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purely for content and style review. This is to give you the opportunity to preview our courseware 4prior to making a
purchasing decision. Sample versions may not be re-sold to a third party.
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Sample Courseware

NOT TO BE USED FOR TRAINING
Cheltenham Courseware
Affordable - Customizable - Unbeatable

e  Established in 1994 with thousands of clients in over 60 countries.
e We offer you a complete library of quality, customizable and print-

on-demand computer courses inc. Windows Vista and Office 2007.

Our training manuals are supplied in editable Microsoft Office
format.

You can edit and customize the training materials to suite your
unique training requirements.

You can print out as many copies as you require for use at your
training site.

There are no annual renewal fees and you can use the training
materials for as long as you like.

No restriction on the number of people that you train at your
training site.

The price even includes new courses developed by Cheltenham
Courseware for a whole year from your date of purchase, all for a
low, one-off fee with no annual renewal fees!

Generous educational and charitable discounts available (email us
for details).

Fully customizable allowing you to add your organization’s name
and logos to the training manuals.

Includes training manuals, exercise files, slides and more!

Choose from Standard or Professional editions to suit your
requirements. Intranet versions available within the Professional
Edition Courseware.

Sample downloads available for all our courses, including
Windows, Microsoft Office and many more.

Suitable for tutor-led training, self teach, post-course reference or
as part of a blended learning approach.

‘ CHELTENHAM
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Clients cover corporates, governments,
schools, colleges, universities and
commercial training companies including
such well known organizations as Canon,
IBM, Lloyds, Hertz, Royal Mail, Medical
Research Council, NHS Executive South
and West, Oxford University, Pen State
University, University of Cambridge,
University of Florida, UK Passport
Service, US House of Representatives,
the British Embassy in Washington and
the London Fire Brigade.

If you like this sample,
please show it to your
training department.

We provide the training manuals so you can concentrate on the training delivery.
Purchase your IT courseware from a company that has a proven track record.




Questions to ask our competitors

Do they supply a library of training courses, at a price even remotely close to our low prices?

Are complete samples of ALL the IT courses available for download so that you can judge the quality?

If they offer courses on a site license basis, is the full range of courses are included?

Is the site license an annual license or a one-off payment?

Are the training materials fully editable and can you add your own name and logos?

Are the manuals easy to edit using standard 'cut and paste' techniques and can the table of contents be
easily updated, or do | have to use proprietary software to edit the materials?

Are upgrades and new courses included free of charge for 12 months?

Are Intranet versions available?

Are PowerPoint slides included in the price?

If you are unhappy with your current computer courseware supplier, please download our samples now
and switch to our quality driven, cost effective courseware solution.

Contact Details:

UK/Ireland: www.cctglobal.com
USA/Canada: www.cheltenhamcourseware.com
Australia/Rest of the world: www.cheltenhamcourseware.com.au

© 1995-2007 Cheltenham Courseware Pty. Ltd. Phone: 1300 852 204 Fax: 1300 852 206
Email: info@cheltenhamcourseware.com.au  Internet: http://www. cheltenhamcourseware.com.au
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A first look at Excel

Starting the Excel program

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

(On) 2 = Bookl - Microsoft Excel
Home | Inset  Pagelayout  Formulas  Data  Review  View  Developer

=0 X E) = - S (i || S=Inserdt -
Calibri wla -] - i General - s = = =

B L e L

Y

Paste (B | [ [t A | 25~ ||[@~ o »|[<8 8| Conditional Format Cell | .,

R el B % 08 01 Eormatting + as Table - Styles = || [ Format =
Number = Styles Cells

3% Delete -

Clipboard Font

| AL -
A B c

L1

5
=
=
=
z

4
ﬁt

23 N, WA Y

24

25 . N

44 % ¥ Sheetl Shestz | Sheet3 T ‘ = m N
e 5 o A [EEETe=—===

What is thesAetive Cell?

Excelfidentifies the active cell with a bold outline around the cell and
highlightingthe celumn heading letter and row heading number of the cell. In
the follewing example, B2 is the active cell:

B2 - £ | =2000+2
A B c D £

| w |
3
=2
D
.I\-"

In the above illustration, notice that B2 is displayed in the Name Box, and the
contents of the cell is displayed in the Formula Bar. In this case, 2002 is a
calculated value, 2000+2.
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e In order for you to enter data into a cell, it needs to be the active cell. The
active cell will accept keyboard entries. You can make a cell active by clicking
on it or navigating to it.

The Excel cell referencing system

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

| B3 - i

L RN R TR S
D

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

| D2 - £ |

A B C D ‘:
2 L 1°

A ee—

. -

If you look carefully you will 'see that the current cell reference is displayed just
above the actual worksheet.

Enteringfmumbers and text
e Click on cell B2yas illustrated.

| B2 - 5|
A

D

it

o |

e Type in the word 'Region'. Press the Enter key. When you press the Enter
key you will automatically drop down to the next cell within the worksheet. Your
screen will now look like this.
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2 Region
; L1
n |

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

e The active cell is now B6. Type in the word ‘West'. Press the Enter key.

Your screen will now look like this:

| H13 - |
A B C D
1
2 Region
3 MNorth
4 South
3 East
i) West

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

Your screen will now look like this:

| c14 : QW&
O P F [ o

1

2 Regiond 'Sales

3 -'Eorth 10438

4 South 11973

5 East 12841

6 West 16284

Default text and number alignment

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

Summing a column of numbers
e Click on cell B7 and type in the word 'Total’.

e Click on cell C7. Click on the Formulas tab, and then click on the AutoSum
button.

Insert Page Layout | Formulas | Data Ri

- .f]: E AutnSum-j ﬁ Logical = ﬁ Lookup & Reference =

[ Recently Used ~ A Text~ [i® Math & Trig~
Insert

Function @ Financial = ﬁ Date & Time = ﬁj More Functions =
Function Library

Your screen will look like this:

Region Sales
MNorth

South
East

1

2 Region Sales

3| North 10488
4 South 11973
= East 13841
6 | West 16284
7] Total 52586
i | ]
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¢ We have hardly started to use Excel but already you have seen how powerful
and easy to use it is. We will see more of the Excel functions for performing

calculations later.

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

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

4 4 » # | Sheetl Sheet?  Sheet3d .~ ¥
Ready .fl

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

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

CAY_ ST 'y
A ons i

This will"display the Save As dialog box.
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Save in: | My Documents = | @ - " p—
D My Recent | ([C2)Cybelink {520y sharing Folders
Documents | (=) InstantCODYD
@ Deskkop My Diaka Sources
| My eBooks
My My Music
[EJ Documents @ 4 .
- @My Pictures
w My -
ﬂ Computer [C3My Practice Files
M Natwark || M PSP Files
9 Plgcez MO My Received Files

[CMy Skype Content
[C3My Skype Pictures
EMY Videos

(@10 ek Sites

() Meravision
[C)Pinnade Studio

(L) Samsung PC Studio
(L) Samsung PC Studio 3
@Symantec

File name: |Bnok1 Jlsx

Save as bype: |Exce| Whorkbook (*,xl5x)

Tools hé

L Save J [ Cancel ]

=

¢ Click on the down arrow next to ection of the dialog box to
navigate to the folder ining y
e Click within the File na lalog box to name the file. In this
dsheet.
[ ]
Closing
. click on the Microsoft Office Button (top-left of your

own options displayed, click on the Close command.
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P e
Send b
@ Publish b
LT gese

The screen will now look like the
but no workbook is displayed wit

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

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

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

Close both workbooks without saving your changes.

Opening a workbook

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

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

E
1=
z
=

¢
T L

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

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

Switching between workbooks

To switeh to a particular Excel workbook, click on the relevant Excel workbook
icon displayed within the Windows Taskbar (across the bottom of the screen).

5 Start Fﬁi Sales 2005.xlsx § ﬁi Sales 2008 xlsx r ﬂ Sales 2007 xlsx

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

Close all open workbooks.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2008 www.cheltenhamcourseware.com



Excel 2007 Foundation - Page 14

Saving a workbook using another name

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

Open

I =
H Save As | b

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

each file.

Saving a workbook using a different file type

Click on the Microsoft Qffice Button and the select the Save As command.
The Save As dialog is displayed. Click on the down arrow within the Save as
type section of the dialog'bex. “¥You can select the required file type from the
drop down displayed.

File pame: @es e v
! aae as bype TEaeetyworkbook (* s i~
V4 Excel workboak (*, xls:) ~
[——ﬁ Excel Macro-Enabled workboaok (*,xlsm)
Tools - E:xcel Binary Workbook (%, xlsb)
Excel 97-2003 Waorkbook (*,x5)
< ®ML Datka {*,xml)

Single File Web Page (*.mht; *.mhtml}

TIP: If you want to email a copy of an Excel 2007 workbook to someone that
has an earlier version of Excel, such as Excel 2003, then you may need to save
the file in the Excel 97-2003 Workbook file format.

Alternatively, people with earlier versions of Excel can download additional free

software from Microsoft allowing them to open and view (but not necessary
edit), files created using Excel 2007.

Close any open dialog boxes and close all open worksheets.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2008 www.cheltenhamcourseware.com



Excel 2007 Foundation - Page 15

Help

Getting help

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

screen).

- O X

|(_@'}|_|_ X

TIP: Or press the F1 help key.

e The Excel Help window is displayed.

) Excel Help
© @3N aME R

- B Search -

Browse Excel Help
What's new
Accessibility
Warkbook managemen

Function reference

formatting data

outlining data Validating data

Importing

reports
What4f analysis Working with XML
Charts Security and privacy
Macros Excel and the Web

Automation and programmability Activating Excel

Customizing
£ 1Ll

‘D.
3
[51)
p= |
(=
g
5
B
(=1
g
=
(11}

et'and table basics

Filtering, sorting, and conditionally

PivotTable reports and PivotChart

Reviewing and sharing

(£

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

r!_;} Excel Help e i )
LROR BAE g
~ B Search -
Excel

What's new

Topics in "What's new" 4items
@ What's new in Microsoft Office Excel 2007
@ Excel specifications and limits
@ Terms of use

@ Disclaimer: Use of Fictitious Names

Excel Help

w in Microsoft Office Excel 2007 link. You will see
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4

€ Excel Help

e
@ 0N aGMEe e g
~ J Search -

i Ex\:gllb Wl's-a.-t's W EL

=]

What's new in Microsoft Office
Excel 2007

P Show All

protianle Tavte Pt Use powerful new features

E — ta analyze and cammunicata your

z = business information, share it with othar
44 Al | people, and manage it more effeci

% ] A B than ever.

= 1

In a new results-oriented user interface, Microsoft Of
provides powerful tools and features that you can
share, and manage your data with ease.

In this article

4 Results-criented user interfac

og box fill the screen and the information within it will be

rowsing what's new within this version of Excel. For
on the Results Orientated User Interface link you will
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€ Excel Help - B X
@ ®E M & Me

- B search -
4 Gluick access to more templates

£3)]

(i

Results-oriented user interface

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

Mo matter what activity you are performing in the new use
whether it's formatting or analyzing data—Excel prese
that are most useful to successfully complete tha

™ Top of Page

More rows and ¢
new limits

ns,

&
Excel Help |

type in a or words relating to the help you need. For instance, to display
help about printing, type in the word 'printing’

€ Excel Help
RO BAS
Frinting +~ O Search -

¢ Click on the Search button next to the text input box. You will see a range of
topics related to printing. Clicking on any of these topics will display more
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information about printing.

@ Excel Help - =X
RN @AW B
printing ~ 5 Search -

Table of Contents x| Bl ~|
& What's new ~

Searched for: "printing”

@ Getting help
@Insﬁlling

o Results 1-25 of 46 Page: [1] 2 & Next =
@ Accessibility
@File conversion and compatibility @ Use Page Layout view to fine-tune pages before printi

Help = Workbook management > Saving and printing = Page |

@ Workbook management
@ Worksheet and Excel table basics @ Preview a page before printing

. Help = Workbook management > Saving and printing
@Formula and name basics

@Funcﬁon reference
@Filtering, sorting, and conditionally formatting

@ Preview worksheet pages before printing
Help = Workbook management > Saving and printing =
options

@Summarizing, consolidating, and outlining dat

@ Validating data

@Importing data
: ) @ Print

@PlvotTable reports and PivotChart reports

@ What-if analysis

@Working with ¥ML

@ Charts

@Sen:l..lrityr and privacy

@ Macros

@Extel and the Web

@Autcmation and programmability

@ Cancel printing

Help = Workbook management = and printing

{_| — I 11| ] :|
Excel Help |
e Close the Excel Help win have finished experimenting.

o Press E i Excel Help window. Click on the Table of Contents icon
d within the Excel Help window toolbar).

e You will now see a Table of Contents displayed down the left side of the Excel
Help window.
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@) Excel Help - = X
CLWHA GAML e B
-~ 2 Search -
Table of Contents X '!f A

& What's new ~| Excel g‘
@ Getting help il e e

@ Accessbility

@ Fie conversion and compatiiiy

@Workbook management What's new Getting help

@Worksheet and table basics Accessibility File conversion and

@Formula and name basics

@/Funcﬁon reference

@Imporﬁng and analyzing data

@Filtering, sorting, and conditionally formatting

Workbook management

Formula and name basics

Filtering,

Importing and analyzing data formatting

@/SummarizingI consolidating, and outlining dat

@Validaﬁng data Summarizing, consolidating, and

@Imporﬁng data outlining data
@PivotTabIe reports and PivotChart reparts

I ting data
@What—if analysis mporting 6=

@/Working with XML What-if analysis
@Chartﬂ
) ) Charts
@Secunty and privacy
@Maaos Excel and the Web

@Excel and the Web
@#\utomaﬁon and programmability

Activating Excel

Reviewing and sharing )

£|- - 0 |

Excel Help |

Printing a Help ta

¢ Display an item ¢ i e Excel Help window. Click on the Print icon

displayed within

e Close all og boxes before continuing.

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

e Press the Alt key and you will see numbers and letters displayed over icons,
tabs or commands, towards the top of your screen.
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F' '.____ - Book2 - Microsoft Excel
nme I Pagfi Ialpuul Formulas Ilat? Rtp.!'niw \Pﬂq.' Dev,ﬂqper
= J[Ei P @ LRJ W) L]

E ;H Calibri 11 - |A‘ v| |§ = §| B = General -
EE|

Paste ¥ |B iU v||::::::: 7”33;.7 ﬁv| |§ = E”gg §§| Exhe |@v oo ||-t_-ﬁg _;Eg|

Clipboard M| Font fa | Alignment M | Number fa |

If you type in a number or letter you will activate a command. For instance in
the example shown, the number 1 is displayed over the Savéjicon. Type in 1
and you will see the Save As dialog box displayed. Clos s dialog box.
Press the Alt key again and you will see an N displaye sert tab.
Pres N and you will see the contents of the Insert tab
This is a very easy way of learning keyboard shortcuts.
Alt+S will display the Save As dialog box and that Alt+N
Insert Tab.

Click on the Home tab before continuing.
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Using Excel

Selection techniques

Why are selection techniques important?

e Often when you want to do something within Excel you need to select an item
first. This could involve selecting a cell or multiple cells. It4many need you to
select a row, a column or even the entire table.

Selecting a cell

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

Selecting a range of connecting celis

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

| c3 -\ 'sales 2003

]
1 ‘ L]
3 Country [sales 2003 sales 2004 Sales 2005 Sales 2006 Sales 2007 |

Selectinggafrange of non-connecting cells

e Sometimes we need to select multiple cells that are not next to each other, as in
the examplegbelow, where C3, E3 and G3 have been selected.

| F17 - fx |
A B c D E F G
1
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201

To do this click on the first cell, i.e. C3. Then while keeping the Ctrl key
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pressed click on the cells E3 and G3. When you release the Ctrl key the cells
will remain selected.

Selecting the entire worksheet

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

Dn) b 9 - ¥ Selec
-
— Home Insert Page Layout Farmulas Data Rewit
j £ Caibri -1 - A A ==
| a [ = =/ |
Pajte ;_ B I U-|F-~ {hvév = = =|[==E ==
Clipb (] Alignment
I; I | Canada
Click Here = = E
<

Selecting a row

e To select a row, say the row relating tonCanada, click on the relevant row
number displayed down¢the left side of the worksheet.

2 |

3 Country sales 2003 Salesﬂl?!l Sales 2005 Sales 2006 Sales 2007
4 India E‘ 129 189 193 201
5 [ Canada | 98 120 121 132 143
& USA N 109 110 109 102 94
7 Upited Kingd.;m—I_ 92 93 93 95 85
8 Australia N 92 85 96 92 93
3 | A NewZealand 32 43 54 74 84
10 China Y _f 67 79 83 88 93
11 Pakistan y 24 34 43 4 73
12 1_l'u'IEJ':i:i 12 24 20 23 32

Selecting arange of connecting rows

e To select the rows relating to Canada, USA, UK and Australia. First click on the
row number next to Canada (i.e. 5). Press down the Shift key and keep it
pressed. Click on the row number relating to Australia (i.e. 8). When you
release the Shift key the multiple rows remain selected.
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3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
o] usa 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93
9 New Zealand 32 43 54 74 84
10 China 67 79 83 88 93

Selecting a range of non-connected rows

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

2 J; A
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
a India 102 129 1B o3 420
5 Canada 98 E# 12# 132 143
6 USA 109 {110 109 w03
7 United Kingdom 92 o 99_‘; A 98 95 85
8 Australia g2( 95 96 92 93
9 [ |NewZealand 32 U\ a3 .54 74 84
10 China 67\ @ 83 88 93

Selecting a column

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

1 :
2 —L .

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

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

LY== B (= T B < TE R S I

e e =
SR =]

Country

India

Canada

UsA

United Kingdom
Australia

New Zealand
China

Pakistan

Mexico

D

Sales 2003 Sales 2004 Sales 2005 Sales 2006

102
98
109
92
92
32
67
24
12

129
120
110
99
95
43
79
34

189
121
109

98

Zil_

96

5&‘;
83
43

=)

193

132).

102

Sales 2007
201
143

Pyeyse

[

Selecting a range of non-connegting columns

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

A B
1 |
2 LN
3 Country
4| £ India 0 102
5| Canada 8 98
6 usa 109
7 United Kingdom 92
8 Australia 92
9 New Zealand 32
10 China 67
11 Pakistan 24
12 Mexico 12

:‘f D

129
120
110
93
95
43
79
34
24

189
121
109
98
96
54
83
43
20

153
132
102
95
92
74
B8
54
23

. | Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007

201
143
94
85
93
84
93
73
a2

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

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

We need to insert a row for Japan between the row for Canada and the row for

the USA. Select the row for the USA, as illustrated.

a Inoia 12 124 154 193 UL
3 Canada 98 120 121 132 143
] L USA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93

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

6 | USA 109
- - &  Cut —
7 United Kingdom 92 §
8 Australia 92 _‘;‘ Lopy
9 New Zealand 32 & Paste
10 China 67 _I k. wih W
11 Pakistan 24 Ay et A5 -
12 Mexico 12 Deleté -
13 N ‘ Clear Contents
14 | SO _

e The table will now look like this.

3 Country Sﬁsﬂﬂ—?pEEIEﬁZTIM Sales 2005 Sales 2006 Sales 2007
4 India P 102 129 189 193 201
3 Canada | 38 120 121 132 143
6 | !

7 UsA 0 _|_ 1D§'| 110 109 102 94
8 bnited Kin dom 92 99 98 95 85

e Click on celllB6and type in the word 'Japan’. Enter the following sales figures
for Japan.

Country J.Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
India 102 129 189 193 201
Canada 98 120 121 132 143
Japan 89 93 102 109 120

Inserting columns into a worksheet

¢ We want to insert a column for sales figures in 2002, which needs to be inserted
before the 2003 column. Select the column relating to 2003, as illustrated.
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b

() A B C D E F G

1
=
L3 Country Sales 2003 |Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
=N Canada 98 120 121 132 143
b | Japan 89 93 102 109 120

¢ Right click over the selected column and from the popup
the Insert command. The column will be inserted, as il

displayed select

Country Sales 2007

o

India 133 201
Canada 132 143
Japan 109 120

e Enter the following data into th

A B F G H

1

2

3 Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
1 102 129 189 193 201
5 98 120 121 132 143
i) 29 93 102 109 120
7 109 110 109 102 94
2 United Kingd 92 99 98 95 83
9 92 95 96 92 93
10 32 43 54 74 B4
11 67 79 a3 B8 93
12 24 34 43 54 73
13 12 24 20 23 32

Deleting rows within a worksheet

e Select the row relating to Canada. Right click over the selected row and from
the popup menu displayed select the Delete command.
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2 a 1s9
5 ¥ ot 3 120
6 ' 3 93
7 F 5 110
3 [ Paste 5 99
9 Paste Special... 0 95
10 Insert 2 a3
11 Delete 7 79
12 laar Cantants 4 34

The row is deleted without any additional warning.

TIP: To delete multiple connected rows, just the Shiftkey trick o select
multiple rows and then right click to delete the rows. To'deleté multiple non-
connected rows, use the Ctrl key trick to select the multiple‘rows and(then right
click to delete the rows.

Deleting columns within a worksheet

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

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

Modifying columniwidths

Select a column, suchas the Country column. Right click over the selected
columnsand from the popup menu displayed select the Column Width
command.

= |

3 Country | 8§ Cut 4 Sales 2005 S

. | ]ndia y E;.*‘ Copy 29 189

5 Japan™ | A paste 3 102

6 UsA Paste Special... 10 109

7 United K 9 98
. Insert

8 Australia 5 96

9 New Zea LA 13 54

10 China Clear Contents - a3

11 Pakistan| 7 Format Cells.., a a3

12 Mexico Column Width... 24 20

13 Hide

14 Unhide

15 L ]
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¢ The Column Width dialog box is displayed which allows you to set the column
width. Click on the Cancel button to close the dialog box.

olumnn width:

84

Modifying column widths using 'drag and drop'

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

Country 2003 Sale
India 93

w2 |

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

Automatically resizing,the column width to fit contents

o Resize all the columns'so that they are too narrow to properly display the data
contained within the columns._Your screen will look similar that the illustration
below.

-_A ﬁ_i D E F G H
S

1

2

3 Country  Sales 2 Sales 20( Sales : Sales 2 Sales 20 Sales 2007
4 India a3 102 129 189 193 201
5 Japan 74 89 93 102 109 120
7] UsSA 92 109 110 109 102 94
) United King 86 92 99 93 95 85
g Awustralia 24 92 95 96 92 93
9 New Zealar 23 a2 43 54 74 B84
10 China 54 67 79 a3 38 93
11 Pakistan 23 24 34 43 54 73
12 Mexico 10 12 24 20 23 32
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e To automatically resize each column width to fit the contents, select all the
columns containing data. Double click on the junction between one of the
column header headers within the selected columns.

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

%
23 Copy
[7%, Paste
Paste Special...
Insert
Delete
Clear Contents
'ff‘ Format Cells...
Row Height...
Hide
Unhide

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

Row Height HE

Row height: E N

Ik | Caricel

TIPZ IT you clieksbetween any two row headers, you can drag the row height up
or down as required, to modify the row height.

e Save your,changes and close the workbook.

Copying, Moving and Deleting

Copying the cell or range contents

e Open a workbook called Copying moving and deleting.

e Select a cell, range, row or column to copy. In this case select the range B4 to
E4.
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TIP: A range like this is often written as B4:E4.

Your screen will look something like this:

A B C D E

Stock Levels

| Component number  No in stock Value each item  Total valdein stock |
100846 2 56.99 A113.58

s W ma |

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

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

CNEE
i)/

— Hom

— .
g
Paste

-

Clipboard ™

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

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

Clipboard M

e Your data will now look like this.
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(=R = RN = R R - R

IR
S T N

100346
100232
100622
100847

AANTAT
LU A SO

100934

=R o M

56.99
28.38
12.74
32.99

149 a0
Lida

12.99

Component number Noinstock  Value eachitem  Total value in stock

113.98
0
63.7
65.98

aA ac
.

12.99

Component number Noinstock  Value eachitem  Total#alue in stock

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

Deleting cell contents
e Select the range that you wish to delete the contents‘ofif In this case select the
range B10:E10, as illustrated.

9

100 /43

18.599

9495

10 |

100934

12.99

12.99 |

11

o Press the Del key and the cellheontents will be deleted.

TIP: You can useythe same techniqueto delete entire rows or columns.
Pressing Ctrl+A will select everything within a worksheet will allow you to
delete the entire worksheeticontents when you press the Del key.

Moving'the contents @fia cell or range
e Select,thefrange to wish to move and then cut it to the Clipboard. In this case
select the data, as illustrated.

Component number

No in stock Value each item

Total value in stock

100846
100332
100622
100347
100743

2 56.99
0 28.38
3 12.74
2 32.99
5 18.99

113.98
o
63.7
65.98
94.95

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

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2008 www.cheltenhamcourseware.com



Excel 2007 Foundation - Page 33

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

Save your changes and close the workbook.

Editing cell content

It is easy to edit existing data within a cell or to replace existing data within a
cell. Open a workbook called Editing.

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

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

Undo and Redo

Click on the Undo icon (top-left of your screen) to reverse_ the last action. Try it
now.

Ve
Bl

N

— Home Insert

Click on the Redo icon (top-left of your screen) to reapply the last action. Try it
now.

E‘l’:} '-H Plv/:

il
—-/I Home Inse@

Save your.changes and close the workbook.

AutoFill

Open a workbook called AutoFill.

Click on cellyB8 which contains the word Monday. Move the mouse pointer to
the bottom-right corner of this cell and the mouse pointer shape will change to
the shape of a small black cross. When the mouse pointer changes shape, press
the mouse button down, and while keeping it pressed move slowly down the
page. When you release the mouse button you will see that Excel has
'AutoFilled' the range you dragged across with days of the week.

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

Select the cell range D3:D4. Use AutoFill to extend the series down the page.
As you will see the series becomes 1,2,3,4,5,6,7 etc.
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e Select the cell range E3:E4. Use AutoFill to extend the series down the page.
As you will see the series becomes 2,4,6,8,10 etc.

e Save your changes and close the workbook.

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

e Click on the Data tab and from within thesSort & Filter grodp, click on Sort A
to Z icon.

2!

The data will be displayed, as illustrated.

Countries Value of Sales
Australia 3281746
Canada 2183721
China 2917438
India 1846276
Irel@and 2948183
NewNENand 1019433
Pakistan 1281637
United Kingdom 2093627
USA 4817423

e Click on the Sort Z to A icon.

il

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

Click within the data contained in column C.
Click on the Data tab, and from within the Sorxt & Filter group, click on Sort A

to Z icon.

24

The data will be displaye@has illustrated.

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

Click on the Sort Z to A icon.

il

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

e Save your changes and close the workbook.

Searching and replacing data
Open a workbook called Searc

Find and Replace

Find | Replace | \
y -
: \ 4

Find what

Find Al ] | Eindnext | [ Close ]

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

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

Find Replace

Find what: | | w |
Replace with: | w |

[Replace all ] [ Replace ] [ Firnd All ] L Find Mext ] [ Close

Within the Find what section type in the word 'Blue’.
Within the Replace with section type in the word 'Purp

Click on the Find Next button and once found click on the
Carry on replacing all occurrence of the word

Close the Find and Replace dialog box.

tab already selected for you.
Within the Find what section t
Within the Replace with sectio i e word '‘Orange’.

Click on the Replace All button ences of the word Red wiill
immediately be replace

Save your changes and c
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Worksheets

Manipulating Worksheets

Switching between worksheets
e Open a workbook called Worksheets.

¢ You are looking at the first worksheet within the workbook.4You can confirm this
by looking at the worksheet tabs at the bottom-left of your screen.

M 4 » ¥ | Sheetl  Sheet2 . Sheet3 ¥
Ready ﬂ

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

Renaming a worksheet

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

M 4 ¥ | 2003, Sheet2 sh@
Ready | “

e Double click on the Sheet2 tab and rename it 2004.

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

M4 RN | 2003 2004 2005 . ©J

= 9" o W4

Inserting a new worksheet

¢ Click on the 2005 worksheet tab to select it. Right click over the tab and from
the popup menu displayed, click on the Insert command.
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14
Insert... |i
15
16 Delete
17 Eename
18 Move or Copy...
13 3= | View Code
20 &)y Protect Sheet...
-- Tab Caolor 3
22 Hide I
24 =

Select All Sheets
M4 v W[ 3003 2004 | 20Uz

Ready | & |

e The Insert dialog is displayed. Make sure that the Work
selected within the dialog box.

@eneral | Spreadshest Salutions |

Chatt M3 Excel 4.0 Inkernati
Macro Sh

Macrao

M3 Excel 5.0

Dialog Preview not available,

selected worksh , as illustrated.

b 14
M 4 » v[ 2003 2004 | Sheetl 2005 %3 7
Ready = X |

Deleting a worksheet

e Make sure that the new tab that you have just inserted is selected. Right click
on the tab and from the popup menu displayed select the Delete command.
The new worksheet will be deleted.
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16 Insert...
17 [ Delete |
18 Bename
19 Move or Copy...
20 3 View Code

21 {5y Protect Sheet..

E Tab Calor 4
23

; Hide
25 Unhide...
T4 Select All Sheets
M4 b W[ 2003, 2004 | Shetws ——

Ready | 4 |

Copying a worksheet within a workbook

e Select the 2003 tab. Right click on the tab a rom the pop
select the Move or Copy command.

u displayed

Unhide...

|
15 Insert...
16 Delete
_? Rename
18 | Move or Copy.. |
A3 3= View Code
20
— [y Protect Sheet...
21
E Tab Color
23 Hide
En
_25 |

Select All Sheets

is displayed. As we want to copy rather than
ate a copy check box. In the Before sheet section of
hich worksheet you wish to insert the copy in front of.
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Move or Copy

Mowve selected sheets
Tao book:

‘ Wiorkshests, x|sx Ly ‘

Before sheet:

2003
2004

{move to end)

I (014 l[ Cancel ]

¢ When you click on the OK button a copy of t irst workshee
as illustrated.

e inserted,

75
M4 v v | 2003 2004 | 2003 (2)
Ready | &3 |

o Delete this copied worksheet b

Moving a worksheet wi

e Select the 2003 tab. Rig
select the Move

15
16
17
18
15
20
21
22

=]

24

—75—‘ Select All Sheets
M 4 M| 200

Ready | I3 |

e The Move or Copy dialog box is displayed. In the Before sheet section of the
dialog box, select which worksheet you wish to insert the moved worksheet in
front of. In this case select 2005.
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Move or Copy

Move selected sheets
To book:

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

Before sheet:

2003
2004

{move to end)

|:| Creake a copy
L (04 ] [ Cancel
When you click on the OK button the wor et be mov as illustrated
below.

25
M4 v | 2004 | 2003 2005 %3
Ready | 3 |

Before continuing, rear.
Save your changes and

Copying or moving : tween workbooks

Open a workbook : sen workbooks 2. Leave this workbook open.

4 4 » M| 2005 Sales
Ready @

6 Sales 2007 Sales %1 |

Right click on the 2006 Sales tab and from the popup menu displayed select
the Move or Copy command.
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16
17
18
19
20
21
4 4 » M| 2005 Sales | 2006

Insert...

Delete

Rename
I Move or Copy... ¥
View Code

Protect Sheet...

@’ il

Tab Color k
Hide

Unhide...

Select All Sheets

The Move or Copy dialog box is displayed.

Mowve or Copy

Maove selected sheets
To book:

Bebween workbooks 1,xlsx

Before sheet:

2005 Sales
2006 Sales
2007 Sales
fmove ko end)

[]create a copy

row in the To book section of the dialog box. From the

e workbook called Between wordbooks 2, as
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Move or Copy

Move selected sheets
To book:
Bebween workboaoks 1, xlsx F

fnew book)
Bebween workbooks 1,xlsx

Bebween workbooks 2, xlsx

|:| Creake a copy

L Ok ] [ Cancel

Use the Before sheet section of the dial
second workbook the worksheet will b

Before sheet:

2005 Sales
2006 Sales
2007 Sales
{move ko end)

orkbook and you should see a copy of the worksheet

th moving a worksheet between workbooks using the same

method, but thi e do not click on the Create a copy check box.

|:| _reake a copy

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

Font formatting

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

Calibri (1 - AN

(Bl ) [

Font (]

Font type
e Open a workbook called Font formatting. Se he range C3:G3. Click on

the down arrow within the Font sectio font type, such
as Arial.

rmatting.xlsx - Mia

|E!!'.I. qufu ’
:,33

Home | Insert Page Layout View Develop
3 ®  caiibri E|11 rSNIE General
i By :
pajte j ThemeFonils |%_ % s ||fu'
; T Cambria
Clipboard ™ I MNumber
1 Calibri
C3
I; All Fonts
A | s FE | 6 |
1 Salesvol
- B Agency B
j— . & 7.7 1
3 2005 Sales 2006 Sales 20071
4 189 193 201
5 121 132 143
6 109 102 94
7 98 95 B85
a8 96 92 93
5 54 7a B4
10 B3 93
11 Unicade MS 43 34 73
i: % Baskerville Old Face 20 23 2
- T Barasda
ae T Reaunhans 0%
i5 i Ravhaus 03
16 T Bell MT
17 T Berlin Sans FB
18 . .
1  Berlin $ans FB Demi
0 r Bernard MT (ondensed -
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o Experiment with applying different fonts to your data.

Font size

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

41

Font formatting.xlsx - M

|._E!§'.I Q '.J.' F_u .
Wy

| Home | Insert Page Layout Formulas

I e v =
'_j ? Calibri -l A W[ ==
53
e o [B{z u-E) CfA] ==
Clipboard ™ Font| 10 ]
|11
I B3 LS
A B 14
1 Sales volume by country |16
3 15
3 Country jg
4 India 74
=N Canada 6
6 USA bl
7 United Kingdor| 36
B | Australia
9| MNew Zealand
10| China
11 Pakistan

Bold, italic, rline formatting

e Select the range C4:G12 and experiment with applying bold, italic and
underlining formatting using the icons illustrated below.

B [ U~

TIP: You can easily apply double underline formatting. To do this click on the
down arrow next to the Underline icon. Select the Double Underline
command.
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-

A

=

Calibri 11 = A‘
B 2 u{Ei-|[>-iA
U  Underline
2 | Double Underline

Cell border formatting

e Select the range B3:G12. Click on the down arrow next
A drop down is displayed from which you can select the r

All Borders.

O\ H9-> = Font formattin
(s

A | Home | Insert Page Layout Farmulas Data Review View
fﬂj ® || Caiibri -1 - |A‘ A |§ = ‘General
—— 5

e 5 |mi 2w A
Clipboard & Borders
B3 Eottom Border

[ A B Top Border

1 |Sales volume by count LA B

Z Right Border
z Country
4 India
=
6]
7]
_8 ]
=

10 op and Bottom Border
H Top and Thick Bottom Border
E Top and Double Bottom Border

=
(45
=

Borders

— [ Draw Border

1K

— s | Draw Border Grid
16

17 ¢# | Erase Border

o ﬁ Line Color

i2 —

19 —  Line Style

20 FH  More Borders...

ired border.

e Border icon.
Select

Sales 2006 Sales 2007

193 201

132 143

102 94

95 85

92 93

74 84

88 93

13 54 73
20 23 a2

Your data will now look like this.
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Country Sales 2003 [Sales 2004 |Sales 2005 |Sales 2006 |Sales 2007
India 102 129 189 1393 201
Canada 93 120 121 132 143
USA 109 110 109 102 94
United Kingdom 92 99 98 95 85
Australia 92 95 96 92 93
New Zealand 32 43 54 74 24
China 67 79 a3 88 93
Pakistan 24 34 43 54 73
Mexico 12 24 20 23 32

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

N N RE
._3 1
—F/I Home Insert

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

apply.

TIP: Experiment with applying bordér formatting effects, such a thick or double

edged border effects.

Formatting the background color
Select the range B3:G3. Cliek on the Fill €olor icon. Move the mouse over a

color and you will see the color fermatting previewed within your data.

a color to apply it.

/Ea - “ ‘ Font formatting.xlsx - Micros

aj N
- Home Insert ‘e Lah Data Review View Developer
=@ = General

3 L c.anm -l [ A° AT =
=|| S - |||EE - ooy ||%E s

Paste ‘B T ' iﬁvéﬂ ==
Cllpbo 'hemeColors L Mumber

k|
mi
¥

F
N

H EEEEEN
4 w F -

1 Sales volume by country I I I I I I I I

2 |

3 Country | PR e 5 [sales 2006 [sales 2007
4 India WL CL L L L |pe 193 201
5 Canada Nelbil 121 132 143
6 USA 15 More Colors.., 109 102 94

Click on

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

fill colors.
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Formatting the font color

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

Al

B Automatic

| Theme Colors
W EAEENEN

Standard Colors
HE EEEENR

2 More Colors..

I
(Il
Il
1y

[
¥

i
1

e Save your changes and close the workbook:

Alignment formatting V § v

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

I
i

I
]
]
{1
it
ﬁt It

‘!_-‘-

Alignment

Aligning contents in acell range

e Open a workbook called Alignment. Select the range C3:G12. Click on the
Center icon to centre the cell contents in this range. Try applying left and then
right alignment formatting. Use the alignment icons illustrated below.

il
Il
il

Centering a title over a cell range

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

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2008 www.cheltenhamcourseware.com



Excel 2007 Foundation - Page 50

JEr——y

e Your screen will now look like this.

Sales
Country 2003 2004 2005 2006 2007
India 102 129 189 133 4 201
Canada 98 120 121 132 143
Usa 109 110 109 EZAI— 34
United Kingdom 92 99 98 895 85

Cell orientation

e Select the range C3:G3. Click on the Orientation,icon. You,will see a drop
down menu allowing you to format the céll"arientation.

|8~ | =0 General

Angle Counterclockwise |-¢
Angle Clockwise
Vertical Text .
Rotate Text Up -
Rotate Text Down I—

B R

Format Cell Alignment

o Select the Angle Countereclockwise command. Your data will now look like
this.

Country I A Y Y h

India N 102 129 129 193 201
Canada y 98 120 121 132 143
usa 109 110 109 102 94

o Experiment with applying some of the other orientation effects.

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

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

13
14 All revenues are pre- tax profits.
15

e Select cell B14 and click on the Wrap Text icon.

—

E||.!

e The cell will now look like this.

12

All revenues are
14 pre- tax profits.
15

e Save your changes and close the workbook.

Format painter
e Open a workbook called¢dFermat painter:

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

0n)
- Hon

2

B )
Pafte — ‘ ‘_vk

Clipboafdiie - -—

Wk 9

N

al

e Once you click on/the Format Painter icon, you will notice that the shape of the
mouse pointer changes to the shape of a paintbrush. You can now apply the
formatting within the cell that you clicked on, to another range within the
worksheet.

e Click on cell B14, and while keeping the mouse button pressed, move the
mouse pointer to cell G23. Release the mouse button and the formatting will be
copied to the second range within your worksheet, as illustrated.
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Number formatting

[Country Sales 2003 | Sales 7004 | Sales 2005 | Saies 2006__| Sakes 2007

Save your changes and close the workbook.

1
2
3 i 102 129 189 183 201
4 Canada 28| 720 727 432 343
5 usA 105 110 109 102 a4
5 United Kingdorm 52| 55 58| 55 a5
7 Australia E‘ o5 26| a2 93
8] New Zealand Fz2| 43 54 74 84
B Chisra &7 73 83 &8 33
1] Paidstar 24 34 43| 54 73
| Wexica EI 24| 20| 23 3z
1
132
4 st Eafos ZE02 | Sates 2082 | Safes 2005 | Sales 2088 | Soies 2007
15| i 102| 129 189 183 201
0 Canada 23| 720 721 932 943
u UsA 103 110 109 102 24
18 Lnnited Kingeem 52| i 58| a5 as
13 Australia 22| o5 26| a2 93
L) New Zealand 32| 43 54 74 84
1 Chista 67| 73 83 a8 23
2 Faiistan 24 34 43| 54 73
= Wexico EI 24| 20 23] 7|
2

Number formatting

Open a workbook called Number forr
down arrow next to the Number

C2. Click on the
ill see a drop down

General
Mo specific format

Number
19459312

Currency
£194 593,12

lic

Accounting
£194 59312

o o oo

194593 1/8

2 Scientific

10 1esee0s

Mare Number Formats...

)

This tells Excel that the data contained within this cell should always now be
treated as a number, rather than say text or a date.
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Decimal point display

e Click on cell C4. Click on the Decrease Decimal icon so that no decimal places
are displayed.

General -
3 oo s %0 5% 00
Mumber ] +'|:|

e The cell contents should now look like this.

Format this number to display no decimal places. 194593

o Set the contents of cell C5 to display 1 decimal point.
e Set the contents of cell C6 to display 2 decimal points.

TIP: To increase the number of decimalfpoints,displayed, elick on the Increase
Decimal icon.

+-.0

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

commas.
General =
" an 5 -
@II‘I]DET )|

e Your number should now look like this.

| 1,945,968,573.00

Currency symbol

e Select cell C10 and format it to display the British Pound symbol. To do this
click on the down arrow next to the Currency icon and select the £ option.
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Conditional

-

£ English (UK}
% English [U.5.)

€ Euro [€123)

More Accounting Formats...

e Select cell C11 and format it to display the Dollar symbol.

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

£ 234.98

5 234.98

€ 234.98
Date styles

e Click on cell B17 and type in the tex
and type in today's date. When yot
style of the date changes automatica

e Right click over cell C17 and fr
Cells command.

p menu displayed select the Format

& | cut
By copy

E Paste

L Paste Special...

Insert...

Delete...

Pick From
Name a Range...

1 & Hyperlink...

e This will display the Format Cells dialog box.
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Format Cells

| plignment | Font | Border | Fil || Protection
Cateqgory:
zeneral Sample
Murnber 07-Mar-07
CuUrrency
Accounking Twpe:
Date
Time dd-rnrnm-tey
Percentage 0.00%: |
Fraction 0.00E-+00 b
Scientific ##0.0E+0
Textk #7T
Special # Y =
Coston————— I RPAS :
dd-rmm
PAMNA=t
F:mm ArPM
hirarn:ss AMPT el
Delete

Type the number Format code, using one of the existing codes as 3

L Ok J [ Cancel

Within the Cate
the required for

ry sectio
the

og box, select the Date category. Select
section of the dialog box.
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Format Cells

Mumber |.ﬁ.lignment || Fonk || Border || Fill || Prokeckion
Caktegory:
aenetal Sample
Mumber
07 jazfo7
Currency f03f
.ﬂ.ccnuntini Type:
i *14/03/2001
Time N
Percentage li"fnl';lazrlglalzﬂﬂl
Frackion
Srientific 143701
7o 5
Custom
Locale {location):
English (LK.

Drate Formats display date and time serial numbers 2
respond to changes in regional date and time setking
without an asterisk are not affected by oper

beqin with an asterisk (*)

ate values,
5 ed for the operating system, Formaks

] [ Cancel

Click on the OK
different types

Percent

Click on the
and s
belo

e format. Experiment with applying
e cell.

To change this number from 17 to 17%6, type in 17%0
You will then see the contents displayed as illustrated

17%

e Save your changes and close the workbook.

Freezing row and column titles
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Freezing row and column titles
¢ Open a workbook called Freezing.

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

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

| G18 e fx |
A B C D E
1 Component code Color Number in stock  Value of each Total value of stock
2 100001 Red 2 0.00
3 100002 Red 2 23.00
e To freeze the top row so that it remains in si t all time, cli the View

tab and from within the Window group on the the Freeze

Panes command.

; View | Developer

= arrange Al T
Zoom 100% Zoomto Switch
Selection |E Freeze Panes - | [l ce Windows ~
Zoom
. on the Freeze Top Row command.
| View "i
| %
| CH
Save Switch

Junhide | 14 | workspace Windows *

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 |I
the rest of the worksheet,

. !== Freeze First Column

1 Keep the first column visible while scrolling
through the rest of the worksheet,

¢ Scroll down through the data. As you can see the top row stays visible at all
times now.
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A | B | c | D E
1 Component code Color Number in stock  Value of each component Total value of stock
33 100052 White 1 2.40 2.40
o4 100053 White 4 2.50 10,00
55 100054 White 4 2.60 10.40

To unfreeze the top row, click on the View tab and from within the Window

group on the Ribbon, click on the Unfreeze Panes command.

| Vﬁl Developer

EE-‘-'j £ New Window spit | 10| O
s

=] = Arrange Al T Hide EH G C
Zoom 100% Zoomto Save Su

Selection E Freeze Panes=| ] Unhide | 214 Workspace Wind

Zoom | === Unfreeze Panes
QEE Unlock all rows and columns to scro
through the entire worksheet,

D @ Freeze Top Row
Keep the top row visible whi
Value of each E through the rest of the

2. !== Freeze First Column

2.| B2 Keep the first colu
5 through the rest of t

Freeze First Column

|. View_l Developer

Zoom 100% Zoom to _ Save Switch
Selection W punhide | #14 | workspace Windows ~
k

Freeze Fanes

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.

Freeze First Column

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

31.

Save your changes and close the workbook
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Formulas and Functions

Formulas

Creating formulas
e Open a workbook called Formulas. Click on cell E3.

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

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

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

Press the Enter key and you will seeithe result of the calculation in cell E3.

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

worksheet.
Font i
- fe | =c3%D3
B C

A\ 4

Easy way to_ereatexormulas
e Click on'cell E4 and type in the equals sign.
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| E |

99 45.98
/]
95

59
25
24
3.5

Click on cell C4 and you see this.

Total value in stock
=] 45.98
9|=ca
5
9

5
a
5
Type in the * symbol, y i

Click on cell D4 and you will see this.
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Total value in stock

?_9 45.98
39}=c4*D4

35
59
25
24
L5

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

Copying formulas

Click on cell E4.

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

Your screen will now logk like this.

A B WA c D E
1 L
2 Component Code Nummber Number in stock  Value of each item  Total value in stock
3 100847 2 22,99 45.98
4 100846 4 34.99 139.96
5 100645 e 12,95 116.35
i] 100837 1 13.59 13.59
7 100846 0 9.25 0
8 100243 2 5.24 10.48
9 100773 3 40.5 202.5

Close the workbook.

Operators

Operators sound complicated. In reality they are items such as:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2008 www.cheltenhamcourseware.com



Excel 2007 Foundation - Page 62

+ (plus)

- (minus)
/ (divide)

* (multiply)

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

Formula error messages

When writing formulas it is easy to make a mistake: listed below are some
common error messages.

HHHHHE

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

#REF!

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

#NAME?
Excel does not recognize text contained, withimya formula.

Relative, mixed and aBsolUteeell referencing

Relative cell refereqeingdwithimpformulas

Open awworkbook called Cell referencing.
The first worksheet within the workbook lets us look at relative addressing.

Click on celllE4. We need to insert the formula for multiplying items in column
C by the items in columns D. Type in the following formula:

=C4*D4

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

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

If you click on cell E5 you will see the following =C5*D5.
If you click on cell E6 you will see the following =C6*D6.
If you click on cell E7 you will see the following =C7*D7.
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If you click on cell E8 you will see the following =C8*D8.
If you click on cell E9 you will see the following =C9*D?9.
If you click on cell E10 you will see the following =C10*D10
If you click on cell E11 you will see the following =C11*D11.
If you click on cell E12 you will see the following =C12*D12.

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

Absolute cell referencing within formulas

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

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

The 5% figure has been entered into cell C15.

Type in the following formula into celldkD4.
=C4*C15

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

Click on cell D4, and move,the mouse pointer to the bottom-right corner of cell
D4, and when the pointer changes to the shape of a small black cross, press the
mouse button, andykeep it pressed down. Drag down the page to cell D12 and
then release the'mousebutton.” The data will look something like this.

Part Numbér| Price (excluding delivery) Cost of delivery
100837 72.99 1.15
100263 10.95 0.00
100937 20.50 0.00
100224 10.50 0.00
100375 12.95 0.00
100746 29.84 0.00
100387 23.43 0.00
100883 9.43 0.00
100338 20.50 0.00

As you can see something has gone very wrong, as the 5% delivery charge
appears to be 0 for most of the items.

Click on cell D5 and you can see what the problem is. The formula contained
within this cell is:
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=C5*C16

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

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

e Select the range D4:D12 and press the Del key to delete thé cell contents.

e Click on cell D4 and we will try again. This time type in the following formula.
=C4*$Cs$15
The dollar signs make the reference to cell Cl6,absolute.

e Try extending the formula to fill the rangeé down to D12. This time you should
find that the delivery charges are calcdlated correctly.

Part Number| Price (exeluding delivery) Cost of delivery
100837 22.99 1.15
100263 10.95 0.55
100937 20.50 1.03
100234 10.50 0.53
100375 12.95 0.65
100746 29.84 1.49
100337 23.43 1.17
100883 9.48 0.47
100338 20.50 1.03

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

e Save your changes and close the workbook.

Functions

What is a function?

¢ A function allows you to calculate a result such as adding numbers together, or
finding the average of a range of numbers.
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Common functions
¢ Some commonly used functions include:

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

COUNT: Used to count how many numbers are in the list.

MAX: Used to return the maximum number from a list.
MIN: Used to return the minimum number from a list
ROUND: Used to round off numbers to a specified numb decim ints.
SUM: Used to add the contents of selected c
To display the available functions, press

and then click on the Formulas tab ar
click on the Insert Function icon.

isplay ank workbook
Library group

= =9 - s

Home Insert Page Layout

x AutoSum - ﬁ Logie
fe

| |ﬁr Recently Used = @ Tel
Insert

Function [ Finandial - [E7 Date &
Function Libra

This will display on dialog box.
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Insert Function

Search for a function:

vpe a brief description of what vou want to do and then click, a0

O select a categary: |I"-'1|:|5I: Recently Used

Select a Function:

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

Help on this Funckion

our PC the Function Library group

NOTE: Depending on the confi
t, as illustrated below. The

of the Formulas tab may look s
options however are identical.

Data Review

View
pext  Date & Lookup &  Math More

- Time ~ Reference = & Trig = Functions =

Function Library

Home Insert

Insert AutoSum Recen
Function E Used

24
4 4 » M| Sum . Average - Max .~ Min . Count . If -~ ¥ -

T ]

Ready = J |

e Click on cell C8. In this cell we need to sum the values in the column above.
Click on the Formulas tab and within the Function Library group click on the

AutoSum icon.
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|_E AutoSsum ;l

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

You will see the following displayed on your screen.

SUM ~ (2 X & fe| =SUM(CA:CT)

A B | C | D

Sales Region
North

South

East

West

TOTAL

o [~ [ [en | [ [

o of sales

your worksheet.
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cs - e | =sum(ca:c7)
A B | c |
1)
2
3| Sales Region No of sales
4| North 34
5| South 11
6 East 84
7] West 38
2 TOTAL 167

-~

As you can see the function is:
=SUM(C4:C7)

e This function tells Excel to sum the valu

Average function
¢ Click on the Average workshe

L_I'I
M4 4+ M| Sum | A
Ready = |

Count I . ¥2- 48

e Click on cell CS8!
within the regio
Click on the For

ommand.
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0o\ \Hd92-0C- )+ Functions.:
toaly
Home Insert Page Layout | Formulas | Data Review Viev
ﬁ E AutoSum q i@ Logical - [C, Lookup & Reference ~ g e
¥ Sum [® Math & Trig - fa
Insert . Name
Function || Average |§ & Time ~ m More Functions = Manager BT
Count Mumbers ibrary J Dl
Max 2 |
z Min B | C
1 More Functions...
2
3 Sales Region No of sales
4 North 34
5 South 11
6 East 84
7 West 38
3 Average no. of sales per region
You will see the following displayed our en.
D
1
2
3
=i
3|
N
7
2 f sales per region|=AVERAGE( )
g [ AVERAGE[numberd, [number2], ...} }

Press the Ente y and you will see the average value displayed in cell C8.
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A B C
1
2
3 Sales Region No of sales
4 North 34
5 South 11
6 East 84
7 West 38
8 Average no. of sales per region 41.75

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

- fe | =AVERAGE(C4:C7)

As you can see the function is:

=AVERAGE(C4:C7)

A B ). N

1 .
2

3 Sales Region No of sales
a4 North 34
5 South 11
6 East 84
7 West 38
g Average no. of sales per region 41.75

This function tells Excel to sum the average in the range C4:C7.

Max function

e Click on the'Max worksheet tab.

24

M4 -» M| Sym . Average | Max . Min . Count . If ~ %1

Ready _ﬂ

e Click on cell C8. In this cell we want to display the highest number of sales

within a region.

Click on the Formulas tab and within the Function Library group click on the
down arrow next to (or under) the AutoSum icon. You will see a drop down
list displayed. Click on the Max command.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2008 www.cheltenhamcourseware.com



Excel 2007 Foundation - Page 71

Home Insert Page Lay

i E AutoSum q ﬁ Logica
Jx

Insert
Function

You will see the following displayed on your screen.

z

Sum

Average &
Count Numbers Li
Idax [
Min B

More Functions...

suM

- (0 X « fe| =MAX(C4:C7)

B

Sales Region
North
South
East

0 |~ | L w |

Sales ion No of sales
34

South 11

East

West 38

Highest no of sales in a region

Click on cell C8, and you will see the function displayed in the bar just above
your worksheet.
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cs - £ | =Max(ca:c7)
A B | C |
1
2
3 Sales Region No of sales
a North 34
5 South 11
6 East 84
7 West 3
:| Highest no of sales in a region

As you can see the function is:

=MAX(C4:C7)

This function tells Excel to display the withi e range C4:C7.

Min function

The MIN function will display th
Click on the Min worksheet tab.

umber within a range.

24
M 4 » M| Sym - Average
Ready Circular References |

ount If %10 7

Click on cell C8. e want to display the lowest number of sales

within a r

ert Page Layou

ﬁ | Z AutoSum q i@ Logical~

X  5um
Insert

Function Average &
Count Mumbers jLiori
— =
Max b
A Min HB

1 More Functions...
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¢ You will see the following displayed on your screen.

! SUM > (0 X o f| =MIN{CA:CT)
A B C

1

2

3 Sales Region ]_ No of salesﬂ

4 North 5 34/

5 South 5 11!

6 East ; 84/

7 West ; as)
e e

8 Minimum no of sales in a region |=MIN(

9 [ MIN{number1, [numberzﬂ

e Press the Enter key and you will see the minimum value displayed in cell C8.

c14 - k|

A B &  Fc V|
1 A —_—
2
3 Sales Region No of sales
4 North 34
5 South 11
6 East 84
7 West 38
8 Minimum noofsales inaregion 11

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

— — L 4

I c8 - e | =MIN(Ca:C7)

: A out” B C

2

3 Sales Region No of sales
a North 34
5 South 11
& East 84
7 West 38
g Minimum no of sales in a region 11

As you can see the function is:
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=MIN(C4:C7)

This function tells Excel to display the minimum value within the range C4:C7.

Count function

The Count function will count up the number of cells which contain numbers.
Click on the Count worksheet tab.

L1

4 4 » M| Sum - Average . Max . Min | Count
Ready Circular References | |

Click on cell C19. In this cell we want to dis
column above that contain a number.

Click on the Formulas tab and within the
down arrow next to (or under) the A
list displayed. Click on the Count

the number in the

oup click on the
| see a drop down

41

g )1 - O -

Home Insert Page L:

ﬁ &C\uto Sum q ﬁ Logi
z

Sum

Insert
Function Average

g displayed on your screen.
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A B C D
1
2 Delegates attending the meeting
3
4 Delegate country Present Not present
5 Australia 1
6 Brazil 1
7 Canada 1
8 China 1
9 Cyprus i
10 Greece 1
11 India 1 1
12 Ireland 1
13 New Zealand 1
14 Pakistan 1
15 South Africa 1
16 Turkey | 1
17 UK 1 1 ]
18 USA 1 |
" =COUNT¢M
20 | COUNT[valuel, [valueZ], ...}

21

WARNING: In all the previous examples, there was a column containing values
immediately above the cell intofwhich we inserted the function. In this case
some of the cells within the column are empty and Excel, as you can see has
only applied the Count function to the range'C17:C18. The reason for this is
that the next cell up, i.efeell C16 is.empty.

We need to tell Excel that the range,we are interested in, actually extents from
C5:C18.

To do this, click on\cell C18yand while holding down the mouse button drag up
to cell C5. Then release the mouse button. Your screen should now look like
this.
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A B C D

1
2 Delegates attending the meeting

3

4 Delegate country L Present Not present
5 Australia ;r”’”i ))))) |

6 Brazil E 1 5

7 Canada | 1 ;

g China f E 1

9 Cyprus E 1 E

10 Greece ﬁ 1 E

1 India F 1 E 1

12 Ireland E 1 |

13 New Zealand | 1 E

14 Pakistan E 1 ;

15 South Africa E 1 E

16 Turkey ! ! 1

17 UK : 1 !

18 USA T 1 j

19 =COUNT[C5:C181@

[
=]

COUNT(valuel, [valueZ], ..

1

¢ Press the Enter key and you will see _the count valuedisplayed in cell C19.

A B c o DG | 4
1
2 Delegates attending the meeting . N 10
3
4 Delegate country Present m
5 Australia 1
5 Brazil 1
7 Canada 1
8 China 1
9 Cyprus 1
10 Greece 1
11 India 1 1
12 Ireland 1
13 New Zealand 1
14 # 1
15 / [South Africa 1
16 | |Turkey 1
17 1
18 1
19 12

o
=i

e Click on cell C19, and you will see the function displayed in the bar just above
your worksheet.
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c19 - f« | =COUNT(C5:C18)
A B B D

Delegates attending the meeting

1
2

3

4 Delegate country Present Not present

5 Australia 1

6 Brazil 1

7 Canada 1

8 China 1

9 Cyprus 1

10 Greece 1

11 India 1 1

12 Ireland 1

13 New Zealand 1

14 Pakistan 1

15 South Africa 1

16 Turkey 1

17 UK 1 0
18 USA 1

19 Totals 12 q

As you can see the function is:

=COUNT(C5:C18)

This function tells Excel to display‘the number of cells containing a value within
the range C5:C18.

NOTE: If you made a mistake, clickion cell C18 and press the Del key. Then
try again.

Use the same technique to count up the number of people who could not attend,
and displaysthe valuefin cell D19.

What arediE functions'?

Excel has a number of functions which allow us to evaluate values and make
decisions based on the result of the evaluation. The IF() FUNCTION is one of
these.

IF() SYNTAX
The format (Syntax) of the IF( ) function is as follows:
IF(LOGICAL_TEST, ACTION_IF_TRUE, ACTION_IF_FALSE)

LOGICAL_TEST
The logical_test evaluates an expression to see if it passes the test, i.e. is TRUE
or does not pass the test, i.e. is FALSE
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Logical Values for Evaluation Result
operators A=10 B=5
C=15 D=10
= (Equal to) A=B FALSE
A=D TRUE
> (Greater than) A>B TRUE
A>C FALSE
< (Less than) A<B FALSE
A<C TRUE
>= (Greater than or Equal | A>=B TRUE
to)
A>=D TRUE
A>=C FALSE
<= (Less than or Equal to) | A<=B FALSE
A<=C TRUE
A<=D TRUE

e ACTION_IF_TRUE
Action_if true can be a value or an operation.AVhichever, the resdlt is placed in
the cell which contains the IF( ) Function if the“logical_test is true.

ACTION_IF_FALSE
Action_if false can be a value or an operation! Whichever, the result is placed in
the cell which contains the IF( ) Function if the logical_test is false.

Using the IF function
e Click on the If worksheét tab.

25 _ -
M 4 » M Sum - MvErage Max <Mig ~ Count | TIf %1

Ready Circular Refe‘cﬂiﬁ, D S

e In cellsd8:313 we 'need to display the word PASS or FAIL, depending on
whether the average is over 70%b.

1 y

2

; -+

) o

5

& SUBJECTS

7 STUDENTS |Mathematics English |History [Geography Average grades |Passed?
8 Hadiya 68 78 59 59 66
9 Dai 69 69 69 67 69
10 Aaron 76 78 79 87 80
11 Rowan 67 86 58 65 69
12 Aaliyah 85 77 87 78 82
13 Gabriela 59 68 78 89 74

=
=
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e Click on the cell J8.

e Click on the Logical icon within the Function Library group of the Formulas
tab.

(O ! H D Mai) *

il
Home Insert Page Layout | Formulas | Data Re
f = AutoSum ~ lﬁ Lugical'| ﬁ Lookup & Reference =
[ Recently Used ~ [A Text~ [i& Math & Trig -
Insert

Function @ Financial = E Date & Time = ﬁj More Functions =
Function Library

TIP: Remember that depending on the configuration of yo C,t unction

Library may look like this.

Home Insert Page Layout | Formulas

f X @ @E @

Insert AutoSum Recently Financial Logical
Function R Used ~ v R

Function Li

e This will display a drop

% AutoSum
X
Ef Recently U

L Trig —
Insert
Function @ Financial ~ Functions =
|l=
I IFERROR ———————
ot P E

OR
TRUE

TR S R

Jx | Insert Function...

¢ This will display the Function Arguments dialog box.
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Function Arguments

IF
Logical_test | Rz
Yalue if_krue | Rz =
Yalue_if_False | | =

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

Logical_test is any value or expression thak can be evaluated ko TRUE or FALSE,

Formula result =

Help on this Funckion

e In the LOGICAL_TEST section of the di
18>70

nter logical test, i.e.

In the VALUE_ IF_TRUE section,of t box, we enter the word PASS.

box, we enter the word FAIL.

| = FaLse
| = "pass"

= "FAIL"

= "FAIL"
= mek, and returns one walue if TRUE, and another walue if FALSE,

¥alue_if_true is the walue that is returned if Logical_test is TRUE, If amikted,
TRUE is returned. ou can nest up to seven IF functions,

Formula result = FAIL

Help on this Funckion 04 l ’ Cancel
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Click on the OK button to continue. Your screen will now look like this.

STUDENTS|Mathematics English |History |Geography
Hadiya 68 78 59 59
Dai 69 69 69 67
Aaron 76 78 79 87
Rowan 67 86 58 65
Aaliyah 85 77 87 78
Gabriela 59 68 78 89

Use the normal Excel drag techniques to extend this f

19:313. Your screen will now look like this.

STUDENTS [Mathematics English |History
Hadiya 68 78
Dai 69 69
Aaron 76 78
Rowan 67 86
Aaliyah 85 77
Gabriela 59 68

Save your changes an

Average grades

Passed?

66

FAIL

69

80

69

82

74

Passed?
66 FAIL
69 FAIL
80 PASS
69 FAIL
82 PASS
74 PASS
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Charts

Using Charts

Inserting a column chart

Open a workbook called Chart.
If necessary, click on the Column Chart worksheet tab (at the bottom-left of
your screen).

i
4 4 » M| Column Chart  Line Ct

Click within the table of data.
Click on the Insert tab and you will see the;Charts,group displayed within the
Ribbon.

il ol g

Column  Line Pie Bar Area Scatter ¥

- - - - - - |

Charts

Click on the Column icon andwyou will see'a drop down displaying a range of
column chart options.
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u

e @l |

Line Pie Bar Area  Scat

- - - - -

2-D Column L

-

mf AR |

3-D Column

%l |e® @9
ABUB| || A [P
Cylinder

EiEE
=
=
3

8| AA| b

i 20

Chart Types...

Click

on the first option, the 2- rmat, as illustrated.

2-D Column

18|28

Clustered Column

Compare value
by using vertica

is not important or
ite ts such as

g chart inserted into your worksheet.
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No. of sales

70
60
50
40

—
30 M No. of sales
20
10 -
0 - T T T

North South East West

¢ Click on the Undo icon (top-left of your screen), and exper
other types of column chart such as a 3-D ¢ , as illustrat

inserting

B No. of sales

Inserti
e Click on the Lin

art worksheet tab at the bottom of your screen.

el

M 4 » M| Column Chart | Line Chart - Bar Chart - Pie Chart - ¥ A
Ready | |

e Experiment with inserting different types of line chart. An example is illustrated
below.
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No. of sales

/\
o / N\

Morth South East

Inserting a bar chart
e Click on the Bar Chart worksheet t

our screen.

|
4 » M| Column Chart - Line Chart | Bar Chaek) Pie CW

Ready | [ |

s T4
14

o Experiment with inserti [ bar chart. An example is illustrated

below.

H No. of sales
South

Morth
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Inserting a pie chart
e Click on the Pie Chart worksheet tab at the bottom of your screen.

ae |
M 4 » ¥| Column Chart _~ Line Chart -~ Bar Chart | Pie Chart - #J
Ready | I |

e Experiment with inserting different types of pie chart. An example is illustrated
below.

No. of sales

d Chart Manipulation.
n it to select it.

to one of the four corners of the chart. You will notice
ter changes to the shape of a diagonal line with an arrow at
u see the mouse pointer change, press the mouse button
and whil the button pressed move diagonally across the screen. Move
away from the centre of the chart to make the chart larger and toward the
centre of the chart to make the chart smaller. When you release the mouse
button the chart will be resized.

Deleting a chart
o Select the chart and press the Del key.
e Save your changes and close the workbook.
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Chart title or labels

Open a workbook called Modifying charts.

If necessary, click on the Modifying a Chart worksheet tab (at the bottom-left
of your screen).

4 4 » | Modifying a Chart -~ Colurnn C

You can see a column chart displayed within the workbook. Select the chart title,
as illustrated.

INU. of salesI

Press the Del key to remove the chart title. Your chart w

= =%

70

30 B No. of sales

20

10

To in i click on chart and then click on the Layout tab. Click on

Chart Tools

ula Data iew Developer Design | Layout Format

5 i Wil

e Y Y ™ I
Chart | Axis Llegend Data Data Axes  Gridlines Plot .
Title~ |Titles~ = Labels ~ Table~ - - area~ [/ 3-D Rotation

[ Labels ] Ayes Background

L8| Chart Wall =
@] Chart Floor

Select the required option from the drop down list displayed, such as Above
Chart.
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] il il (8]

Chart | Axis Legend Data Data
Title = | Titles = - Labels = Table =

|
None
5 rﬁ‘ Do not display a chart Title B
I'
I

TGy Tl

Centered Overlay Title

i
_ @ Overlay centered Title on
i~

chart without resizing chart

Abowve Chart
Display Title at top of chart
area and resize chart

T F

More Title Options...

Your chart title is once again displayed, as illustrated.

No. of sales

70

50

30 Mo. of sales

20

10

e is shown below.
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Number of sales

70

50 .

50

30 M No. of sales
. N B
10
L 1 I N
North South East West

Chart background color

e Click on the chart to select it. Right em t of the chart
background, and you will see a popupin splayed.

Cut
Copy
Paste
Reset to Match Style
Font...

Change Chart Typ
Select Data...
Move Chart...

& > 0 b e

o

Assign Macro..,

| Format

e Click on the Format Chart Area command.

TIP: If you do not see this command, right click on a different, empty part of
the chart, until you do see this command.

¢ You will see the Format Chart Area dialog box displayed.
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Format Chart Area

If necessary, click on the Solid fill button and you will see
displayed within the dialog box.

Format Chart Area

RS | il
Border Color ) Mo fil
Border Styles (O solid fil
Shadaw ) Gradient fil
) PBicture or texture fil
3D Format @ Automatic

Border Color
Border Styles
Shadow

3D Format O Automatic

Click on the down arrg
the options displayed.

Format Chart Area

) Picture or texture fil

Transparency:

Standard Colors
[ |

More Colors. ..

3

Dark Blue, Text 2, Lighter 80%

ra controls
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e Click on the Close button to apply the color, as illustrated below.

No. of sales

TO

B0

50

40

30

20

‘i1l

4] T T T

Morth South East West
Changing the column, bar, line or pig Ors | art
e Click on the second worksheet tab, n Cha
—

A
4 4 » M| Modifying a Chart | Column C

e Click on one of the col
selected, as illustrated.

t. You should see all the columns are

H No. of sales

Morth South East West

¢ Right click over one of the selected columns and from the popup menu displayed
select the Format Data Series command.
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Delete
&9 Reset to Match Style I
ih Change Series Chart Type...
g | Select Data..

3-D Rotation...

Add Data Labels

Add Trendline...
| %' Format Data Series... ]

This will display the Format Data Series dialog box.

Format Data Series

\Series Options|| | Series Options

Fill Series Overlap

Border Color Separated —J— Overlapped
Border Styles

Shadow

Gap Width

3D Format NoGap

he dialog box, as illustrated.

Border Styles

Shadow & Automatic

30 Format [ nvertif negative
[ vary colors by point

Click on the Solid fill command and extra controls will be displayed, as
illustrated.
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Format Data Series

Series Options Fill

amm—

) Mo fil
Border Color @ E II
Border Styles O Gradient fil
() Picture or texture fil
Shadow O Automatic
3D Format [ Inwert if negative
[ vary colors by point

Transparency: ]7

Click on the down arrow in the Color section and select or fo

columns.

Format Data Series

Series Options

Fill

Fil = (O nof
Border Color &) Solid fill
) Gradient fil

Border Styles

) Picture or texture fil
Shadow -
e () Automatic
3-D Format [ wvertif ne

[ vary colors by

Colaor: g -

M

Dark Blue, Text 2, Lighter 4ﬂ%i

e

Mare Colors...

When you click on the Close icon the selected color will be applied, as
illustrated.
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No. of sales

70
60
50
40
30 B No. of sales
20
SEEE1]

o | | | |

North South East West |

¢ Click on the Line Chart worksheet tab and change the color ofithe line.
¢ Click on the Bar Chart worksheet tab and_change the color of the bars.

e Click on the Pie Chart worksheet tab‘to display the pie chart. The whole point
of a pie chart is that each segment of the piefchart should be a different color.
Bearing this is mind click once onythe pie,chart to select all the segments within
the pie chart. Then click again on a particular segment to select just that
segment. At this point you can then right click and change the color of just that
segment. An example is,illustrated,below.

N 1 =

No. of sales

M North
H South
M East

W West

e Save your changes and close the workbook.

Changing the chart type

e Open a workbook called Changing charts. This workbook contains a column
chart. Click on the chart to select it. Click on the Design tab. Click on the
Change Chart Type icon displayed within the Type group of the Design
Ribbon.
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Da\H 9 - &
ealy oo
Home I

‘Change Save As

Chart Type Template
L we

¢ This will display the Change Chart Type dialog box.

Change Chart Type

3 Templates
PR il
Iﬁ Lire M I_Bﬂ
& Pie
== | o) lat] (98] 82
@ Area
S XY (Scatter) M I i ﬁ M
is]  Stodk
(6 Surface L=
@ Doughnut /\/ o~ A;
@2 Bubble \ \/\/ l/\/
@ Radar Pie
ENIPNIN v
[ManageTemplates... J ’_ Set as Default Chart Cancel
e Select a different type of ¢ 5 a Bar chart and then click on the OK

button.

0. of sales

south B No. of zales

Morth

[=]

10 20 30 40 50 60 70

e Experiment with applying different types of chart.
e Save your changes and close the workbook.
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Modifying Charts using the Layout tab

Open a workbook called Formatting Charts.
Select the chart and then click on the Layout tab.

Chart Tools

iew Design LEFGULL\X) Format

The Layout tab includes many options for controlling how the various chart
elements are displayed.

Click on the Chart Title button in the Labels group of the Ribbon. /A'menu will
be display allowing you to control where or if the chart title is'displayed. The
default is Above Chart, try selecting the othergoptions and observe the effect
on the chart.

= ; I
nf 'as] o] | |

Chart | Axis Legend Data Drata
Title = | Titles hd Labels ~ Table =

— MNone

I Do not display a chart Title

—1 Centered Overlay Title

i | Overlay centered Title on
chart without resizing chart

— 1| Abowe Chart
|: Display Title atm I
area and resiz

e -—

More Title Options...

Click on"the"Axis Titles button in the Labels group of the Ribbon. A menu will
be display allewing you to control how the labels for each axis are displayed.
Experiment with some of the available options and view their effect on the chart.

s || | g ||

Axis |Legend Data Data
Titlgg ~ i Labels ~ Table ~

& | Primary Horizontal Axis Title »
ﬂ Primary Vertical Axis Title k

Click on the Legend button in the Labels group of the Ribbon. A menu will be
display allowing you to control where the chart legend is displayed. Experiment
with some of the available options and view their effect on the chart.
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,@5@ A ]

Drata Data Axes

= Labels = Table - -
| Mene E
Irﬂ_r.; Turn off Legend I
Show Legend at Right
|rI_r|.|_-| Show Legend and alignl}
right b

= Show Legend at Top
||'ﬂ_|'| Show Legend and top
align
Show Legend at Left
|_§||ﬂ_m Show Legend and align
left
|I'H_ Show Legend at Bottom
__!I Show Legend and align
bottom
Owverlay Legend at Right

||'ﬂ_[l.5:| Show Legend at right of
the chart without resizing

= Owverlay Legend at Left
G| show Legend at left of
the chart without resizing

More Legend Options...

Click on the Data Labels butt the els group of the Ribbon. A menu
will be displayed allowing you to i
chart.

Is should be applied to data in the

(] 2] |

Data Axes
Table = -

]

dlines

- MNone

" 4| Tum off Data Lab
selection
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No. of sales

| M Mo, of sales
' ' o~
T T T 1

] ] ] (6

Axes  Gridlines Plot Chart
- - Area~ Wall~ F

MNone
Do not show a Drata Table

Show Data Table

ata Table with Legend Keys option. A small table will be
chart containing the relevant data.
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No. of sales

0

70
60

50 7 f{

w

30 i M Mo. of sales
20 ;

10 +

West

Marth South
|Nc|-_ofsales | 34 | 23 | 65 | 23

menu will be
re displayed.
effect on the chart.

e Click on the Gridlines button in the Axes gro the Rlbbon

dlsplay allowmg you to control how the gr

il (] o] st ﬁ

Gndllnes Plot Chart Chart Tr
Area Wall~ Floor~ Rotatmn

||£| Primary Horizontal Gridlines »
@ Primary Vertical Gridlines

LA

ntal Gridlines for Major E‘lts

r Gridlines L
Harizontal Gridlines for Minor units

ajor & Minor Gridlines

Display Horizontal Gridlines for Major and
Minor units

More Primary Horizontal Gridlines Options...

Close the workb and save any changes you may have made.

Copying and moving charts within a worksheet
¢ Open a workbook called Copying and moving charts 1.
e Click on the chart to select it.

e To move the chart within the worksheet, click on the chart and drag the chart to
a new position in the worksheet.

e To copy the chart within the worksheet, click on the chart to select it and press
Ctrl+C to copy the chart to the Clipboard. Deselect the chart and then press
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Ctrl+V to paste the chart from the Clipboard. You should now see two copies of
the chart. You can move them so that they are not layered on top of each
other.

Copying and moving charts between worksheets

Click on the chart to select it.

To copy the chart to another worksheet within the workbook, click on the
chart to select it and press Ctrl+C to copy the chart to the/Clipboard.

Click on the Sheet2 tab at the bottom of the worksheet

P

b 1

M4 4 » M| Sheetl | Sheet2 . Sheet3 ¥
Ready ﬂ

Press Ctrl+V to paste the chart from the @lipboards, You can'move the chart if
required within this worksheet.

To move the chart to another worksheet within the workbook, click on
the Sheetl tab at the bottom of the warksSheet. Click on the chart to select it
and press Ctrl+X to cut (i.e. mave) the chart to the Clipboard.

Click on the Sheet3 tab at the bottom ef the worksheet.

Press Ctrl+V to paste thexehart from the €lipboard. You can move the chart if
required within this worksheet.

Copying and moving chasts between workbooks

Select a chart within thé workbook. Press Ctrl+C to copy the chart to the
Clipboardim®©pen a‘'seécond workbook called Copying and moving charts 2.
Press(Ctrl+V to paste the chart into the second workbook.

NOTE: 0 move a chart between workbooks, use the same procedure, but Cut

rather than Copy/the chart, using the Ctrl+X keyboard shortcut for cutting a
selected item te‘the Clipboard.

Close all open workbooks and save any changes you have made.
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Customizing Excel

Modifying basic options
¢ You can customize the way Excel looks and performs. To do this click on the

Microsoft Office button and within the dialog box displayed click on the Excel

Options button (bottom-right of the dialog box).

| =] Excel Options | |x Exit Excel |

¢ This will display the Excel Options dialog box.

Excel Options

Formulas
Proofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

mpular :|

E& Change the most popular options in Excel.

Top options for working with Excel

Show Mini Toolbar on selection (i)
Enable Live Preview ()

Show Developer tab in the Ribbop (i)
Always use ClearType

Color scheme: Blue w

‘When creating ne

Use this font:

OK ][ Cancel ]

e You can use this to customize items such as the type of font used, the font size

used and the number of worksheets displayed within a new workbook.
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‘When creating new workbooks

Use this font: |Body Font W
Font size:

Default view for new sheets: |NormaIView W

Include this many sheets: 3 e

Try altering the number of worksheets contained within a new workbook to 4

rather than 3.

Include this many sheets:

Then close the dialog box and press Ctrl+N to create a ne
should see 4 worksheets, as illustrated.

4 4 » v | Sheetl ~Sheet? ~Sheet3 - Sheetd . ¥J
Ready | 3 |

Close the new workbook without sa

Reset the default for new workb

orkb . You

anges you have made.

0 3 worksheets per workbook.

d click on the Save option (displayed

rormuias

ation: |C:\Documents and Settings\David Murray\Application Data\Microsoft\Excel,

|C:\Documents and Settings\David Murray'\My Documents

Trust Center exceptions for: |ﬁ;‘ Freezing.xlsx hd

Resources Disable AutoRecover for this workbook only

Offline editing options for document management server files

Save checked-out files to: ()
@ The server drafts location on this computer
O The web server

Server drafts location: | C\Documents and Settings\David Murray\My Documents'\SharePoint Drafts',

| [ Browse...

Preserve visual appearance of the workbook

Choose what colors will be seen in previous versions of Excel: i) Colors...

You can use this page to set the default folder location to be used when saving

your workbooks.
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Default file location: ChDocuments and Settings\David Murray\My Documents

e As you can see there are lots more useful options that you can customize to
make your use of Excel easier and more productive. If you have time
investigate some of the other customization options available.

e Before you move on, click on the Resources button (within the left part of the
dialog box). As you can see this has an option that allows you to check for
updates.

Excel Options

Popular 5 Contact Microsoft, find online resources, and maintain health and relia oft Office

L9 programs.
Formulas

Proofing get updates Check for Updates
Save Get the latest updates available for Microsoft Offi

Advanced run Microsoft Office Diagnostics
Customize Diagnose and repair problems with yo

Add-Ins contact us Contact Us
Trust Center Let us know if you need help, osoft Office better,

[
(i)

Close the dialog

ore writing space’. To help achieve this you can right
n and from the popup menu displayed, click on the

Minimize the Ribbon command.

Add to Quick Access Toolbar

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

| Minimize the Ribbon |

e The Ribbon display will change from this.
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Q Mola)+ Book2 - Microsoft Excel -
Hnme Insert Page Layout Formulas Data Review View Developer @ -
I | ge Lay pi 7]
= i p— L —] T «: - -
[ j Calibri u C[A )| [E ==l t5il[cenemt - ﬁ g Insert : % fﬁ
1] l% % Delete ~ a =
Paste B 7 U ~||& & === = ~ 8% v ||%8 5%||| Conditional Format  Cell Sort & Find &
| - \; | H ” & | | S | |% ” | Formatting = as Table = Styles = EE‘J Format = || (2~ Filter~ Select~
|| Clipboard Fu_r]_t fa Alignment fa Number ] Styles Cells Editing
To this.
)i 9-®- )+ BookZ2 - Mi
Lre Tana b
- a

Home Insert Page Layout Formulas Data Review

e To display the Ribbon again, right click over any of the
the popup menu displayed, re-click on the Minimize the and (to
remove the tick).

Customize Quick Access Toolbar..,
Show Quick Access Toolbar Below the Ribbon

| | Minimize the Ribbon

AutoCorrect options

e Microsoft Excel has an
be automatically corre
Microsoft Excel will auto

e To open the Au

your screen). C

lick on the Office Button (top-left of
ptions button at the bottom of the dialog

e Click on the Pr Nng option, and then click on the AutoCorrect Options

button.
Excel Options .
L
Popular ABC
P &;’ Change how Excel corrects and formats your text.
Formulas
L.pm,ﬁng ....4 AutoCorrect options
Save Change how Excel corrects and formats text as you type: AutoCorrect Dﬁnns... ]
Lag”
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This will display the AutoCorrect dialog box.

AuteCorrect: English (United Kingdom) m

AutoCorrect | AutoFormat As You Type | SmartTags|

Show AutoCorrect Options buttons

Correct TWo INitial CApitals

Capitalize first letter of sentences
Capitalize names of days

Correct accidental use of cAPS LOCK key

I

ceptons. ..

Replace text as you type
Replace: With:
teh the

tions such as the ability to correct words
where you have i d in the first two letters in capitals. It will also
automatically ca i ter within a sentence and also the first letter

t you commonly spell incorrectly, into the Replace section
ong with the correct spelling in the With section of the
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Printing

Worksheet Setup

Worksheet margins

Open a workbook called Print setup.

Click on the Page Layout tab, and from within the Page Sétup group of the
Ribbon, click on the Margins icon.

nsert Page Layout Formulas Data Review View
— — 1 - 11 =i
E K F = B E
=] iy | :
Margins Orientation Size Print Breaks Background Print
& = = Area - = Titles

Page Setup Tagl

This will display a drop down from which you can select Normal, Wide or
Narrow.

—————— 5 \

mie N FE = F

Margins| Orientation Size Print ks Backe
MNormal
n Top: 1.91 cm Bottom: 181 em
| Left: 1.78 cm Right:  1.78& cm)
1 Heacler: 0,76 Cnigy, Footar: 0,76 om
I¢ Wide ;
b Top: 254 cm \ Bottgin 254 cm
Left: 2.54 cm. \Rights  2.534 o
2 Headei: 1.27 cm Footer: 1.27 om

Custom bdarginss

b
N Marrow

Top: 101 emy, Bottom: 1.91 cm
3 Left: 0.64cm \ Right: 0.64cm
7 Heacer: 0.76 cm | Footer: 0,76 cm
X
¥

Clicking on the Custom Margins command displays the Margins tab within the
Page Setup dialog box. You can use this dialog box to set custom top, bottom,
left and right margins.
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Page Setup

5| HeaderjFooter || Shest |

Header:

Top:

Left; Right:
1.2 2 18 <
Eotbarm: Footer:

e 2l [os 2]

Center on page

] Horizontalky

[ ] vertically
TIP: You can also use this di o set Header and Footer values, as well
as options to cen ge vertically and / or horizontally.

e Layout tab, and from within the Page Setup group of the
Ribbon, click on the Orientation icon. You can select either Portrait or
Landscape orientation, as illustrated.
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1sert | Page Layout I Formulas Data Review

@,L,ﬁ@mi

Margins |Orientation| Size Print Breaks Background Print

| £ S E Area~ £ Titles |

I — .. =
peiuip )

= él Portrait
I D
= Landscape
le Ca tock Value of each comp
00001 Re 2

o Try setting the orientation to Landscape. To see the eff n Print Preview
mode, press the Ctrl+F2 keyboard shortcut. To retur ious view
click on the Close Print Preview icon.

Close Print
Preview

e Before continuing reset the orientatig

Worksheet page size

¢ Click on the Page Layout tab, a i the Page Setup group of the
Ribbon, click on the Si . ect the required page size from the
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: | Formulas  Data  Review  View

Gla =

1| Size Print Breaks Background Print

+
a
+.
“ Area - - Titles %

Letter -
21.59 cm x 27.94 ¢m

Legal
21.59 ¢m x 35.56 ¢m

A5

|:I 148 cmx 21 cm
A4

D 21 cm x 29.7 cm
BS
158.2 cm x 25.7 cm

4x6in 101.6x152.4mm
1016 cm x15.24 cm

4x8in 101.6x203.2mm
1016 cm x 20.32 cm

5x7in 127.0x177.8mm
127 em x 17,78 cm

Bx10in 203.2x254.0mm
2032 cmx 254 cm

L 89x127mm
89 cmx127 cm

More Paper Sizes...

Headers and Foot

e Click o and from within the Text group of the Ribbon, click on
icon.

¢ You will see the Header area displayed at the top of the worksheet, as

illustrated.
e —
i
Header
Component code Color Number in stock Value of each component
100001 Red 2 22.99
100002 Red 2 11.50
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Type in the text for you header, such as 'Stock Levels for January’.

If you scroll down the page you will see the message 'Click to add footer’
displayed at the bottom of the worksheet.

Click to add footer

Click within the footer area and type in your name. A amp illustrated
below.

100048 Green
100049 Green

I Footer

To modify a header or footer a
footer and edit as required.

TIP: Remember that t
View tab and then click

N e
foar
Home

To change back he normal view click on the View tab and then click on the

Home Insert Page Lay

.,l] Page EBreak Preview

I| Custom Views

La.yuut |= Full Screen
Workbook Views
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Header and footer fields

¢ When you are inserting or editing a footer or header, you will notice that you
see the Header and Footer Tools Ribbon. Within this Ribbon is the Header &
Footer Elements group, as illustrated below.

21 RBOe

Page Mumber Current Current File File Sheet Picture
Mumber of Pages Date Time Path Mame MName

Header & Footer Elements

¢ You can use the icons in this section in insert an Excel fiéld, suchdas the Page
Number. The great thing about fields is that they automatically update when
required. For instance if you insert a Page Number field, then as you add more
pages, the page number displayed on each page will increment.

e Another very useful field is the File Name field. This displays the file name of
the document in your header or footer, when youyprint, and is very useful when
you have printed out a copy of a worksheet'and then several months later are
trying to remember the file name you dsed to save the waerksheet as.

NOTE: When you insert a field, such'as, the File Name field, you may see the

field code rather than the actual file named{ When you print the worksheet
however, this code is replaced by the actual file name.

o The File Path will displaysthe file name and also the path to the folder in which
the file is stored.

e Experiment withdnserting different fields into your header or footer.

Scaling youkworksheetto fit a page(s)

e Click,0n the Microsoft Office Button and then click on the arrow next to the
Print commandiFrom the submenu, select Print Preview.
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.Iﬂ )T - Excel 2007 manuz

Preview and print the document t
MNew

Print
Select a printer, number of copies, and

N
a7 Cpen other printing options before printing.
b/

I=i Quick Print
Convert e Send the document directly to the default

printer without making changes.

Print Preview
save | Preview and make changes to pages before
printing.

Save As »

If you look at the bottom-left of the screen you notice that in the example

shown, the data requires a total of 4 pa

Preview: Page 1 of 4

To close the Print Previ i the Close Print Preview button

X

Close Print
Preview

ets you determine how many pages you want the data
to pri . ed you can shrink the size of the data so that it all fits on
rd to read due to the small type size, but you can do
Layout tab and within the Scale to Fit group to display

o4 Width: Auto
7| Height: Automatic ~
@ Scale: 100%

Scale to Fit 1

Click on the down arrow to the right of the Width control, and select 1 page.
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T4 Width: Automatic E| Gridlines
4] Height: | Automatic I
@ Scale: |1 Page '
2 pages
3 pages
4 pages
5 pages

6 pages
12.50 pag
7 pages

13.00f | 5 pages
13.50¢ |9 pages
14.00{ | ¥ maore Pages...

14 SR o

Scale {

W=

=== = |

¢ Click on the down arrow to the right of the Height c select,1 page.

o width: |1page - Gridlines
‘i‘” Height: AutumaticEI M| View
%] Scale: | Automatic l
Scale |1 page |

2 pages F
|3 pages
4 pages

12.50 |3 pages
13.00 jpa‘-‘“
pages

13.50 8 pages
14.00 | g pages

14.50 ﬂ:‘h Mare Pages...
15 nn

worksheet will nc

rint Preview view.
e Save your and close the workbook.

Preparing to print a worksheet

Visually check your calculations
e Open a workbook called Printing.

e Click on cell E2. Clearly the formula within this cell is wrong. The formula it
contains is
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=C2*F2

It should be:
=C2*D2

Fix the formula.

Always visually check over worksheet data and try to look for formula calculation
results that do not make sense.

Gridline display when printing
e To see how the worksheet will look when printed view the'worksheetdn Print

Preview view. To do this click press Ctrl+F2. As you can seeitheavorksheet will
print without displaying gridlines.

e S W S e —

BAEERE R

e Click onthe Close Print Preview button to exit from the Print Preview mode.

Close Print
Preview

e Click on the Page Layout tab. Within the Sheet Options group, click on the
Print check box under the Gridlines heading, as illustrated.
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Gridlines | Headings
V| Wiew | M View
W| Print Print
Sheet Options ™

e View the worksheet in Print Preview view by pressing Ctrl+F2. As you can
see the worksheet will now print displaying gridlines.

MU=Eariz act e e ——— |

e Exit the Print Previewsview.

e Before continuing, re-click on the Print Gridlines check box so that the
worksheetwill print without displaying gridlines.

Printing titles*on every page when printing

o View the worksheet in Print Preview view by pressing Ctrl+F2. As you can
see the top row, containing the column titles is displayed on the first page.

&
&

Compoommnt code W ide iz o aizTe Walea of nach compcaant
22.3%

HEAEH
HeHHES
e dEd
F CI TR VI I )

I3.87
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e Press the Page Down key to view the second page. As you can see the
columns are displayed without a top row explaining what each column relates to.

1o Wi
1o i
100082 Wi
100093 Wk
1oy Wi

da o B

220
2.30
280
2.80
280

¢ We need to fix this as it would be very inconvenient to pri ut a long report

n relates to.

¢ Click on the Page Layout tab. Within the Page Setup gro i the Print
Titles icon, as illustrated.

Nl 0@ =

Margins Orientation Size Print Breaks
- - - Area~ -

Page Setup

¢ This will display the Pa
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Page Setup

Prinkt area: |

Print kitles

Riows ko repeat ak top: |

Columns ko repeat at left: |

Prink
[] aridiines
[ ] Elack and white

[ ] Draft qualicy
Row and column headings

Comments; | (Mone)

Cell errors as; |di5played

Page arder
(%) Down, then over EE IE
() Over, then down | ==ji=
EE .

MHIQ‘!H

i)

worksheet.

Print titles

If necessary move dialog

S peat at top box, within the dialog box.

Rows ko ref

Fis

p—

Click within the top row and your dialog box will look like this.
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Page Setup

| Page || Matgins || Header,l'Fu:u:uter| Sheet ]

Fal

Print area: |

Print titles

Rows ko repeat at top: |$1 :$1|

bl | il

Columns to repeat at left: |

Prink

Click on the OK button to close the dialog box.

Press Ctrl+F2 to see the worksheet in Print Previe u would

expect the title row is displayed across the top of the

Compocoeni ol Color Nt = adech Wl of each compomand
1 DO i
100002 mEs
1 D000 Mz
1 0000S Wz
0T mo
Lo Mo
LEEET Qrmem
1000 Arcere

100009 Arcce
100D Ao
10011 Bcem

oI T T I T T P T

Press the Page Down
this page also displays a

nd page, and now, as you can see
of the data.

[T en———— Combmsr
100 whic

[ R YIRS TR N

Press Esc to exit from Print Preview view.

TIP: You can use the same technique the repeat both rows and columns on
every page.
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Printing the Excel row and column headings

¢ Click on the Page Layout tab. Within the Sheet Options group, click on the
Print check box under the Headings, as illustrated.

Gridlines | Headings
V| View | V| View

Print | ¥ Print
Sheet Options T

e Press Ctrl+F2 to view the worksheet in Print Preview viéw. As you can see
the row and column heading are displayed, and would print like this.

A | = [ | 2
1 |Comproeand coda Coler L TR Rt o] Vahs of mch compomant
[z | mome woE 2 nm
= | wmomz wes 2 bz =
T LoooE mek 2 .m
[ = | moma med 2 mm
= | momnE moE 3 o
B mome moE = ba.o
[z | WOmWT Srooe z 0.
B WOmWE Srooe 3 .o
E WOmWE Sroom = 12.%0
n WoTD @eoes 7 1.

e Press Esc to exit from Print Preview view.

Spell checking

e Press F7 to start‘the spell checker (or click on the Review tab and click the
Spelling icon).

o You will see the Spelling dialog, box displayed. Follow the onscreen prompts.
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Spelling: English [L.5.)

Mot in Dictionary:

|RE|:| | [ Ignore Once ]
[ Ignore Al ]
[ add to Dickionary ]
Suggestions:

redo Change A ‘
Reds
Dickionary language: |English .50 w |

e

he Yes button.

You may see the following dialog box, i

Microsoft Office Excel

Preview mode prior to printing it. It allows
over how the worksheet will look when printed.

Office Button and then click on the arrow next to the
the submenu, select Print Preview.

and close the workbook.

Always view a wo
you a gqui isual

Comparing Workbooks side by side

e This feature allows you to compare two versions of a workbook, side by side.
Open a document called Side by Side 1. Open a second document called Side
by Side 2.

e Click on the View tab and click on the View Side by Side command (located
within the Window group under the View tab).
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—E:l‘ : E% Split |_'[j Wiew Sidw}' Side' ::E g?

1 Hide _'I: Synchronous Scrolling
Mew  Arrange Freeze i B o Save Switch
Window Al Panes = j Unhide | #4 Reset Window Position Workspace Windows ~
Window

This will display the two workbooks side by side. As you scroll down one
worksheet, the other worksheet also scrolls down the screen. Try scrolling
through each worksheet to practice using this feature.

e Close both worksheets before continuing.

Zooming the view

e Open a workbook called Zoom. This workbook contains
and may be unreadable at the normal viewing zoom level. se the
Zoom control to magnify the display of data duce the size
of data of the screen). You can see the Zoom isplayed at the
bottom-right of your screen.

the slider using the mouse to adjust

in the example show above), you will
can use this to set exact zoom levels.

) Fit: selection

O Cusktonn: L8

[ [0]4 J [ Cancel ]

o Before continuing set the Zoom level back to 10026 and close the workbook.
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Printing options

Open a workbook called Printing options.

To print the entire worksheet, click on the Microsoft Office button and then
click on the Print icon. This will display the Print dialog box.

TIP: The keyboard shortcut to display the Print dialog box is Ctri+P.

Prinker

Mame: ||;:$ Canon iP4300 w | ‘
Skatus: Idle
Type: Canon iP4300 m ‘
Where: ISEO01
Cammenk:
[]Print ta il
Prink range Copies
@ al Mumber
() Pagefs)  From: | E | To | S |
Prink what [ Callate
() Selection ) Entire workbook B

(%) Active sheet(s) Table
|:| Ignore prink areas

Preview

] 4 ][ Cancel ]

Within the Prin
option to print t

the dialog box, the default is All. Use this

Print range

print certain pages, click on the Pages button and then
u want to print.

If you select a range of data, prior to opening the Print dialog box, then the
Selection button will be active within the Print What group of the dialog box,
allowing you to just print the selected range.
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Print whak
©iselection: O Entire workbook
() Active sheet(s) Table

Ignore print areas

If your workbook contains multiple worksheets and you want to print all the
individual worksheets, click on the Entire workbook button.

) Entire workbook:

¢ Investigate these options, but do not actually print anything, ou should

always try and minimize wasted paper.

e Click Cancel to close the Print dialog box.

e Click on the Chart worksheet tab. This tain chart.

£r |

a5

4 4 b ¥ | Sheetl - Sheet? | Chart %2
Ready | [ |

s C P to display the Print dialog
art button is selected. Click on the

e Click once on the chart to select i
box. You should see t
OK button to print the

Print what

Selection
(%) Selected Chart

Ignore prink areas

e The chart sh i ike this:
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No of sales

80 I

70

60

50

30 A

20 A

10 A

0 ] |

B No of sales

Nerth South East West

TIP: If you print a worksheet, which contains
printed as displayed within the workshee
outlined above, if you want to print th age to your
worksheet data.

Close the workbook and save ha u may have made.
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