
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We only want the branches that are not Hobart.

e A2:A11isthe criteria_rangel.

e  "<Hobart"iscriteriai.

The amount of the deposit has to be at least 20,000.
e B2:Bilisthecriteria_range2.

e  ">=20000"is criteria2.

The date of the deposit has be 3/12/2010 or later.

e (2:Ci1isthecriteria_range3.
e  ">=03/12/2010"is criterias.

Figure 8-23 highlights the rows that meet all the criteria. They are the only deposits that meet all three
criteria of (1) not being a Hobart branch, (2) having a deposit greater than or equal to 20000, and (3) having
been deposited on or after 3/12/2010. The result of adding the deposit for these three rows is 83562.79

A B C

1 Office Deposits Date of Deposits
2 |Fort Wayne 25538.25 3/10/2010
3 Indianapolis 35694.24 3/11/2010
4 |Hobart 8950 3/11/2010
5 Merrillville 29875.14 3/25/2010
6 Fort Wayne 19808.74 4/1/2010
7 Merrillville 29305.4 4/9/2010
8 Hobart 22815.08 4/27/2010
9 |Fort Wayne 17640.72 5/1/2000
10 |Indianapolis 17489.95 5/28/2010
11 Fort Wayne 24382.25 6/4/2010
12

13 83562.79

Figure 8-23. Rows that meet the SUMIFS criteria are highlighted

Using a Cell Address Rather Than a Cell Value for a Criteria

If you are checking if an item is equal to a value in the criteria range you can specify a cell address that
contains the value of that item for the criteria. In Figure 8-24 we want to sum the attendees if they took an
Excel class in Fort Wayne. Cells E2 and F2 can be used for the criteria because they contain the values to be
checked against the criteria range.
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A B C

1 Office Class Attendees

2 [Fort Wayne Excel 25
3 |Fort Wayne Excel 30
4 |Fort Wayne Word 28
5 |Merrillville Word 18
6 Fort Wayne PowerPoint 14
7 |Merrillville Excel 19
8 |Hobart PowerPoint 22
9 |FortWayne |Excel 21
10 |Indianapolis  |Excel 20
11 Fort Wayne Word 17

CHAPTER 8 * EXCEL'S PRE-EXISTING FUNCTIONS

D E F G H |
Office Class  Total Attend
|Fort Wayne |Excel |=SUMIFS(C2:C11,A2:A11,E2,B2:B11,F2

SUMIFS(sum_range, criteria_range], criter

Figure 8-24. The criteria for SUMIFS is in cells E2 and F2

Figure 8-25 shows the formula entered in cell G2.

=SUMIFS (C2:C11, A2:

Range to sum

Figure 8-25. Breaking down the SUMIFS formula

A

Al11,E2,B2:B11,F2)
A

A

Criteria Range 1

Criteria 1

A A

Criteria Range 2

Criteria 2

Handling Empty Cells in SUMIFS Functions

The worksheet in Figure 8-26 totals the values for items that have been completed but haven'’t yet shipped.
The two criteria that will be used for the SUMIFS arguments will be those items whose Date Completed is not
blank and whose Date Shipped is blank. The figure highlights those items that meet both criteria.
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A B C D E

1 | Prod ID Date Ordered Date Completed Date Shipped Value

2 |SN1234 5/27/2015 6/8/2015 6/15/2015 575
3 |AB2397 6/4/2015 6/14/2015 800
4 |SN1234 6/8/2015 670
5 |AB4823 6/21/2015 10/26/2015 11/1/2015 1025
6 DC3214 6/30/2015 400
7 |DC3214 7/1/2015 9/3/2015 10/7/2015 385
¢ KR1285 7/11/2015 11/17/2015 377
9 |DC3872 7/14/2015 432
10 |KR1285 7/16/2015 11/4/2015 175
11 1352

Figure 8-26. Rows are highlighted where the items have been completed but not shipped

The criteria are as follows:

The criteria for the Date Completed cells is "<>"

The criteria for the Date Shipped is "" (two quotes together test for a blank)

The formula entered in cell E11 is =SUMIFS(E2:E10,C2:C10,"<>",D2:D10,"").

Note When testing a criteria range for blanks the cells must be real blanks and not the result of a formula
that had no result.

IF—Returns Different Values Depending upon If a Condition
Is True or False

The IF function returns different values depending upon whether a condition is true or false.
The syntax for the IF function is:

IF(logical test , [value if true], [value if false])

Argument descriptions are
logical test is the condition being tested.
[value_if true] if the condition being tested is true, then perform this step.
[value_if false] if the condition being tested is false, then perform this step.

If the condition being tested is true, what is in the value_if true argument will be used; otherwise
whatis in the value_if false argument will be used.
Let’s say that the value in cell A2 is 20. If you place the following formula in cell Al

=IF(A2=20,"Equal 20","Not equal 20")
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then cell A1 will display Equal 20. If you change the value in cell A2 to 19, then the value in cell A1 will
change to Not equal 20.

EXERCISE 8-2: USING THE IF FUNCTION

We need to determine the Gross Pay for each of our employees. If an employee works over 40 hours he
will receive overtime pay at 1.5 times the normal rate. The Gross Pay will be computed by adding an
employee’s regular pay and overtime pay.

An IF function will be used to compute the employee’s regular pay; another IF function will be used to
compute his or her overtime pay.

If an employee works 40 hours or less, his regular pay and his gross pay would be the hours he worked
times his pay rate.

If an employee works 40 hours or more, then his regular pay will be 40 hours times the pay rate. The
hours the employee worked in addition to the 40 hours will be used for determining overtime pay. If we
assign names to our ranges, the formula needed to compute regular pay is =IF(hours>40, 40*rate,
hours*rate).

We take 40 * rate if the condition (hours >40) is true and hours * rate if the condition is false.

To compute the OT (overtime pay) we will again need to test if the hours worked is greater than 40.

If the hours are greater than 40 we will need to take the number of hours worked minus 40 to get the
overtime hours. The overtime hours will be multiplied by the pay rate times 1.5. If the hours worked are
40 or less, then the overtime will be 0.

Figure 8-27 shows the formula to compute the overtime pay.

=IF hours > 40, (hours - 40) * (rate *1.5), 0)

logical test value_if_true value_if_false

Figure 8-27. The overtime pay formula

1. Enter the data in Figure 8-28 in a new worksheet. Name the worksheet “Payroll.”

A _ B _ G _ D E _ F
| EmpID Hours Rate Regular Pay oT Gross Pay
(G125 38 9.75
G232 40 10.25
G238 40 10.75
‘R114 43 11.15
|R116 48 10.95
'R119 56 12.18
15202 40 15.05

Figure 8-28. Enter this data in a new worksheet named Payroll
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2. Select the range B1:E8, as in Figure 8-29.

0 N B WN =

Figure 8-29. Select range B1:E8

3. On the Ribbon click the Formula tab. In the Defined Names group click the Create
from Selection button. Select Top row from the Create Names from Selection
dialog box. See Figure 8-30.

Create names from values in the:

(V] Top row
[] Left column

[] Bottom row

[JRight column|

Figure 8-30. Select Top row in the Create Names from Selection dialog box

4. Type this formula in cell D2: =IF (hours >=40,40*rate,hours*rate). Press the
Tab key.

5. Type this formula in cell E2: =IF (hours > 40, (hours - 40)*rate* 1.5,0).Press
the Tab key.

6. Type this formula in cell F2: =Regular Pay+OT. Press the Enter key.

7. Select the range D2:F2. Drag the AutoFill Handle down through row 8. Figure 8-31
shows the result.
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Emp ID

1

2 |G125
3 G232
4 G238
5 R114
6 R116
7 |R119
8 5202

A

B
Hours

38
40
40
43
438

56
40

C
Rate

9.75
10.25
10.75
11.15
10.95
12.18
15.05

D
Regular Pay
370.5
410
430
446
438
487.2
602

Figure 8-31. Result of copying formulas with AutoFill Handle

8.

Emp ID

1

2 G125
3 G232
4 G238
5 |[R114
6 R116
7 'R119
8 15202

Figure 8-32. Result of formatting the range D2:F8 as Accounting

[a)
)

We need to change the Regular Pay, OT, and Gross Pay columns so that they display
with two decimal positions. We also want to show dashes instead of zeroes for the

CHAPTER 8 * EXCEL'S PRE-EXISTING FUNCTIONS

E
oT
0
0
0
50.175
131.4
292.32
0

F

Gross Pay

370.5
410
430

496.175
569.4
779.52
602

overtime pay. Formatting the cells as the Accounting type will do this for us.

a.
b.

C.

Select cells D2:F8.

Right-click the cells and then select Format Cells.

Select the Number tab.

Select Accounting for the Category. Click the down arrow for the Symbol and
then select None.

Click the OK button. Figure 8-32 shows the results.

B
Hours

38
40
40
43
48
56
40

&
Rate

9.75
10.25
10.75
11.15
10.95
12.18
15.05

D
Regular Pay
370.50
410.00
430.00
446.00
438.00
487.20
602.00

E
oT

50.18
131.40
292.32

F

Gross Pay

370.50
410.00
430.00
496.18
569.40
779.52
602.00

You have used the IF statement to test a condition; the function does one thing if the condition is true
and something else if the condition is false. Next, you will look at the AND function and later the OR function.

These functions don’t do much on their own. They only return either a TRUE or FALSE. Their strength is

shown when they are combined with other functions. The exercise following the OR function demonstrates
how to combine these functions within an IF function.
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AND - Returns TRUE if All of Its Arguments Are TRUE

The AND function returns either a TRUE or a FALSE. It returns a TRUE if all of its arguments are true and it
returns a FALSE if any of its arguments are not true.
The syntax for the AND function is:

AND(logical1, [logical2], . . .)
The AND function can be used to evaluate up to 255 logical conditions.

Figure 8-33 shows the AND function with three logical conditions. All three of these conditions are true
therefore the function returns a TRUE.

Je =AND(D1<=E1,E1<=F1,D1<>F1)
D E F G
125 275 315

| TRUE ’:

Figure 8-33. AND function that tests three conditions

The last condition in Figure 8-34 is false. The value in cell D1 is not equal to the value in cell F1. The AND
function therefore returns a FALSE because even if only one of the logical conditions is false it will return a
FALSE.

I =AND(D1<=E1,E1<=F1,D1=F1)

D E F G
125 275 315

[ Fause |

Figure 8-34. The third condition is false, which returns a false

OR—Returns TRUE If Any Argument Is TRUE

The OR function returns a TRUE if any of its arguments are true and it returns a FALSE if all of its arguments
are false.
The syntax for the OR function is:

OR(logical1,[logical2],. . .)
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Figure 8-35 shows the OR function with three logical conditions. All three of these conditions are false. If
and only if all of the arguments are false will the OR function return a FALSE.
fe || =OR(D1>=E1,E1>=F1,D1=F1)

D E F G
125 275 315

| FALSE -I

Figure 8-35. All conditions are false so the OR condition returns a FALSE

The first logical condition in Figure 8-36 is true. The value in cell D1 is less than the value in cell E1. The
other conditions are false. The OR function returns a TRUE because even if only one logical condition is true
the function returns a TRUE.

e =OR(D1<E1,E1>=F1,D1=F1)

D E F G
125 275 315

| TRUE -I

Figure 8-36. Only the first condition is true; therefore, the OR function returns a TRUE

Nested Functions

Sometimes a single function will not give you the results you need. In these cases you will need to create a
nested function. Nested functions combine the operations of two or more functions into a single function.
A nested function is used as an argument in the other function. Excel allows a maximum of 64 functions
nested within each other. That should be more than you will ever need.
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EXERCISE 8-3: CREATING A NESTED FUNCTION

In this exercise you create functions nesting different operators.

Nesting an AND function Within an IF Function

1. Enter the data in Figure 8-37 into a worksheet. Name the worksheet “Nested.”

AT | S N | IEC N D S | I E I |
1 Subject Sex Age Section Section
2 |Math M 21

3 |Math M 19

4 |English F 18

5 |Math M 17

6 |History M 18

7 |Math M 19

8 |History F 21

9 [Math M 18

10 |Science M 19

11 |English M 23

Figure 8-37. Enter this data in a worksheet named Nested

Students who are in Math, are males, and are less than 21 years old will be placed in Section A. This
problem will require an AND function nested within an IF function. The AND function will be the condition
to be tested. If the condition is true we will display an A in the cell. If the condition is false we will
display a blank.

2. Select the cell range A1:C11. On the Ribbon’s Formula tab in the Defined Names
group click Create from Selection. In the Create Names from Selection window,
only Top row is to be selected. Click the OK button.

3. Click the down arrow of the name box to see your named ranges.

4. Click inside cell D2. Start the formula by entering =IF (AND( The Excel tool tip
shows the needed arguments for the AND function. See Figure 8-38.

[=1F(And( .|

AND(logical1, [logical2], ...)

Figure 8-38. Tool tip for the AND function
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5. We will now enter the first of the three conditions we will be testing for.

a. Press F3 to bring up the range names. Select Subject and then click the OK
button.

b. Enter ="Math" followed by a comma. Entering the comma highlights the
second argument [logical2]. See Figure 8-39.

] =IF(AND(Subject="Math",
AND(logicall, [logical2], [logical3], ...)

Figure 8-39. Entering a comma in the function highlights the next argument in the tool tip

Press F3 to bring up the range names. Select Sex and then click the OK button.

6

7. Type ="M",.The formula should now be =IF(AND(Subject="Math",Sex="M",
8. Press F3 to bring up the range names. Select Age and then click the OK button.
9

Enter <21), The formula should now be =IF (AND(Subject="Math",Sex="M",A
ge<21),

The AND function is finished and now you are back to the IF function and ready to enter the data for the
argument [value if true]. See Figure 8-40.

|=IF(AND(Subject="Math",Sex="M",Age< 21),
IF(logical_test, [value_if_true), [value_if_false])

Figure 8-40. The AND function is completed; [value_if true], is highlighted to let you know that you should
now enter this argument for the IF function

10. Enter "A", for the true argument. Enter "") for the false argument. This will display
a blank. The complete formula is =IF (AND(Subject="Math",Sex="M",Age<21),
A,

If you didn’t enter "" for the false part Excel would by default display the word False.

11.  If you wanted to see or make a change to your formula you could click the word IF
and then click the Insert Function button (Formula tab | Function Library).

You can see that the AND condition is false; therefore our result is a blank. See Figure 8-41.
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Function Arguments ?
IF
Logical_test | AND(Subject="Math",Sex="M",2 7| = FALSE
Value_if_true k E] = “A"
Value_if_false |- E’ =

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

Formula result =

Help on this function Cancel |

Figure 8-41. The Function Arguments dialog box shows the results of the Logical_test

12. Click the Cancel button.

13.  If you just wanted to see or make a change to the AND function you could click the
word AND and then click the Ribbon’s Formula tab. In the Functions Library group
click the Insert Function button. See Figure 8-42. You can see that the Age is not
less than 21 for the first cell in the range.

Function Arguments ?
| AND |
Logicall | Subject="Math’ | = (TRUETRUEFALSETRUEFALSETRUE...
Logical2 [Sex="M" | = (TRUETRUEFALSETRUETRUETRUE....
Logical3 |Age< 21 | = (FALSETRUETRUETRUETRUETRUE....
= FALSE

Checks whether all arguments are TRUE, and returns TRUE if all arguments are TRUE.

Logical1: logicall,logical2,... are 1 to 255 conditions you want to test that can be
either TRUE or FALSE and can be logical values, arrays, or references.

Formula result =

Help on this function _ Cancel

Figure 8-42. The result of the logical argument is shown for each cell
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14.
15.
16. Use the Autofill Handle to copy the formula from D2 to D11.

CHAPTER 8 * EXCEL'S PRE-EXISTING FUNCTIONS

Click the Cancel button.

Press Ctrl + Enter to accept the formula. Cell D2 is blank.

Nesting an OR Function Within an IF Function

Let’s create another IF function, but this time let’s nest an OR function within it that will test if the
student is a female or if the student is 21 or more. If a student meets either one of these conditions, he
or she will be placed in Section B.

1.
2.
3.
4,
5.

In cell E2 enter the formula =IF(OR(.

Press F3 to bring up the range names. Select Sex and then click the OK button.
Type Sex = "F",.

Press F3 to bring up the range names. Select Age and then click the OK button.
Type Age >= 21),.The function is now =IF (OR(Sex="F",Age>=21),.

The OR function is finished and now you are back to the IF function and ready to enter the data for the
argument [value if true]

6. Enter "B","").

The full formula is =IF (OR(Sex="F",Age>=21),"B","").

7. As with the nested AND function, clicking the word IF in the formula and then
clicking the Insert Function or clicking the word OR in the formula will display that
portion of the formula in the Function Arguments window.

8. Use the Autofill Handle to copy the formula from E2 to E11. Select the cell range
B2:E11. Center the data of the selected range. Figure 8-43 shows the results.

| A | B | C . D | E '
1 | Subject Sex Age Section Section
2 |Math M 21 B
3 |Math M 19 A
4 |English F 18 B
5 |Math M 17 A
6 |History M 18
7 ‘-Math M 19 A
8 ‘History F 21 B
9 |Math M 18 A
10 |Science M 19
11 |English M 23 B

Figure 8-43. Range B2:E11 centered in cells
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Let’'s make a change to the application by placing a check mark in column D if the student meets the
conditions of being a Male, a History major, and under 21. The check mark is part of the Wingding font
Set. A check mark is created when you hold your Alt key and then on the numeric keypad type 0252 (it
only works if you use the numeric keypad). The Wingding font must then be selected for the cell.

9. Delete column E.
10. Change the text in cell D1 to Section A.
11.  Click cell D2. In the Formula bar select A in the true part of the IF formula.
12.  Hold down the Alt key and type 0252 on the numeric keypad. The formula should
be =IF(AND(Subject="Math",Sex="M",Age<21),"i","")
13.  Select the Autofill handle on cell D2 and drag it down through cell D11.
14.  With the range D2:D11 selected, change the Font typeface to Wingdings.
Figure 8-44 shows the result.
| A | B | C _ D
1 | Subject Sex Age Section A
2 [Math M 21
3 |Math M 19 ¥
4 |English F 18
5 |Math M 17 v
6 History M 18
7 |[Math M 19 v
8 |History F 21
9 Math M 18 ¥
10 |Science M 19
11 [English M 23

Figure 8-44. Use Wingdings to create check marks

You created nested AND and OR functions. You can nest about any function within another. This gives
your functions a lot more flexibility. Next, you will look at functions that deal with dates. You'll see how you

can get the current date and time, find the number of days between two dates, and manipulate dates by
adding or deleting from them.

Date Functions

Excel allows you to use dates and times in formulas. Excel can do this because it actually stores dates and

times as numbers. Excel stores dates as serial numbers. A serial number treats January 1, 1900 as the first day
of the calendar. It is considered as day 1. January 2, 1900 is considered day 2, January 3, 1900 is considered
day 3, etc. Because Excel treats January 1, 1900 as the first day you can’t use any dates earlier than this. If you

do, Excel will treat the date as text.
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You can see how Excel treats dates and times by formatting them as General.
In the example in Figure 8-45, 1/1/1900 was entered in both cells Al and B1. The date 3/2/1010 was
entered in both cells A2 and B2. Cells B1 and B2 were formatted as General.

A B
1 1/1/1900 1
2 3/2/2010 40239

Figure 8-45. Column B shows what the date in column A looks like when formatted as General

Cell B2 displays 40239, which is the number of days between 1/1/1900 and 3/2/2010.
Excel stores times as a value between 0 and 1. The time 12:00 AM would be stored as a value of 0. The
time 11:59:59 PM would be stored as a value of .9999.

TODAY Function—Returns the Current Date

The TODAY () function returns the current date, which it gets from your computer’s internal clock. The
TODAY () function doesn’t use any arguments. Even though the TODAY function doesn’t use any arguments
you must still enter parentheses after the function name so that Excel recognizes it as a function.

The syntax for the TODAY function is:
=TODAY ()

See Table 8-4 for some examples.

Table 8-4. Description and Results for Various TODAY Function Formulas

Formula Description Result if today was 10/11/2015
=TODAY () Returns the current date 10/11/2015
=TODAY() + 10 Returns the date ten days into the future 10/21/2015
=TODAY() - 5 Returns the date five days ago 10/06/2015

The TODAY () function is recalculated every time you open the worksheet or refresh it. In other words, if you
enter the formula =TODAY () in a worksheet on May 01, 2016 and then reopen that same worksheet on June 30,
2016 the date will be updated to 06/30/2016. You can prevent this dynamic updating by making the date static.

To make the date returned from the TODAY () function static

1. Double-Click the cell that contains the Today() function. This places the cell in
edit mode.

2. Press the refresh key (F9). This changes the date to a serial date. See Figure 8-46.

|42381

TODAY() |

Figure 8-46. The date displayed as a serial date
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3. Press Enter to commit the entry. The serial number then reverts back to a date
format. The date will then always show as the date you made the entry.

EXERCISE 8-3: USING TODAY FUNCTION WITH INT FUNCTION

In this exercise you will you use the TODAY function and a person’s birthdate to determine his or her age.

1. Enter the data in Figure 8-47 in a new worksheet. Name the worksheet “Age.”
We want to determine the age for those whose birthdate appears in column B.
Add your name and birthdate to the list.

A B C
1 Name Birthdate Age
2 Carrie 9/2/1927
3 Annette 9/7/1956
4 Rhianna 8/18/1996
5 Marten 9/7/2000

Figure 8-47. Enter this data in a worksheet named Age

2. Click inside cell C2. The formula for determining the age is today’s date minus the
birthdate divided by 365.25. We divide by 365.25 to accommodate leap year which
happens every four years.

3. Type =(TODAY()-B2)/365.25.

We place a pair of parentheses around TODAY () -B2 because we need to perform this
calculation before doing the division. If we didn’t place it in parentheses Excel would first divide
B2 by 365.25.

4. Press Enter. The result is a decimal amount. We usually display someone’s age as
an integer.

We will use the INT function to remove the decimal portion of the age. The INT function rounds a value
down to its nearest whole number

5. Double-Click cell C2.

6. Place the cursor after the equal sign in the Formula bar. Type INT(.

7. Press the End key on the keyboard to place the cursor at the end of the function.
8

Type the closing right parenthesis. Your formula should now be
=INT((TODAY()-B2)/365.25)

9. Press Ctrl + Enter.

10. Drag the AutoFill Handle down through cell C5. If this was run in February 2016 the
results would be as shown in Figure 8-48.
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4 A B | ¢
1| Name Birthdate Age
2 jCarrie 9/2/1927 88
3 |Annette 9/7/1956 59
4 ]Rhianna 8/18/1996 19
5 |Marten 9/7/2000 15

Figure 8-48. Result of using TODAY function with INT function

NOW Function—Returns the Current Date and Time

The NOW function is similar to the TODAY function except that the NOW function includes the time along with
the current date. Another difference is that the NOW function is not dynamic. It does not update to the current
date when you reopen the worksheet.

The syntax for the NOW function is
=NOW()

Table 8-5 shows an example of the NOW function applied on October 20, 2015 at 3:18 PM.

Table 8-5. NOW Applied

Formula Displays current date and time

=NOw() 10/20/2015 15:18

Notice that the NOW function displays time in a 24-hour format. You can change the Time format so that
it will display in a 12-hour format using AM or PM. Changing the time to a 12-hour format requires a custom
format. This date and time 6/8/2016 16:16 i the result of entering =NOW() in a cell. To change to a 12
hour format that displays AM or PM you would right-click the cell and select Format. This would bring up
the Format Cells dialog box. See Figure 8-49. Make sure that Custom is selected for the Category and m/d/
yyyy h:mm is selected for the Type
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Format Cells

Category:

Alignment

General
Number
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text

SEecial

Font Border Fill

Sample
| 6/8/2016 16:16 |

Type:

Protection

m/d/yyyy h:mm |

d-mmm
mmm-yy

h:mm AM/PM
h:mm:ss AM/PM
h:mm

h:mm:ss

mm:ss
mm:ss.0

@

[h]:mm:ss

m/dyyy hemm __________________________|

v

DEIELE

Type the number format code, using one of the existing codes as a starting point.

[ ok || cance

Figure 8-49. Select the Custom category and the date and time type

You would then add AM/PM to the end of the type. See Figure 8-50. The result is shown in the Sample
area. You would then click the OK button and the cell would display the same value as what appears in the

Sample area.
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Format Cells

Number  Alignment

Category:

General
Number
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text

SEecial

CHAPTER 8

Font Border Fill Protection

Sample

6/8/2016 4:16 PM

Type:

m/d/yyyy h:mm AM/PM |

EXCEL'S PRE-EXISTING FUNCTIONS

d-mmm
mmm-yy

h:mm AM/PM
h:mm:ss AM/PM
h:mm

h:mm:ss
m/d/yyyy h:mm
mm:ss

mm:ss.0

@

[h]:mm:ss

| Delete

Type the number format code, using one of the existing codes as a starting point.

[ o ]/

Cancel

Figure 8-50. Adding AM?PM changes the time from a 24-hour format to a 12-hour format that shows

AM or PM

If you just wanted to display the time without the date you could use the following formula:

=NOW() - TODAY()

DATE Function—Returns the Serial Number of the DATE

The DATE function returns the serial number of the date provided in the DATE arguments.
The syntax for the DATE function is:

=DATE(year, month, day)
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All of the arguments in the DATE function are required.

When you create a new workbook all of the cells are formatted as General by default. If you enter the
formula =DATE (2015, 10, 20) Excel will automatically change the formatting of the cell to the date type
and display 10/20/2015. The date is actually stored as a serial number so that it can be used in formulas. If
you format the cell as something other than a date or time, Excel will display the date as a serial number.
Remember, the serial number is the number of days that have passed since January 1, 1900.

Note You should always enter a four-digit year when using the DATE function. If you enter a one- or
two-digit year Excel will treat these as from the 1900s. For example, if you enter =DATE(09,05,14) or
=DATE(9,05,14) Excel will assume the year is 1909 not 20009.

The DATE function is most useful in situations in which you are getting the year, month, and day from
other cells or when you want to use the date as part of a formula. You can’t enter a date directly in a formula.
If you enter a formula as =09/07/2015-09/05/2015 Excel treats the forward slashes as divide signs. If you
want to use a date in a formula you should use the DATE function. If you wanted to know the number of days
between two dates you could enter a formula such as =DATE (2015,4,25) - DATE(2015,2,20) or let’s say that
you have the formula =DATE (2015, 4, 25) in cell A2 and the formula =DATE (2015, 2,20) in cell B2. Entering
the formula =A2-B2 will return a result of 64. The result is the number of days between the two dates.

Note Excel returns a number rather than a date when you enter the DATE function as a part of a formula
such as =Date(2015,5,13) - Date(2015,2,15) because it formats it as the General type. If you just enter
=Date(2011,5,13) in a cell Excel will display it as a date because Excel formats it as a Date type.

MONTH, DAY, and YEAR Functions

You can retrieve just the month, day, or year portion from a date by using the MONTH, DAY, and YEAR functions.
The syntax for the MONTH, DAY and YEAR functions are:

=MONTH(Serial Date)
=DAY(Serial Date)
=YEAR(Serial Date)

Retrieving the month, day, or year from a date is done by using the corresponding function along with a
cell address of a date or a date itself for the argument.
Table 8-6 shows the results of using the DAY, YEAR, and MONTH functions.

Table 8-6. Retrieving Date Values with the DAY,
YEAR, and MONTH Functions

Value in Cell A1 Formula Result
05/15/2010 =MONTH (A1) 5
=DAY (A1) 15

=YEAR (A1) 2010
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You can grab the current month, day, or year from the TODAY or NOW functions as shown in Table 8-7.

Table 8-7. Returning Current Date Values with the TODAY Function

Formula Description Result if today was 11/16/2015
=MONTH(TODAY()) Returns the current month 11

=DAY(TODAY()) Returns the current day 16

=YEAR(TODAY()) Returns the current year 2015

Note You can’t use a date directly in the formula such as =MONTH(03/15/2010) because the month hasn’t
been stored as a serial date and the MONTH, DAY, and YEAR functions can only use dates stored as serial dates.

Values can be added or subtracted from the MONTH, DAY, and YEAR functions. Let’s say that our business
tries to fill its orders within three months of the order date. We can do this by adding 3 to the month in the
order date. The day and year for the required date will be the same as those from the order date. We will use
the data in Figure 8-51.

A B C
1 Order ID Order Date Required Date
2 125 9/10/2012
3 126 9/15/2012
4 127 10/12/2012
5 128 11/1/2012

Figure 8-51. Data used for this example

The function that follows will be entered in cell C2 and then copied down through cell C5.
=DATE (YEAR(B2),MONTH(B2)+3,DAY(B2))
Figure 8-52 shows the result. The month in cell B4 is 10. Adding 3 to 10 should give us a month of 13, but

Excel is smart enough to know there isn’t any month 13 and automatically adjusts the date so that the month
becomes January. Adding 3 to the month in cell B5 automatically adjusted the month to February.

A B C
1 Order ID Order Date  Required Date
2 125 9/10/2012 12/10/2012
3 126 9/15/2012 12/15/2012
4 127 10/12/2012 1/12/2013
5 128 11/1/2012 2/1/2013

Figure 8-52. Excel automatically adjusted dates that went past the year
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Excel will also automatically adjust the date if there ends up being more days than there are in a month.

DAYS—Returns the Number of Days Between Two Dates
The DAYS function is used to find the number of days between two dates.
The syntax for the DAYS function is

DAYS(end_date,start date)

Argument descriptions are

end_date and start_date are the two dates between which you want to know
the number of days.

If the date 1/5/1994 was in cell A1 and you wanted to know how many days were between that date and
today’s date, you would use today’s date as the end date and 1/5/1994 as the start date. You would enter the
following formula in a cell.

=DAYS(TODAY (), A1)

EXERCISE 8-4: USE THE DAYS FUNCTION

In this exercise we will use the DAYS function to determine how many days fall between a series of start
and end dates.

1. Create a new worksheet named “DAYS.”
2. Enter the data as shown in Figure 8-53:
a. Enter and format the column heads.

b. Enter the date in cell A2 and then hold down the Ctrl key while you use the
AutoFill Handle to copy the date down through cell A12. Remember holding
down the Ctrl Key copies the cell rather than creating a series.

c. Enter the date in cell B2 and drag the AutoFill Handle from cell B2 to B5.

d. Enter the date in cell B6 and drag the AutoFill Handle from cell B6 to B10. See
Figure 8-53.
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A A | B C |
1 | Start Date End Date Days Between
2 | 2/10/2015  4/15/2015
3 | 2/10/2015 4/16/2015
4 | 2/10/2015 4/17/2015
5| 2/10/2015  4/18/2015
6 | 2/10/2015 6/1/2015
7 | 2/10/2015 6/2/2015
8 | 2/10/2015 6/3/2015
9 | 2/10/2015 6/4/2015
10| 2/10/2015 6/5/2015

Figure 8-53. Date entered using AutoFill Handle

3. Incell C2 enter =DAYS(

4. Select cell B2 for the end_date argument. Enter a comma

5. Select cell A2 for the start_date argument. See Figure 8-54.

| A A B C D
1  Start Date 4 End Date Days Between
2 z/1o/2015_| 4/15/2015|=DAYS(B2,A2
3 2/10/2015 4/16/2015 @ DAYS(end_date, start_date)
4| 2/10/2015  4/17/2015

Figure 8-54. Cell A2 selected

EXCEL'S PRE-EXISTING FUNCTIONS

6. Press Cirl + Enter. Use the AutoFill Handle to copy the formula down through cell
C10. Figure 8-55 shows the result.
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A B C
1 Start Date End Date Days Between
2 | 2/10/2015  4/15/2015 64
3 | 2/10/2015  4/16/2015 65
4 | 2/10/2015 4/17/2015 66
5| 2/10/2015  4/18/2015 67
6 | 2/10/2015 6/1/2015 111
7 | 2/10/2015 6/2/2015 112
8 | 2/10/2015 6/3/2015 113
9 | 2/10/2015 6/4/2015 114
10| 2/10/2015 6/5/2015 115

Figure 8-55. Result of using DAYS function in column C

Now that you have experience using the DAYS function try the following exercises:
Find out how many days you have been alive.

1. Incell A11 enter your birthday.

2. Incell B11 enter =TODAY ()

3. Incell C11 enter =DAYS(B11,A11)
Find out how many days till Christmas

1. Incell A12 enter =TODAY ()

2. In cell B12 enter the date for Christmas for the current year

3. Incell C12 enter the DAYS function to compute the number of days between the
current date and Christmas.

You have learned how to handle dates and extract just the portion of a date that you want. Don’t forget
that you can’t use a date directly in a math formula; rather, you must use the cell address of the date in the
formula.

Summary

This chapter dealt with functions. You have learned the two ways of entering a formula: either directly into
a cell or by using the Insert Function option. The Insert Function dialog box helps you find the function you
want to use. Another benefit of the Insert Function dialog box is that it shows the result for each argument
that you enter. You might want to use Insert Function until you become very familiar with the function and
then switch to the quicker method of entering functions directly in the cell. You have seen how functions can
determine what needs to be done based on if a condition exists or not.

The next chapter deals with handling errors and protecting the workbook from someone inadvertently
or purposefully enters something he shouldn't.
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CHAPTER 9

Auditing, Validating, and
Protecting Your Data

As the creator of the Excel workbook, it is your primary responsibility to ensure that the data on the
worksheets has been entered correctly. You may not have control of the source of the data, but it is your
responsibility to ensure that you enter the data you are given without error. Poor data and incorrect entries
can ruin a business. Errors made in one location may be propagated to other areas in the workbook. Users
may be incorporating the data from your workbooks into their own projects or they may be using your
workbooks to base their decisions on. Excel provides several tools to help you prevent errors from getting
into your workbooks, but it is up to you to incorporate them.

After reading and working through this chapter you should be able to

e Identify errors
e  Use data validation to prevent errors
e  Circle invalid data and clear validation circles
e  Check a formula for an error using the IFERROR function
e  Correct circular references
e  Audit formulas by:
e Tracing dependents
e  Tracing precedents
e  Using the Watch Window

e  Using the Evaluate Formula feature

e  Have Excel read back your cell entries
e  Use Spell Checker and Thesaurus

e  Protect worksheets and cells

Validating Your Data and Preventing Errors

Excel has many tools to help you prevent errors from being entered into your applications, but it is still up to
you to review all your entries and to check that the results of your calculations and functions look credible.
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Data Validation

One of the most important functions an Excel developer can perform is to make sure that errors do not
get into the spreadsheets. You need to make it as easy as possible for the user to understand what is to be
entered and as easy as possible to enter the data. You don’t want the user to have to guess what it is he is
supposed to enter and then make a wrong assumption. One way to make sure data is entered correctly is by
using the Data Validation feature. Data validation consists of various validation rules that specify the criteria
for how the data is to be entered. If the data is still entered incorrectly you can stop the data from being
accepted. If the user has entered something questionable you can provide her with a warning or information
message and then let her decide if the data should be accepted or not.

Data being entered can be restricted to the following:

values in a drop-down list

a whole number within a specified range

a decimal number within a specified range
a date within a specified time frame

a time within a specified time frame

a specified length

a value based on the content of another cell

a value based on a formula

The Data Validation button is located on the Ribbon’s Data tab in the Data Tools group (Figure 9-1).

¥

{"” (oo

=}

Text to
Columns

5 M X B o @

J

Flash Remove Data  Consolidate Relationships Manage
Fill  Duplicates Validation ~ Data Model
Data Tools

Figure 9-1. The Ribbon’s Data Tools group

The Data Validation button is divided into two sections. Clicking the upper half of the Data Validation
button brings up the Data Validation dialog box.
The Data Validation dialog box contains three tabs (see Figure 9-2):
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Settings tab: used for setting the rules for what can be entered in a cell.

Input Message tab: creates a screen tip that tells the user what he should enter in the
cell.

Error Alert tab: can be used for warning that the entry does not follow the rules you
have set up or it can be used to stop the entry if rules have been broken.
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Settings | Input Message ] Error Alert |

Validation criteria
Allow:

Ignore blank

[:I Apply these changes to all other cells with the same settings

ox ] [ cane

Figure 9-2. Data Validation dialog box

Clicking the lower half of the Data Validation button brings up the three options shown in Figure 9-3.

£¢ Data Validation...
[ CircleInvalid Data
% Clear Validation Circles

Figure 9-3. Data Validation options

Clicking the first option (Data Validation) gives the same result as clicking the upper half of the button.
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EXERCISE 9-1: CREATING DATA VALIDATION

For this exercise you will create data validation for six fields to warn users about potential problems or
to prevent them from making invalid entries.

All of the entries you will need to make for this practice are in workbook Chapter 9 on the Validation
tab. The worksheet shows what you will need to enter for each option on the three tabs of the Data
Validation dialog box. You can print the worksheet and then use it as you go through this exercise or you
can follow along with the instruction given for each column.

1. Open workbook Chapter 9. Click the Val_Entry worksheet tab. Figure 9-4 shows the
column headings from worksheet Val_Entry. The entries that you will need to make
for this exercise are to the right of the column headings. There is a second copy on
the Validation worksheet.

A B C D E F

Credit Order Shipping Shipping

Order ID = g . :
Limit Time Method Weight

Ship Zip

Figure 9-4. Column headings for Chapter 9 workbook

The Order ID must start with either an SR or a GR. We will prevent the user from
entering any other text for the first two characters. We will perform a Validation
check for the Order ID whenever the user enters a value in any cell in the range
A3:A12.

2. Select the cell range A2:A12.

3. Click the Data Tab. In the Data Tools group click the upper half of the Data Validation
button.

The Data Validation window appears. See Figure 9-5. The workbook Chapter 9
Validation worksheet contains all of the entries you will be making on the Data
Validation window.

4. Click the Settings tab if it isn’t already selected.

5. Click the down arrow for Allow and select Gustom. The Custom option is for
entering formulas.

6. Because we want to check the first two characters in the OrderlD we will use the
LEFT function.

The syntax for the LEFT function is:
= LEFT(text, [num_chars])
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Arguments are
text is either text or a cell address containing the text
num_chars is the number of characters you want from the beginning of the string.
Enter the formula =OR(LEFT(A2,2) = "SR",LEFT(A2,2) = "GR") in the Formula box.

The formula uses the OR function. The formula tests if the first two characters entered in cell
A2 are SR or GR, then the result is True; otherwise it returns a False. If either argument is
true, then the result is true and Excel will accept it. We are using cell A3, which is the first
cell in the range. Excel will automatically adjust the formula for each cell in the range.

Data Validation ? -

Sﬂtlﬂgs Input Message | Error Alert
Validation criteria

Allow:

Custom E Ignore blank

Data:

between

Formula:

=0R(LEFT(A2,2) = "SR",LEFT(A2,2) = "GR") R

(] Apply these changes to all other cells with the same settings

Clear All Cancel

Figure 9-5. Formula ensures that Order ID starts with an SR or GR

7. Click the Input Message tab. The entries you need to make for these exerercises
are located to the right of the column headings on the Val_Entry worksheet. You
can see that on the Input Message tab you need to enter a Title of “Order ID
Restrictions” and an Input message of “Order ID’s must start with the letters SR or
GR.” Make those entries now. Your Input Message tab should look like Figure 9-6.
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Data Validation ?

Settings | Input Message | Error Alert

Show input message when cell is selected

When cell is selected, show this input message:
Title:
Order ID Restrictions
input message:
Order ID's must start with the letters SR or GR

Clear All Cancel

Figure 9-6. Message appears when an Order ID cell is selected

The input message on the Input Message tab informs the user about any entry restrictions,
but if the user breaks the rule entered on the Settings tab we want to display an error
message.

8. Click the Error Alert tab.

9. Select Stop for the style. The style of Stop prevents an invalid entry from being
accepted.

10. Enter the title “Order ID Error”

11.  Enter the error message “Order IDs can only start with the letters SR or GR.” See
Figure 9-7.

12.  Click the OK button.
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| Settings I Input Message | Error Alert

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:
I Stop E] | Order ID Error

Error message:

Order IDs can only start with
the letters SR or GR

Figure 9-7. Create error message for making an invalid entry

13. Click inside cell A2. You should see the message you created on the Input Message
tab (Figure 9-8).

Order ID Restrictions
Order ID's must start with
the letters SR or GR

Figure 9-8. Message informing you what needs to be entered in the cell

14. Enter KY14 in the cell and then press the Tab key. You should see the error
message you created on the Error Alert tab. See Figure 9-9.

Title

@ Order IDs can only start with the letters SR or GR

Error Message

Emﬁlanmlllmlp

Figure 9-9. Error message if user makes invalid entry
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15.  Click the Retry button. Enter SR14 in the cell. Press the Tab key.

Creating an Error Alert Using No Style

For this Validation we will create a message informing the user of what the entry should normally be,
but we will not show an Error Alert message or stop the user from making an entry that doesn’t meet
the entry suggestion of entering a value of less than 30000.

1. Select the cell range B2:B12. Click the Data Tab. In the Data Tools group click the
upper half of the Data Validation button. Click the Settings tab.

2. Enter the data in Table 9-1 for the three tabs.

Table 9-1. Enter the Data in This Table for the Three Tabs

Tab Option Value Selected or Entered
Settings
Allow Whole number
Data less than
Maximum 30000
Input Message
Title Credit Limit Restrictions
Message Credit limits are usually less than 30000
Error Alert

Remove the check mark from the “Show error alert after invalid data
is entered” check box.

Removing the check mark from the “Show error alert after invalid data is entered”
(Figure 9-10) prevents any other entries from being made on this tab. Making this
change allows the user to enter a value that breaks the rule set on the Settings tab.
The Input Message will display but there will be no Error Alert message.

3. Click the OK button.
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Data Validation ?

| Settings ] Input Message

[] show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:
Stop

Error message:

L Clear All - OK . Cancel

Figure 9-10. Remove the check mark from “Show error alert after inalid data is entered”

4. Double-click cell B2. The input message displays.

5. Enter 90000 and press Tab. The entry is accepted and no error message appears.

Creating a Warning Style and Using a Time Restriction

For this Validation you will create a Warning for the Order Time column for entries that are not between
8:00 AM and 5:00 PM.

1. Select the cell range C2:C12. Click the upper half of the Data Validation button.
Click the Settings tab.

2. Enter the data in Table 9-2.
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Table 9-2. Enter the Data in This Table

Tab Option Value Selected or Entered
Settings
Allow Time
Data between
Start time 8:00 AM
End time 5:00 PM
Input Message
Title Order Time Restrictions
Message The time entered should be between 8 AM and 5:00 PM
Error Alert
Style Warning
Title Possible Error
Message The time should be between 8:00 AM and 5:00 PM unless there is

a specific reason for this.

3. The Warning style warns you that an error may have been made and lets you
decide if you want to accept the entry or not. Click the OK button.

4. Enter 6:00 PM in cell C2 and then press the Tab key. The error message in Figure 9-11
appears.

Possible Error

The time should be between 8:00 AM and 5:00 PM unless there is a specific reason for this.

o "
=== Continue?

Cancel Help

Figure 9-11. Warning message that appears if an invalid time was entered

If you click the No button, Excel selects the cell for editing and you can make a
change. If you click the Yes button, the entry you made will be accepted.

5.  Click the No button, then change the entry to 1:00 PM, and then press the Tab key.

Creating a List Restriction

This Validation limits the entries for the Shipping Method column to those of a list that we create.

1. Select the cell range D2:D12. Click the Upper half of the Data Validation button.
Click the Settings Tab.

2. Enter the data in Table 9-3.
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Table 9-3. Enter the Data in This Table

Tab Option Value Selected or Entered
Settings
Allow List
Source Freightways, FED EX, Parcel Post, UPS
Input Message
Title Shipping Method Restrictions
Message You can only select a Shipping Method from the list.
Error Alert
Style Stop
Title Shipping Method Error
Message You can only pick a Shipping Method from the list.

Figure 9-12 shows how the Settings tab should look.

Data Validation » IEM|

Validation criteria

Clear All

Allow:

List v Ignore blank
.Data.- In-cell dropdown
| between '

Source:
:Freightways, FED EX, Parcel Post, UPS 2.5

|:| Apply these changes to all other cells with the same settings

Figure 9-12. The Settings after entering the data in Table 9-3

3. Click the OK button.

4. Double-click inside cell D2.Click the down arrow to the right of the cell. A list box
appears from which you can select one of the entries you created (Figure 9-13).
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Freightways
FED EX
Parcel Post
UPS

Figure 9-13. List box from which to select an entry

If you type something else into the cell that is not in the list you will get the
message shown in Figure 9-14.

Shipping Method Error ==

I @ You can only pick a Shipping Method from the list.

Cancel | | Help

Figure 9-14. Error message if you enter something that is not in the shipping list

5. Click the down arrow in cell D2 and select UPS from the list. Press the Tab key.

Creating an Information Style Error Alert

This Validation for the Shipping Weight column displays a warning message if someone tries to make an
entry greater than 35.

1. Select the cell range E2:E12. Click the upper half of the Data Validation button. Click
the Settings Tab.

2. Enter the data in Table 9-4.
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Tab Option Value Selected or Entered
Settings
Allow Whole number
Data less than or equal to
Maximum 35
Input Message
Title Shipping Weight Information
Message Orders Weighing more than 35 lbs. are usually shipped using
Freightways.
Error Alert Style Information
Title Shipping Weight Information
Message The weight on this Order is more than 35 lbs. Did you ship it using

Freightways????

The Information style will not prevent someone from entering a value that does not
meet the criteria set on the Settings tab.

3. Click the OK button.

4. Double-click cell E2. Enter 45 and then press tab. A Warning message appears

(Figure 9-15).

Shipping Weight Information

o The weight on this Order is more than 35 Ibs. Did you ship it using Freightways?777

Cancel | | Help

Figure 9-15. Information-style message

5. Click the OK button. The cursor moves to cell F3.

Creating a Custom Restriction That Restricts the Number of Characters That

Can Be Entered

This Validation restricts the Zip Code column to either 5 or 9 characters.
1. Select the cell range F2:F12. Click the upper half of the Data Validation button. Click

the Settings tab.

2. Enter the data in Table 9-5.
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Table 9-5. Enter This Data

Tab Option Value Selected or Entered
Settings

Allow Custom

Formula =OR(LEN(F2)=5, LEN(F2) =9)
Input Message

Title Zip Code Restrictions

Message Please enter a 5 or 9 digit zip code.
Error Alert

Style Stop

Title Zip Code Error

Message You can only enter 5 or 9 digits for the zip code.

An OR function tests if any of the arguments are true; if one is true then the result is
true and Excel will accept it. Excel will automatically adjust the formula for each cell
in the range.

3. Click the OK button.

4. Double-click inside cell F2. Enter 3845 then press the Tab key. The message in
Figure 9-16 displays.

| Zip Code Error | x |

':0:' You can only enter 5 or 9 digits for the zip code.

Cancel Help

Figure 9-16. Error message

5. Click the Retry button. Change the zip code to 38451 and then press the Tab key.

6. Click inside cell A3. Type the rest of the data as shown in Figure 9-17. Cells C3 and
C4 will give a time warning. Click the Yes button for both of them. Cells E2 and E4
will give a weight warning. Click the OK button for both of them.
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A | B [ C [ D | E | F

Credit Order Shipping Shippin
Order ID L. pPping p,p g Ship Zip

1 Limit Time Method Weight
2 iSR14 90000 1:00 PM UPS 45 38451
3 |GR15 27000 6:00 PM FED EX 25 46804
4 _ SR27 52000 8:00 PM Parcel Post 53 46341
5 | SR29 55000 3:00 PM UPS 32 46342

Figure 9-17. Enter this data

Circling Invalid Data

We set the Credit Limit, Order Time, and Shipping Weight to use the Warning and Information styles
rather than the Stop Style on the Error Alert tab. This allowed us to break the rule that we had set up on
the Settings tab. We can have Excel place a circle around all those cells that broke a rule.

1. Click the Validation button drop-down arrow then select Circle Invalid Data. See

Figure 9-18.
4 A | 8B | ¢ | b | E -
Credit Order Shipping  Shippin
Order ID L. . PPINg p_p & Ship Zip
1 Limit Time Method Weight
2 |sr14 1:00 PM UPS C > 3um
3 |GR15 ED EX 25 46804
4 |sR27 parcel Post@ 46341
5 |SR29 3:00 PM UPS 32 46342

Figure 9-18. Cells that broke a rule are circled

2. Click the Validation button drop-down arrow and then select Clear Validation
Circles.

Expanding the Size of the Validation area

We have set the Validation to work on rows 2 through 12. Now let’s extend it through row 20.
1. Click inside cell D12. There is a drop-down arrow to the right of it.
2. Click inside cell D13. There is no drop-down arrow to the right of it.

What if we later need to add data beyond row 12? We can extend the Validation
area by using Paste Special.

3. Select the cell range A2:F2. Press Cirl + C to copy the cells.
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Note You can actually use any of the cells that contain the Validation you want to use when performing the copy.

4. Select the cell range A13 to F20.

5. Onthe Home tab in the Clipboard group click the Paste button down arrow. Select
Paste Special. Select Validation. See Figure 9-19. Click the OK button.

Paste Special ?
Paste
O Al () Al using Source theme
() Formulas () Al except borders
(O Vvalues (O Column widths
() Formats () Formulas and number formats
() Comments (O Valyes and number formats
I.%all ) All merging conditional formats
Operation
® None Multiply
Add Divide
Subtract
[] skip blanks [ Transpose
Paste Link Cancel

Figure 9-19. Select Validation from the Paste Special window

The Validation Range has now been extended to row 20.

6. Enter the following data in row 13. See Figure 9-20.

13 |GR15 28000 2:00 PM FED EX 30 60601

Figure 9-20. Enter this data in row 13

You have learned how to use data validation to prevent users from making data entries that you didn’t
intend for them to make. Next, you will see that when Excel comes across an entry it can’t understand, it
displays an error code.
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Evaluating Formulas

Excel can often recognize when there is a problem with a function, such as informing you when there are
circular references. Table 9-6 shows some of the errors that Excel displays when it finds what it thinks is an error.

Table 9-6. Error Value Messages

Error Value  Meaning Causes

#DIV/0 Division by zero Error occurs when attempting to divide a value
by zero or if you try to divide a value by an
empty cell.

#N/A No value available This isn’t necessarily an error. It means that

what you are looking for doesn’t exist in your
lookup table. For example, if you use VLOOKUP
and there was no match for your lookup _value
argument.

#NAME? The formula contains unrecognized text Error occurs when you use a nonexistent range
name or sheet name, or the function name
is misspelled, or you forget to put quotation
marks around a text string in a formula.

#NULL! Cell references are not separated correctly Error occurs if you use a space instead of a
comma to separate cell references or ranges.
The error can also occur if you forget to put
an operator between cell references, such
as forgetting to put one of the plus signs in a
formula such as= B3 + C3 D3

#NUM! Formula uses an invalid number The formula is using an invalid number such as
entering an invalid serial date number

#REF! Invalid cell reference Error occurs when the formula uses a cell
reference that for some reason no longer
exists, such as if you deleted a value that was
referenced by a formula.

#VALUE! Formula used the wrong type of datafor ~ Used text for an argument that was used for a
an argument mathematical operation.

Using IFERROR

The IFERROR function checks a formula (or expression) and returns the results if there is no error; otherwise
it returns a value you specify.
The syntax for the IFERROR function is:

=IFERROR(value, value_if_error)

Arguments:
value is the expression being tested.
value_if_error is the text that will be returned if there is an error in the

expression
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The IFERROR can'’t distinguish the type of error. The error could be DIV/0, #NAME, #N/A, #REF, and so
on. What is used as the value_if error argument will be displayed regardless of the error type.

The formula =IF(Sales > 25000,B3 + B2, B4 + B2) would return a #NAME? error if the Sales range
didn’t exist. If you wanted to test for such a condition, you would use the formula

=IFERROR(IF(Sales > 25000,B3 + B2, B4 + B2),"Range name doesn't exist")

If the Sales range didn’t exist, Excel would display Range name doesn’t exist in the cell where you
entered the formula. If the range did exist, the IF function would perform as normal.

In Figure 9-21, cell C1 contains the formula =a1/b1 and cell C2 contains the formula =a2/b2. Cell C1 has
a divide by zero error. Cell C2 has a #VALUE! error because it attempted to divide by an alpha character.

A B C
| 4

1 8 0" #DIV/0!

2 2b 7 #VALUE!

Figure 9-21. Invalid values for formulas

You could make these messages more meaningful by using the IFERROR function. Entering the formula
=IFERROR(A1/B1,"Divided by Zero") into cell C1

and the formula =IFERROR(A2/B2, "Divided by text") in cell C2 would produce the result shown in
Figure 9-22.

A B C
8 0 Divided by Zero
2 2b Divided by text

Figure 9-22. Meaaningful messages created from IFERROR function

Note Be careful how you use the IFERROR function. If we used the formula =IFERROR (A1/B1, "Divided by
Zero") in both cell C1 and C2 the result would be the same; both would display “Divided by Zero.”

Correcting Circular References

A circular reference occurs when a formula in a cell refers to itself either directly or indirectly. This is usually
something you do not want to occur; however, there are rare occasions when you do (e.g., when doing
iterative calculations).

Figure 9-23 shows a circular reference. The cell address A4 is used in a formula in cell A4.

320



CHAPTER 9 ' AUDITING, VALIDATING, AND PROTECTING YOUR DATA

A

1
1 | ]
2 5|
1 "
3 8l
4 |=A2+A3+A4 1

Figure 9-23. The formula in cell A4 references its own cell address

The first time you create a circular reference on a worksheet you will see the message in Figure 9-24.

Microsoft Excel ﬂ
- There are one or more circular references where a formula refers to its own cell either directly or indirectly. This might cause them to calculate incorrectly.
L IA— Try removing or changing these references, or moving the formulas to different cells.

Lok | Help
Figure 9-24. Message for first circular reference

When you click the OK button Excel places a zero in the cell that contains the circular reference. See
Figure 9-25. You will have to evaluate the formula to determine what it should be.

A

bW N -
o

Figure 9-25. Excel places a zero in a cell that contains the circular reference

It is easy to accidentally create a circular reference when you are using the SUM function and you drag
across the cells that are to be summed and you include the formula cell. See Figure 9-26.

4| A . B c
1|

2 | 5 5

3 | 8 8
4| 0 9

5 | [=sum(ca:cs)

Figure 9-26. The SUM function includes its own address in its argument
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Figure 9-27 shows an indirect circular reference. The formula in cell A2 includes the address C2, which in
turn uses cell A2 in its address.

4 A I
1
| | | { |
2 |=B2+C2 Is |=A2+B2 |
| ] | | L ]

Figure 9-27. Indirect circular reference

After you have entered an indirect circular reference, Excel displays tracer arrows to show you which
cells are involved in the circular reference. See Figure 9-28.

2| e+—13——8— 0
Figure 9-28. Tracer arrows show which cells are involved in the circular reference

Double-clicking the arrow in cell A2 makes C2 the active cell. Double-click it again and cell A2 becomes
the active cell again.

Formula Auditing

The Excel Formula Auditing group has tools for tracking the relationship between cells and the formulas
they use. The Formula Auditing group is located on the Ribbon’s Formulas tab. See Figure 9-29.

Oy
*.9 Trace Precedents (%] Show Formulas I_]
o

Watch
1% Remove Arrows ~ (%) Evaluate Formula Window

D:ETraceDependents ¥4 Error Checking ~

Formula Auditing

Figure 9-29. Formula Auditing tools

Tracing Precedents and Dependents

Precedents are values from other cells that are used in a formula. Dependents are values that are affected by
a formula. Tracing precedents and dependents gives you a visual view of the relationship between cell values
and formulas. A value can be both a precedent and a dependent. Select the cell that contains the formula
you want to check and then click the Trace Precedents button. Clicking a formula and then clicking the
precedents button will show all of the cells whose values are used in the formula.
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Figure 9-30 shows the precedents for cell A5 and C5. Since individual cells were used in the cell A5
formula, it shows a dot for each precedent. A cell range was used in the C5 formula, so it shows a dot for the
first precedent and a line representing the others.

A B C
35 107 1
48 102
27 135
65 140
=A1A2+A3+A4 =suM(C1:C4)

B W N -

Figure 9-30. Precedents for cell A5 and C5

EXERCISE 9-2: TRACING PRECEDENTS AND DEPENDENTS

This exercise will take you through tracking what formulas the selected cell was used in (dependents)
and finding which cells feed into it (precedents). You will also remove the precedent and dependent
arrows.

1. Open workbook Chapter 9.
2. Click the tab for the Precedent worksheet.

Figure 9-31 shows the formulas used in the worksheet.

A A | B | C | D | E | F |
1 | EmpID Hours Rate Regular Pay ot Gross Pay

2 |G125 38 9.75 =IF(Hours>40, 40*rate, Hours*rate) =IF(Hours > 40,(Hours - 40)*rate* 1.5,0) =D2+E2

3 |G232 40 10.25 =IF(Hours>40, 40*rate, Hours*rate) =IF(Hours > 40,(Hours - 40)*rate* 1.5,0) =D3+E3

4: G238 40 10.75 =IF(Hours>40, 40*rate, Hours*rate) =IF(Hours > 40,(Hours - 40)*rate® 1.5,0) =D4+E4

5 |[R114 43 11.15  =IF(Hours>40, 40*rate, Hours*rate) =IF(Hours > 40,(Hours - 40)*rate* 1.5,0) =D5+E5

6 |R116 48 10.95 =IF(Hours>40, 40*rate, Hours*rate) =IF(Hours > 40,(Hours - 40)*rate*® 1.5,0) =D6+E6

7 |R119 56 12.18  =IF(Hours>40, 40*rate, Hours*rate) =IF(Hours > 40,(Hours - 40)*rate*® 1.5,0) =D7+E7

8 |s202 40 15.05 =IF(Hours>40, 40*rate, Hours*rate) =IF(Hours > 40,(Hours - 40)*rate* 1.5,0) =D8+E8

9 | =SUM(D2:D8) =SUM(E2:E8) =SUM(F2:F8)

Figure 9-31. Formulas used in worksheet

Creating Dependent Tracer Lines

1. Click cell B2. Click Trace Dependents. The Tracer lines show that cell B2 is used in
the formulas in cell D2 and E2.
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2. Click cell C3. Click Trace Dependents. The Tracer lines show that cell C3 is used in
the formulas in cell D3 and E3.

3. Click inside cell D4. Click Trace Dependents. The Tracer lines show that cell D4 is
used in the formulas in cell D9 and F4.

4. Click inside cell E5. Click Trace Dependents. The Tracer lines show that cell E5 is
used in the formulas in cell E9 and F5.

5. Click inside cell F5. Click Trace Dependents. The Tracer lines show that cell F5 is
used in the formula in cell F9. Figure 9-32 shows all the Dependent lines you have

created.
A _ B _ C _ D | E F

1 Emp ID Hours Rate Regular Pay oT Gross Pay

2 G125 * 38 ST 3765— 0 370.5
3 |G232 40 —i025—>— 41— 0 410
4 G238 40 10.75 ¢ 430 — 430
5 R114 43 11.15 446 g 496.175
6 |R116 48 10.95 438 131.4 569.4.
7 |R119 56 12.18 487.2 292.32 779.52
8 |S202 40 15.05 602 0 602
9 3183.7 473.895 3657.595

Figure 9-32. Dependent lines

Removing Dependent Tracer Lines

1. Click the Remove Arrows down arrow. Click Remove Dependent Arrows. See
Figure 9-33.

B( Remove Arrows ~
3 Remove Arrows

o
= Remove Precedent Arrows

D’;E Remove kpendent Arrows

Figure 9-33. Select Remove Dependent Arrows
This removes the Dependent Tracer line from the selected Cell.

2. Click the Remove Arrows down arrow. Click Remove Arrows. This removes all the
Tracer lines.
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Creating Trace Precedent Lines

Click cell D2. Click Trace Precedents. The Precedent lines show the cells that feed
into the formula in cell D2.

Click cell D9. Click Trace Precedents. The Precedent lines show the cells that feed
into the formula in cell D9.

Click cell F9. Click Trace Precedents. The Precedent lines show the cells that feed
into the formula in cell F9.

Click the Remove Arrows down arrow. Click Remove Arrows. All arrows should now
be removed.

You have learned how to create tracer lines that show where the values used in your formulas are
coming from and what cells are using the results of those formulas. Next, you will learn to add the cell
addresses of those cells you want to closely monitor to a Watch Window. The Watch Window will reflect any
changes in the values of these cells.

Using the Watch Window

The Watch window is useful when you want to see how the values you are entering are affecting the results of
formulas that you can’t see. The formula may not be visible because it is on another worksheet. The formula may
also be on the same worksheet, but it is in a location where you would have to repeatedly scroll back and forth.
The Watch Window button is located on the Formulas tab in the Formula Auditing group. See Figure 9-34.

#:o Trace Precedents (%] Show Formulas m

oJ% Trace Dependents ¥4 Error Checking ~

€S
Watch

1< Remove Arrows ~ ({?,' Evaluate Formula  \Window

Formula Auditing

Figure 9-34. The Ribbon’s Formula Auditing group

Cells are added to the Watch Window by clicking the Watch Window button, selecting the cells to be
added, and then clicking the Add Watch button. Cells are removed from the Watch Window by selecting the
items you want to remove and then clicking the Delete Watch button.

EXERCISE 9-3: USING THE WATCH WINDOW

In this exercise, you will add cells to the Watch Window and then remove cells.

1.

Open Workbook Chapter 9. The workbook contains worksheets for January,
February, and March Sales and a worksheet that Totals those sales as well as
providing the January Sales total amounts for salesmen 127 and 235.

Click the Sales-Totals worksheet.
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Adding Cells to the Watch Window

1. Click the Ribbon’s Data tab. In the Formula Auditing Group click the Watch Window
button.

2. Hold down the Ctrl key while selecting cells B1, B4, B6, and B8.
3. Click the Add Watch button. See Figure 9-35.

A A B c | D E | F | G H
1 |January Sales i____mgg:

2 |February Sales 8403.1 Watch Window

3 |March Sales ____122_0_2'_9_3, m %. .

4 |Quarter 1 sales i 25611.31) :

5 [ Book Sheet MName Cell Value

6 [127 Total January sales i 2366.54! Add Watch

7

11

Select the cells that you would like to watch the value of:
8 |235 Total January Sales r

='Sales-Totals 'SBS1, Sales-Totals'1SBS4, Sales-Totals'1St 7%:|
Add Cancel |

Figure 9-35. Click the Add Watch window

The Watch Window displays values for the cells you selected as well as their
formulas. Click the Add button on the Add Watch dialog box.

4. Click the Jan-Sales worksheet tab. See Figure 9-36. Change the value in cell C3 to

600.00.

A A | B | (e | D | E | F | G | H | |
1| January 2016
2 | SalesID Date Sales Amount
3 | 127 1-Jan| 525.75)
4 235 2-Jan 649.5
5
6 | Watch Window 2
7 | (2 Add Watch...
: Book Sheet Name Cell Value Formula
10_ Chapter9.xisx Sales-Totals B1 7005.28 =SUM( Jan-Sales'!C3:C20)

- Chapter9.xisx Sales-Totals B4 25611.31 =SUM(B1:B3)
11| | chapterduxdsx Sales-Totals B6 2366.54 =SUMIF( Jan-Sales'!A3:A20,127, Jan-Sales'!C3:C20)
12 || | Chapter9.xisx Sales-Totals B8 1426.92 =SUMIF( Jan-Sales'!A5:A22,235, Jan-Sales'!C5:C22)
13
14|
15 | 235 21-Jan 480.82

Figure 9-36. Change value in cell C3 to 600.00
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You can see how changing the value in cell C3 to 600 has changed the values in cells
B1, B4, and B6 on the Sales-Totals worksheet. See Figure 9-37. These cells contained
the formulas for January total sales, the quarterly sales, and salesman 127.

sS4 A B D F G H |
1 January 2016
2 | salesiD Date Sales Amount
3 | 127 1-Jan 600]
4 | 235 2-Jan 649.5
5 4
6 | Watch Window %
7 || @4 AddWatch...
2 | Book Sheet Name Cell Value Formula
10 1 | Chapter9.xisx Sales-Totals B1 7079.53 =SUM( Jan-Sales'!C3:C20)
i | Chapter9.xlsx Sales-Totals B4 25685.56 =SUM(B1:B3)
111 | chaptersxisx  Sales-Totals B6 2440.79 =SUMIF(Jan-Sales'!A3:A20,127, Jan-Sales'!C3:C20)
12| | Chapterd.xisx  Sales-Totals B8 1426.92 =SUMIF(Jan-Sales'!A5:A22,235, Jan-Sales'|C5:C22)
13
14 |
15 235 21-Jan 480.82

L

Figure 9-37. Watch Window

5. Change the value in cell C4 to 700. It changed the values for the January totals,
quarterly totals, and totals for salesman 235.

Removing Cells from the Watch Window

Remove the cells from the Watch Window by clicking the items and then clicking the Delete Watch

button.

You have learned how to control what cells are monitored by either adding or removing cell addresses
from the Watch Window. Next, you will learn how to evaluate a nested function, step by step. Nested
functions can be very complex and it becomes difficult to determine the different parts. The Evaluate feature
goes through the parts of the nested function one step at a time while it shows intermediate results.

Using the Evaluate Formula Feature to Evaluate a Nested Function

One Step at a Time

The Evaluate Formula feature helps you see step by step how a nested function works.

EXERCISE 9-4: EVALUATING A NESTED FORMULA

In this exercise, you evaluate a nested formula.

1. Open workbook Chapter 9.
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2. Click the Evaluate worksheet tab.

Cell B2 has a range name of Sex. Cell C2 has a range name of Age. The formula in cell D2
test if Sex has a value of F or Age has a value of 21 or greater. If either condition is True, it will
display a B; otherwise it will display a blank. See Figure 9-38.

| A | B | € | D
1 | Subject Sex Age Section
2 .Math M 21 =IF(OR(Sex="F",Age>=21),"B","")

Figure 9-38. Nested formula

3. Click inside cell D2.

4. Click the Ribbon’s Formulas tab. In the Formula Auditing group click Evaluate
Formula to open the Evaluate Formula dialog box shown in Figure 9-39.

Evaluate Formula » IEH|

Reference: Evaluation:
Evaluate!$D$2 = |IF(OR(Sex="F ,Age>=21),"B","")

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

Step In . Step Out Close

Figure 9-39. Evaluate Formula window

5. Click the Step In button. The Step In button displays what cell is associated with the
range name Sex. See Figure 9-40.
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Reference: Evaluation:
Enluate!SDS?. = IlF{OR{Sex- “F",Age>=21),'B",")
Sex

= |Evaluate!SBS2

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

Evaluate Step In

Figure 9-40. Using Step In

6. Click the Step Out button. The Evaluate Formula dialog box shows that there is an
M in cell B2. It compares to see if it is equal to F. See Figure 9-41.

Reference: Evaluation:
Evaluate!SDS2 IF{OR"M'- ‘;}Agu =21),’B°,")

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

Figure 9-41. Using Step Out

7. Click the Evaluate button. M is not equal to F so the expression displays a FALSE as
in Figure 9-42.
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Evaluation:
= |IF(OR(FALSE,Age >= 21),"B",")

Figure 9-42. M = F is evaluated to FALSE

8. Click the Step In button. You can see in Figure 9-43 that cell C2 has a range name
of Age.

Evaluation:
= |IF(OR(FALSE,Age >= 21),"B","")

= |Sheet1!5CS2

Figure 9-43. Cell C2 has a range name of Age

9. Click Step Out. The Evaluation Formula window shows that we have a value of 21 in
cell C2. It compares to see if it is greater than or equal to 21. See Figure 9-44.

Evaluation:
= |IF(OR(FALSE,21 >= 21),"B","")

Figure 9-44. The Age range has a value of 21

10. Click the Evaluate button. The condition 21>=21 evaluates to TRUE. See Figure 9-45.

Evaluation:

= |IF(QOR(FALSE TRUE, "B",™)

Figure 9-45. The second condition 21>=21 evaluates to True
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11.  Click the Evaluate button. The OR function returns a TRUE if either condition is true.
The second condition was True so the function returns a TRUE. See Figure 9-46.

Evaluation:

= [IF(TRUE 8"

Figure 9-46. The result of the OR function is TRUE

12. Click the Evaluate button. The formula evaluates to TRUE so it displays the true_
value which in this case is B. Close the dialog box.

Proofreading Cell Values—Have Excel Read Back Your
Entries

Excel can help you proofread your spreadsheet by speaking the values entered in the cells. You can verify
that you have made the correct entries by listening to the Excel speaker while you look at the paper from
which you made the entries.

This option is not included on the Ribbon; it needs to be added there or to the Quick Access Toolbar.

EXERCISE 9-5: PROOFREADING CELL VALUES

Instead of adding the Proofreading options to the Ribbon, we will add them to the Quick Access Toolbar.

1. Right-click the Quick Access Toolbar and select Show Quick Access Toolbar
Below the Ribbon.

2. Right-click the Quick Access Toolbar and select Customize Quick Access Toolbar,

3. Inthe Choose commands from drop-down box select Gommands Not in the
Ribbon.

4. Scroll down using the scroll bar until you come to Speak Cells. Click Speak Cells
and then click the Add button. Do the same thing for the next four options. See
Figure 9-47.
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@ Customize the Quick Access Toolbar.

Choose commands from: Customize Quick Access Toolbar: ()
Commands Not in the Ribbon El For all documents (default) E
SULT QNI ULV L
- Save
Sort...
. Undo 4
Sort Ascending )
Sort Descending P £
Speak Cells
Speak Cells :

Speak Cells - Stop Speaking Cells
Speak Cells by Columns

Speak Cells by Rows

Speak Cells on Enter

Speak Cells - Stop Speaking Cells
Speak Cells by Columns

Speak Cells by Rows

Speak Cells on Enter
Spin Button (ActiveX Control)
! Spin Button (Form Control)
B split Cells...

& startInking

N\, Straight Arrow Connector .
\_ Straight Connector - Modify...

dilEe SR S

B YOS NEEEE

Figure 9-47. Add Speak commands to the Quick Access Toolbar

5.  Click the OK button. You should now have five new buttons on your Quick Access
Toolbar. See Figure 9-48.

Speak Cell
Stop Speaking by Rows

¥
Speak Cells —JG) o4 15 3E %

Speak Cell Speak Cells
by Columns on Enter

Figure 9-48. Speak