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How to Use This Book

Who Needs This Book

This book is for the reader who has never used this
particular technology or software application. It is also for
readers who want to expand their knowledge.

The Conventions in This Book

Steps

This book uses a step-by-step format to guide you easily
through each task. Numbered steps are actions you must
do; bulleted steps clarify a point, step, or optional feature;
and indented steps give you the result.

Notes

Notes give additional information — special conditions
that may occur during an operation, a situation that you
want to avoid, or a cross reference to a related area of
the book.

lcons and Buttons
Icons and buttons show you exactly what you need to
click to perform a step.

Tip and Warning Icons

Tips offer additional information, including tips, hints, and
tricks. You can use the tip information to go beyond what
you have learned in the steps. Warmnings tell you about
solutions to common problems and general pitfalls to
avoid.

Bold
Bold type shows command names, options, and text or
numbers you must type.

[talics
Italic type introduces and defines a new term.
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WORKING WITH EXCEL

You use Microsoft Excel to create spreadsheets, which are
documents that enable you to manipulate numbers and
formulas to quickly create powerful mathematical, financial,
and statistical models. In this chapter; you learn about Excel
and you find out the kinds of tasks you can perform with
Excel.You also learn how to start the program and you take
a tour of the program’s major features. This chapter also
shows you how to work with the Excel Ribbon, how to
customise the Ribbon and the Quick Access Toolbar, how to
work with smart tags, and how to customise the view and
other aspects of the program.




GETTING TO KNOW EXCEL

Working with Excel involves two basic tasks: building a spreadsheet and then manipulating
the data on the spreadsheet. Building a spreadsheet involves adding data, formulas, and
functions. Manipulating data involves calculating totals, working with series, creating tables for
your data, and visualising data in charts.

This section gives you an overview of these tasks. You learn about each task in greater detalil
as you work through the book.

\ o

Build a Spreadsheet

Add Data —— -
You can insert text, numbers, and other characters into any cell in the |, Loan Data

H | ansil Imerest Eae BN
spreadshegt. Click the cell that you want to work with and then type 2 s vl =
your data in the Formula bar. This is the large text box above the 4 Loam Principal 5500,000
column letters. Your typing appears in the cell that you selected. :

When you are done, press [ZiZ3. To edit existing cell data, click the
cell and then edit the text in the Formula bar.

Add a Formula

A formula is a collection of numbers, cell addresses, and mathematical
operators that performs a calculation. In Excel, you enter a formula in
a cell by typing an equals sign (=) and then the formula text. For
example, the formula =B 1-B2 subtracts the value in cell B2 from the
value in cell BI.

Add a Function

A function is a predefined formula that performs a specific task. For
example, the AVERAGE function calculates the average of a list of
numbers and the PMT function calculates a loan or mortgage
payment. You can use functions on their own, preceded by =, or as
part of a larger formula. Click Insert Function ([£]) to see a list of
the available functions.
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Manipulate Data

Calculate Totals Quickly
If you just need a quick sum of a list of numbers, click a cell below the numbers and then

click the Sum button ([z]), which is available in the Home tab of Excel's Ribbon. You can
also select the cells that you want to sum and their total appears in the status bar.

Fill a Series | T
Excel enables you to save time by completing a series of values automatically. rimar |

For example, if you need to enter the numbers | to 100 in consecutive cells,
you can enter just the first few numbers, select the cells, and then click and drag
the lower right corner to fill in the rest of the numbers. Most programs also fill
in dates and the names of week days and months.

L IETI R

Manage Tables
The row-and-column format of a spreadsheet makes the program
suitable for simple databases called tables. Each column becomes

a field in the table and each row is a record. You can sort the -

records, filter the records to show only certain values, and add

subtotals.

Add a Chart Sales By Division

A chart is a graphic representation of spreadsheet data. As s

the data in the spreadsheet changes, the chart also changes ez )
to reflect the new numbers. Excel offers a wide variety of ’;:: . o
charts, including bar charts, line charts, and pie charts. o - - - e
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START EXCEL

Before you can perform tasks such as adding data and building formulas, you must first start
Excel. This brings the Excel window onto the Windows desktop and you can then begin
using the program. This task and the rest of the book assume that you have already installed
Excel 2010 on your computer.

When you have finished your work with Excel, you should shut down the program. This
reduces clutter on the desktop and in the taskbar, and it also conserves memory and other
system resources.

\. J

(D Click Start.
The Start menu appears.

@ Click All Programes.

The App Programs menu appears.

e Click Microsoft Office.
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The Microsoft Office menu
appears.

@ Click Microsoft Excel 2010.

The Microsoft Excel window
appears on the desktop.
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Note: When you are finished with Excel,
close the program by clicking the File tab and
then clicking Exit.
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Q/ After you have used Excel a

few times, it should appear on
the main Start menu in the list
of your most-used programs
and you can click that icon

to start the program.You can
force the Excel icon onto

the Start menu by following
Steps | to 3, right-clicking the
Microsoft Excel 2010 icon and
clicking Pin to Start Menu. If
you are using Windows 7, you
can click Pin to Taskbar to
add the Excel icon to the
taskbar.
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TOUR THE EXCEL WINDOW

.

To get up to speed quickly with Excel, it helps to understand the various elements of the
Excel window. These include standard window elements such as the title bar and status bar,
as well as Office-specific elements such as the Ribbon and the File tab.

@ Title Bar

The title bar displays the name of the
current workbook.

Quick Access Toolbar
This area gives you one-click access to
a few often-used features. To learn
how to customise this toolbar, see
“Customise the Quick Access
Toolbar.”

@ Excel Window Controls

You use these controls to minimise,
maximise, restore and close Excel’s
application window.

@ Workbook Window
Controls

You use these controls to minimise,
maximise, restore, and close the
current workbook window.

© File Tab

Click this tab to access file-related
commands, such as Save and Open.
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( Ribbon

This area gives you access to all of Excel's commands,
options and features. To learn how to use this element,
see “Work with Excel's Ribbon.”

@ Worksheet

This area displays the current worksheet and it is where
you will do most of your Excel work.

@ Status Bar

This area displays messages about Excel's current status,
the results of certain operations and other information.
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WORK WITH EXCEL'S RIBBON

~\
You use Excel's Ribbon element to access all of the program’s features and commands. The
Ribbon is the horizontal strip that runs across the top of the Excel window, just below the
title bar. The Ribbon is organised into various tabs, such as File, Home and Insert, and each
tab contains related controls, which usually include buttons, lists, and check boxes. There is
no menu bar in Excel, so you do not use pull-down menus to access commands.

\. y,
Click the tab that contains the R - = - T |
Excel feature you want to work C 1 - rrer :: : :- = : . E"“:E.“m Ei E 3_!:
Wlth i = _.. _ | [ y sy

:ﬁ e 5 -] E r & n C i B 1 S
'
.
:E:-ﬂv—.-ﬂ PP v o E
. . =]
Excel displays the controls in —
the tab. T e | v
@ Each tab is organised into —— |@r:
groups of related controls, and
the group names appear here.
In - many groups you can click
the dialog box launcher button
([Z) to see group settings.
e Click the control for the feature. T

e If the control displays a list of
options, click the option you
want.

Excel runs the command or sets
the option.
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CUSTOMISE THE QUICK ACCESS TOOLBAR

~\
You can make Excel easier to use by customising the Quick Access Toolbar to include the
Excel commands you use most often. You run Quick Access Toolbar buttons with a single
click, so adding your favourite commands saves time. By default, the Quick Access Toolbar
contains three buttons, Save, Undo and Redo, but you can add any of Excel's hundreds of
commands.
Since there is only so much room for the Quick Access Toolbar in Excel's menu bar,
consider moving the Quick Access Toolbar below the Ribbon to gain more space for your
custom commands.
\. J
(@ dlick the Customize Quick e 1" B —==
Access Toolbar button ([-]). T i @ = E—— — =
] b T LI T e Sl TP 7
@ If you see the command you @ el s ' = =
want, click it and skip the rest e |
of the steps in this section. : ——
@ Click More Commands. : e
i
iﬁ"ﬁlm_'n H T rl
The Excel Options dialog box s T -
appears. " T ——
, , — f—— ! mm—— i)
Excel automatically displays e o G s
the Quick Access Toolbar tab. i b "
) Click the Choose commands e > e
from []. et reete
@ Click the command category you i (—
want to use. mrron o e
vt s
tq—l\-lnl-u-l- sbplpyemy ""_'_
| | e
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Click the command you want
to add.

Click Add.

G Excel adds the command.
To remove a command, click it.
:j) Click Remove.

Click OK.

6 Excel adds a button for the
command to the Quick Access
Toolbar.

7
You can move the Quick Access
Toolbar below the Ribbon to
give it the full width of the
Excel window, so you can add
many more buttons. Click the
Customize Quick Access
Toolbar button ([-]) and then
click Show Below the Ribbon.
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You can add a button directly
from the Ribbon. Click the
Ribbon tab that contains the
command, right-click the
command, and then click Add
to Quick Access Toolbar.
Excel inserts a button for the
command on the Quick Access
Toolbar.
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CUSTOMISE THE RIBBON

~\
You can improve your Excel productivity by customising the Ribbon with extra commands
that you use frequently. The default Ribbon contains eight tabs and each of those tabs
contains dozens of commands in the form of buttons, galleries, lists, and other controls.
However, Excel has many other commands available and you may wish to add one or more
of these other commands if you use any of them frequently.
To add a new command to the Ribbon, you must first create a new tab or a new group
within an existing tab and then add the command to the new tab or group.
. J
Display the Customize Ribbon [T PE—— T
Tab P e N el )
"y - <—l@u = et 41
ﬂ Right-click any part of the Ribbon. —— = ' ' —
. . . 5 & L] ] ] ] L L] n i L
@ Click Customize the Ribbon. i
'.:1“.. o]l Pl EerD G E
Add a New Tab or Group len 2 S :
The Excel Options dialog box s W L W LN
appears. ::. Iﬂ T B P
. roi——— o] —
@ Excel automatically displays - S : -
the Customize Ribbon tab. et @%"_ e .
ﬂ Click the tab you want to . 3 ‘jf?;ﬂ 553?31: i =
custornise = | pREsissiiiaa ke
BdBn s ma atay i =)
You can also click New Tab ol SO RS SUEARS | -
o Al RO e |E,:"j:+
to create a custom tab. IR L Gl | S =
;: e
Click New Group. E
| frtt = | —ﬂ—@
G Excel adds the group. T :_._ _—
E P it |
Click Rename. [ | [

Type a name for the group.

Click OK.
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Add a Command

ﬂ Click the Choose commands
from [].

Click the command category you
want to use.

Click the command you want
to add.

Click the custom group or tab you
want to use.

Click Add.
@ Excel adds the command.

To remove a custom
command, click it and then
click Remove.

© dickoK

G Excel adds the new group and
command to the Ribbon.

7

@ Excel tool tabs appear only
when you select an Excel
object.You can add custom
groups and commands to
any tool tab. Right-click
any part of the Ribbon, click
Customize the Ribbon. Click
the Customize the Ribbon [-]
and then click Tool Tabs. Click
the tab you want and then
follow the steps in this section
to customise it.
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Q/ Right-click any part of the

Ribbon and then click
Customize the Ribbon.To
restore a tab, click it, click
Restore Defaults, and then
click Restore only selected
Ribbon tab.To remove all
customisations, click Restore
Defaults and then click
Restore all Ribbon tabs and
Quick Access Toolbar
customizations.
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WORK WITH SMART TAGS

You can make your Excel work faster and easier by taking advantage of smart tags. A smart
tag is a special icon that appears when you perform certain Excel tasks, such as pasting data
and using the AutofFill feature. Clicking the smart tag displays a list of options that enable you
to control or modify the task you just performed. Some smart tags appear automatically in
response to certain conditions. For example, if Excel detects an inconsistent formula, it
displays a smart tag to let you know.

\. J

(@ Perform an action that displays a " — - @_»E B W S — :
=

smart tag, such as copying and [!
pasting a cell. £ @

@ The smart tag appears.

e e s B e e L e —

Click the smart tag, [ — e ) .
@ g Irh At A’ E:::
The smart tag displays a list of 'T",b,;, E
its options. ; e (2D
L1 |
i ETE
e e . r——— i3
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@ Click the option you want to
apply.

G Excel applies the option to the
task you performed in Step 1.

To turn on extra smart tags, click
File, Options, Proofing,
AutoCorrect Options.

Click the Smart Tags tab.

Click the Label data with
smart tags check box
(2 changes to [¥]).

Click the check box beside each
smart tag in the Recognizers list
(21 changes to [¥]).

The Date smart tag recognises
a worksheet date and offers
options such as scheduling a
meeting on that date.

Click OK.
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CHANGE THE VIEW

~\
You can adjust the Excel window to suit what you are currently working on by changing the
view to match your current task. Excel offers three views: Page Layout displays worksheets as
they would appear if you printed them out; Page Break Preview displays the page breaks as
blue lines; and Normal is useful for building and editing worksheets.
\. J
Switch to Page Layout View .y —
(@ Click the View tab. L ) Ml § e B
€) Ciick Page Layout. e
You can also click the Page H | e e
Layout button ([@). h.".’: o — : e
' —ia 9 =
Excel switches to Page Layout I i ' i
. 1 Arvarmescs kriwduie
view. ' =
L ,  geh gam fze am
= -u--':--wu-l-l-- LHE . L - L L -.- Fla o
Switch to Page Break Preview - - _"'_W —
@ Click the View tab. e, SKPUIE E JEAE
@ Click Page Break Preview. == T — ' ——
You can also click the Page e h =
Break Preview button ().
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G The Welcome to Page Break
Preview dialog box appears.

G Excel switches to Page Break
Preview.

E dickok

Switch to Normal View
(D dlick the View tab.

) Click Normal.

You can also click the
Normal button (E)).

Excel switches to Normal view.

g A page break shows where a

new page begins when you
print a worksheet. When you
switch to Page Break Preview,
Excel displays the page breaks
as blue lines. If a page break
occurs in a bad position — for
example, the page break
includes headings but not the
cells below the headings — you
can use your mouse & to click
and drag the page breaks to
new positions.
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g Full Screen view is useful when

you want to see the maximum
amount of a worksheet on the
screen. Full Screen view
removes many of the Excel
window features, including the
File button, Ribbon, Quick
Access Toolbar, Formula bar,
and status bar.To return to the
Normal view, press @3 or click
the Restore Down button ([&).
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CONFIGURE EXCEL OPTIONS

~\
You can customise Excel and set up the program to suit the way you work by configuring
the Excel options. You use these options to set your Excel preferences in a number of
program categories, including formulas, proofing, and saving.
To use these options, you must know how to display the Excel Options dialog box, which
contains controls such as check boxes, option buttons, and lists that enable you to configure
many aspects of Excel.
\. J
Click the File tab. I e YT
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i
5
=
_::n o gy et el L 1 | — — = "--
I'-_=i l._'“_'! - e
. . ol r=— e |
e C||Ck Optlons. i:_ Pl Femieed  Fe H..l'.-—r .—'-I ]
i Ibormaion aboet Bockl i
j: e e |
o - |
p P e e -
L | T L — i
“':_ _" -:H':H-F.u.n-an‘-
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The Excel Options dialog box i =
appears. = P —— |
| | = |==—p
@ Click a tab on the left side of the s b R -
dialog box to choose the el — @
configuration category you want - - mE a
to work with. é i:::'_'_ -
@ The controls that appear on - p—
the right side of the dialog box
change according to the tab — =
you select. — A ————— il
Excel offers pop-up e | E‘Elt
descriptions of some — but, ':- h_' [ rrteen
unfortunately, not all — of -:_ - | Ee=——
the options. Pop-up help is e
available for options that have e
a small “i" in a circle. Hover == @ - g
the mouse K over the option 4 o
and Excel displays a pop-up é

description after a second
or two.

@ Use the controls on the right side
of the dialog box to configure the
options you want to change.

@ dickok

Excel puts the new options into
effect.

///
L./ Right-click the Ribbon and
then click Customize Ribbon

to open the Excel Options
dialog box with the Customize
Ribbon tab displayed.You can
also open the Excel Options
dialog box by pressing 0+
and then pressing @0.
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ENTERING AND EDITING
EXCEL DATA

Are you ready to start using Excel to build a spreadsheet? To
create a spreadsheet in Excel, you must understand the
layout of an Excel worksheet as well as the types of data that
you can enter into a worksheet. You also must know how to
enter data — including text, numbers, dates, times, and
symbols — into the worksheet cells and how to edit that data
to fix typos, adjust information, and remove data you no
longer need.




LEARNING THE LAYOUT OF A WORKSHEET
-

~
In Excel, a spreadsheet file is called a workbook and each workbook consists of one or
more worksheets. These worksheets are where you do most of your work in Excel —
including entering your data and formulas — so you need to know the layout of a typical
worksheet.

. _J

@ Ce” - ) .'-' WHI S N :*Th .l.;---'u

A cell is a box into which you enter [ T el : ‘1;'. : E_‘_.':.'__"“ ;i ; 33':?

your spreadsheet data. | T — 7]

i ¥ ] r T ] H k 3

Column :

A column is a vertical line of cells. Each h "‘_G

column has a unique letter that F

identifies it. For example, the leftmost !: E'_@ @_,

column is A and the next column is B. H

O Row .E

A row is a horizontal line of cells. Each Y To—— - i -

row has a unique number that identifies
it. For example, the topmost row is |
and the next row is 2.

and the address of the bottom right
cell. HI2:K I3 is an example of a range
of cells; it refers to all of the cells

@ Cell Address selected between column H, cell 10

Each cell has an address, which is and column K, cell 13.

determined by the letter and number @ Worksheet Tab
of the intersecting column and row.
For example, the cell at the intersection
of column C and row |0 has the

The worksheet tab displays the
worksheet name. Most workbooks
contain multiple worksheets and you

ddress CI0.
acaress use the tabs to navigate between the
G Range worksheets.
A range is a rectangular grouping of G Mouse Pointer

two or more cells. The range address is

given by the address of the top left cell Use the Excel mouse op to select cells.
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UNDERSTANDING THE TYPES
OF DATA YOU CAN USE
-

~
To build a spreadsheet in Excel, it helps to understand the three main types of data that you
can enter into a cell: text, numbers and dates and times.
. J
TeXt B Tiemriity Per Unit
Text entries can include any combination of letters, s P FreTE
symbols, and numbers. You will mostly use text to e T 13- 7% A
. .o & Baweiagmi Ipoh Coffes BE- 500 gHes
describe the contents of your worksheets. This is very |7 sesages  Losabusin soomi
. . 8 BewErages Lawighing Limnberja Lager 2 L3 o beyrbes
important because even a modest-sized spreadsheet f{Bmges bk lage 4- 255 bt
can begome a confus'lngnjumble of numbers Wlthout T 1] L
some kind of text guidelines to keep things straight. e ey o —
15 Loredreante Barenhoree 14 250 il ol

Most text entries are usually labels such as Sales or
Territory that make a worksheet easier to read.
However, text entries can also be text/number combinations for items such as phone numbers and
account codes.

Numbers e -
Numbers are the most common type of Excel data. The numbers TR o R
you enter into a cell can be money values, weights, interest rates, v nsm Frimipal mml:l

temperatures, or any other numerical quantity. In most cases you just

type the number that you want to appear in the cell. However, you can also precede a number with
a pound sign (£) or other currency symbol to indicate a monetary value or follow a number with a
percent sign (%) to indicate a percentage value.

Dates and Times e
Date entries appear in spreadsheets that include dated data, such as -

T TR T e —r—
e i el Dl ol il

invoices and sales. You can either type out the full date — such as 23 tammn Lol o mm
August 2010 — or use the forward slash (/) or hyphen (-) as a date

separator — such as 23/8/2010 or 23-8-2010. Note that the order in which you enter the date
values depends on your regional settings. For example, in the United Kingdom, the format is day/
month/year. For time values, you use a colon (i) as the separator, followed by either AM or PM,
such as 9:15 AM.

HERsH
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ENTER TEXT INTO A CELL

~
Your first step when building a spreadsheet is usually to enter the text data that defines the
spreadsheet’s labels or headings. This is particularly important if other people will be reading
or editing the spreadsheet, because the labels and headings help people make sense of the
data and help them understand the purpose of the spreadsheet.
Most labels appear in the cell to the right or above where the data will appear, while most
headings appear at the top of a column of data or to the left of a row of data.
\ S
ﬂ Click the cell in which you want R g |
to enter the text. e T | e &0 3T
| WD 1R ke e WA e Bt E‘.I"..“.":
Excel marks the current cell by I E 3
surrounding it with a thick, black - :_@ D r——
Y .:
border. !
H]
'
#
l@.;ﬂl_ﬂﬂ._'ﬂﬂ._'& B E.‘ = .IF.L;
@ Start typing your text. T o S i
L 1] arj — . 4 ﬂ
@ Excel opens the cell for editing  man- o =y ol = . ==
MO , - = = . . |
and displays the text as you B .
Your typing also appears in the | &
Formula bar. E
E]

Note: Rather than typing the text directly
into the cell, you can also type the text into
the Formula bar.

L] = ]
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@ When your text entry is
complete, press EIE.

G If you do not want Excel to
move the selection, click Enter
() or press ED+ETD

instead.

Excel closes the cell for editing.

If you pressed EIE3, Excel moves
the selection to the cell below.

When you have finished adding
data to a cell, press @ to close
the current cell for editing and
move the selection to the next
cell on the right. If you prefer
to move left instead, press @; if
you prefer to move up, press 3.

-lm
---. T LR B
& - - .- E £
o] = r FEEE ' = i ﬂ
g ®IE- a4 wm p y -] - 2 i -
et i - rermn e =y
-] v L
R o [] [] [ ] H [ 1 £ =

Ed-ui-“--F_I

LLdd L 1] E {111
LN [ 1T N
= e
ode-= [T Te—T—y B )
-—| Pt i LA . ] L el - i = g
& - am S e [ I S
i S = FEWEE ' e P J{° Hﬂ
g (&0 R-iE-. o WA R B 2+ P -
..... 5 e - mrmn o oy
B . E T
3 [ow] © [} [] 0 a H I F] £ =

:-ﬂ-ui-“-l--n.-_l

) I {11}

i

g If the letters you type at

the start of a cell match

the contents of another cell

in the worksheet, Excel’s
AutoComplete feature fills in
the full text from the other cell
under the assumption that you
are repeating the text in the
new cell. If you want to use the
text, click [v] or press GIE3;
otherwise, just keep typing
your text.
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ENTER A NUMBER INTO A CELL

N\
Excel is all about numbers, so most of your worksheets will include numeric values. Some
worksheets store only numeric values, but most use numbers as the basis for one or more
calculations, such as monthly loan payments, statistical analysis, or budget totals.

To get the most out of Excel, you need to know how to enter numeric values, including
percentages and currency values.

. J

ﬂ Click the cell in which you want B e — —

to enter the number. - b T a s e o 3
. g "IE ..__ - - -“-_:. .‘:_ j ,.-_h_ﬂ; n..::.. a- I.'::_‘; ]
Excel marks the current cell by T — E m— =
, . , , i & " [ &1 =n [] [ a H [ 1 £ e
surrounding it with a thick, black L —
border. - ::,,";:‘1:'_@
H]
'
#
() start typing your number, e e TP |
:n... .u.",‘-:::“:- z ..'.‘.._” o l';.-ﬂ
@ Excel opens the cell for editing s WA Arlmm s (w8 | e i | - I
and displays the number as B —— ;-I — -
. 1 B - 1 1 L} ]
you type. 3 —
2] Taew [y
) Your typing also appears in the |1 e
L3
Formula bar. 7
Note: Rather than typing the number directly P e s — i
EOE-H =88

into the cell, you can also type the number
into the Formula bar.
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@ When your number is complete,
press EIE3.

If you do not want Excel to move
the selection, click Enter ([v]) or
press [E0+EIE instead.

Excel closes the cell for editing.

G To enter a percentage value,
type the number followed by a
percent sign (%).

G To enter a currency value, type
the pound sign (£) or dollar
sign ($) followed by the
number.

Many Excel worksheets include
dates, such as the number of days
an invoice is overdue.

() Click the cell in which you want
to enter the date.

You can also enter a time in the
format hourminute:second AM/
PM; for example, 3:15:00 PM.

7
@ If your number is in the thousands,
you can include the thousands

separator (,) within the number.
For example, you can enter
10,000, which is easier to read
than 10000.You can include
the decimal point (.) when you
type a value. If your numeric
value is negative, precede the
value with a minus sign (=).

--- P LR P Dl Reis e =@ o
& m __‘..--.z- lemn B ey + i -
i — = . FEWEE ' BrrmAntH Pomiy J{° Eﬂ
g BARCD B4 g WA R Bt 2+ P -
..... e o e o . framy
[o:] b BB 0 ;
B " o] ®m ] [ a H I 1 © N
L
] T
LN T [P
] Pl
H]
[}
)
L]
"
1 -
L T L] L] : (11 |
T =aa - |
- [T Te—T—y B )
- e PEd  WHLE  Feees TR R e LR R
& S ams ey B e temmy © j=ram - T
i — = FEWEE ' Bt o § Eﬂ
g BAR DV EAT e WA R s 2+ P -
d L] =‘

W - e [T TE—— -
- e T I T afim@g=
= & Feie - WEles e S - R D Py - (e - “'EI" ih
;;-\r BrE- K WS 0-% el Q_-n.-.-.-- a- o
- W - - EiE » UX 5 Ol s - Bems - i~ pan- Graw

rarad) . i s | sms F iy il
a1 - b AT ';I

EFREREE ] ]

ma
it}

Z( To enter the same number

again, select the cell directly
below the value you want
to repeat and then press
(ED+@. Excel adds the value
to the cell.
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INSERT A SYMBOL

N\
You can make your Excel worksheets more readable and more useful by inserting special
symbols that are not available via your keyboard's standard keys. These special symbols
include foreign characters such as 6 and €, mathematical symbols such as <+ and e, financial
symbols such as ¢ and ¥, commercial symbols such as © and ®, and many more.
J
Click the cell in which you want N R — |
the symbol to appear. A 6 Pl o ) o e @ s-';gl
Type the text that you want to T T T . - —F
appear before the symbol, if any. = @
1 e He L

Click the Insert tab.

>
4
i:.

Click Symbol.

[ nan samaa o 2 [

H
t
i B

|CEEYFHYHHS
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The Symbol dialog box appears. | g : e

. T —
() Click the Symbols tab. :
@ Click the symbol you want to 1:.'. ’ : oL el
. e . #| B [W[R[ g |A[ATA[A[RLA
insert. s|c|i[e[c[&[1]1]1[T]a]R]a[o]ola.

e
o - la]e|¥| #|=|¢]s] 2| 2]+]s|=|nla

[“rera——

Note: Many other symbols are available in 1

the Webdings and Wingdings fonts. To see e e
these symbols, click the Font [-] and then '
click either Webdings or Wingdings. ot T
bt e
() Click Insert. e 7 :
== = om|E|F 11&|E|m| ¥
. : .‘ Ial=)l=|®]"|" * ik E
Excel inserts the symbol. a1 [*] (% [H R [ATA[A AR A
. £lc|E|E|E[E|N[i]|T]I{a|AlO|a[d]8
Repeat Steps 6 and 7 to insert .__f_,_
any other symbols you require. ofc|e|u|=[~|2|e]s]|2|+[x]|=|u]|alp
OO LA [r——— B T it (7
() dlick Close. L Lm0

@/ You can use the keyboard

to enter symbols you use
frequently. In the Symbol dialog
box, click [-] in the from list and
select ASCII (decimal). Click
the symbol you want to insert
and then examine the
Character code text box.You
can enter the symbol via the
keyboard by holding down [,
pressing @, and then typing the
number in the Character code
text box. For example, you can
enter the © symbol by pressing
D+0 @6 @. Be sure to type
all the numbers using your
keyboard’s numeric keypad.
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EDIT CELL DATA

~\
Once you enter text, a number, a date, or a time into a cell, that cell data is not set in stone.
If the data you entered into a cell has changed or is incorrect, you can edit the data to the
updated or correct value. You can edit cell data either directly in the cell or by using the
Formula bar.

\. J
Click the cell in which you want B — | e a—— TP |
to edit the text. B3 o xS e Eeaar—- pe—- E gy g |

= g B G A R WA e Rl TTTY
R Fet § | agmmga L T e - ] '
e Press m L 1 - b Camsiyiaed |-:|
" i [} i t ] @ -
, e ——— =) ;
You can also double-click the cell e - [Pt S
you want to edit. 3 — il o
& e LSt - b g
T v [Foter ol
:- e ager Vs | ager A e s
- -
a1 bR HEAE T M- LI BT
E.:”-.-pl m: M- . . .l'i
hiw N I =

Q Excel opens the cell for editing | gem -
and moves the cursor to the U o

end of the existing data. I...'..fﬂ '
Excel displays Edit in the _;Jﬂ__--r
status bar. |,
L
G You can also click inside the Em
Formula bar and edit the cell -

data there. a

e Make your changes to the cell
data.
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() When you finish editing the data,
press EIE3.

Note: If you do not want Excel to move the
selection, click Enter ([¥]) or press (E1)+
(E instead.

Excel closes the cell for editing. If
you pressed [EI53, Excel moves
the selection to the cell below.

ﬂ You can move 41 over the cell

you want to edit and centre [
over the character where you
want to start editing. Double-
click the mouse. Excel opens
the cell for editing and
positions the cursor at the spot
where you double-clicked.

MTrLLEE] Tran . Caager, - o lem
--.-- e S M il dE
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- il T T 1 3 & - i
LI "k e L L] — 2
BT - | sgeapa ot v a3 -y .
£1 =" H W Oy P el -
: i [ I e ] 1 ] s o
1 Colmpeeybaemr Frmsh Heer ]
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g If you make a mistake and the

cell edit was the last action
you performed in Excel, press
ED+E or click the Undo
button ([9]) in the Quick
Launch Toolbar. If you have
performed other actions in the
meantime, click the Undo [-]
and then click the edit in the
list that appears. However, this
will undo the other actions you
performed after the edit.
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DELETE DATA FROM A CELL

~\
If your worksheet has a cell that contains data you no longer need, you can delete that data.
This helps to reduce worksheet clutter and makes your worksheet easier to read. If you want
to delete data from multiple cells, you must first select those cells; see “Select a Range™ in
Chapter 3.
\. J
Delete Cell Data T LC - e i
- e Ty Ty S S — - TT R
(D) Select the cell that contains the T, e el el R
"R EE ENTLE L T T TR T repr— [Ty L.
data you want to delete. B e i
& ] E i ] 1 [] [} q H 1 .|
- Experos Bucgel Calosiion - L Querin
S I—— wEEmme—{{)
A L e _.__. 8 L} L. .
] Edvriaay [T [ ] LI FT ]
P Eym LI L1 b L3
¥ Frer 4080 L L ]
] alerma LR LR g L
i “ma o T 7T Tha ]
a L AT i i i LR 1
Wﬂm 4 KA |
; Saa e o x )

() Click the Home tab, L I —— TPrL |
. .. -AL SR ;:E: TR =r—-l—- vl ; ir a
e Click Clear ([2)). 0 T ke e | | —— 6-»;:*.;-.
. "_1"'.. e e e —— _ - |
G Click Clear Contents. {F i e 1 & P e
Duw e
Note: You can also delete cell data by [h o .
ressing C£) B R
P g ‘ F L] o L FAT ] P L3 )
] HmpidH 10 L i L0 R
- e .= = P
] =i ToAs T ] FIT ]
k-1
L ] L T o i pLEF] RLE
b1 -
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Excel removes the cell data.

Undo Cell Data Deletion
(1) dlick the Undo [J.

() Click Clear.

Note: If the data deletion was the most recent
action you performed, you can undo it by
pressing X +E3 or by clicking Undo (19]).

Excel restores the data to the cell.

You can delete a cell’s
formatting while leaving the
data intact. Select the cell,
click Home, click 2], and then
click Clear Formats.

Eaarew T . ammlan
_ e T T I aifiedE
o N — | - =l [ Eems B e iemenea i B
- "SmmaE -5 B - — ..g'rlﬂl
T R QML mE e wAa P, [F——py L.
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) [] E 7 B | [ [} ] L] 1 E'
°  Expron Bufigei Coloufeiion - Lyl Owesier
S I wl——]
]
Li .. -1 ! L L
¥ By ] (] ] LA
F gm o LI LR o
¥ . 1080 Ll L i
] balarma ) Lo sm ik
- S m - o 1700
n I TOaM T 1T FIT ] BT
]
a L AT A H fLEE] ELEH
-
o) i o g oo e Betge o e et ey 14 = 110
e T I N
] [T ]
-'u.-- 4——@— Con  brew  w aifimd @
e e R = s Bt e - i B g,r Y 1
By 1 W 1% E e Pive- |
R — A BF e T E | T ¥ [Fe——y L.
e b L L i -+ ey : oy
T v e | -y —
af_h [ ] - ] | [ ] a L] 1 E'
 Expron Budfgei Calouleiion - Lyl Ouerier
S s o |
W
Li L.k .| Py L
¥ Baariang ] (] L3 P
F g o FRL LFE L2 ]
¥ s 1080 10 L L0
] balarma ) Lo sm L
- S m n-: o 1700
n I ToRR 1] 1T FIT ] BT
]
a L AT o i fLEF] ELEH
-
- . - - =
E.u_mw E -— —

g You can delete both the data

and the formatting from a cell.
Select the cell, click Home,
click (2] and then click Clear
All.
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In Excel, a range is a collection of two or more cells that you
work with as a group rather than separately.You can fill the
range with values, move or copy the range, sort the range
data, filter the range to show only certain values, insert and
delete ranges, hide entire rows or columns, and merge two
or more cells.You can make it easier to navigate worksheets
and build formulas by applying a name to a range.




SELECT A RANGE
-

To work with a range in Excel, you must select the cells that you want to include in the
range. After you select the range, you can fill it with data, move or copy it to another part of
the worksheet, format the cells, delete the data, and so on. You can select a range as a
rectangular group of cells, as a collection of individual cells, or as an entire row or column. It
is almost always easiest to select a range using the mouse, but Excel does offer a few
keyboard shortcuts for selecting ranges.

. J

Select a Rectangular Range 2 l———tam] T 1 T 1 W [V T3 3

@ Position @ over the first cell you
want to include in the range.

@ Click and drag w2 over the cells that
you want to include in the range.

Excel selects the cells.

@ Release the mouse button to end
the range selection.

Select a Range of Individual
Cells

@ Click in the first cell that you want
to include in the range.

() Hold down E@ and click in each
of the other cells that you want to
include in the range.

Each time you click in a cell, Excel
adds it to the range.

@ Release to end the range
selection.
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Select an Entire Row

o

2

Position ¢ over the header of
the row you want to select.

(n changes to =.
Click the row header.
Excel selects the entire row.

To select multiple rows, click and
drag across the row headers or
hold down and click each
row header.

Select an Entire Column

o

2

Position G over the header of
the column you want to select.

o changes to ¥.
Click the column header.
Excel selects the entire column.

To select multiple columns, click
and drag across the column
headers or hold down and
click each column header.

% You can use the keyboard to

select ranges. Navigate to the
first cell that you want to
include in the range, hold down
E1D, and then press the arrow
keys to extend the selection.To
select an entire row, navigate
to any cell in the row and press
EID+EITZED. To select an
entire column, navigate to any
cell in the column and then

press CI+ETT0.
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g To select every cell in the

worksheet, press ED+0 or
click the Select All button ([H)
in the upper left corner of the
worksheet.
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FILL A RANGE WITH THE SAME DATA
-

~
If you need to fill a range with the same data, you can save time by getting Excel to fill the
range for you. The most common method for filling a range in this way is to use Excel’s
AutoFill feature, which makes it easy to fill a vertical or horizontal range with the same value.
However, Excel also offers a method that enables you to fill any selected range.
See “Select a Range,” earlier in this chapter, to learn how to select a range of cells.

\_ J

Fill a Vertical or Horizontal

Range

@ In the first cell of the range you
want to work with, enter the data
you want to fill.

@ Position t3 over the bottom right
comer of the cell.

L changes to +.

@ Click and drag + down to fill a
vertical range or across to fill a
horizontal range.

@ Release the mouse button.

Excel fills the range with the initial
cell value.
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Fill a Selected Range
@ Select the range you want to fill.

@ Type the text, number, or other
data.

@ Press @0+ EIE.

[l
B

Excel fills the range with the value .
you typed. L [ T R TR TR T T
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Fill a Range Without Copying
Formatting
@ Perform Steps | to 4 to fill a

vertical or horizontal range with
data.

Excel displays the AutoFill Options
smart tag (1).

Click the AutoFill Options [-].

Click Fill Without
Formatting.

©0

Excel removes the original cell's
formatting from the copied cells.
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FILL A RANGE WITH A SERIES OF VALUES
-

If you need to fill a range with a series of values, you can save time by using Excel's AutoFill
feature to create the series for you. AutoFill can fill a series of numeric values such as 5, 10,
I5, 20, and so on; a series of date values such as | January 2011, 2 January 201 |, and so on;
or a series of alphanumeric values such as Chapter |, Chapter 2, Chapter 3, and so on.

You can also create your own series with a custom step value, which determines the
numeric difference between each item in the series.

. J

AutoFill a Series of Numeric,
Date, or Alphanumeric Values

@ Click in the first cell and type the
first value in the series.

o e b e b ES) BB e

Click in an adjacent cell and type
the second value in the series.

=

Select the two cells.

GREEE

LELRE R T T
R BT HI B D

. o s 1 kf
devan B (wan | lew L% | NN (W (2 —————

00 O

Position @2 over the bottom right
corner of the second cell. —_—

(» changes to +.

Click and drag + down to fill a
vertical range or across to fill a
horizontal range.

©

@ As you drag through each cell,
Excel displays the series value
that it will add to the cell.

i s (11
A B0 (il !:-th WO e ————

@ Release the mouse button.

Excel fills the range with a
series that continues the
pattern of the initial two
cell values.
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Fill a Custom Series of Values

Click in the first cell and type the
first value in the series.

Select the range you want to fill,
including the initial value.

Click the Home tab.
Click Fill ().

Click Series.

The Series dialog box appears.

In the Type group, select the
type of series you want to fill

(© changes to @).
If you selected Date in Step 6,

© 0 000 0 ©

select an option in the Date unit

group (© changes to @).

In the Step value text box, type
the value you want to use.

©

Click OK.

(&)

Excel fills the range with the series

you created.

Create an AutofFill Series

Click the File tab; Options,
Advanced.

Click Edit Custom Lists.
Click NEW LIST.

In the List entries box, type each
item in your list. Press EIE) after
each item.

Click Add.
Click OK.

00 000 ©
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MOVE OR COPY A RANGE

You can restructure or reorganise a worksheet by moving an existing range to a different
part of the worksheet. For example, if you have two related ranges that are far apart on the
worksheet, you can move one of them so that the ranges are closer to each other.

You can also make a copy of a range, which is a useful technique if you require a duplicate of
the range elsewhere or if you require a range that is similar to an existing range.

. o

Move a Range

ﬂ Select the range you want to
move.

@ Position &2 over any outside
border of the range.

R

@ changes to %.

@ Click and drag the range to the
new location.

(» changes to k.

Q Excel displays an outline of the
range.

e Excel displays the address of
the new location.

@ Release the mouse button.

Excel moves the range to the new
location.

i ok - ikl 2
ASREN SN LSRN A A ﬁr Lt
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Copy a Range

@ Select the range you want to
copy.

@ Press and hold ED.

@ Position t over any outside
border of the range.

1 changes to K.

o

Click and drag the range to the
location where you want the copy
to appear.

G Excel displays an outline of the
range.

G Excel displays the address of
the new location.

Release the mouse button.

Release (E1.

00

Excel creates a copy of the range
in the new location.

7
g To move or copy a range to

another worksheet, click and
drag the range. Remember to
hold down if you are
copying the range. Press and
hold (X0 and then drag the
mouse pointer over the tab
of the sheet you want to use as
the destination. Excel displays
the worksheet. Release (1
and then drop the range on
the worksheet.
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% If you can see another

workbook on-screen, you can
click and drag a range to it.
Otherwise, select the range,
click the Home tab, click Cut
([%]) to move the range or
Copy ([&]) to copy it, switch to
the other workbook, select the
cell where you want the range
to appear, click Home, and
then click Paste ([5).
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INSERT A ROW OR COLUMN

~
You can insert a row or column into your existing worksheet data to accommodate more
information. This is particularly useful if the information you need to add fits naturally within
the existing data, rather than at the end.
When you insert a row, Excel shifts the existing rows down, so you must first determine the
row above where you want your new row to appear. Similarly, when you insert a column,
Excel shifts the existing columns to the right, so you must first determine the column to the
left of where you want your new column to appear.
. J
Maw e — T L e e - T T
Insert a Row |_-_<_@_‘ s T
ﬂ Click in any cell in the row above B a s w5 :‘:@-’F B = or »
where you want to insert the et S LRACLER St S 2= .'""@—»’; e = M
new row. ——r T 5 e L
1 Loan Dats
() Click the Home tab. Rl B
; - ]
@ Click the Insert [-]. |
@ Click Insert Sheet Rows. LS —
SELAEL  BEITRM] @EILAH [H4SLE] HATILLD RISIEE
n ENLANLAN  SAINEAN SITIRLEY JRAEAY PERDSALE RIFLEAT
i amee ALY G (R ErAE] (RIS ket
AL SITILR S RN SRS RN RINLRIT
LA EEEIY EELT
R T A

) = — — - - T
g Excel inserts the new row. B | T
S e = W oy B e - [ e Py - e - t'ﬂ?.ﬁ_
" p ™ A J— . Es
e The rows below the new row e 1 B £ SEREE 4 ¢ W—— B
s ARl o

e T rayms [ yanig

are shifted down.

Click the Format smart tag ([23).

00

Select a formatting option for the
new row (© changes to @).

thhadaiss [riARdk e ey EHUkE
FITLLT HHINY [RMILLH HALTRM
PEAMLE AEAETN S R
faneme i fmisersa) frioma ) Gk
b, LT 5 G FAG S B SRS

SIE LAY [R5 R A BAE.F1] SERLLELT
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Insert a Column [ g S T

[ = l--: -.E‘r:_ R n--‘ o ol B
. . L iy A Rl femn femmarafommry
@ Click any cell in the row to the D= L pmmg on s i opon
i 4 Ee = d' FE ¥ e I3 A T e s g =]
left of where you want to insert R ————— S —
== e — = — S ==
x L [ ] L [ 1 -
the new column. e e e T G i e
() Click the Home tab R e e oz
. d i ol Tradery Cager lewsaring O 1 ] [ ] - 11}
L] A st Trssury. Dy Oa WETDA ] L] [L] [ ] 11
. [ [ Toadan ] ' ' I &
() Clickthe Insert [ R e T -
i fryms—r————— AT 1 = a [ u
. " 2V bl g B Eiscsd BT i ' [ ' T
@ C||C|< |nsert Sheet Columns. i T bl Tude rowians Bacut s TGRS Th i ] i ] 8
o L e RLU T T AR ] [ ] [ ] - 1]
u 21 el | HEH i ] [ ] [ ] [] ]
h H S e Dk B atE - o - | | | ] .
4008 iy 4 IH L3
me 0 T T T
: "B = oty e tem T
G Excel inserts the new column. |_ e e
Eon I P——— [T —————
. - e I'I!I e .u-—--l-- e : ir a
The columns to the right of Ty RERC SO EA RE e WA g o
) i fm ol s u mems o 1 L
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to the right. e P e resncee T T8 arts s
2] T Miriemead Taadiers, P ATE W
. a 1 Mlrvbeasing Toabrrs. Symam aTa N ] R - -
@ Click the Format smart tag ([€). § pebtieiieteris S 1 e e
, . : T M T Bt P T - - L — -
@ Select a formatting option for the U @i T o e s ' ;
new column (@ Changes to @) " it e o B . AT - -
u T i TR TEIEE [ ] [ ] ] L]
u 21 el | HEH i1 [ ] [ ] [] ]
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PRI iH 1 L3
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g You can insert as many new

rows or columns as you need.
Select the same number of
rows or columns as you want
to insert. (See “Select a Range™
earlier in this chapter to learn
how to select rows and
columns.) For example, if you
want to insert four rows, select
four existing rows. Follow Steps
2 to 4 in “Insert a Row” to
insert rows or Steps 2 to 4 in
“Insert a Column” to insert
columns.
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INSERT A CELL OR RANGE

~
If you need to add data to an existing range, you can insert a single cell or a range of cells
within that range. When you insert a cell or a range, Excel shifts the existing data to
accommodate the new cells.
Excel can shift the existing data down or to the right. Therefore, you need to decide in
advance where you want the new range to be inserted. You then tell Excel where you want
the insertion to take place by selecting existing data either below or to the right of where
you want the new range to appear.
. J
ﬂ Select thg cell or range where you | g’ "L - ..: P ——— :-:'-E
want the inserted cell or range to B o -:iﬁ_ e Tl ;_'El':ﬂ
appear. T F Eri-hr R (WA - e L LT
Cevimad el . m: | e ‘I::. : i
w s [ "
H 1 4 =
5 it B aaesd] RS 1 |fAldEy  EEose (ELL|
] Fertada (| 5 T |Eiay  EHUHD SN
[ LR -

() Click the Home tab.

() dlick the Insert [].

() Click Insert Cells.

Note: You can also press EH) +EID +6.
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The Insert dialog box appears.

@ Select the option that
corresponds to how you want
Excel to shift the existing cells to
accommodate your new cells

(© changes to @).

Note: In most cases, if you selected a
horizontal range, click the Shift cells down
option; if you selected a vertical range, click
the Shift cells right option.

() Click OK.
@ Excel inserts the cell or range.

The existing data is shifted
down (in this case) or to the
right.

() Click the Format smart tag (F3).

Select a formatting option for the
new row (© changes to @).

g In most cases, it is better to

insert a cell or range when you
have other data either to the
left or right of the existing
range, or above or below the
range. For example, if you have
data to the left or right of the
existing range, inserting an
entire row would create a gap
in the other data.
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g The easiest way to position the

inserted cell or range is to select
the cells that are where you
want the new cell or range to
appear. For example, if you
want the new range to be
A5:B5, select the existing A5:B5
range.When you insert the new
range, Excel shifts the existing
cells to accommodate it.
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DELETE DATA FROM A RANGE
-

~
If your worksheet has a range that contains data you no longer need, you can delete that
data. This helps to reduce worksheet clutter and makes your worksheet easier to read.
You can also delete a range that you no longer need. Note that when you delete a range,
Excel deletes not just the data within the range, but the range cells themselves. Excel shifts
the remaining worksheet data to replace the deleted range.
. J

Delete Range Data

@ Select the range that contains the
data you want to delete.

() Click the Home tab.
() Click Clear (),
@ Click Clear Contents.

Q If you want to delete the range
data and its formatting, click
Clear All instead.

Excel removes the range data.
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Undo Range Data Deletion
() Click the Undo [2.

@ Click Clear.

Note: If the data deletion was the most recent
action you performed, you can undo it by
pressing G+ @ or by dlicking Undo ([4]).

Excel restores the data to the
range.

Delete a Range

@ Select the range that you want to
delete.

Click the Home tab.
Click the Delete [-].
Click Delete Cells.

The Delete dialog box appears.

© 000

Select the option that corresponds
to how you want Excel to shift the
remaining cells after it deletes the
range (© changes to @).

Note: In most cases, if you have data below
the selected range, click Shift cells up; if you
have data to the right of the selected range,
click Shift cells left.

() Click OK.

Excel deletes the range and shifts

the remaining data.
—

% You can delete data from a
range by selecting the range
and then pressing (3.

=
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i e v v o e 0 B ieaspsisssagt = E=
. L o= 3T @
o 5 . . r i s
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7
@ You can delete a range by

selecting the range and then
pressing €D +@. You can also
select the range, right-click any
part of the range and then
click Delete. Both methods
display the Delete dialog box.

7
@ To delete a row or column, select
any cell in it, click the Home tab,
click the Delete [-], and then
click Delete Sheet Rows or
Delete Sheet Columns.
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HIDE A ROW OR COLUMN

If you do not need to see or work with a row or column, temporarily, you can make your
worksheet easier to read and to navigate by hiding the row or column.

Hiding a row or column is also useful if you are showing someone a worksheet that contains
private or sensitive data that you do not want the person to see. For example, if a row or
column contains salary data, passwords, or Social Security numbers, you should hide the row
or column to protect this data from non-authorised viewers.

\ o

Hide a Row

Click in any cell in the row you
want to hide.

Click the Home tab.

Click Format.
Click Hide & Unhide.
Click Hide Rows.

0000 ©

Note: You can also hide a row by pressing

(CtriRg o }

Excel removes the row from the
worksheet display.

Q Excel displays a slightly thicker
heading border between the
surrounding rows to indicate
that a hidden row lies between
them.
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Hide a Column

Click in any cell in the column you
want to hide.

Click the Home tab.
Click Format.

Click Hide & Unhide.
Click Hide Columns.

0000 ©

Note: You can also hide a column by
pressing (E0+@.

Excel removes the column from
the worksheet display.

@ Excel displays a slightly thicker
heading border between the
surrounding columns to indicate
that a hidden column lies
between them.

Another way to hide a column
is to move ( over the right
edge of the column heading
(<> changes to + ) and then
click and drag the edge left
until the width displays 0.

To display a hidden row or
column, select the rows or
columns on either side of the
hidden row, click Home, click
Format, click Hide & Unhide
and then click Unhide Rows
or Unhide Columns.
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FREEZE ROWS OR COLUMNS
-

~
As you vertically scroll a worksheet, you can keep your column labels in view by freezing the
row or rows that contain the labels. This makes it easier to review and edit the existing data
and to insert new data to the worksheet because you can always see the column labels.
If your worksheet also includes row labels, you can keep those labels in view as you
horizontally scroll the worksheet by freezing the column or columns that contain the labels.
. J
Freeze Rows
@ Scroll the worksheet so that the
row or rows that you want to
freeze are visible. 1 ¥ SopriPeind Trmdery b B " " " o
4 Lt el Diamires, Daap e e -] a a - m
. ) L A Trsed Trmdmn 2l 061 ] ik h i Fo]
@ Position 1 over the horizontal ;. e e X & g = &
split bar (3). e . —
i AT S Trmimen Do Codiea | -] ] a 4 ]
@ changes to +. T e e e I
1] !I_‘I’ﬁlf-:fr!h'lh _P _:i_' E 4 _!

) Clickand drag + and drop it o T —|

below the row you want to

Hd=-=-1 = . et Pt [eed > T T
freeze. - Famr  bme Pmprimesd e Gea Brdes e a4 iffm@n
_."J el ] f_\ T el = T r E |
. . LT =% . M i i
Excel splits the worksheet into 'ﬂ..m | *‘“My_ﬁ R A
e | I [ ] i
two horizontal panes. W e g T Ll
. . Fresteas — Ll sty Lo,
() Click the View tab. 1w [ ——
Frodas] Yo wr vt e red o Bew e i e
. 1 = L] (L]
() Click Freeze Panes. 2 T T Ot = B o & =
Nembreed Do
. B it 8 = = 4 m
@ Click Freeze Panes. ¥ & e Trsden B bpead [ a a 1] -
T T Barfied Tredern Deiwd Py ] a L] 4 i
) [} B St Trifers Gury Moon ] ] ] L[] Fol
@ If you want to freeze just the B et Tesfen Welion B8 ® & &
i EF deriind Trmders Frai Cociead B L] ] 4 F ]
first row, you can bypass Steps B L2 -

I to 3 and click the Freeze :
Top Row command.

Excel freezes the panes.
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Freeze Columns

@ Scroll the worksheet so that the
column or columns that you want
to freeze are visible.

@ Position 3 over the vertical split
bar (0).

o2 changes to +f».

@ Click and drag «+ and drop it on
the right edge of the column you
want to freeze.

Excel splits the worksheet into
two vertical panes.

Click the View tab.
Click Freeze Panes.

Click Freeze Panes.

000

Q If you want to freeze just the
first column, you can bypass
Steps I to 3 and click the
Freeze First Column
command.

Excel freezes the panes.

% You can unfreeze a row or

column by clicking View,
Freeze Panes, and then
Unfreeze Panes. If you no
longer want your worksheet
split into two panes, click View
and then click Split ([=)).

To adjust the position of a
frozen row or column, you
must first unfreeze them. You
can then click and drag the
split bar to the new location.
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MERGE TWO OR MORE CELLS

N
You can create a single large cell by merging two or more cells. For example, it is common
to merge some of the top row of cells to use as a worksheet title. Another common reason
for merging cells is to create a label that applies to multiple columns of data. This can make
your worksheet easier to read because it makes it clear that the label applies to multiple
columns instead of just a single column.

J

.

Select the cells that you want to
merge.

higw  Bbwx  TOTAL

: T = — = ==y )
@ Click the Home tab. |-'_'i'"”'m = T
Ok el 3 g 11| | et e Vi - el - B irl“
B 4 B TF g L0 WWEW - o .
6 Click the Merge and Center [-]. = o | ke | R .i:. _,..'tg,u... B 3 e
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X H - [& £ :l-n.n-l- h@ a
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(3 I O B - |

Q Excel merges the selected cells
into a single cell o tistor |
bl Rl L]
II.Ill.H.l.li.
o

@ Type your text in the merged cell.

ﬂ You can centre a title across

the entire worksheet or a
heading across the columns
that it refers to. Follow Steps |
to 3 and then click Merge &
Center. Excel creates the
merged cell and formats the
cell with the Center alignment
option. Any text you enter into
the merged cell appears
centred within the cell.
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TRANSPOSE ROWS AND COLUMNS

ﬂ Select the range that includes the

r D
You can use Excel's Transpose command to easily turn a row of data into a column of data,
or a column of data into a row of data. You can also transpose rows and columns together
in a single command, which is handy when you need to restructure a worksheet.
. J
B

data you want to transpose.

() Click the Home tab. T |
() Click Copy (). —u o e
F r '__!:1 :J_r.i'[. w T v 1 v = H i ] C ‘ﬂ
;
h?llu_t oL, ﬁ o
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@ Click where you want the
transposed range to appear.

() Click the Paste [1.
@ Click Transpose ([).

@ Excel transposes the data and
then pastes it into the
worksheet.

g If you want to transpose a

single horizontal or vertical
range of cells, then select just
that range. If you want to
transpose a horizontal range of
cells and a vertical range of
cells at the same time, select
the range that includes all the
cells, as shown in this section’s
example.
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Fim  Paed Pkl Pemai Bl B e &=
1 i iew ] = om [ R A L T T Erﬁ |
- _-'u':l' NS FEWEE- % g a5 - Frwan = ey
- ﬂ—:@n- EE w BT ok ] e s
e < . e o - " Fasry
ik - &
.y L n [ | - 9 L] i i L
Pk Nl A e, e, TN, e e
] iy [
™ i
o=k e
o
¥
L]
=
L] <
R T ) [ u (1 |
P e e = . T E—
L] A | - [T I [ H i -
1
i i e WEn Nene Geah |
A: el 1
| & amis i H
B T e, i
| &
| 7

g Excel’s Transpose command

works with text, numbers,
dates, formulas, and any other
data that you can add to a cell.
So if you have a rectangular
region of data that includes
row labels, column labels, and
cell values within each row and
column, you can select the
entire range and transpose it.
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DEFINE OR CHANGE A RANGE NAME
-

~
A range name is a text label that you apply to a single cell or to a range of cells. Once you
have defined a name for a range, you can use that name in place of the range coordinates,
which has several benefits. For example, range names are more intuitive, particularly in
formulas; range names are more accurate than range coordinates; range names are easier to
remember than range coordinates; and range names make it easier to navigate a worksheet.
This chapter explains range names and shows you how to define, edit, and use range names.
Before you can use a range name in your formulas or to navigate a worksheet, you must first
define the range name. You can define as many names as you need and you can even define

L multiple names for the same range. In this section, you leamn to create range names by hand.

Define a Range Name T . _—

() Select the range you want to | 1 Botnanie 1

| rameet R (el 005
name. I
% T

() Click the Formulas tab. —

() Click Define Name. sty
The New Name dialog box
appears. L :

@ Type the name you want to use u - - 3
. DR Badpr jme v o e illeg— -
into the Name text box. e g AT e R | AENE W v |

Note: The first character of the name must [Pesp— T |

be a letter or an underscore (_). The name g' m<—@ o

, b i -

cannot include spaces or cell references, and e

it cannot be any longer than 255 characters.

@ Click OK. BRI i Dyt i kol 11

Excel assigns the name to the range.

@ ==
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@ The new name appears in the
Name box whenever the
range is selected.

Change a Range Name

@ Open the workbook that contains
the range name you want to
change.

Click the Formulas tab.

12
3

Click Name Manager.

The Name Manager dialog box
appears.

Click the name you want to
change.

Click Edit.

Use the Name text box to edit
the name.

Click OK.

© 0 0 O

The new name appears in the
Name Manager dialog box.

Click Close.

You can use a keyboard
shortcut to open the Name
Manager dialog box. Open the
workbook that contains the
range name you want to
change and then press E0+(&E.

S\

The Edit Name dialog box appears.

'I
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! 4 Py Bodhar's LN ST
& g (e HETH HTE
] bl HOLTH RS
£ Blr i by s Rk e e
[ Sy Theassk SECISE  SEET D
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% You can modify a range name

to refer to a new range. Open
the Edit Name dialog box.
Click inside the Refers to
reference box and then click
and drag the mouse .22 on the
worksheet to select the new
range. Click OK.
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USE WORKSHEET TEXT TO
DEFINE A RANGE NAME
-

If you have several ranges to name, you can speed up the process by getting Excel to create
the names for you automatically based on the range'’s text labels.

For example, if you have a column of sales data that has the label “Sales” on top, Excel can
automatically apply the name “Sales” to that range. You can create range names from
worksheet text when the labels are in the top or bottom row of the range or the left or
right column of the range.

. J

@ Select the range or ranges you
want to name.

Be sure to include the text
labels you want to use for the
range names.

@ Click the Formulas tab.

@ Click Create from Selection.
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The Create Names from Selection [ o o i

. Tipn g b e n
dialog box appears. .'.f'-'-._:-
@ Select the setting or settings that i :
|
correspond to where the text : —
labels are located in the selected
range (IZ] changes to [¥]).
If Excel has activated a check box e B L " A
that does not apply to your data, £
. . R
click it ([¥] changes to [£). e ——
|y | fasikn ke
) | & PELT  FTRLEE
() Click OK. 3 v
a AT T
Excel assigns the text labels as i g
13 B D
range names. n ﬂ: %
i TR
When you select one of the i .
ranges, the range name B cpuiieioy
assigned by Excel appears in [a ey T
the Name box. aros ame o E—T1 TR T
Note: If the label text contains any illegal Y —— CED
characters, such as a space, Excel replaces each | W e c]n]
of those characters with an underscore (_). i::r_:"&' | i
ER™
G A data range with labels in the i
| 5 Unitsd KMingdam] 21 32
top row and left column Is 5 Urovad Brares

known as a table. To assign a
name to a table, type a label
in the top left comer. When
you run the Create from
Selection command on the
entire table, Excel assigns the
top left label to the data range.

g You can use a keyboard

shortcut to open the Create
Names from Selection dialog
box. Select the range or ranges
you want to work with and

then press ED+ED+E.
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NAVIGATE A WORKBOOK
USING RANGE NAMES

~
One of the big advantages of defining range names is that they make it easier to navigate a
worksheet. You can choose a range name from a list and Excel automatically selects the
associated range. This is much faster than scrolling through a workbook by hand or by
entering a cell or range reference into Excel's Go To command.
Excel offers two methods for navigating a workbook using range names: the Name box and
the Go To command.
\ S
Navigate Using the Name Box . r T
i =@ mE
@ Open the workbook that contains = ﬂ;_
the range you want to work with. e P
@ Click the Name box []. -
@ Click the name of the range you
want to select.
() Excel selects the range. A
1 lﬂ'
e——n
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Navigate Using the Go To
Command

@ Open the workbook that contains
the range you want to work with.

() Click the Home tab.
() Click Find & Select.
() Click Go To.

Note: You can also select the Go To
command by pressing G +@.

The Go To dialog box appears.

@ Click the name of the range you
want to select.

() Click OK.

Excel selects the range.

Navigate to a Range in
Another Workbook

@ Follow Steps | to 4 above to
display the Go To dialog box.

@ In the Reference text box, type
the following:

‘[workbook]worksheet’!'name

Replace workbook with the file
name of the workbook, worksheet
with the name of the worksheet
that contains the range and name
with the range name.

() dlick OK.
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FORMATTING EXCEL RANGES

Microsoft Excel 2010 offers many commands and options
for formatting ranges and you learn about most of them in
this chapter: For text, you learn how to change the font, the

font size, the colour and the alignment, as well as how to
centre text across columns and rotate text within a cell. You
also learn how to change the background colour; apply a
number format, apply an AutoFormat and a style, change the
column width and row height, add borders and more.




CHANGE THE FONT AND FONT SIZE

~\
When you work in an Excel worksheet, you can add visual appeal to a cell or range by
changing the font and font size.
In this section, the term font is synonymous with typeface and both refer to the overall look
of each character. By default, Excel offers nearly 200 different fonts in a wide variety of styles.
The font size is measured in points, where there are roughly 72 points in an inch. In some
cases, formatting a range with a larger font size can make the range text easier to read.
\. J
- =] rerer—
o Select the range you want to F-""' — Q___, e s
Hua - = S P—— : = - |
format. - | | s | :Ef:_-ﬂ
" I e | 5 e Bk Elvemd s = e = L
€) Click the Home tab. 1 = i
— E ¥ [} H T 7l
. d. Aharoni
e To change the typeface, click [] X :.u.ll::.u —
in the Font list and then click the g sz e
typeface you want to apply. ! rriared o B
b ARy e Ty e
W AnE Caralicn  Duradiiae
0 ieman ¥ Arivd Bank Iskireil Istian
L] W bl
n % firisl Rosrdsd MT Bold STATLAT) QHUKIRAT] (BANSADE]  [FLEIZNT]  [BREME
o W kil i e I FRELAT Eumiion) (ke [l M @l
i EPRIECT) BLMMPAE] GRTIATY HRELEY SITEEIE
u ‘E“_mm 5-'.4:?1-'- !?.IF:IN:ISWH:I EAATLE ST
H W Favlang RPAORAR Ha o) AL (IR OTLNT] SialamTe
H * Batunglle FILAEILAL) ELLELET) (SAIBUTH] (ELLMAM| EEIL85R.
17 by ¥ & bt A [ i ()]
Lo — —TE__JC ! L
Excel applies the font to the text M=o [Pepr———r ]
. — Sems | o Gapilagad  Pewiad  Dew Beeew  Vew  (Seeees i = d B
in the selected range. b E - SEED e o iy Fee A
i W i Ay B b ¢ P @ R
"l .| = e EiE e o A 4 ol g - i L R T e =
=1 b - Wﬂl-qrph nd
I e ————— .
| finiinl Mlu-gage Cois_|
R TR
1 i Ryl 5
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° To change the font size, click [-] in
the Font Size list and then click
the size you want to apply.

@ You can also type the size you
want in the Size text box.

Excel applies the font size to
the text in the selected range.

g// When you create a workbook,

Excel automatically applies

a document theme, which
includes predefined fonts, to the
workbook.The theme’s default
font is referred to as Body and
is used for regular worksheet
text. Each theme also defines a
Headings font, which Excel uses
for cells formatted with a
heading or title style.
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@ You can change the default
font and font size by clicking
the File tab and then Options
to open the Excel Options
dialog box. Click the General
tab, click the Use this font [,
and then click the typeface
you want to use as the default.
Click the Font size [-] and then
click the size you prefer to use
as the default. Click OK.
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APPLY FONT EFFECTS

~\
You can improve the look and impact of text in an Excel worksheet by applying font effects
to a range.
Excel's font effects include bold, italic, and underline, which are available on the Ribbon for
easy application. Excel also offers a dialog box tab that includes many more font effects,
including special effects such as strikethrough, superscripts, and subscripts. In most cases, you
should not need to apply more than one or two font effects at a time. If you use too many
effects, it can make the text difficult to read.
\. J
o Select the range you want to B — T e e L"nf;-,
format. & P e s e e o B
s 2 R PR =T A
€) Click the Home tab. T — ——
| 3 L] E 5 3 B n L] 1 i) 4
e To format the text as bold, click E s e
the Bold button ([®]). ;ip;..:... ]
|8 i [ sinf
i
@ Excel applies the bold effect to 1
the selected range. I _
IH':'L- 2 _“I T— = —_—
e To format the text as italic, click LT — — — =
the Italic button ([2]). R S LTk
i e e Brisssnim ey - et E - g g
) w WFEN o5 PEEE Fr R eenees P §- 2 T8
6 To format the text as underline, Wl | - Breme:| 3 - i
click the Underline button ([u]). e —
Excel applies the effects to the
selected range.
@ Click the Font dialog box ;
|aUnCher (G) B n ey D .71 L | i:_.
| ety I :'——“—_ = ———
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The Format Cells dialog box
appears with the Font tab
displayed.

o To format the text as
strikethrough, click
Strikethrough (] changes
to W).

o To format the text as a
superscript, click Superscript
(2] changes to [¥).

@ To format the text as a
subscript, click Subscript
(I changes to [¥]).

© cikok

Excel applies the font effects.

ya

/| Excel supports the following
keyboard shortcuts for
applying font effects: ED+E
toggles the selected range as
bold; GD+@ toggles the
selected range as italic; &0+
toggles the selected range as
underline; D +@ toggles the

selected range as strikethrough.
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CHANGE THE FONT COLOUR

When you build an Excel worksheet, you can add visual interest to the sheet text by
changing the font colour.

By default, each Excel workbook comes with a theme applied and you can change the font
colour by applying one of the colours from the workbook’s theme. You learn more about
workbook themes in Chapter 7. You can also select a colour from Excel's palette of standard
colours or a custom colour that you create yourself.

. J
Select a Theme or Standard ﬁ T 9 PE—— i
- - lid  Pwmiai  Cow Fen G Cvia s@a @8
Colour M. eS| sy redil
" d h'ﬁ‘ﬂ' oA Ny - Blrems- - fan ade
o Select the range you want to - : A : ==
format. — -.n . mhl 3 L EI
1 |Predest Hame Unke t»n-_;[d—a
€) Cdlick the Home tab, el ‘
i X ] wunum:hluu-'._ [} [
e Click [] in the Font Color s - -
15 st Dol il Lo ]
1i :nm_ﬂ!il-li_lﬂlhl 15 E- . =
S r— - o QR o)
o Click a theme colour or one of gy e e - .
Excel's standard colours. =T :_'];_* Ei:i E._ i <0 i
¥ - - . " F, 5t b 1 L R B T e
@ Excel applies the colour to the — — T ) . ' ;]
range text AT - " -
8 : Brzduct Hame I“ IL_@q‘
el LI LY
Foretornia, LU LU S
& e | e - =
7 et Ty kel Ed F
B mprp oy i L] ]
[l it ik s - Lt -
sEaw T T T L -I-\:__'_J = .l.'_.:
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Select a Custom Colour

Select the range you want to
format.

Click the Home tab.

Click [] in the Font Color
list ([&]).

Click More Colors.

The Colors dialog box appears.

Click the colour you want to use.

You can also click the
Custom tab and then either
click the colour you want or
enter the values for the Red,
Green, and Blue components
of the colour.

Click OK.

Excel applies the colour to the
selected range.

Do not use many different

typefaces in a single document.

Stick to one, or at most two,
typefaces to avoid the ransom
note look.
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If you change the text colour,
be sure to leave enough
contrast between the text and
the background. In general,
dark text on a light background
is the easiest to read.
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ALIGN TEXT WITHIN A CELL

~\
You can make your worksheets easier to read by aligning text and numbers within each cell.
By default, Excel aligns numbers with the right side of the cell and text with the left side of
the cell.
You can also align your data vertically within each cell. By default, Excel aligns all data with
the bottom of each cell but you can align text with the top or middle.
\. J
Align Text Horizontally i 9 R ————— e |
o Select the range you want to -4 ‘."'“6,.',: | e P 2y |
format o salh Ex - oA e ke Elrernd - .:--:.:"nlfzil'-
: e e~ ; - |
o '__ ? _-._n __I_I-_|
e Click the Home tab. [ ——— . ) il . i
e In the Alignment group, click the N =
horizontal alignment option you i -
want to use: o o
[ by 1]
Click Align Text Left (=) to 8 e “
. . . A0 Sk 4n
align data with the left side of .E-m-w N
each cell. 7 p— L —
| iy | 23 e R L
Click Center ([=]) to align data
. (B ®s e =rr = . T e
with the centre of each cell. B e T e TP
- , n B s DR 8% | s |- g O
Click Align Text Right ([=) to o ke | |ma | e Elrmaa- . 08 FSE
align data with the right side of —— C— e E
each cell. [« —* " C T N S A O T (I -
@ In this example, the data in e [
. |8 Prieay EL] &
the cells is centred. [ waer B T
T g ' 4]
T 1] a
| @ derm ] L]
=, s =0
RER . ] (1Y T
|41 Culbe “ ik
|13 R 1 5l
L1 Dy o )
_:.11r oy g a7 o —
| bty | 5 i e L L
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Align Text Vertically

o Select the range you want to
format.

Click the Home tab.

In the Alignment group, click the
vertical alignment option you want
to use:

Click Top Align ([Z]) to align
data with the top of each cell.

Click Middle Align ([=]) to align
data with the middle of each cell.

Click Bottom Align ([=]) to align
data with the bottom of each cell.

@ In this example, the text is
aligned with the middle of
the cell.

/| Justified text aligns with both
the left and right sides of the
cell. Select the range, click the
Home tab and then click [3] in
the Alignment group.The Format
Cells dialog box appears with
the Alignment tab displayed. In
the Horizontal list, click [-] and
then click Justify. Click OK.
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To indent cell text, select the
range you want to indent, click
the Home tab and then click [3]
in the Alignment group. In the
Alignment tab, click the
Horizontal list [-] and then click
Left (Indent). Use the Indent
text box to type the indent, in
characters, and then click OK.
You can also click the Increase
Indent ([=]) or Decrease Indent
(=) buttons in the Home tab’s
Alignment group.
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CENTRE TEXT ACROSS

MULTIPLE COLUMNS

~\
You can make a worksheet more visually appealing and easier to read by centring text across
multiple columns. This feature is most useful when you have text in a cell that you use as a
label or title for a range. By centring the text across the range, it makes it easier to see that
the label or title applies to the entire range.
\. J
Select that it fth = Iﬂﬂl.l.i.l:llll.i_lua-
elect a range that consists of the \ Manth
N text you want to work with and | ot eats BT S A a0 EATT G G0 G0 G G L
the cells across which you want [l ™[4 (20 Lxe a0 1180 Lwie 1ot 200 Ated Lwe B0 Aule
llll-p-l i8S BB 1a08 1080 LIBS L0l 10 480 L 10 Q0hh LAEd
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Excel opens the Format Cells
dialog box with the Alignment
tab displayed.

@ Click the Horizontal [ and
then click Center Across

Selection.
@ cdikok

Excel centres the text across the h ] L ———— L

selected cells. E e e _ra Bn e ow
I'b!l!lllrlll Silr R M Gl BRI BN AT SN0 RGO M LM
4 igvweiing | EBEL AT LNE OGO LU0 LM S LHN LON0 4SO B LIEO
L Mami PIE0 00 AmE §040 HIB0 AN 1300 80 2100 Ame 130 fim
_llil-p-l L0 ElhS 1408 1380 LSS a0 i 1480 Labd 1N 1300 LB
- TS LR S S0 B0 1L LT ROE ST.ON0 17000 LUNE UTE00 570 10500
1 elpping LD 117 L TRORG 14000 4.7 TLOEG JAMGG 4500 L1.TMD JRISG 140
_l i P ] ) e L1 & el 1% - -] (12 [ - =) -
II.TI:ITH. S AR R BUECE AT AT AR AT A S0 AT D D0 A T
&
T "
(= aeF] Tae | Cxpeenen 0T [
ey | 5 WOa s - —— ——r

An easier way to centre text
across multiple columns Is to
follow Steps | and 2 and then,
in the Alignment group, click
the Merge & Center button
(&)). Excel merges the selected
cells into a single cell and
centres the text within that
cell. (See Chapter 3 to learn
more about merging cells.)

K
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ROTATE TEXT WITHIN A CELL

You can add visual interest to your text by slanting the text upward or downward in the cell.
You can also use this technique to make a long column heading take up less horizontal space
on the worksheet.

Excel offers several predefined rotations, such as Angle Counterclockwise, which angles text
upward at a 45-degree angle, and Rotate Text Up, which displays the text vertically with the
letters running from the bottom of the cell to the top. You can also make cell text angle
upward or downward by specifying the degrees of rotation.

\. J

ﬂ Select the range containing the “";__6_.“:.. e :u;:?;u'
text you want to angle. [ g s | e E ) S 0F O

L
') Ilﬂ-ﬁlp,'..-“ - e Fals gl
# < | e EF ‘-4-1;@ i e Elvesd s (i fies Lrid-
€) Click the Home tab. - : e ' —3

©) Click Orientation ([2).

N
~

If you want to use a predefined
orientation, click one of the menu
items and skip the rest of the steps.

@ Clck Format Cell Alignment, ™7 amREERES
The Format Cells dialog box ":"____ il & T ”Ei!
appears with the Alignment tab '*-H-:-' - — '
displayed. e il p .@"4_6

e Click an orientation marker. S —— @ o

ity A
@ You can also use the Degrees i
spin box to type or click a =

degree of rotation. (See the
Tip on the following page.)
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You can click the vertical text

area to display your text
vertically instead of horizontally
in the cell.

@ cdickok

Excel rotates the cell text.

@ The row height automatically

increases to contain the
slanted text.

You can reduce the column

4

/
7/
i\\/ f

width to free up space and
make your cells more
presentable.

When you use the Degrees spin
box to set the text orientation
to a positive number, such as
25, Excel angles the text in an
upward direction. If you set the
text orientation to a negative
number, such as =40, Excel
angles the text in a downward
direction.You can specify
values in the range from

90 degrees to —90 degrees.

il N

iy

HuL
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ADD A BACKGROUND COLOURTO A RANGE

You can make a range stand out from the rest of the worksheet by applying a background
colour to the range. For example, many people apply a background colour to the labels in a
range, which makes it easier to differentiate the labels from the data.

Perhaps the easiest way to change the background colour is by applying a colour from the
set of 60 predefined colours that come with the workbook’s theme. You can also choose a
colour from Excel's palette of standard colours or from a custom colour that you create
yourself.

\. J

Select a Theme or Standard -l-":'_;, “—©-

Colour
o Select the range you want to I
format. '
. : =
€) Click the Home tab. e
0 el [ B2} [ ¥ ] E® L E ] I EL ] AN ams im -
Click 71 in the Fill Color i | =iy e R L TR — e g — e —
|C E |n t e I o or |St ()' B Prose i [E, ham L 1m L=1 L% 1 1.8 . 1m
'
e - N .
I1 gy [ 81 | & hom s = [F .0 (£} TR [E ] L
e T R .
Baetss 4% LK LA Lk MR AR LM LR I  Em
W ey 1 e Er . TR ERL} - 2N 1% LR LY EE . %]
m i m e e g By il il
N v J - | P -
o Click a theme colour or one of H" e e e e o=
Excel's standard colours. ) o St e i T ;t:l'“_!ﬁ
FRLEN ..'li";_l'-l PR o B Te— 1
2t - T [arre i 5 T
@ Excel applies the colour to the | = - B o e b rioet o
a L] o " 1 ] e =
range text. : Munllllllﬂllﬁﬂ Q
F o e Cmen L8 E ] 0 = F B
— e GO .
To remove the background g e Ny e - £ il
colour from the range, click ;e im o wm am Lm m am o am m Am o im
B o 1M [ =, | & 1 Lo 1m L=1 L% 1ms 1% 1. 1m
N F'I’ o apEmy i, il LR L [ F] [l 1 LI oy L5
o ' . W rma 1M L r d v LR - ™ (&} LT s 1T
s B AN B i AW AR L LA Lk Om
T ewid [ B} 1.1 j1 et L9 [ 8L} TR dwd [s. 9 am Ee .5
T Maly 1m LM pE_ | L= [ 8} o im o ims 1%
P e 4.0 LTey 1% L [E5] i FE Y 15 FL Y L%
W ey 1 LTe am TR ERL} % 2 1™ & 1M
m v w| gy B e By i C A
sy | 7] T
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Select a Custom Colour

Select the range you want to
format.

Click the Home tab.

Click More Colors.

The Colors dialog box appears.

Click the colour you want to use.

@ You can also click the
Custom tab and then either
click the colour you want or
enter the values for the Red,
Green, and Blue components
of the colour.

Click OK.

Excel applies the colour to the
selected range.

The default text colour is

black, so if you apply any dark
background colour, the text
will be very difficult to read.
Always use a light background
colour with dark-coloured text
or a dark background colour
with light-coloured text.

Click [=] in the Fill Color list ([2]).

T L et D =
-.-4--9-..‘ e af=a1
- . L 1 Hoemopraammsy 0 Seer ¥
a ‘..J"' = E P i~ F —— j.ir i
4 B E = - A e s T P
; [ e
= B EEEEEES -
| 3 R | W P 4 . =
e T T L
E s ] T P - ——— =l T el
S — ImEE EEEEEE ] [Ty
) Prinsgall FIE | gy pe &y Py Lhraiy:
: P D ﬂ L Ar—.
r
] B Moongiepr vomsfan g Sy d |
Fapmam  fw © reA N
i .'T'=P— k] HiE <—0
hil TasiFula  airl iy ALt L]
z e . .
L}
-
k|
=
Siau| - begns g ke LT T —— f
anay | 1] B et Bl L sl e s B 1 BB
.S
[ s ) TT
SR ] B
1 |

z A background that fades from

one colour to another is called a
gradient effect. Select the range,
click the Home tab, and then
click the Font group’s dialog box
launcher ([). Click the Fill tab
and then click Fill Effects. In the
Fill Effects dialog box, use the
Color | [z] and the Color 2
to choose your colours. Click an
option in the Shading styles
section (© changes to @) and
then click OK.
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APPLY A NUMBER FORMAT

~\
You can make your worksheet easier to read by applying a number format to your data. For
example, if your worksheet includes monetary data, you can apply the Currency format to
display each value with a pound sign and two decimal places.
Excel offers ten number formats, most of which apply to numeric data. However, you can
also apply the Date format to date data, the Time format to time data, and the Text format
to text data.
\. J
Apply a Basic Format h N —— .
@ Select the range you want to £3 el [ w e
format. Tl
L] T E: ﬂ
g == =
2k Rt Sl e
L Ligpl ir, P Gl
u P eyt s s
3 eairms B Al T
" i | i ma
i ps Mg MRV Bl
" Wimrw D e
r. M Paoal Barrurrha, I HeEM
ol e oo | SRR SEUL .
) ey ) R B i
uayy E (e T T ———T “_:.d-\. - ——
€) Click the Home tab. ) — - - i
. P S P = ; ST
° Click the Number Format [-]. FRLER k| g || me—— B e R 8
— £ = h Im-.-““ Iz :“ [ - - =
° Click the number format you o R — — 4—6 . -
want to use. £ e [
L5 g 1 L 0 =TT :::
B e [ i
i g Tomrpy oL H H| e e w5
] gl e bl ] ] -
L e i g 1] S T
i puspeuniy | P
Ei R 2] &
o L wrmp wEH W I& r:
[ Pl g e - on ShEL
o e [
_aT, By b v v H  mmeapiesa
- Haran i ma T
. o e | e s
kN Crrgy T Do [EH =) [ Eoie] ]
n 10 m ) i JIE] | I | LIl
inanp | 7] dormpr fam AL imer i b dmal Eﬂ - ! o |
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Excel applies the number format

. n - @ T
to the selected range. T
For monetary values, you can ——
click Accounting Number ) :
Format ([3)).
For percentages, you can click
Percent Style ([*]).
For large numbers, you can S = e - T
click Comma Style ([-]). L o= -m dda Wi~ it
RS | &' miE B a3 s e 4 r:"-':_-'f::'-l'
: LIT OO Ny JH L skay
B3 Bt B el N3
4 A ] b PaL 0 i
s | o s B e T
L Ielarsas Larpadn STARITE §77
W et T S b
Iy L T (1, BT
Use the Format Cells Dialog e C )
Box i |y | ey [ By | 8| By |
]
@ Select the range you want to &’:E?-v'm_ iy B
format. o == :
o Click the Home tab. = E=
O Click the Number group’s dialog
box launcher ([&). i i
The Format Cells dialog box Q—“ — T

appears with the Number tab
displayed.

In the Category list, click the type of
number format you want to apply.

Use the controls that Excel displays
to customise the number format.

Click OK.

Excel applies the number format.
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APPLY AN AUTOFORMAT TO A RANGE

You can save time when formatting your Excel worksheets by using the AutoFormat feature.
This feature offers a number of predefined formatting options that you can apply to a range
all at once. The formatting options include the number format, font, cell alignment, borders,
patterns, row height, and column width.

The AutoFormats are designed for data in a tabular format, particularly where you have
headings in the top row and left column, numeric data in the rest of the cells, and a bottom
row that shows the totals for each column.

\. J

o Select the range you want to

1
format. 2
H]
[
...
5
.".
'-'Ii.- [P T T A B4 ..:'
e | 10 e L T Ll [T
a Click AutoFormat ([1). FFERL a«ﬂ T T
--.- [ Foman  Cen breew frw Gresepe i@ B
B = e ToiglF s 0 Hreesssnsass FEac B
Note: See Chapter | to leam how to add - ': . 3 ,T, FEEE -5 Eresee Fo- iﬂ.ﬁ
o EE 8- o & i O By L R P Tt

a button to the Quick Access Toolbar. In this
case, you must add the QuickFormat button.

i
[
|
i
!
1
f
i
&
1
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The AutoFormat dialog box
appears.

In the Table format list, click the
AutoFormat you want to use.

Click OK.

Excel applies the AutoFormat to
the selected range.

e

Excel enables you to control
the six formats that are part of
each AutoFormat: number, font,
alignment, border, patterns, and
width/height. In the AutoFormat
dialog box, click Options and
display the Formats to apply
group. Deselect the option for
each format you do not want
to apply (I¥] changes to [C))
and then click OK.

[ TF
T e P e Tela| "
E) | M1 8 IF TR ONR W
e - - A i & 0 i
L u d ] -
e T T AT AT & 56 rRrmrS W
wrmren i iy
Wed & 4 1 [
T
A
arbal | k]

Erriiue | JIED RS S DWEE DREE TRAOD SOOD SOOC DR DR WD HO00 TR
0 Divkdeei LiTR JFRG el RLODC ROME RGO RO SRR e DGR SRR RGO DR
i Divhdes A0 MES SO SELS U WM TGO NG O RN LA LA
N BREMTONL AN TLRG TWTRS KON AN AN RS TR TWTR MR DLW M

&

e e H
e AR 0 d -

& To revert to a plain,
unformatted state, select the
range and then click [3 to
display the AutoFormat dialog
box. In the format list, click
None, and then click OK.
Excel removes the AutoFormat
from the selected range.




APPLY A CONDITIONAL FORMAT TO A RANGE

~\
You can make a worksheet easier to analyse by applying a conditional format to a range. A
conditional format is formatting that Excel applies only to cells that meet the condition you
specify. For example, you can tell Excel to apply the formatting only if a cell's value is greater
than some specified amount.
When you set up your conditional format, you can specify the font, border, and background
pattern, which helps to ensure that the cells that meet your criteria stand out from the other
cells in the range.
\. J
o Select the range you want to = e g |
work with. s H T v —— =
. : M it i -
€) Click the Home tab. T ‘j J
0P —Anmusl Growth Rate {Soww: bitgsf
E) Click Conditional Formatting. e A I —— 4
g EE] L] ] LTh A J.i.l'“ < ew s G
b | il e am oam o am . -
@ Click Highlight Cells Rules. RS [ iR iR R RS TT | e
e = B R SaTs
6 Click the operator you want to i i ia in im in im im
Coe A waleerd i T A i i iF AW L
use for your condition. :@_, - < S
i) h o oam am dm Lm am o am e
v I+ R v o
E AL [2 T T L ey ram o L]
T v et g R T T
, Sk LA lm im im im bm im im
An operator dialog box appears, e
such as the Greater Than dialog e S
box shown here. T ]
it il EAL T e
o Type the value you want to use 6—'" = EE'E%E'_Q

for your condition. Ry ——
|
@ You can also click the collapse
dialog box button (&) and
then click in a worksheet cell.

Depending on the operator, you
may need to specify two values.

€) Click this [ and then click the
formatting you want to use.

To create your own format,
click Custom Format.
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@ cikok

Excel applies the formatting to
cells that meet your condition.

Excel enables you to specify
multiple conditional formats.
For example, you could set up
one condition for cells that are
greater than some value and a
separate condition for cells
that are less than some other
value.You can apply a unique
format to each condition.

[T TT
T R A LR TE R
4% Mo s oo o P ol e [2]
I
i » I c T & [ v fJ v T o T & [ O
ITE—.H Growth Rate {Sowrce: hitp:// swivel.com/]
1 [ B | I T S )
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T g EY .1 A FELY Lz 114 a9 LY (1.1 [ L
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If you no longer require a
conditional format, you can
delete it. Follow Steps | to 3
to select the range and display
the Conditional Formatting
menu, and then click Manage
Rules. Click the conditional
format you want to remove
and then click Delete Rule.
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APPLY A STYLE TO A RANGE

~\
You can reduce the time it takes to format your worksheets by applying Excel's predefined
styles to your ranges. Excel comes with more than 20 predefined styles for different
worksheet elements, such as headings, as well as two dozen styles associated with the
current document theme.
Each style includes the number format, cell alignment, font typeface and size, border and fill
colour.
\. J
@ Select the range you want to T T Y
formt S EEEEEEEEEEEES
€) Click the Home tab. e T
. | SRR 1 3¢ G g g X
E) Cliick Cell Styles. |3 wom eaa QST L0 SR T
; .In.;. " s nmn':u - : —
= T % L T T L e[ w o
:‘I-\.I -aul-aul-hu-"mu—mu"M-mhmhmmm_mhm“::n

Boam e e -
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|1 | — ——
g dimilE i e R T e -
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Excel displays the Cell Styles
gallery.

° Click the style you want to apply.

Note: If the style is not exactly the way you
want, you can right-click the style, click
Modify, and then click Format to customise
the style.

Excel applies the style to the range.

—

g} Excel comes with a gallery
of table styles that offer
formatting options that
highlight the first row, apply
different formats to alternating
rows, and so on. Select the
range that includes your data,
click the Home tab, and then
click Format as Table. In the
gallery that appears, click the
table format you want to apply.
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s e R g Te
i RAGS e e el P
BEHET e iy oG ety ey s ol

e

If you find yourself applying
the same set of formatting
options over and over, you can
save the options as a custom
style. Apply your formatting to
a cell or range and then select
that cell or range. Click Home,
click Cell Styles, and then click
New Cell Style. In the Style
dialog box, type a name for
your style and click OK.
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CHANGE THE COLUMN WIDTH

~\
You can make a column of data easier to read by adjusting the column width. For example, if
you have a large number or a long line of text in a cell, Excel may display only part of the cell
value. To avoid this, you can increase the width of the column. Similarly, if a column only
contains a few characters in each cell, you can decrease the width to fit more columns on
the screen.
\. J
Change the Width of One B —
P 0% Eekar A Falem
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The Column Width dialog box B

appears. 6_»%__., . 4_6

e In the Column width text box,

type the width you want to use. [— . &+ o
O cikok R
® b JEIL S Sl RO
s ldasip Larg aler MAK?  STTLEM
Excel adjusts the column width. F L —
- lsbsms  fmams | gomm
You can also move tp over the m s e e T
right edge of the column b E”L'L s
heading (< changes to ) z — i
and then click and drag the I o S -
edge to set the width. e T P | —
Fargg T Swraghor [ -F R " ERE i
Change the Width of All L T— _ Eeee——
Columns

o Click [ (or press ED+@) to

select the entire worksheet.

e Follow the steps in this section to
set the width you prefer.

o If you have already adjusted some
column widths and you want to
change all the other widths, click
Home, click Format, and then
click Default Width to open
the Standard Width dialog box.

o Type the new standard column
width, and then click OK.

/| Excel’s AutoFit feature
automatically adjusts the
column width to fit the widest
item in a column. Click any cell
in the column, click Home,
click Format, and then click
AutoFit Column Width.
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CHANGE THE ROW HEIGHT

You can make your worksheet more visually appealing by increasing the row heights to
create more space. This is particularly useful in worksheets that are crowded with text. By
increasing the row heights, you add white space above each cell, which makes the text easier
to read.

If you want to change the row height to display multiline text within a cell, you must also
turn on text wrapping within the cell. See “Wrap Text Within a Cell” later in this chapter.

\. J

o Select a range that includes at
least one cell in every row you
want to resize.

e Click the Home tab.
o Click Format.
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The Row Height dialog box
appears.

In the Row height text box, type
the height you want to use.

@ cdikok

Excel adjusts the row heights.

@ You can also move &« over the
bottom edge of a row heading
(= changes to +) and then
click and drag the edge to set
the height.

4

@ You can use Excel’s AutoFit
feature to automatically adjust
the row height to fit the tallest
item in a row. Click in any cell
in the row, click Home, click
Format and click AutoFit Row
Height. Alternatively, move (3
over the bottom edge of the
row heading (< changes to +)
and then double-click.
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4
Q To change all the row heights at

once, click [ (or press ED+0))
to select the entire worksheet.
You can then follow the steps
in this section to set the height
by hand or move » over the
bottom edge of any row
heading (<2 changes to +) and
then click and drag the edge.
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WRAP TEXT WITHIN A CELL

~\
You can make a long cell entry easier to read by wrapping the text within the cell. If you type
more text in a cell than can fit horizontally, Excel displays the text over the next cell, if that
cell is empty, or displays only part of the text if the next cell contains data. To prevent Excel
from showing truncated cell data, you can format the cell to wrap the text within the cell. In
most cases, Excel increases the row height just enough so that it can display all the text given
the cell's current width.
\. J
o Select the cell that you want to el .
format.
= um um
LS i (B2 EaL ]
am  am m
| Fgnd L T G
PR ar B L34 L
I EE A Lif% L5 i
@) Ciick the Home tab, F-“'_:_;__a,_ s Ty
J il EES B =EHQE@EF
P o o g okl
_m - T Tha cotpins] s ol s o et e : =|
¢ |1 g s GOP— ArTsn| Growth Rate
1 d Fis (L] g Ad i Ll vkl . b
4 T e
5 iy Al% EL 1% 1% L] e 299 L 13
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3 Gy H 2 im 1% L] Ll L. i 13

G CHAPTER 4 FORMATTING EXCEL RANGES D



0 Click Wrap Text () [CICEELE B e b i T
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Excel tumns on text wrapping for e N e [t |ty o | T s resa
the selected cell. e 2 |
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¢ 1o gt s d GOP—Amnutal Growth Rate

H (L] (L] by Al A o vimtd E A
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@ If the cell has more text than
can fit horizontally, Excel
wraps the text onto multiple
lines and increases the row

height to compensate. < ;-
= ia am  um  in
L% i L% L% iE |
Wi am am am
View Text Without Turning on e
Text Wrapping e e s
o You can widen the column until == il
you see all your text; see “Change = - H?‘
the Column Width” earlier in this Dimwes e
ey
chapter. -
Tape bt
o You can reduce the cell font size. = B
One way to do this is to choose a
smaller value in the Font Size list ﬂ )

of the Home tab'’s Font group.

o An easier way is to click the
Alignment group's dialog box
launcher ([3]) to open the Format
Cells dialog box with the
Alignment tab displayed.

@ Click the Shrink to fit check
box ([Z] changes to [¥]).

@ cdickok
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ADD BORDERS TO A RANGE

~\
You can make a range stand out from the rest of your worksheet data by adding a border
around it. You can also use borders to make a range easier to read. For example, if your
range has totals on the bottom row, you can add a double border above the totals. Borders
are also useful if a worksheet has several ranges that appear close to each other. By
surrounding each range with a border, you make it clearer that your worksheet consists of
multiple, separate ranges.
\. J
o Select the range that you want to TR ——
format. - IMCAELEE 1@
maE s . - vl 1 . ]
mHaly | demkgs BRIl Dol TN H:HW |
. E"qr:- [} Lepwraas - PE gt Bscsl |'=':m
e ClICk the Home tab _ Hadi Lyl [ET T T U e prpr o g o @ @
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e Click the Borders [-]. S [ ey EEBE B o e EI?I,#
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° Click the type of border you want TR T T T

Ve Gevipm b i ow i B

P i L= . Sleric E-
to use. - Wl n- & l'l"\l’l-i-"ﬁ-:l‘l--l- jg;ﬂ
v |[HE @& E e WA v [Fire | G e
™= B
| A - -] - 1 If
1 Buiis |
|3 I
_I
L
| ]
-
] o
r_ -
i -
H -
_E :-I'I-H
H o Emdas
: Bl
" Fat L
] b e CEE
J'_; ey
R R L =S L - - E
| By | =3 e o Gk e Crwene ([ WCN -
. a L 19 ]
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Q You can make your borders g You can draw a border by hand.

stand out from the gridlines by Click the Borders [-] and then
clicking the Borders [, clicking click Draw Border. Use the Line
Line Style, and then selecting a Style and Line Color lists to
thicker border style.You can configure your border. Click a
click Line Color and then click cell edge to add a border to that
a colour that is not a shade of edge; click and drag a range to
grey.You can also turn off the add a border around that range.
worksheet gridlines by clicking If you prefer to create a grid

the View tab. In the Show group, where the border surrounds
click the Gridlines check box every cell, click the Draw

(] changes to [0). Border Grid command instead.
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Are you ready to start creating powerful and useful
worksheets by building your own formulas? This chapter
explains formulas, shows you how to build them, and shows
you how to incorporate Excel's versatile worksheet functions
into your formulas.You also learn useful formula techniques
such as how to sum a row or column of numbers, how to
create quick formulas using the AutoSum feature, how to use
range names and ranges from other workbooks in your
formulas, and how to move and copy formulas.




UNDERSTANDING EXCEL FORMULAS
-

~
To get the most out of Excel, you need to understand formulas so that you can perform
calculations on your worksheet data. You need to know the components of a formula, you
need to understand arithmetic and comparison formulas, and you need to understand the
importance of precedence when building a formula.

L J

Formulas

A formula is a set of symbols and values that perform some kind of
calculation and produce a result. All Excel formulas have the same
general structure: an equals sign (=) followed by one or more operands
and operators. The equals sign tells Excel to interpret everything that
follows in the cell as a formula. For example, if you type =5+8 into a cell,
Excel interprets the 5+8 text as a formula and displays the result (13) in
the cell.

Operands

Every Excel formula includes one or more operands, which are
the data that Excel uses in the calculation. The simplest type of
operand is a constant value, which is usually a number.
However, most Excel formulas include references to worksheet
data, which can be a cell address (such as Bl), a range address
(such as BI:B5), or a range name. Finally, you can also use any
of Excel's built-in functions as an operand.

Operators

In an Excel formula that contains two or more operands, each
operand is separated by an operator, which is a symbol that
combines the operands in some way, usually mathematically.
Example operators include the plus sign (+) and the
multiplication sign (*). For example, the formula =B1+B2
adds the values in cells Bl and B2.
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Arithmetic Formulas

An arithmetic formula combines numeric operands — numeric constants, functions that retumn
numeric results, and fields or items that contain numeric values — with mathematical operators

to perform a calculation. Because Excel
worksheets primarily deal with numeric
data, arithmetic formulas are by far the

most common formulas used in worksheet

calculations.

There are seven arithmetic operators you
can use to construct arithmetic formulas:

Operator | Name Example | Result
+ Addition =10+5 I5

- Subtraction =10-5 5

- Negation =10 -10

* Multiplication =10*5 50

/ Division =10/5 2

% Percentage =10% 0.1

~ Exponentiation | =10~ 5 100000

Comparison Formulas

A comparison formula combines numeric operands — numeric constants, functions that retumn
numeric results, and fields or items that contain numeric values — with special operators to
compare one operand with another. A comparison formula always returns a logical result. This
means that if the comparison is true, then the formula retumns the value |, which is equivalent to

the logical value TRUE; if the

comparison is false, then the C[pefEier | bEGE EinlE L
formula returns the value 0, - Equal to =10=5 0
which is equivalent to the logical < Less than =10<5 0
value FALSE. <= Less than or equal to =l0<=5 |0
- > Greater than =10>5 |
There are six operators you can use
to construct comparison formulas: - Greater than or equalto | =10>=>5 ||
<> Not equal to =10<>5 ||

Operator Precedence

Most of your formulas include multiple operands and operators. In many cases, the order in which
Excel performs the calculations is crucial. Consider the formula =3+542. If you calculate from left

to right, the answer you get is 64 (3+5
equals 8 and 872 equals 64). However,
if you perform the exponentiation first
and then the addition, the result is 28
(572 equals 25 and 3+25 equals 28).

To solve this problem, Excel evaluates
formulas according to a predefined order
of precedence, which is determined by
the formula operators:

Operator | Operation Precedence
() Parentheses st

- Negation 2nd

% Percentage 3rd

~ Exponentiation 4th

*and/

Multiplication and division | 5th

+and —

Addition and subtraction 6th

=< >

=< <=>> | Comparison

7th
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BUILD A FORMULA

~\
You can add a formula to a worksheet cell using a technique similar to adding data to a cell.
To ensure that Excel treats the text as a formula, be sure to begin with an equals sign (=)
and then type your operands and operators.
When you add a formula to a cell, Excel displays the formula result in the cell, not the
formula itself. For example, if you add the formula =C3+C4 to a cell, that cell displays the
sum of the values in cells C3 and C4. To see the formula, click the cell and examine the
Formula bar.
\. J
Click in the cell in which you want [ == -y 3
, I 7 i [FTae L sl s N
to build the formula. Qe e . e e Syt B o ey P [ i [SSSg
o e G B R
Type =. 4 s
@ Your typing also appears in the || é
Formula bar. Tl ) = ] T
-“l"l -E.I-tu [ T R B4 EE .I'_
Note: You can also type the formula into the
Formula bar. = - 5

e Type or click an operand. For
example, to reference a cell in
your formula, click in the cell.

Excels inserts the address
of the clicked cell into the
formula.

T
& e o |

)
iy
3

IEEE

=
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Type an operator.

Repeat Steps 3 and 4 to add
other operands and operators to
your formula.

6 Click [¥] or press EIE.

@ Excel displays the formula
result in the cell.

z/( Excel displays the formula

result in the cell but it keeps
track of the original formula.
To display the formula again,
you have two choices: click the
cell and then edit the formula
using the Formula bar or
double-click the cell to display
the original formula in the cell
and then edit the formula.
Press GIE when you finish
editing the formula.
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@/ You can configure the

worksheet to show the
formulas instead of their
results. Click File, Options to
open the Excel Options dialog
box. Click the Advanced tab,
scroll to the Display options
for this worksheet section,
click the Show formulas in
cells instead of their
calculated results check box
(] changes to [¥l), and then
click OK.You can also toggle
between formulas and results
by pressing ED+@.
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UNDERSTANDING EXCEL FUNCTIONS

~\
To build powerful and useful formulas, you often need to include one or more Excel
functions as operands. You need to understand the advantages of using functions, you need
to know the basic structure of every function, and you need to review Excel’s function types.

. J

Functions

A function is a predefined formula that performs a specific
task. For example, the SUM function calculates the total of a
list of numbers and the PMT (payment) function calculates
a loan or mortgage payment. You can use functions on their
own, preceded by =, or as part of a larger formula.

Function Advantages

Functions are designed to take you beyond the basic arithmetic and
comparison formulas by offering two main advantages. First, functions
make simple but cumbersome formulas easier to use. For example,
calculating a loan payment requires a complex formula, but Excel's PMT
function makes this easy. Second, functions enable you to include
complex mathematical expressions in your worksheets that otherwise
would be difficult or impossible to construct using simple arithmetic
operators.

Function Structure

Every worksheet function has the same basic structure:
NAME(Argument |, Argument2, ...). The NAME part
identifies the function. In worksheet formulas and custom
PivotTable formulas, the function name always appears in
uppercase letters: PMT, SUM, AVERAGE, and so on. The
items that appear within the parentheses are the functions’
arguments. The arguments are the inputs that functions
use to perform calculations. For example, the function
SUM(AI,B2,C3) adds the values in cells Al, B2, and C3.
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Statistical Functions
The following table lists some common statistical functions:

Function Description

AVERAGE(numberl ,number2,...) Returns the average of the arguments

COUNT (number|,number2,...) Counts the numbers in the argument list
MAX(number|,number2,...) Returmns the maximum value of the arguments
MEDIAN(number|,number2,...) Returns the median value of the arguments
MIN(nhumberl,number2,...) Returns the minimum value of the arguments
MODE(number|,number2,..) Returns the most common value of the arguments
STDEV(numberl,number2,..) Returns the standard deviation based on a sample
STDEVP(number!,number2,...) Returns the standard deviation based on an entire population

Financial Functions
Most of Excel's financial functions use the following arguments:

Argument | Description

rate The fixed rate of interest over the term of the loan or investment

nper The number of payments or deposit periods over the term of the loan or investment

pmt The periodic payment or deposit

pv The present value of the loan (the principal) or the initial deposit in an investment

fv The future value of the loan or investment

type The type of payment or deposit: O (the default) for end-of-period payments or deposits; | for
beginning-of-period payments or deposits

The following table lists some common financial functions:

Function Description

FV(rate,nper,pmt,pv,type) Returns the future value of an investment or loan

IPMT (rate per,nper,pv,fv,type) Returns the interest payment for a specified period of a loan
NPER(rate,pmt,pv,fv,type) Returns the number of periods for an investment or loan
PMT (rate,nper,pv,fv,type) Retumns the periodic payment for a loan or investment

PPMT (rate per,nper,pv,fv,type) Retumns the principal payment for a specified period of a loan

PV(rate,nper,pmtfv,type) Returns the present value of an investment

RATE(nper,pmtpv,fvtype,guess) | Returns the periodic interest rate for a loan or investment
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ADD A FUNCTION TO A FORMULA

~\
To get the benefit of an Excel function, you need to use it within a formula. You can use a
function as the only operand in the formula, or you can include the function as part of a
larger formula.
In “Understanding Excel Functions,” you learned that Excel has many functions and that most
functions take one or more arguments, but it is often difficult to remember a function'’s
arguments and the order in which they appear. To make it easy to choose the function you
need, and to add the appropriate arguments, Excel offers the Insert Function feature.
\. J
ﬂ Click in the cell in which you want - w_—;_:s T —
to build the formula. | Calralating dmpual Lean Papmems
0 ik B "
© Type= PR e S ) {
@ Type any operands and operators 1 @
you need before adding the o - ,!
. o] ke ed TRy E) ot | 't EE
function. =F - L m
() Click the Insert Function ety e
B e e
button ([&]). = e _
i e gy Fravos <
e FLES

The Insert Function dialog box
appears.

@) Click [ and then click the

;

category that contains the

function you want to use. e ranna @—H_ﬂ'.- | [ o=
6 Click the function.
) diick OK
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The Function Arguments dialog
box appears.

Click inside an argument box.

00

Click the cell that contains the
argument value.

You can also type the argument
value.

Repeat Steps 8 and 9 to fill as
many arguments as you need.

@ The function result appears
here.

Click OK.

Excel adds the function to the
formula.

@ Excel displays the formula
result.

Note: If your formula requires any other
operands and operators, press (3 and type
what you need to complete your formula.

Note: In this example, the result appears in
parentheses to indicate a negative value. In
loan calculations, money that you pay out is
always a negative amount.

You do not necessarily have

to specify a value for every
function argument. In the PMT
function, for example, the rate,
nper and pv arguments are
required, but the fv and type
arguments are optional. When
the Function Arguments dialog
box displays a result, you have
entered all of the required
arguments.

£\
C] - 2 -Hnlal:-n-
h I - 1 o1 A -
- dabrubring bnnad Leas Papaea
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2. | e e R
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[
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Q If your loan payment

worksheet contains an annual
interest rate and a loan term in
years, you need to convert the
rate and term to monthly
values to calculate the monthly
payment using the PMT
function.That is, you divide the
annual interest rate by 12 and
multiply the term by I2. For
example, if the annual rate is
in cell B2, the term in years is
in B3, and the loan amount is
in B4, the function PMT(B2/12,
B3*12, B4) calculates the
monthly payment.
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ADD A ROW OR COLUMN OF NUMBERS

You can quickly add worksheet numbers by building a formula that uses Excel's SUM
function.

Adding a range of numbers is probably the most common worksheet calculation, so it is
useful to know how to use Excel's SUM function. Although you can use SUM to add
individual cells or a rectangular range of cells, you will most often need to add a row or a
column of data. In this case, when you use the SUM function in a formula, you can specify as
the function’s argument a reference to a row or a column of numbers.

.
ﬂ Click in the cell where you want o R i il T i T B S B
= — T T I I -
the sum to appear. E Harma Lt [N T
| 4 s el N TIL AT
o 1 Bl N D
@ Type=sum( e
i R Ermiion  daEeis
. . m Bshurs Tan STm R
@ When you begin a function, = L e mEs S
i 1l Ao Ay L ma e
Excel displays a banner that Ii B Harp TR S
shows you the function’s i orloina . -
arguments. 0

T
i

'r
4

Note: In the function banner, arguments in
bold are required and arguments that appear
in square brackets are optiondl.

=

e Use the mouse @ to click and
drag the row or column of
numbers that you want to add.

Excel adds a reference for the
range to the formula.

-
inem | 0] w04 ——
=
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a Type).

e Click [4] or press EIE.

@ Excel enters the formula.

G Excel displays the sum in
the cell.

% The SUM function works not

only with simple row and
column ranges, but with any
rectangular range. After you
type =sum(, use the mouse 3
to click and drag the entire
range that you want to sum.
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The SUM function can accept
multiple arguments, so you can
enter as many cells or ranges
as you need. After you type
=sum(, hold down &I and
either click each cell that you
want to include in the total, or
use the mouse 11 to click and
drag each range that you want
to sum.
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BUILD AN AUTOSUM FORMULA

.

You can reduce the time it takes to build a worksheet as well as reduce the possibility of
errors by using Excel's AutoSum feature. By default, the AutoSum tool adds a SUM function
formula to a cell and automatically adds the function arguments based on the structure of
the worksheet data. However, you can also use AutoSum to quickly create simple formulas
that use common functions, such as AVERAGE, COUNT, MAX;, or MIN.

ﬂ Click in the cell where you want
the sum to appear.

Note: For AutoSum to work, the cell you
select should be below or to the right of the
range you want to sum.

() Click the Sum button ().

@ If you want to use a function . : .
other than SUM, click the —— - = =
Sum [=] and then click the T — . ———
operation you want to use: E ﬁ; ﬁ ;:"::"& ’: :H:—_h: M: F: k: :_—_ .
Average, Count Numbers, EE;IN:‘ s B S i O e S O S
Max, or Min. E
.:-Jf-lﬂl.l*-l-'v-"u*.l s l"‘_'ﬂ.l._"" ___!;__
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Excel adds a SUM function
formula to the cell.

Note: You can also press B3 +8 instead of
clicking [Z].

@ Excel guesses that the range
above (or to the left) of the
cell is the one you want to
add. If Excel guessed wrong,
select the correct range.

6 Click [¥] or press EIE.

G Excel displays the sum. ) it BTl i ——

7
@ You can use Excel’s status bar

to see the sum of a range
without adding an AutoSum
formula. When you select any
range, Excel adds the range’s
numeric values and displays
the result on the right side of
the status bar — for example,
Sum: 75200. By default, Excel
also displays the Average and

g/ If the range you want to sum is a

vertical column with a blank cell
below it or a horizontal row with

Count. If you want to see a
different calculation, right-click
the result in the status bar and
then click the operation you
want to use: Numerical Count,
Maximum, or Minimum.

a blank cell to its right, select the
range (including the blank cell)
and then click [] or press CD+08.
Excel populates the blank cell
with a SUM formula that totals
the selected range.
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ADD A RANGE NAME TO A FORMULA

N\
You can make your formulas easier to build, more accurate, and easier to read by using
range names as operands. For example, the formula =SUM(B2:B 10) is difficult to decipher
on its own because you cannot tell at a glance what kind of data is in the range B2:BI0.
However, with the formula =SUM(Expenses), it is immediately obvious that the formula is
adding a range of expense values.
If you are not sure what range names are or how to define a range name, see Chapter 3 to
learn more about range names, including how to define names for ranges in Excel.
. J
@ Cickinthe cell inwhich you want [ " 0 ) = TPy |
to build the formula, type =, and e e - Eoar i
then type any operands and - Y -0 : : o
operators you need before adding |- " " TR =
the range name. |
1 i 8
. & inessei Rate JAnraml  000%
@ Click the Formulas tab. H Prendeliems) &
: “ P e s P
NN, Py Bk I L it o Aerogm Wi | L1
LT TTF A
@ Click Use in Formula. R —
e g | I .._<_® . - a
Excel displays a list of the range e R | . -
names in the current workbook. - Co m— ===
. 1 Loan Paymant &nalysis e ' @
@ Click the range name you want : i .
1 Sreneio # [l
to use. 2 inesal Pets PAnrasd  000% —
: Pavicedy i Taary . '] =
R
B Pyl Rk A L T8 [l (L1l
=1l |mOa -
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@ Excel inserts the range name
into the formula.

@ Type any operands and operators
you need to complete your
formula.

If you need to insert other
range names into your formula,
repeat Steps 2 to 5 for each
name.

6 Click [4] or press EIE.

Excel calculates the formula result.

7
@ If you create a range name

after building a formula,

you can convert the range
reference to the range name.
Click the Formulas tab, the
Define Name [-], and then
Apply Names to open the
Apply Names dialog box. Click
the range name you want to
use and then click OK. Excel
replaces the associated range
references with the range
name in each formula in the
current worksheet.

| & " £ r
+ Lodh Paymsst S b
i | Eoangni i1

Trbrnwi Make i drevass LR ]
A Pudiads [rasn 5 @
|
¥ mmﬁ- i
] P ke e e %] [ |

..".'ﬁuu.mm_he_u:.ﬂ_bmﬂ_r:mﬁ'. —

B sl e Rk, Ly Trem, [ mam Primaipid]
L] E r [ a

—

@ As you build your formula,
you can type the range name,
if you know it.You can also
click a cell or select a range
with a defined name. Excel
adds the name to your formula
instead of the range address.
To work from a list of defined
range names, click an empty
area of the worksheet, click
Formulas, Use in Formula,
Paste Names, and then click
Paste List.
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REFERENCE ANOTHER WORKSHEET
RANGE IN A FORMULA

~\
You can add flexibility to your formulas by adding references to ranges that reside in other
worksheets. This enables you to take advantage of work you have done in other worksheets
so you do not have to waste time repeating your work on the current worksheet.
You can even add references to ranges that reside in other workbooks.

\. J

(@ Clickin the cell in which you want
to build the formula, type =, and
then type any operands and
operators you need before adding
the range reference.

Page ,
e Press (E+ 20 until the

i
1
worksheet you want to use s B i ek D R e S
i
appears' : dl—n L
i Bam ]
=
i epea
17 e
1. iy
I ——
u
[
15

G CHAPTER 5 BUILDING FORMULAS AND FUNCTIONS D



Select the range you want to use.

Pa ,
Press Eﬂ]+ until you return
to the original worksheet.

sz ER w|fe =]

Q A reference to the range on
the other worksheet appears
in your formula.

6 Type any operands and operators
you need to complete your
formula.

G Click [«] or press EIE.

Excel calculates the formula result.

You can reference a range from
another workbook. First make
sure the workbook you want to
reference is open.To add the
reference, click the Excel icon

You can type a range reference (1) in the Windows taskbar
directly into your formula and then click the other
rather than selecting it with workbook to switch to it. Click
your mouse. Type the worksheet the worksheet that has the
name, surrounded by single range you want to reference
quotation marks () if the name and select the range. Click [
contains a space; type an and then click the original
exclamation mark (!); then type workbook to switch back to it.
the cell or range address. Here Excel adds the reference to the
is an example: ‘Expenses other workbook range to your
2010’'B2:B10. formula.
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MOVE OR COPY A FORMULA

N\
You can restructure or reorganise a worksheet by moving an existing formula to a different
part of the worksheet. When you move a formula, Excel preserves the formula’s range
references.
Excel also enables you to make a copy of a formula, which is a useful technique if you require
a duplicate of the formula elsewhere or if you require a formula that is similar to an existing
formula. When you copy a formula, Excel adjusts the range references to the new location.
. J
Move a Formula ST Y : o
Click the cell that contains the ¥ o
formula you want to move. i T
|3 Mty
L [
Position £ over any outside i
border of the cell. ii
Fa Ry, AP o ; Ve
{:I Changes tO *%, | Berp b e o bk, e o i b e e | | s o ———
6 Click and drag the cell to the new W e —-— -
location. {1 mummu—m ' ' ;
% changes to k. [, *4_.
@ Excel displays an outline of
the cell. I i
faau disil | My Tl jaf] r +E
LR | | [EE @ = - ———

Excel displays the address
of the new location.

@ Release the mouse button.

@ Excel moves the formula to
the new location.
If you do not want Excel to
adjust a range reference, switch
the reference to the absolute
format. Double-click the cell
that contains the formula you
want to edit, select the cell
reference you want to change
and then press (.

El

G Excel does not change the
formula’s range references.
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Copy a Formula
ﬂ Click the cell that contains the
formula you want to copy.

g Press and hold E.

e Position & over any outside
border of the cell.

(» changes to K.
@ Click and drag the cell to the

location where you want the copy 5 aats vora g ] B T TR
to appear. E

@ Excel displays an outline of B = - j
the cell. (3 — T

Excel displays the address
of the new location.

Release the mouse button.

6 Release 1.
@ Excel creates a copy of the
formula in the new location.

Q Excel adjusts the range
references.

Note: You can make multiple copies by
dragging the bottom-right comer of the cell.
Excel fills the adjacent cells with copies of the

formula.
Excel assumes that a copy of a

formula should reference
ranges positioned relative to
the ranges used in the original
formula. For example, if the
original formula references Al
and you copy it into the cell to
the right, Excel adjusts the cell
reference one column to the
right, so it becomes BI.
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MANIPULATING EXCEL
WORKSHEETS

An Excel worksheet is where you enter your headings and
data and build your formulas.You will spend most of your
time in Excel operating within a worksheet, so you need

to know how to navigate a worksheet as well as how

to perform useful worksheet tasks, such as creating new
worksheets and moving, copying, and deleting worksheets. In
this chapter, you also learn how to change the gridline colour
and how to toggle gridlines and headings on and off.




CREATE A NEW WORKSHEET

~\
Excel supports multiple worksheets in a single workbook, so you can add as many
worksheets as you need for your project or model.
Each new Excel workbook comes with three worksheets but it is not uncommon to require
four or more worksheets in a workbook. In most cases, you will add a blank worksheet but
Excel also comes with several predefined worksheet templates that you can use. Note that
there is no practical limit to the number of worksheets you can add to a workbook.
\. J
Insert a Blank Worksheet D= o] - Verwck Bl =
- "ﬂ‘h@«_i femim  [or  fArew  Vaw  Bookopn S = @
(@ Open the workbook to which you A ok u o BeEE s -, [ A |
- wmsn- Ay FBEEE O d-w = e
want to add the worksheet. et A TAE o SERE T LY I e | PR rm— -
i Faud C el ke L PR
€) Click the Home tab. é - ——
. 2
E) dlick the Insert [. :
i =
() Click Insert Sheet. ;
T
[ ]
1
1
Ll
E---M s | Ghestd Pl EE] 1 ] !D'
ey || T T e e
@ Excel inserts the worksheet. T|i| a1 ¢t T 0 N - -
1
You can also create a new :
worksheet by clicking Insert 2
Worksheet ([E) or by H
pressing EXD+ED. ;
m
Il
12 -
o AP .m..ma.m_u . e
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k(]

Insert a Worksheet from a A B T o E 0 T i
Template ?&L -,

ﬂ Open the workbook to which you gy sl
want to add the worksheet.

om0 o e
i Eeweds
& pamEs

Tl Ed

6 Right-click a worksheet tab.

[Saat
L [
T
€ Cick Insert. [ W : :

Hadd e

K U1 L 1 il
o | =3 BB s o
The Insert dialog box appears. v 3 —

M<—w
Click the Spreadsheet o & & i<—@:”
Solutions tab. — S

Click the type of worksheet you _
want to add. -

G You can also click Templates — G @ —

on Office Online to
download worksheet templates

= B T m ; =
from the Web. . Loan Amortization Schedule I
6 C“Ck OK_ E ................................................................................
) f dargol oo reic|
Excel inserts the worksheet. H ]
':?L ................ Gt rat e prnar
% Lpraer pperar
T T ey N -
Sefe e pmaeonee ooy Wl L

1 Page
g Press @D+ 20 to move to the

Pa
next worksheet, and Gm+

to move to the previous
worksheet.You can also click
the following controls: [4] to
move to the first worksheet,
[{] to move to the previous
worksheet, [*] to move to the
next worksheet and [] to
move to the last worksheet.
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MOVE A WORKSHEET

~\
You can organise an Excel workbook and make it easier to navigate by moving your
worksheets to different positions within the workbook.
Although you will most often move a worksheet to a different position within the same
workbook, it is also possible to move a worksheet to another workbook.

. J

Move a Worksheet Between
Workbooks

o If you want to move the
worksheet to another workbook,
open that workbook and then
returm to the current workbook.

Click the tab of the worksheet
you want to move.

Click the Home tab.

Click Format.

Click Move or Copy Sheet.

The Move or Copy dialog box
appears.

Note: You can also right-click the tab and
then click Move or Copy Sheet.
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G If you want to move the sheet to A
another workbook, click the To =R 34_6

book [-] and then click the 6 "E"" .
workbook. R el

e Use the Before sheet list to click a =T -
destination worksheet. L‘“ S
The worksheet will appear to

the left of the sheet you select in
Step 7.

@) dickok

Excel moves the worksheet.

Move a Worksheet Within the
Same Workbook

ﬂ Move & over the tab of the
worksheet you want to move.

e Click and drag the worksheet tab
left or right to the new position
within the workbook.

Iy changes to .

@ As you drag, an arrow shows
the position of the worksheet.

e When you have the worksheet
positioned where you want it,
drop the worksheet tab.

Excel moves the worksheet.
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COPY AND RENAME A WORKSHEET

~\
Excel enables you to make a copy of a worksheet, which is a useful technique if you require
a new worksheet that is similar to an existing worksheet. Rather than re-creating the new
worksheet from scratch, you can make a copy of an existing worksheet and then edit the
copy as needed.
Although you will most often copy a worksheet within the same workbook, it is also possible
to copy the worksheet to another workbook.
\. J
Copy a Worksheet e  m——— Ty
ﬂ If you want to copy the worksheet |~ "o =
! [T oTh dermiry Palbrsirp  Blaeih  Twkal
to another workbook, open that L ey e m Lw um
L Ll L L LB
workbook and then return to the N e | LR R WM
current workbook. 3 T
. I'ri' 3 m MOl A R
@ Click the tab of the worksheet -+
©) Cdlick the Home tab. Hh~:-.<-@-« e rr
. - = R et e | @
@ Ciick Format, S bt Mt -k I g .
T £ =015 s ~B
@ Click Move or Copy Sheet. Eh;__,;mﬂ:;m;,_ e 2
The Move or Copy dialog box E . - — -
appears. r o Dm am L o i
b b e o G e o
Note: You can also right-click the tab and = et p i ie  uhe e
then click Move or Copy Sheet. E :2% :: :: : gy
: B e Tl
;ié-_l-:;—- i g e e g e — i
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6 If you want to copy the sheet to
another workbook, click the To
book [-] and then click the
workbook.

6 Use the Before sheet list to click a
destination worksheet.

The copy will appear to the left of
the sheet you select in Step 7.

Click the Create a copy check
box ([Z] changes to [¥]).

Click OK.

Excel copies the worksheet.

@ Excel gives the new worksheet
the same name as the original,
but with (2) appended.

Rename a Worksheet

ﬂ Display the worksheet you want
to rename.

Click the Home tab.
Click Format.

Click Rename Sheet.

Excel opens the worksheet name
for editing and selects the text.

Note: You can also double-click the
worksheet’s tab.

a If you want to edit the existing
name, press (3 or E3 to deselect
the text.

G Type the new worksheet name.
a Press GIE.

Excel assigns the new name to the
worksheet.
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DELETE A WORKSHEET

~\
If you have a worksheet that you no longer need, you can delete it from the workbook. This
reduces the size of the workbook, reduces clutter in the worksheet tabs, and makes the
workbook easier to navigate.
It is important to note that you cannot undo a worksheet deletion. Therefore, it is always a
good practice to check the worksheet contents carefully before proceeding with the
deletion. If the worksheet contains any data you need but you still want to remove the
worksheet, cut or copy the data and paste it into another worksheet.
\. J
(D Click the tab of the worksheet e - i e |
you want to delete. 1 bt e e
F - EE MM S0 m_
& [isipina il JLE -
st o i [ e |
‘et )
E =
11 Nappen :
T ]
T4 B -
L] i L Lrt y
ig-.é;-?l“m._ﬂﬂf Fopermes - Rk e - Earaty 'l!_ I:lﬂ. — : ’:
a Click the Home tab. F FELERT T P T T
--._ (L] Cam  Rewrsr  cwm Corweimprs aifflmga
. _—'I:n.— .- :--.=.l.-\.:.- I- &hh‘- K+
) Click the Delete [J. AP R ﬁjﬂ—a‘:{
() Click Delete Sheet. CR 7 memi | 3
] [ [] 4 [ L | F - i H =
e
Note: You can also right-click the tab and ! . T T
then click Delete Sheet. o prec g .
& ERpsAIEES
7 e ol Gy T FYE T T3
4 Gbwviig [ e T R T
L] Ik bl ] i kil
1B upplis 5980 LTSE 15,151
19 Gubasion 50l TaLas0 PR
12 Shippieg iy B T LT R
17 Wiy Tdm L8N Lt
i
iE |
17 4
CERICINC T, - L - oG] E (118
s . T —_— I T e —T |
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If the worksheet contains data,
Excel asks you to confirm that you
want to delete the worksheet.

() diick Delete.

Excel removes the worksheet.

J

[—

You can delete several

worksheets at once. Click the

tab of one of the worksheets,

hold down and click the

tabs of the other worksheets.

Then follow Steps 3 to 5 to
B delete all the worksheets.

—
/

To remove the grouping of the
worksheets, right-click any
worksheet tab and then click
Ungroup Sheets.

il Ser L

*.l D e e D P T T T T e T e T O, S e

ya

@ If you want to delete most of

the worksheets, right-click any
worksheet tab and click Select
All Sheets. Hold down

and then click the tabs of the
worksheets that you do not
want to delete to deselect them.

v i | | e |

| ] [ [3 ] 3 : [ i =
1 Gross Margin Caloulation
1 [ R0
4 | L 4
3| cown mdmpie
1
2 'l
L]
] 1
18|
I1__
.I'I.
I'_
_Il
|18
£
LER; — o, SO o g kg 3 Tl Fl
| T _il:lﬂ FER = ik +
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CHANGE THE GRIDLINE COLOUR

~\
You can add some visual interest to your worksheet by changing the colour that Excel uses
to display the gridlines. The default colour is black, but Excel offers a palette of 56 colours
that you can choose from.
Changing the gridline colour also has practical value because it enables you to differentiate
between the gridlines and the borders that you add to a range or a table.
\. J
ﬂ Click the tab of the worksheet |i-ﬂ";_a — T — :-;E:w__::.
you want to customise. 25 SR e | ] R gy
. A Es A EEE (A | Eees gt
) Click the File tab. B =S e E
| B L o r F & il i i T
£} —
;
.
7
§
a
11
-Iu‘ald -?u-nu i # Fa |"
Beam 75 = WO
©) Cdlick Options, Ll - i |
- Femr sl Pegelioved  Bewmis Dol Mrwen Vw ] o
ko infommation about Bookl
il o S lnmnn
4 oo Wl | e - o
B -
e .:
= Brrpare fue Lear =y P e
= Wrkery gy i, b e g i
L] '::*.'1‘ _.l:r-'-'ir-l-—- b ::..-’.I.I ————
[P ] EE#-H“-”
e
- u,n—.‘—@ ﬁ_,‘i T::!H-a-ﬂmmrlw
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The Excel Options dialog box
appears.

Click Advanced.

Scroll down to the Display
options for this worksheet section.

Click the Gridline color [-].

Click the colour you want to use.

000 00

Click OK.

Excel displays the gridlines using
the colour you selected.

ya

To change the gridline colour
for all the sheets in a workbook,
right-click any worksheet tab
and then click Select All
Sheets. You can then follow
Steps 2 to 8 to apply the new
gridline colour to all your
worksheets.
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Y To remove the grouping of the
worksheets, right-click any
worksheet tab and then click
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TOGGLE WORKSHEET GRIDLINES ON AND OFF

~\
You can make your worksheet look cleaner and the text easier to read by turning off the
sheet gridlines. When you do this, Excel displays the worksheet with a plain white
background. If you find you have trouble selecting ranges with the gridlines turned off, you
can easily turn them back on again.
\. J
ﬂ Click the tab of the worksheet ey o g :":'"T:_Q_ e |
you want to work with. R~y e § [ ] See 22 B B &
=) B e B i | e O | Wt Pt 1 81 e |
) Click the View tab. - —— —d
e Click Gridlines ([¥| changes i — e hep—
to E) :-w-: - —
e —
:..
Y =
Y - |
-:.“.'ﬁIT--n—l-l- e T ] 4 IE"“ —
@ Excel turns off the gridline B T e TEFT
. ] e e P 2 1 Sywn i 11 = B |
epr ST & Lt
To turn the gridlines back on, —-——  — S
click Gridlines (I_| changes . Brimsan Manufacturing mocE
{ Uik faagm e
to [¥]). = = —
e —
i @
:
iy = .f :
- T —— -~ T YT
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TOGGLE WORKSHEET HEADINGS ON AND OFF

~\
You can give yourself a bit more room to work by tuming off the worksheet's row headings — the
numbers |, 2, and so on to the left of the worksheet — and column headings — the letters A,
B, and so on above the worksheet. If you find you have trouble reading your worksheet or
building formulas with the headings turned off, you can easily turn them back on again.
\ J
(@ Click the tab of the worksheet gy g h,"“.;,“"“...@_ pr
you want to work with. LSl s § Il g =2 2 F R
imemd o Pl e '*"“-:.'—'-.'-tl--‘---:l i rm': i
@) Click the View tab. e ——
. = —1 I
Click Headings ([¥| changes 1
to [E). -
; ?
=
. |
S et et a0 i — T
=T | ik d
() Excel tums off the headings. g TP
o e § ] SSC0 2 B R
To turn the headings back on, '—”:..i-1 —— """r = B2 e =
click Headings (I changes [ - o
to [). A
CELE T e L] B "-'
=T |§l - ' i
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DEALING WITH EXCEL
WORKBOOKS

Everything you do in Excel takes place within a workbook,
which is a standard Excel file. This chapter shows you how to
get more out of workbooks by creating new workbooks,
either blank or from a template; saving and opening
workbooks; arranging workbooks within the Excel window;
finding and replacing text within a workbook; and modifying
the look of a workbook.




CREATE A NEW BLANK WORKBOOK

~\
To perform new work in Excel, you need to first create a new, blank Excel workbook. Excel
automatically creates a blank workbook each time you start the program, but for subsequent
files you must create a new workbook yourself.
If you prefer to create a workbook based on one of Excel's templates, see “Create a New
Workbook from a Template.”
\_ J
. . i B+ 0 e —— [T R T T -
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() Click Blank Workbook. B T —

- Feme el Papilind Pesas DEn Geem e | EX RS
.
@ Click Create. (. ok e
e E [~
Note: You can also create a workbook by o 1 Ik -
L - T
pressing (€3 +0D. .,...a -
E |
=40
[reep] Uy rempiars i o
m——ry
e [N fas e 24 =
2 i - s
ipmin el Gl . ‘i.
5 =% .
Excel creates the blank workbook e By b T= T ——
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If you open an existing file

without changing a blank
workbook, Excel assumes you
do not want to use the new
workbook and closes it. To
prevent this from happening,
make a change to the blank
workbook before opening any
existing file.
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CREATE A NEW WORKBOOK FROM A TEMPLATE

You can save time and effort by creating a new workbook based on one of Excel's template
files. Each template includes a working spreadsheet model that includes predefined labels and
formulas, as well as preformatted colours, fonts, styles, and more.

Excel 2010 offers seven templates, including Expense Report, Loan Amortization, and
Personal Monthly Budget. However, there are many more templates available through
Microsoft Office Online.

. J
(D) Click the File tab. |_-'<_@ —_— TR
L T R [ e—- W ]
-.l Br g N EEEEE vcw F [ e e oo - [J-
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_']ﬁ E [ [ L T ] ] 1 1 |~
T
s
; vl
.
"
iL
kel
1
ET]
»
:.' L T T B4 8 rL'.
i T
© CickNew. [ — ey |
[T
@ Click Sample templates. s -
d s 0 e
. o om -
To use an Office Online oy
A i | - b L@
template, click a category in - e | .
the Office.com Templates
section. Click the template you i
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Download. 1 e - =
0w O
i Wb E iy
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() Click the template you want F-'__,"_ N L"f-f
to use. :‘“ itk Temphet (P—
- = e e . r b
A preview of the template g I e H"'
appears here. i e == e
@ Click Create. _ - __"_-1__ 1B === |
5 ] 4—@3
Law b famy ]
-
on S0
Excel .create.s ’Fhe new Workbook T e — : ' ]
and displays it in the Excel window. ! —
I b | ——
: uq:ﬁ_ Pam ey
[ = e | e [ S [ | e | e | e
LIJ__.-:‘_.I—_—-J-. Ik _TW——:
%/ If you have a specific
workbook structure that you
use frequently, you should save
it as a template. Open the
workbook, click File and then You can create a new
click Save As. In the Save As workbook based on an existing
dialog box, click the Save as workbook. Click File, click
type [zl and then click Excel New, and then click New from
Template. Type a file name Existing. In the New from
and then click Save.To use the Existing Workbook dialog box,
template, click File, click New, click the existing workbook
and then click My Templates. and then click Open.
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SAVE A WORKBOOK

~
After you create a workbook in Excel and make changes to it, you can save the document to
preserve your work.
When you edit a workbook, Excel stores the changes in your computer’'s memory, which is
erased each time you shut down your computer. Saving the document preserves your
changes on your computer’s hard drive so, to avoid losing your work, you should save a
workbook as often as is practical.
\ S
() Click the File tab. e | e |
@ Click Save (). ot el Information about Loan Amortizat.. [
L - Fummbidera ===
Note: You can also click [d] in the Quick ..‘?;, " :ﬁﬁﬂ:_ p— s
s e
Access Toolbar or press EE+E. = P
If you have saved the document : i
previously, your changes are now b Gt
preserved and you can skip the -
rest of these steps. g
o
=
If this is a new document that you s 5 e
have never saved before, the Save Gl e @ SR £
. | Gmm P S ] |
dialog box appears. £ i oy DTS ey T—
() dlickin the File name text box e |
and type the name that you want Tenalll’ m M_ L
to use for the document. = S g e |
@ Select a folder in which to store b }' J | .
the file. i N
i e ok L -
() Click Save. e e it — :
Excel saves the file. | T

Note: To leamn how to save a workbook in
an older Excel format, see Chapter |0.
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OPEN A WORKBOOK

~\
To view or make changes to an Excel workbook that you have saved in the past, you can
open the workbook in Excel.
If you have used the workbook recently, you can save time by opening the workbook from
Excel's Recent menu, which displays the most recent 22 files you worked with in Excel.
\ J
() Click the File tab. e ——
. i ey Bureey Wickbacin . Eemd B ]
@ You can click Recent to see . o 18
a list of your recently used = 4@““““' ) :: o
workbooks. If you see the file - i] %:__' B N
you want, click it and then skip q et .
the rest of these steps. i Ry .
i - |l SR
() Click Open (). :"'" R
. 3 Bl Ay Love 0 P Vol .
Note: You can also press [E0)+(@. i T
a'?l m ST TS P
Reaerd © L Trvrres Beieed Weskdrirdi
The Open dialog box appears. =" bl
p g box app N, N R e
. S b =+ [} @
Select the folder that contains the " v e o
JRES— (51 iz P [55 =
workbook you want to open. rsim] L s % T
@ Click the workbook. e iy e
ﬁ_»f_.'{_! - e B HL
() Click Open. = = e b e 0.
- S xr = X1
The workbook appears in a = @‘ W @_ =
window. — |
Py rm— E - iy i =
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ARRANGE WORKBOOK WINDOWS

~\
You can view two or more workbooks at once by arranging the workbook windows within
the main Excel window. This enables you to easily compare the contents of the workbooks.
Arranging workbook windows also enables you to more easily copy or move data among
workbooks.
Excel offers four view modes for arranging workbook windows: Tiled, Horizontal, Vertical,
and Cascade.
\. J
() Open the workbooks you want e ———— :ﬁ T
. A e _u__‘l-l--u:_'ll v Pepmnt &t
to view. -E'}" PR E A ma e WA || e
' . L8 el L it o s -
e Click the View tab. v 5 ]
] & B £ ® ] L] 1 | & | W
1 Frishuit Hase Wi 5 Teaad
3 s e T e 1 k. P
I ek C
LI e L ] L
S el ied " ke e b L.
§ il Fi ke R T
TV ey a1 i L ey L
L] ¥ i
Bt 13 e ] ] Bt L R
I P bl T e 1 L By LRt |
1 o fuiral U abers o s Marad L
] e ypsier ) e R L
b et i ) ) L LT
P T O - 1 EE -
0 et i e 1 O el e L
. aren sackead Py by 1 i il R o
CECEIE S E— ) "E— L |
L P 1 N Tomm- N
- = m—— T o
() Click Arrange All (). e =
) e :16'&:*-—-5” 5 F =
. ) [ T— - .
The Arrange Windows dialog H_ n:;.- it e 1 4 i, 3|
box appears. T =
PP & [ & [ ¢ [ ] ] [ B H
1 FT\H-IIH-I-H- Wi § Teaad
I s e T e 1 ke, P
I e e b o
A e § ey e L
R T e E- .
B okt P sl £ L
T v a1 e L
L ¥ i
B bl 73 e 7 ] B L R
X P bl T e 1 L By LRt L
1 P il Ciabers st B LE LS
Gl e ey wrey o
b et il ) e e L LT
ER L L ] - 1 EE -
T et el o et v e moE
T weww tdead Uy sabe v dowin Vimigmall - L i
CEL I ™ R R Fe— ufi]
[EESE _Eodemi o
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@ Click a view mode (© changes
to @):

Tiled arranges the workbooks
evenly within the Excel window.

Horizontal stacks the
workbooks one above the other.

Vertical displays the workbooks
side by side.

Cascade arranges the workbooks
in an overlapping pattem.

() dickoK.

Excel arranges the workbook
windows.

This example shows two
workbooks arranged with the
Horizontal view mode.

@/ To see only one workbook,

click the workbook you want
to use and then click the
workbook window’s Maximize
button ([=]). Excel maximises
all the open workbooks but
you only see them if you switch
to them.

r——— |
e
m
]
e
R
Ly P e
(B N
l— S
T R == e
Bl = = bpus fems s e =g
g | W e 1 = o I T — : -
R ot S e S B P S
L D e Wiiwwmims O il s v |
. . .
L] T &
Pkt - BB
i i [ [ ] ¥ & MO
L Brprhpl Alprrn Uplty & Tainl =
e -
I s R FTEE T |
B B Pt e e s B m e T
b o i sty w4 .
CELL o
- B — 1 & 0 —F 1 & ]
Fradan s yis [ E L T
| - Frasn sam Fresam fedn k. O g
T 1 bawrried rmien T rATE = 15 L] £l i
i 1 e i "y e by wTES B i w® ia |
4 4 [ a [ aa 1
E, 3. Wiprybsin] Srmien v 0 AL L] 13 -] ¥ |
marm ¥
miste 21 —_ ] E

B

You can view two sections of
a single workbook in different
windows. Switch to the
workbook you want to view,
click the View tab and then
click New Window ([=)).
Follow Steps | to 4 to open
the Arrange Windows dialog
box and select a view option.
Click the Windows of active
workbook check box

([Zl changes to [¥l), and then
click OK.
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FIND AND REPLACE TEXT IN A WORKBOOK

N\
If you need to find specific text in a workbook, you can save a lot of time by using Excel's
Find feature, which searches the entire workbook in the blink of an eye.
In a workbook that has only a small amount of data and just a few worksheets, you can
usually find the data you want fairly quickly. However, in a large workbook with multiple
sheets, it can be time-consuming to find specific text, so Excel's Find feature can help.
. J
Find Text in a Workbook " LR ey e ot
- e U s R R s -i:—::

ﬂ Click the Home tab.
() Click Find & Select.
() Click Find.

Note: You can also run the Find command

by pressing E3+@@.

The Find and Replace dialog box
appears.

Click in the Find what text box

and type the text you want to find.

() Click Find Next.

% If Excel only looks in the

current worksheet for your
term, click Options in the Find
and Replace dialog box. Click
the Within [=] and then click
Workbook. This option tells
Excel to examine the entire
workbook for your search text.

mE -

£ 1
-
"

:"H!"
Bi=
J

g-
- - A

ey

- > B -_; F b s ey G . 'ﬂ
i BPRE = §-% - _'I..-‘-' rﬂ
T T— o -

e - ...-...’J'.@:kﬂ e
J | Sorireie Tepden P Paoper e [y h
-

> I 1] [ T [ K s
Froduri Tpiln  Ep il =1
; = Pronchat Kamn i .
H 1 Bewdnsieg Trociery Thal AT = i @
1] i Putieamirad [y i s Vyrom FNTC [-] i =
I § Mombied Tradern Cajn Haming WATCO o e T
t ¥ Higreysinal Trysiers w74 WATGS [ i :_-"
4 L R . HATIE & ] -
F T B Trdern Db Memm HATIER-T 1] W Belnkiiity
] B Rgresira Tresiery Somry e HATEE B &, e fr
] 14 Pt [ s Waimids HATEENE ] ] L] -]
L | 7 Boarieindd Trisdern Sy Cmchnad HATORALT 1] ] L] 0
L. L} Vs HATEGRL TF B B L) =
| g e T T P MATRE [} -] a [ ]
L:] i Ferieind Tredes ke EA TR 2] 1] ] ] 1]
4 el Frirosirad Trpsimry Rywr HATE M Hil bl ] =
CERLIE T Hi 5 3
H ! ﬁ = = "
s Ly =)
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@ Excel selects the next cell that
contains an instance of the
search text.

Note: If the search text does not exist in the
document, Excel displays a dialog box to let
you know.

6 If the selected instance is not the
one you want, click Find Next
until Excel finds the correct
instance.

@ Click Close to close the Find and
Replace dialog box.

Excel leaves the cell selected.
Replace Text in a Workbook
() Click the Home tab.

() Click Find & Select.
@ Click Replace.

Note: You can also run the Replace
command by pressing )+ ).

@ In the Find what text box, type
the text you want to find.

@ In the Replace with text box, type
the text you want to use as the
replacement.

Click Find Next.

©0

Click Replace or Find Next, as
appropriate.

o)

When you have replaced all of
the instances you want to replace,
click Close.

Frochu

CCRC T
(1 L T4 1
E =11

| i-:f|'.§= o [t o [ e [ i [

% In the Find and Replace dialog
box, click Replace All to tell
Excel to replace every instance
of the search text with the
replacement text.
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MODIFY WORKBOOK COLOURS

~\
You can give your workbook a new look by selecting a different colour scheme. Each colour
scheme affects the workbook’s text colours, background colours, border colours, and more.
Excel offers more than 20 colour schemes.
To get the most out of Excel's colour schemes, you must apply styles to your ranges, as
described in Chapter 4.
\. J
N = el R — =
Apply a Colour Scheme e i —
() Open or switch to the workbook B R e - g o
A Ee A (EE R M8 Eoeanes i | o Pl P28
you want to format. e i phosiie G e g e -k
At Pt = %wauhﬁqw s a
6 Click the Page Layout tab. 1 Martgage Analysis 0
] ﬂlﬁu
1 FoanePeics § 100,000
4 brieredl Axle i
I DuemPepren 5 16800 i
[] Teimm. s
L] Parpcloesrs. & 1508
[ ]
Maputar wh
] ) '
T i
H Toasl mad 6158 50w e 12580003
5 Tonsl jawings =hie £ BIELE
w R i Taime {1 Y o
“'“‘_!. Howinpapr dasfyss. . T 1E] J-E.
llma —————— T Y— |
() Click Colors (H). o - .,,‘_._;".'._"..'E"": EH-T
e RFEIR Fer i
Ry rp iy a1 B Gpiermy
Biii_PigEad v - PN RS L T L ki P-C_ eyt d
F] I [— — T (] (] ¥ ] H i
1 Marigage Analysis
E mlﬁu
1 EiE PeeE 8 100000
i WRiEl AElE M
8 Duan Pegwwen 15500
[] Taim 1%
o Paysows. § 152
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@ Click the colour scheme you want
to apply.

Excel applies the colour scheme
to the workbook.

Create a Colour Scheme
Click the Page Layout tab.
Click .

Click Create New Theme
Colors.

For each item in the Theme
colors list, click [] and then click
the colour you want to use.

Q The Sample area shows what
your theme colours look like.

Type a name for the custom
colour scheme.

() Click Save.
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] Pwpdawn § 150
i
B lar ‘With
1 Ry Wartgag vd
Pznthiy 5 MBRLED)
11 Tearinl Puld 5034, 55036 slllmm ! -
hﬂmi—m.@' T
o * o
mmt[“;
'-h!uwn-m:l'l:'
‘-bmn—mt[.ll —
ST | = ﬂ-
. —
aowni I' . i
acwmd B
szwmy [
iy -
- e
[Ee o e [u
Ihmh‘-@
——

o
'

DEALING WITH EXCEL WORKBOOKS D




SET WORKBOOK FONTS

~\
You can add visual appeal to your workbook by selecting a different font scheme. Each font
scheme has two defined fonts: a heading font for the titles and headings and a body font for
the regular worksheet text. Excel offers more than 20 font schemes.
To get the most out of Excel's font schemes, particularly the heading fonts, you must apply
styles to your ranges, as described in Chapter 4.
\. J
Apply Fonts to a Workbook R e e ke TP
() Open or switch to the workbook e il T L I R i i
x - EE s W4 o s i B~ e
you want to format. prat o e i e
L L L] I [ b L L - " -
e Click the Page Layout tab. . w T o T
E 1 il Traden) Chesl Lo B =] L] i il
L] R RIC TR ) RTEDE L] ] [ L] Fid
b o bl P L breavesey WRTED L] [} -] [ -] k-
¥ B hprdaod Tupdery Dy bts L] L B L} :
] L grdsiond Topdary Buloany WA (4 ¥ e & L] ]
L] LY begariearinad Tudaen Py sl AT I ] i L} L] k)
L] 1 bt Tipden) oot Bt b WTRGALTE ] B L] k] ]
m B hieaial 1iidmi Waesalide ] [] -] -] "
-] 23 twdeniend Taasden lnmrws NATREN-TI ] [ ] [} ]
] B el Peadaes Bem NATR AL Fi ] - ] a W
L] R hardresnal Taders, Frak More RO ] ] [ ma E*]
[] §1 b sy, Cae mnsias NATELE] [] [ [ o ]
:.l = !llnh-l'“lhl-l:ﬁ_ NATES 5 b !ﬂ_ = IZI m_ :Ii.,.
— — e ——
() Ciick Fonts ([). B T —— T
[ = - [ e R Y
= A
Eat L et Togi b 13 o
[H] e q
L L] T [ 13 14 T [ ] " 1=
o Prmbet e i B0 BN L B
] 1 lwrhenal Tupcden) Chsl Lo -] -] L] i il
H] 0 e 1R by WRTEDE L] L] [ L] Tk
3 A il Tardem s L bra vy L] B -] - EE)
b N howibesienl Toashers Doy 08 NATO N ] 1] . [} ]
-: :l-l-n-l'ruu—.lm.-l—,l,-..-l NATIR L : : : 1: FL
¥ B kprioieal Tagdeny Dy age WATER L] L) L] L} :
LU 1A Sprfesienl ooy Bfphray T 1 - L 2w |
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@ Click the font scheme you want B e T L "’m-

wimirdl | Feeaim  Bele  Beeew  em el@ocd @
o - y, = = - ol e sty ¢ Lo rmsasp
to apply. — I_ = ﬂ ...._.."'... E e o 1=
= R g = = ) -
- [ Fa — i b B i
| |E =ﬁ. L.ln-n—rur—:—. — - - g .:.'.-
B R e gem ome e
F VATE = = v al e
3 — o e P BB 1
¥ [ 1 e freery WRTEO ] [ ] @ ]
L] 3 NATLHR | ih k1) a "
5™ - =, 7 on oz
1] - NATRE ] [ ] (-] ] 1]
¥ |ﬂ.| | — WATDRR ] = - [] )
£ = e ATTe-ET ' [ P "
5 = phHs b TR ' [ v m 5
] I'*" | Fommk s Bnliiaihd . 8 WAk i i ] a ]
£l Fom o Sk o L L] 1] L} B -] k
- e AT o - -] -] 1k
w m LcElE 3 s RTINS [ ] [] -] pe - E]
L] - = by NATN 21 ] | ] (-] a 1 -]
- ey rarw By e NATRN us -] -] "o ll'
@ Excel applies the heading font n@‘ . — N
to the workbook’s headings. T Prosbuet amer Pedetcde THEN T L T T e
I ' ot Treters o PETEL ) ] i i
= . ] 1 Fertherirel Traders Srrap AT L3 Fo el :.l- o
Excel applies the body font to P e e A N L & 9
the workbook’s regular text. G e p: & 5 3 3 &
A —— e -
(5| 17 erkhwiel Trmters Pt Cociiadl PATTTY 21 & B & . i
=1 Bwrmm UMb WATEGH 1% B o L] w -]
£ 33 Farthwiral Trefers Mamslsis AT 3 -] a 4 15
] 2 Fankwiva Traders fooss MWTHG -1 B [-] a [ ] n
| m 34 Farthwicad Tradens Beivr 38 E Y Iy a &+ ™3
Create a Font Scheme
Click the Page Layout tab. ] ? —
Click [@. —— s
. =8 o L] I -t b
Click Create New Theme p—
Fonts. e

Click the Heading font [] and
then click the font you want to
use for titles and headings.

Click the Body font [-] and then
click the font you want to use for
regular worksheet text.

G The Sample area shows what
your theme fonts look like.

Type a name for the custom font
scheme.

() Click Save.

DEALING WITH EXCEL WORKBOOKS D



CHOOSE WORKBOOK EFFECTS

N\
You can enhance the look of your workbook by selecting a different effect scheme. The
effect scheme applies to charts and graphic objects, and each scheme defines a border style,
fill style, and added effects, such as a drop shadow or glow. Excel offers more than 20 effect
schemes.
To get the most out of Excel's effect schemes, you must apply styles to your charts, as
described in Chapter 9.
. J
ﬂ Open or switch to the workbook F e — - |
you want to format. Al e AL T eetliE i
Fomrbrdr wwow (WA | e e e
@ Click the Page Layout tab. e s = = -

) Click Effects (). e Ty
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@ Click the effect scheme you want
to apply.

Excel applies the effect scheme
to the workbook's charts and
graphics.

The colour you see in the
effect schemes depends on
the colour scheme you have
applied to your workbook.

If you want to use a custom
effect colour, create a custom

colour scheme and change the

Accent | colour to the colour
you want.

BoE e
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3
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1
1

Excel does not have a feature

that enables you to create
your own effect scheme.
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APPLY A WORKBOOK THEME

You can give your workbook a completely new look by selecting a different workbook
theme. Each theme consists of the workbook's colours, fonts, and effects. Excel offers more
than 20 predefined workbook themes.

To get the most out of Excel's workbook themes, you must apply styles to your ranges, as
described in Chapter 4, and to your charts, as described in Chapter 9.

\. y,
Apply a Workbook Theme - ,_:4_@'-:":—"—"" - 7 |
— m A ™ pe— Tr——
ﬂ Open or switch to the workbook S e g e mEmEE 1w s é‘;: el ir:
you want to format. T
@ Click the Page Layout tab. BT iy
| GiEE miEmies
s Rim= =il 'ﬁrﬂrﬁﬁfﬁﬂ#ﬂﬁﬁ#
AT e
(CR- — e

e Click Themes ([1).
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@ Click the workbook theme you
want to apply.

Excel applies the theme to the
workbook.

Create a Workbook Theme

ﬂ Format the workbook with a
colour scheme, font scheme, and
effect scheme.

Click the Page Layout tab.
Click 1.

Click Save Current Theme.

The Save Current Theme dialog
box appears.

Type a name for the custom
theme.

Click Save.
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154
156
158

160
162

Sort a Range
Filter a Range
Set Data Validation Rules

Convert a Range to a
Table

Create a DataTable

Summarise Data with
Subtotals




You can get more out of Excel by performing data analysis,
which is the application of tools and techniques to organise,
study and reach conclusions about a specific collection

of information.

In this chapter you learn how to sort and filter a range, apply
data validation rules to a range, convert a range to a table,
create a data table and summarise data using subtotals.




SORT A RANGE

~
You can make a range easier to read and easier to analyse by sorting the data based on the
values in one or more columns.
You can sort the data in either ascending or descending order. An ascending sort arranges
the values alphabetically from A to Z or numerically from O to 9; a descending sort
arranges the values alphabetically from Z to A or numerically from 9 to 0.
\ S
() Click any cell in the range you R o ::ﬁ- - =y |
want to sort. s @ &""' b= J el e
T T e S et s
() Click the Data tab. [ ) S—
: —— i e — e 1
() Click Sort (F). o T —— = =
4 Ak e ey D B BT gt L byrm
N s e 1 L [ ALl i
[ P Mol 1 ] TR Brelas
Phoe  meaea e e e
§ BE ek s, e F daail AT aara ET [
E o i ey By g g i Ty
1 i T M M 1 T L S L (e
= WY F g A ATy DT R [ ==243 3
5 o emar e
:-HH Ty hremn Fagrar, (BN ®i Ve prdiara
e i ey M A oy 1 Hetaen = il
ar Lo 1 ey L e L L [
DT b i T s L]
P O ¥ e L A o S Dol i H T W HEE i
T s Sl D e i
T e !I —- 3 1
The Sort dialog box appears.
| - H‘:ll--q\-:
() Click the Sort by [ and then . -
click the field you want to use for
the main sort level.
@ Click the Order [z] and then click [ -

©

a sort order for the field.

To sort on another field, click
Add Level.

ANALYSING EXCEL DATA D



7

@ Excel adds another sort level.

Click the Then by [] and then
click the field you want to use for
the sort level.

Click the Order [=] and then click
a sort order for the field.

Repeat Steps 6 to 8 to add more
sort levels as needed.

Click OK.

Excel sorts the range.

% If you need to sort on only one

column, click in any cell in the

column. Click the Data tab. In

the Sort & Filter group, click
for an ascending sort or [% for
a descending sort.
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You can tell Excel to sort a
range from left to right based
on the values in one or more
rows. Follow Steps | to 3 to
display the Sort dialog box.
Click Options and select

the Sort left to right option
(© changes to @). Click OK.
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FILTER A RANGE

records you want to see.

\.

You can analyse table data much faster by filtering the data. Filtering a table means that you
configure a field so that you only view the table records that you want to work with. One
way to do this is to use the AutoFilter feature, which presents you with a list of check boxes
for each unique value in a field. You filter the data by activating the check boxes for the

J

Apply a Filter
(1) dlickinside the table.

() Click the Data tab.
() Click Filter (7).

Q Excel adds [=] to each field.

@ Click [=] for the field you want to
use as the filter.
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() Excel displays a list of the e ey I
. . Loaram Carrbe B i | [rEre—
unique values in the field. B i M = et =~
[ g + il oo
@ Click the check box for each value || 2 mmess= moon B e e
(e [P FAp—] ot i b
you want to see ([Z] changes e myr B - :I ==
to [¥). ] e i e v M s
() Click OK. S — i J==
i T %—DEIZ i
Excel filters the table to show only - —— P

those records that have the field
values you selected.

G Excel displays the number of
records found.

o The field’s drop-down list
displays a filter icon ().

|
I
i
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@ To remove the filter, click
Clear ([4]). :
He |

Create More Sophisticated
Filters

ﬂ Follow Steps | to 4 to apply a
filter.

() Click Number Filters.

7
i

Note: If the field is a date field, click Date
Filters; if the field is a text field, click Text
Filters.

@ Click the filter you want to use.

@ Type the value you want to use
or use the list box to select a
unigue value from the field.

() click oK.
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SET DATA VALIDATION RULES
-

~
You can make Excel data entry more efficient by setting up data entry cells to accept only
certain values. To do this, you can set up a cell with data validation criteria that specify the
allowed value or values.
Excel also lets you tell the user what to enter by defining an input message that appears
when the user selects the cell.
. J
@ Click the cell you want to restrict. @
() Click the Data tab. e
: C e b | 0 WS WEN TR, o BB STUUF T
@ Click Data Validation (). f‘"'".;f::i:":' W M i i e

© 0 00

The Data Validation dialog box
appears.

Click the Settings tab.

In the Allow list, click the type of
data you want to allow in the cell.

Use the Data list to click the
operator you want to use to
define the allowable data.

Specify the validation criteria, such
as the Maximum and Minimum
allowable values shown here.

Note: The criteria boxes you see depend on
the operator you chose in Step 6.

] G
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Click the Input Message tab.

00

Make sure the Show input
message when cell is selected
check box is clicked ().

e

Type a message title in the Title
text box.

Type the message you want to
display in the Input message
text box.

Click OK.

® 6

Excel configures the cell to accept
only values that meet your criteria.

@ When the user selects the cell,
the input message appears.

You can configure the cell to
display a message if the user
tries to enter an invalid value.
Follow Steps | to 3 to open the
Data Validation dialog box and
then click the Error Alert tab.
Make sure the Show error alert
after invalid data is entered
check box is clicked ([¥]) and
then specify the Style, Title, and
Error Message. Click OK.
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If you no longer need to use
data validation on a cell, you
should clear the settings.
Follow Steps | to 3 to display
the Data Validation dialog box
and then click Clear All. Excel
removes all the validation
criteria, as well as the input
message and the error alert.
Click OK.
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CONVERT A RANGE TO A TABLE

~
You can apply Excel's powerful table tools to any range by first converting that range to a
table. In Excel, a table is a collection of related information with an organisational structure
that makes it easy to add, edit and sort data.
A table is a type of database where the data is organised into rows and columns: Each
column represents a database field and each row represents a database record.
. J

ﬂ Click a cell within the range that
you want to convert to a table.

@ Click the Insert tab.
() Click Table (7).

Note: You can also choose the Table

command by pressing (E0)+ 3. L
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The Create Table dialog box
appears.

@ Excel selects the range that it
will convert to a table.

If you want to change the range,
click [&], drag the mouse ¢
over the new range and then
click [E].

() Click OK.

Excel converts the range to a
table.

G Excel applies a table format to
the range.

G The Table Tools contextual tab
appears.

G AutoFilter drop-down lists
appear in each field heading.

@ Click the Design tab to see
Excel's table design tools.

@ To add a record to the end of

a table, click inside the table,
press D +@ and then ED+6
to move to the last field in the
last record and then press €Z3.
To add a record within the
table, right-click the record
above where you want to
insert the new record, click
Insert and then click Table
Rows Above.
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% If you no longer require the

table tools, you can convert
the table back into a regular
range. Select any cell within
the table, click the Design tab
and then click Convert to
Range ([2]). When Excel asks
you to confirm, click Yes. Excel
removes the AutoFilter drop-
down lists and hides the Table
Tools contextual tab.

ANALYSING EXCEL DATA D




CREATE A DATA TABLE
-

If you are interested in studying the effect a range of values has on a formula, you can set up
a data table. This is a table that consists of the formula you are using and multiple input
values for that formula. Excel automatically creates a solution to the formula for each
different input value.

Do not confuse data tables with the Excel tables that you learned about in “Convert a Range
to a Table.” A data table is a special range that Excel uses to calculate multiple solutions to a
formula.

. v,

1 . LD s | PTG O TR B
@ Type the input values: - - B
© Lown Pargresen Anakply

Ivirrmdt Made (hrwaal ] 4055
Pasiads frmnl 5
Prinsipsel 515

| )

To enter the values in a column,
start the column one cell down
and one cell to the left of the cell
containing the formula, as shown
here.

]

LS

| [T R ]

-—

To enter the values in a row, start
the row one cell up and one cell
to the right of the cell containing
the formula.

HE-=e Iemy Ve en T— ©
@ Select the range that includes the N = St e *—4@!1 —_Y

A E :I.'“Hl-l- “E r : = LR
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input values and the formula. e oy 7 {0 AL
1 Ty Bl P .. FrRE M T i
Click the Data tab. L i - @ :
@ I—I.-h‘:“"**l ] E = L] L ok i 5 3
() Click What-If Analysis ([Z). T
d Frirmipal 2001
. (]
@ Click Data Table. - et ]
B
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The Data Table dialog box
appears.

@ Specify the formula cell you want
to use as the data table’s input cell:

If the input values are in a column,
enter the input cell's address in
the Column input cell text box.

If you entered the input values in a
row, enter the input cell's address
in the Row input cell text box.

() Click OK.

Excel displays the results.

@ The technique called what-if

analysis is perhaps the most
basic method for analysing
worksheet data. With what-if
analysis, you first calculate a
formula D, based on the input
from variables A, B and C.You
then say, “What happens to
the result if | change the value
of variable A?”, “What happens
if I change B or C?”, and so on.
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z/( Data table results are created

as an array formula, which is

a special formula that Excel
treats as a unit. This means
that you cannot move or delete
part of the results. If you need
to work with the data table
results, you must first select the
entire results range.
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SUMMARISE DATA WITH SUBTOTALS

adds to a worksheet automatically.

.

When you need to summarise your data, Excel offers a feature that enables you to quickly
and easily add subtotals to a range of data.

Although you can use formulas and worksheet functions to summarise your data in various
ways, including sums, averages, counts, maximums, and minimums, if you are in a hurry, or if
you just need a quick summary of your data, you can get Excel to do most of the work for
you. The secret here is a feature called automatic subtotals, which are formulas that Excel

ﬂ Click a cell within the range you
want to subtotal.

() Click the Data tab.
() Click Subtotal ().

[ 1] 3 [T |
| 1 i S g v i oIm = LR
i LT u o i AR 8 B G L
[, ¥ ma ¥ - WA § N Ces

& A E 5 aEE § LR seem
Ll TR T gy 3 (L. 3 o 3 Ml 3 LD ey e
-~ R T AR & mi m o i EEE i R e e
* 4 mss L] i e i RS e e
..-.'- i EE H LT T
L L} noo - LN} MR N JITE ey Suedaew &
[F] & mm ' O LAAE B ITE g G S
1 W '] O MR BT iy e
e i g dgpy F Hdd B o 5 B §HPE ey e
I.l-:!.dl-lr_ A i EM § i N § B e el i
1 ERRTS EE A & i ] i HEE i D s o LE
1 E LT [ o A § T e sl LDee
w i mm 1 o I B AT A i Lk
m. [T = R PR B AT e e
i Bred savied dardea ¥ mm = Y LSDES § LS S d

. F " T foN ] TR

E
.

TR - —_— Farar - T
- s A R Reman | -l--;i_ﬂ

EEE— 4 (HEe i ~ & Gvep e
= -=.~r HE rl:. E L Crrsbe + g 7]
ol LRl s e I R a1 !m«@

Sy T P frr Oulies
| . - B Carns Crmiden pors s
| | 1

4 1 Lol I )
sy H o =4 I AR

4 Do Comaian ool Bl SRRy 3 E = Wi MW 3 LE fescEl
3 DETH LR P R R LT ] L] LT R T
B CETaA EOMeili Pkl Bl BASSTR T = i s R oo b
7 CHEE ADESE L. LR 1 [T 1 L RS 0 BIT
§ Cuiarmdibeinnidda. i ra i omn = - T TR
8 Cafars dideiunibda agedra B mm [l WL MO B ki
[ Cmary diiiivy v, s - ] T TR
T Dewery dppman de st g 3 E# = B3 s HE ey
L R AR L gt T i mm = M3 Lz 4 RE wsawe e
31 DURR ARBETTE LIS ey i mEs = L BT TR R
| ¥ Clkit ARMLTE LS. B [ T = T T R PR

ANALYSING EXCEL DATA D



The Subtotal dialog box appears.

@ Click the At each change in [=]
and then click the column you
want to use to group the
subtotals.

() Inthe Add subtotal to list, click
the check box for the column you
want to summarise (I changes
to [¥).

() Click OK.

@ Excel calculates the subtotals
and adds them into the range.

Excel adds outline symbols to
the range.

ﬂ Excel sets up automatic

subtotals based on data
groupings in a selected field.
For example, if you ask for
subtotals based on the
Customer field, Excel runs
down the Customer column
and creates a new subtotal
each time the name changes.
To get useful summaries, then,
you need to sort the range on
the field containing the data
groupings you are interested in.
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The word “subtotal” is a bit
misleading because you can
summarise more than just
totals. You can also count
values, calculate the average
of the values, determine the
maximum or minimum value,
and more.To change the
summary calculation, follow
Steps | to 4, click the Use
function [=] and then click the
function you want to use for
the summary.
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VISUALISING DATA WITH
EXCEL CHARTS

You can take a worksheet full of numbers and display them
as a chart.Visualising your data in this way makes the data
easier to understand and analyse. To help you see your data
exactly the way you want, Excel offers a wide variety of
chart types, including pie charts, column charts and stock
charts. Excel also offers a large number of chart options that
enable you to add chart titles and data labels, control the
chart legend and gridlines, format the chart layout and style,
change the chart type and format chart elements.




EXAMINING CHART ELEMENTS

.

A chart is a graphic representation of spreadsheet data that uses columns, points, pie wedges,
and other forms to represent numbers from a range. As the data in the spreadsheet changes,
the chart also changes to reflect the new numbers. To get the most out of charts, you need
to familiarise yourself with the basic chart elements.

@ Plot Area

The area bounded by the category and
value axes. It contains the data points and
gridlines.

Category Axis
The axis (usually the X axis) that contains
the category groupings.

© Value Axis

The axis (usually the Y axis) that contains
the data values.

() ChartTitle
The title of the chart.

@ Gridlines

Optional horizontal and vertical
extensions of the axis tick marks. These
make data values easier to read.

(@ Data Value

A single piece of data. Also called a data
point.

o
_—

Data Marker

A symbol that represents a specific data value.
The symbol used depends on the chart type.

@ Data Series

A collection of related data values. Normally, the
marker for each value in a series has the same
pattem.

@ legend

A guide that shows the colours, patterns, and
symbols used by the markers for each data series.
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UNDERSTANDING CHART TYPES

\
Excel offers | | different types of chart, including column charts, bar charts, line charts, and
pie charts. The chart type you use depends on the type of data and how you want to
present that data visually. Although you must select a particular chart type when you first
construct your chart, you can quickly and easily change to a different chart type later on if
you need to.

. J

Chart Type | Description

Area A chart that shows the relative contributions over time that each data series makes to the
whole picture.

Bar A chart that compares distinct items or shows single items at distinct intervals. A bar chart is
laid out with categories along the vertical axis and values along the horizontal axis.

Bubble A chart with three data series; in the third series, the individual plot points are displayed as
bubbles (the larger the value, the larger the bubble). It is similar to an XY chart.

Column A chart that, like a bar chart, compares distinct items or shows single items at distinct intervals.
However, a column chart is laid out with categories along the horizontal axis and values along
the vertical axis.

Doughnut A chart that, like a pie chart, shows the proportion of the whole that is contributed by each
value in a data series. The advantage of a doughnut chart is that you can plot multiple data
series.

Line A chart that shows how a data series changes over time. The category (X) axis usually
represents a progression of even increments (such as days or months) and the series points
are plotted on the value (Y) axis.

Pie A chart that shows the proportion of the whole that is contributed by each value in a single
data series. The whole is represented as a circle (the “pie”), and each value is displayed as a
proportional “slice” of the circle.

Radar A chart that makes comparisons within a data series and between data series relative to a
centre point. Each category is shown with a value axis extending from the centre point.

Stock A chart that is designed to plot stock market prices, such as a stock’s daily high, low and
closing values.

Surface A chart that analyses two sets of data and determines the optimum combination of the two.

XY A chart that shows the relationship between numeric values in two different data series. It can
also plot a series of data pairs in XY coordinates. It is also called a scatter chart.
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CREATE A CHART

~\
You can create a chart from your Excel worksheet data with just a few mouse clicks. As
shown in “Understanding Chart Types,” Excel comes with | | main chart types. However,
each of these types has several predefined varieties, so in all Excel offers more than 70
default chart configurations, which means there should always be a type that best visualises
your data.
Regardless of the chart type you choose originally, you can change to a different chart type at
any time.
. J
o Select the data that you want to ‘ 1
visualise in a chart. |
@ If your data includes headings, '
be sure to include those
headings in the selection.
: I
555 im— e e e

€) Click the Insert tab. - — w;.,’_“":,"' vy

Ir — . - il
e Click a chart type. ST TN T e T g T = = SEw
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Excel displays a gallery of
configurations for the chart type.

o Click the chart configuration you
want to use.

Excel inserts the chart.

g You can create a chart on a

special workbook sheet called
a chart sheet. Select the
worksheet data, right-click any
worksheet tab and then click
Insert to display the Insert
dialog box. Click the General
tab, click Chart and then click
OK. Excel creates a new chart
sheet and inserts the chart.
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ADD CHART TITLES

You can make your chart easier to read and easier to understand by adding one or more
titles to the chart.

You can add a chart title, which appears at the top of the chart and is usually a word or short
phrase that describes the chart data. You can also add titles to the chart axes. The primary
horizontal axis title is a title that appears below the chart’s category (X) axis; the primary
vertical axis title is a title that appears the left of the chart's value (Y) axis.

7
\.

Click the chart. B — 4.-6 TP
"':.h:g_»_l' 5 ial o ] & - %] x
C||Ck the Layout tab ;‘n"l.“ e N e :. T s e )
el — e .
H H = i B oy o — ¥ a [ i ¥ [] ':'
Click Chart Title ([7). e hii_J_,j i @
Click Above Chart. Lo WL EEEE ey ohiden <—()

a Wwm SRATS0 S0 S0 52850 e
NSRS S04 R00 HIRIE0 o

@ Excel adds the title area.

FECICICREE

Type the title.
Click Axis Titles (). a1
Click Primary Horizontal R T T
Axis Title. -::‘::‘Q—j’;l e il =] z
Bt by ek B —] gt o - b T Sy
Click Title Below Axis. et e B S— 3
, + Sabes By Division al mm=———— a i
Excel adds the title area. 3 R —— rlemry oo et
1 Bami ERASO 533008 51 Sales By Divisaan
Type the title. s 330400 33400 318034 | ]
Click [, : €] :::.. . .
Click Primary Vertical Axis - é"": -
Title. u
o w v e 11| - —
Click Rotated Title. e ST b pmes 22l o

@ Excel adds the title area.

® 6 660 0 00 © O000O

Type the title.
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ADD DATA LABELS

~\
You can make your chart easier to read by adding data labels. A data label is a small text box
that appears in or near a data marker and displays the value of that data point.
Excel offers several position options, which depend on the chart type, for the data labels. For
example, with a column chart you can place the data labels within or above each column and
for a line chart you can place the labels to the left, right, above or below, the data marker.
\ y,
o C||Ck the Chart ﬂ. -.:. '--u n-l-lu.nl-::--ﬂ-_:-l-ll-l s bl
e R I S ) x
a Click the Layout tab. I;-...:._.:..:._M ﬂ:—"‘: T i [T
[T " & =y - v
@ Click Data Labels (@). F _JI L
o Click the position you want to use - T

for the data labels.

Note: Remember that the position options
you see depend on the chart type.

Excel adds the labels to the chart.
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POSITION THE CHART LEGEND

The chart legend is a box that appears alongside the chart and serves to identify the colours
associated with each data series in the chart. By default, the legend appears to the right of
the chart's plot area but you might prefer a different location.

For example, you might find the legend easier to read if it appears to the left of the chart.
Alternatively, if you want more horizontal room to display your chart, you can move the
legend above or below the chart.

Click the chart.
Click the Layout tab.
Click Legend ([=).

Click the position you want to use
for the legend.

L ] L] L
(LY

Fl [] B 4 F [ 1 [ [] 2 =

@ Excel moves the legend.
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DISPLAY CHART GRIDLINES

You can make your chart easier to read and easier to analyse by adding gridlines. Horizontal
gridlines extend from the vertical (value) axis and are useful with area, bubble, and column
charts. Vertical gridlines extend from the horizontal (category) axis and are useful with bar
and line charts.

Major gridlines are gridlines associated with the major units: the values you see displayed on
the vertical and horizontal axes; minor gridlines are gridlines associated with the minor units:
values between each major unit.

G CHAPTER 9 VISUALISING DATA WITH EXCEL CHARTS

Click the chart.
Click the Layout tab.
Click Gridlines ([%).

Click Primary Horizontal
Gridlines.

Click the horizontal gridline option
you prefer.

@ Excel displays the horizontal
gridlines.

Click [al.

Click Primary Vertical
Gridlines.

Click the vertical gridline option
you prefer.

Excel displays the vertical
gridlines.

v = -
" 1 1} .

g "
- A = - woba

ok B = e

il L Py - ,L.\__, _____ T B T T Sy S

[

: - b&»ﬂ] _qr-r—'i-—nu—--!

L jpiiiis L il € e ik “_F“.

i Aa| Pt e

(R T R L L TS [ 1

L]

R ]

mm

nE

VR g by e

r:: C T e roLss o M R s by el [}

€L1




DISPLAY A DATA TABLE

Click Show Data Table with
Legend Keys.

@ If you prefer not to display
the legend keys, click Show

Data Table.

i'-u:n:-u-

LM L |
T

~\
You can make it easier for yourself and others to interpret your chart by adding a data table.
A data table is a tabular grid where each row is a data series from the chart, each column is a
chart category and each cell is a chart data point.
Excel gives you the option of displaying the data table with or without legend keys, which are
markers that identify each series.
\. J
@ Cickthe chart e o TPTT
, e TR R bl | s |
e Click the Layout tab. - —— . Mchaal— i
—— - % m!ﬂ-lh aa = =
@ Ciick Data Table ([@). = "Qa EERe T T

+
i

Excel adds the data table

below the chart. . Salaa By Divisdan
Sl il il
e e e s
B o Chi i | [T 1 P
e . .
N T e ]
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CHANGE THE CHART LAYOUT AND STYLE

~\
You can quickly format your chart by applying a different chart layout and a different chart
style. The chart layout includes elements such as the titles, data labels, legend, gridlines, and
data table. Excel's Quick Layouts feature enables you to apply these elements in different
combinations with just a few mouse clicks. The chart style represents the colours used by the
chart data markers and background.

\ y,

Click the chart. o R v e TIYT
o - L g _.,

Click the Design tab. cre N b bd bl bl @

Click Quick Layout (/). i e, PRI —— T T

Click the layout you want to use.

Excel applies the layout.

=
=
= B
n
E
S
Hi=y

Click the Chart Styles [-.

@ Click the chart style you want B e 2 n—m AT TYT
to use. TR T T TATATATA T &

e
=tk kbl ok b bl bd b

Excel applies the style to the chart.
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FORMAT CHART ELEMENTS

~\
You can customise the look of your chart by formatting the various chart elements. These
elements include the axes, titles, labels, legend, gridlines, data series, plot area (the area
where the chart data appears) and the chart area (the overall background of the chart).
You can format chart elements using either the Format dialog box or the Ribbon. The rest of
the sections in this chapter provide you with more detail on using the Ribbon commands.
\. J
Format Chart Elements Using a e e —— -
the Format Dialog Box - el - =
. g 3 *‘ﬂ E' I e all
o Click the chart element you want o o : = ;
to format. T Y ) W
- nm.m
€) Click the Format tab, i | =
Note: You can also select a chart element ; ;-:: e
by clicking the Chart Title [-] and then B | ol .
clicking the object. 2 o=
e Click Format Selection ([2]). 2
. -
-l-."r:ll\..-_ 1o G - 2 L
The Format dialog box appears o i e -
for the object you selected. - I
Here, it is the Format Chart Title il ||=l-a=t
dialog box. et | = S 5
Click a tab. -

Change the formatting options.

Repeat Steps 4 and 5 to set other
formatting options.

Click Close.

Excel applies the formatting.
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Format Chart Elements Using
the Ribbon

o Click the chart element you want
to format.

) Click the Format tab.

e Use the Ribbon controls to
change the formatting options.

Note: Not all of the Ribbon controls are
available for each chart element.

Excel applies the formatting.

Ve
@ Excel offers several methods

for opening the Format dialog
box. If you are using your
mouse, position [y over the
element you want to format
and double-click. With the
chart element selected, you
can press (ZD+@ on the
keyboard.You can also right-
click the chart element and
then click Format Element
(where Element is the name
of the element).
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J The easiest way to be sure you
are clicking the correct chart
element is to position Iy over
the object. If I} is positioned
correctly, a banner appears
and the banner text displays
the name of the chart element.
If the banner does not appear
or if the banner displays a
chart element name other
than the one you want to
format, move & until the
correct banner appears.

G CHAPTER 9 VISUALISING DATA WITH EXCEL CHARTS cEEEEEEEED



CUSTOMISE A CHART ELEMENT BACKGROUND

~\
You can add visual interest to a chart element by customising the element'’s background, or
what Excel calls the fill.
Most fills consist of a single colour but you can also apply a colour gradient, a texture, or
even a picture. However, you should be careful about the background you choose for
certain chart elements. Since some chart elements — particularly the chart area, plot area,
value axis and category axis — display data, be sure to choose a background that does not
make that data difficult to read.
. J
Apply a Colour Fill ﬁ = -H NN EE—
o Click the chart element you want i [=] [ -T'::.. : B
to format. rtery —

Gi*iniii;i;; =

'I'I‘I"EE'E-- 1‘. EEaE Ilu"

LT

o) ‘l-"b‘-'

.I

e
[

|

r!i

23 )

e Click the Format tab.
@ Click the Shape Fill [1.

o Click the colour you want to

|-= : EHEMiaddd e n g am s

apply.
Vo | ke ey L s e (4 I —— F'_‘
3 CT-F (s
Excel formats the element’s i T . ) . . —
background with the colour you 3 Throt Your Sales Compariees
selected.

(LR ‘s :
[ 1]
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Apply a Gradient Fill

Click the chart element you want
to format.

Click the Format tab.
Click the Shape Fill [.
Click Gradient.

Click the gradient you want to
apply.
Excel formats the element’s

background with the gradient you
selected.

Apply a Texture Fill

Click the chart element you want
to format.

Click the Format tab.
Click the Shape Fill [-].

Click Texture.

Click the texture you want to
apply.

Excel formats the element’s
background with the texture you
selected.

Apply a Picture Fill
Click the Shape Fill [-] for the

chart element you want to format.

Click Picture.

Click the folder that contains the
image file.

Click the image file you want to
use as the background.

Click Insert.
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SET A CHART ELEMENT'S OUTLINE

~\
You can make a chart element stand out by customising the element’s outline, which refers
to the border that appears around the element as well as to single-line elements, such as
gridlines and axes.
You can customise the outline’s colour, its weight — that is, its thickness — and whether the
line is solid or consists of a series of dots or dashes.

. J
o Click the chart element you want - '”‘; '_ = Tn— W
to format. o P a 3 b

;H rr:hl-nh E ._1 [EI ‘l:.n--u--l-.- i
a Click the Format tab. ——— —.— o -......m;ﬂT.T}'m'—?j
- ] 4 Ll L 5
@ Ciick the Shape Outline [ : .__,,_.ll“lllln
t ll.!ﬂnll: llllll
° Click the colour you want to | - . f::_h
apply :! T = '_'P: ; {
E aw H "l-. |
o || n= S
:: 33.7.&[—.’
] Wl
i
E ‘_u L] WH [ =7 L% ]
]
s i ek T i Colien B s, P i)
SRl
@ Cdlick the Shape Outline [, B o =
[T - 5 B- .
@ Click Weight. ymee | [ [ O == =D e
X X N - f I T T LT rrar= “uﬂ.‘. :.-'I
€) Click the line thickness you want i = w"’ I T -
to apply. - ;....ﬂ..l “"Illl
i Sy DREE B
T Am [OR T IT
F‘. M - :: : —_ '@
g | e 2 o pe—
E': g .";r -‘R""-I —— :'\-: __
:: .,.-‘_‘-—--"" I —
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g ] s
-] i (4] [ 1] BiF il
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dh| §F e Chard ma Dard Catbors B Aam | sty Fld v
e SRAtE :
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o Click the Shape Outline [-].
©) Click Dashes.

@ Click the line style you want to
apply.

Excel formats the element's
outline with the colour, weight,
and style you selected.

Apply a Rounded Outline
to a Chart

o Click the chart border to select
the chart area element.

Click the Format tab.

Click the Border Styles tab.

Click Rounded corners
(2l changes to [¥1).

Click Close.
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ADD EFFECTS TO A CHART ELEMENT

~\
You can make your chart elements more visually striking by customising them with special
effects.
For most chart elements, you can add one or more effects, including a shadow, glow, soft
edges, or bevel. In all cases, however, make sure that the effects you apply do not make the
element more difficult to read or decipher, and that the effects you use do not distract the
reader from the chart itself.
\. J
Add a Shadow Effect = S T— ,
_-—mﬂq.-qur--.—o-.lm.n:-wuur-w "
Click the chart element you want ':l":-- E| [- =] -3::-- &y - i
to format. oz - T —— = -
: —

‘f
l
i

Click the Format tab.
Click the Shape Effects [-].

-
A
| e

Click Shadow.

|

Click the shadow effect you want
to apply.

@ Excel formats the element
with the shadow you selected.

Add a Glow Effect

@ Click the chart element you want ) e ¥ 2 :
to format. . J _.,.. "
L] r (-] L] ainn , 4 L] L} ﬂ:'
e Click the Format tab. : -
i L] L]
[T
@) Click the Shape Effects L. o | e —
@ Click Glow. B o o
[t HEE _. il i
0 Click the glow effect you want to | - C |
a | . n e Pl 'I
pply : : ﬂ—>_ ::I
Excel formats the element 2 - el
with the glow you selected. . — B
| T— = .
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Add a Soft Edges Effect

o e

o Click the chart element you want ;:-:-. (=) [=] [=] - w-.._::
to format. e - “' —
FIL [} a € ] - [ a7
€) Click the Format tab. - n_,__@:_ .
i
[
o Click the Shape Effects [-]. i i :
@ Click Soft Edges. y o B -
o Click the soft edges effect you 2 gl =
want to apply. u —
ik (IR
@ Excel formats the element with > A
the soft edges you selected. | — s .
IEILL_IJM_.L e -

Add a Bevel Effect EasreT o
Fams e Baprigms  Fomse  Cus beew W [ ]
. LR LL] A e B
o Click the chart element you want y.‘-n... E [-.] [=] - w:: S|
toformat. 0000 (e L mmmm T el P S
F U:l'-l [] a = 'H-'.'ﬂ = --g :"Hﬂ.._ = 4 ,:|:|
€) Click the Format tab. il
@) Click the Shape Effects [, -
@ Click Bevel. PE

Click the bevel effect you want to

SR N R = R =

-
PP ; 402100
6 Excel formats the element 2 JICD
with the bevel you selected. " ) 3 rrame -

;

Excel offers several controls
that enable you to manually
adjust various aspects of the
shadow. In the list of shadows,
click Shadow Options. Use the
Size spin box to increase the
size of the shadow and the
Distance spin box to increase
the space between the chart
element and the shadow. Click
Close when you are done.

B
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APPLY A STYLE TO A CHART ELEMENT

You can reduce the time it takes to format a chart element by applying a style to that
element. Excel comes with more than 40 predefined element styles, each of which is a
collection of chart formatting features.

Each style includes one or more of the following formatting features: a background, which is
usually either a solid colour or a colour gradient; an outline, which is usually a solid line with a
colour that matches or complements the background; and one or more special effects, such
as a shadow or bevel.

\. J

ﬂ Click the chart element you want
to format.

e Click the Format tab.
@ Cdlick the Shape Styles .
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M W Mg Ml P Mo W et R Prnd )

Excel displays the Shape Styles gl e T

eeler E- [D0E8E0EDE==
@ Click the style you want to apply. —=—geeaaea — — p
=

 B-N-R-N-R-N
Feassaes

HH N

Excel applies the style.

Fa e ey | e g egras 16

[ R I, B
c——

B

Excel does not offer a simple

method for removing a style
from a chart element. You must
remove the background, outline
and effects individually.To
begin, click the chart element
you want to work with and
then click the Format tab.

For the background, click the
Shape Fill [-] and then click
No Fill. For the outline, click
the Shape Outline [-] and then
click No Outline. For the
special effects, click the Shape
Effects [-], click Preset and
then click No Presets.
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Although you will most often create and edit an Excel
workbook on your own, you may have some workbooks
that require input from other people. For the times when
you need to collaborate with other people on a workbook,
Excel has the tools to get the job done.

In this chapter, you learn many ways to collaborate on a
workbook, including adding comments to a cell, sharing

a workbook and working on a spreadsheet online.You also
learn ways to make collaboration safer by protecting any
data you do not want changed, tracking changes that are
made by others and accepting or rejecting those changes.




ADD A COMMENT TO A CELL

~\
If you have received a workbook from another person, you can provide feedback to that
person by adding a comment to a cell in the workbook. A comment is often the best way to
give feedback because it does not change anything on the worksheet itself.
Comments are attached to a particular cell and Excel displays an indicator on any cell that
has a comment. When you hover your mouse pointer over such a cell, Excel displays the
comment in a balloon.
\. J
Add a Comment B '_;";ﬂ_l
(D Click the cell you want to LN 3 g g LN fetalassy
comment on. P N et i
Hl b E| Sl
: . | . ] L1 o [] [ [ H 1
@ Click the Review tab. - el Tomk  Temd
) Click New Comment (5). hean e uiw  mus
o e
) ) P oo oot L R Mk
Note: You can also right-click the cell and - . ]
then click Insert Comment. b W e
3 vy
K tH] et P (AT | dewesie G 4 — W -_
= I. =. - - e e
Excel displays a comment balloon. [ S -] E ' @ f -
R ]
@ Excel precedes the comment & i =
. 3 ke bt el Bl L
with your Excel user name. - Eoaan
o o et fak ] ] T
B Bebemiesony A v -8 NTAIM
@ Type your comment. 3 s el
AL Sekasdes LS00 L nﬁlﬂnﬂ;-
. . 17 iy 13T -Hﬁl-_ﬂ;r
Click outside the comment 1 v E A =
balloon. N ] it P A | dpsmi G o |
rielid Pl b m'\.

7
@ To remove a comment, click the If you change your user name,

cell that contains the comment, it does not change your user
click the Review tab and name in any existing
then click Delete ([2]). comments.
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Excel adds a comment
indicator ([3]) to the top right
corner of the cell.

View a Comment
ﬂ Move the mouse &3 over the cell.

@ Excel displays the comment in
a balloon.

In the Review tab, you can
click Next ([2]) and Previous
(1)) to run through the
comments.

@ In the Review tab, you can
also click Show All
Comments ([=]) to display
every comment at once.

7
@ To edit an existing comment,

click the cell that contains the
comment, click the Review tab,
click Edit Comment ([=) to
open the comment in a balloon
and then edit the balloon text.
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Your user name is important
because it tells other people
who added the comments.To
change it, click File and then
click Options to open the
Excel Options dialog box.

Click the General tab and
then use the User name text
box to edit the name. Click OK.
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PROTECT A WORKBOOK

\.

If you will be distributing a workbook to other people, you can enable Excel's options for
safeguarding worksheet data by activating the sheet's protection feature. You can also
prevent unwanted changes to a workbook by activating protection for its windows and
structure. You can configure the worksheet and workbook to require a password to
unprotect them. There are two main methods you can use to safeguard worksheet data: you
can unlock only the cells that users are allowed to edit and you can configure a range to
require a password before it can be edited.

Protect a Worksheet’'s Data

ﬂ Display the worksheet you want
to protect.

@ Click the Review tab.
@ Click Protect Sheet ([#).

Excel displays the Protect Sheet
dialog box.

@ Make sure the Protect
worksheet and contents of
locked cells check box is
activated ([¥]).

@ Use the Password to
unprotect sheet text box to
type a password, if required.

6 Click the check box beside each
action that you want to allow
unauthorised users to perform

(2 changes to [¥]).
€) diick oK

If you specified a password, Excel

asks you to confirm the password.

K = "
BN —
=

w1  Sariaesl  Freds

<-@"

BN % = SN tE _l;.\__..,__

s mmer W

FJ=] = ) =

DEREZg=@= =

e
I

E If you want to make changes to a
worksheet, click the Review tab,
click Unprotect Sheet ([#), type the

_ unprotect password and click OK.

@ You can configure a range to require

a password before a user can edit it.
Select the range you want to protect,
click the Review tab and then click
Allow Users to Edit Ranges. Click
New to open the New Range dialog
box. Type a title for the range, use the
Range password box to type a password
and then click OK. When Excel prompts
you to reenter the password, type the
password and then click OK.
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Protect a Workbook's
Structure and Windows

ﬂ Display the workbook you want
to protect.

6 Click the Review tab.
e Click Protect Workbook ([#).

Excel displays the Protect Structure
and Windows dialog box.

Click the Structure check box
to protect the workbook’s
structure ([Z changes to [¥).

Click the Windows check box to
protect the workbook's windows
(2l changes to [¥).

Type a password in the Password
text box, if required.

Click OK.

If you specified a password, Excel
asks you to confirm it.

If you protected the windows: mas - R Rt - e
- s TR R R pmn P R s
) . | AP v ) x, =3
@ Excel hides the window .—_I.... L ..& o, Himepm = E' -
ik P C e R
controls. If the workbook is not e — =
maximised, Excel also disables A A k1L o [=%—]._f & _.H
the window borders, which | ey il [T = | e e
. 4 Peiriskon B mTH ITER e RO HOE  MMD
means the window cannot be | & biam mam | s s e
, L Sani-r T TAE: I!_ E_ Em E_
moved, sized, or closed. T Epieres @_ B U S ——
— . . e B i | W | dm hm ime
1) Excel disables many window- Liwebs  |g e W Lew | asm | Dm uwm wme
| 17 finkasien . 0 s | e | edE e rhaa
related commands on the 15 iy B owsm | asw | e me  wow
N ] L= IE ha E ] L)
View tab. I T T T T
amenienn - b TIAH T M R b }
RN I . Easaid ] 1
() Ifyou protected the structure, e e — T TN —

Excel disables most commands
on the Sheet Shortcut menu.
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SHARE A WORKBOOK WITH OTHER USERS

~\
You can allow multiple users to modify a workbook simultaneously by sharing the workbook.
Once you have shared a workbook, other users can open the workbook via a network
connection and edit the file at the same time.
When you share a workbook, Excel automatically begins tracking the changes made to the
file. For more information on this feature, see “Track Workbook Changes” later in this
chapter. This task assumes you have saved the workbook in a folder that other people can
access over the network.

\. J
(D Display the workbook you want gy g ,..'._.“_'.':'.? Y|
to share. vEma miT P 3

B b . o e W
@ Click the Review tab. . L
J R L == Lo S
() Click Share Workbook (I). i r—— R e
e e om om 1 om
1 Tt P -
L] s T b oy e AT i 0 L ] L]
i He T T W Ty [ L) £ ] ]
B toie ke e mes B b 3 m m
L] 4 Borprasing Trpdm Cham | arier TR} i 0 L L] LI
1 T : T
The Share Workbook dialog box e T
appears. @-.»T' : -
() Click the Editing tab. e
() dlick the Allow changes
by more than one user at
the same time check box
(L2 changes to [¥]).
@ Cdick oK 6 ===
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Excel tells you that it will now i —-—
save the workbook. -
E o | [ ]
) dciick oK.
WAt [T T re—— T
Excel saves the workbook and - o e Eas | e | e — sgaes
. . ]' 1 o o e e v
activates sharing. 3.....5:'“ - :'_'_-"1 g i i |
@ Excel displays [Shared] in the = e E— e BRI
: 1 Pl By v revag L =g : 1 ﬂ : :
You and users on your network Ve e s = m o om
can now edit the workbook at the  |] [ i I i
same time.
See Users with the Workbook P o
Open @ [ =
ﬂ Display the shared workbook. M

() Click the Review tab.

© dik.

The Share Workbook dialog box

appears. _ Q—DLLI [ o |

() Cdlick the Editing tab.

The Who has this workbook
open now list displays the users
who are currently editing the file.

@ CdiickoK.
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TRACK WORKBOOK CHANGES

~\
If you want other people to make changes to a workbook, you can keep track of those
changes so you can either accept or reject them (see “Accept or Reject Workbook
Changes"). Excel's Track Changes feature enables you to do this.
When you tum on Track Changes, Excel monitors the activity of each reviewer and stores
that reviewer's cell edits, row and column additions and deletions, range moves, worksheet
insertions, and worksheet renames. When you open the workbook later on, you see all of
these changes onscreen, along with the name of each person who made the change.

\. J

Display the workbook you want |_'-"'" T e . et Sy :';EHE

to track. v
[

]
o ] PR e e
=
=

=, Ly e LT
- i b W;M

j-—rn-r-h_

Click the Review tab. =M
: "

Click Track Changes ([2]).

000 ©
5
|
oJ I

Click Highlight Changes.

4

1] T,

in

L]

i

w

tk Ts S, [T ] (] Ll ] [ ]
e
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The Highlight Changes dialog box
appears.

Click the Track changes while
editing check box ([Z] changes
to ).

@ Leave the When check box
activated ([¥]) and leave All
selected in the list.

Click the Who check box,
the Who [=] and then click
Everyone but Me to show
every user's changes but

your own.

Click the Where check box,

click inside the Where range
box, and then select a range
to track changes only in that

range.

Leave the Highlight
changes on screen check
box activated () to view the
workbook changes.

Click OK.

Excel tells you it will now save the
workbook.

Click OK.

Excel activates the Track Changes
feature.

G Excel shares the workbook
and indicates this by displaying
[Shared] beside the workbook
name.

Note: See “Share a Workbook with Other
Users” to learn more about workbook sharing.

[reee— T -
o
-
oo 3
B [t =
0 .
(D)) * st comm e pmr
g i
L | e |
——

a T I e e TSR, D e MO

Hgw=r-m

- o L.} L V. E¥¥

vy H @ R @3- 3

Cmmmrnd T 3 e
raara g e
] &
L3 ] E

roheipes Vg st Pttt « ooy ool
Bige = i B

i aa

— e

e

A F Gy e T
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ACCEPT OR REJECT WORKBOOK CHANGES

~\
After you tum on Excel's Track Changes features (see “Track Workbook Changes™), you can
accept or reject the changes that other users make to the workbook.
Track Changes enables you to see exactly which parts of the workbook others have changed
and who made each of those changes. Track Changes also enables you to accept those
changes that you think are useful or accurate and reject those changes that are not needed
or that are incorrect.
\. J
ﬂ Display the workbook you are - :":"'"'::@ |
tracking. *H B A WS- B
E T ST
) Click the Review tab. —— Crjpey
& u c & [ L] H Fi=
() Click Track Changes (). : o -
4 L 50 |
@ Click Accept/Reject Changes. - 3
L] s
* (1]
L] T, -
ia I (2]
: -
: Vockialies Higt- 24. JRI
1] -
CEO =T " i C wH_§
=gy - i
If your workbook has unsaved et e -
changes, Excel tells you it will now o e e i et
save the workbook. @ Pl (ol
@) dick ok

— 7

g‘ Unless you know that other people still
require access to the workbook, you should
turn off the tracking feature when your review
is complete.To do this, click the Review tab,
click [2] and then click Highlight Changes to
open the Highlight Changes dialog box. Click
the Track changes while editing check box
(] changes to [C]) and then click OK.
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The Select Changes to Accept or [t oo it g TT
Reject dialog box appears. m— B
&

=

@ Leave the When check box ) @—W

activated (I¥]) and “Not yet

reviewed" selected in the list. PR Ty T o ot - et =W
- I - =i
If you only want to review e I Y Rt . [ -
changes made by a particular [ T e i e ,
) 1] s & e Pa— .
user, click the Who check box, . . v =r‘m"w""l' - il
w1
the YVho [=], and then the 3 _— ,_l_@ il :
users name. o || |'
[ ™S 3
6 Click OK. r "i iwiwni- —
E‘E! DI, T ©
. 1 k I FI 1 by | 1
The Accept or Reject Changes - r———r e T coapl 'H o | o | ™
dialog box appears. T T YT P T
] ey Sap ¥ JE1 T 10 M B8 B | g W 16K | B |
, , 13 et e, 000 | 3Py (300 b [ddaa e | T | e | b |
@ Excel displays the details of T | o] e =3
the current change. L AT | — i ]
ﬂl b‘“ d
@ Click an action for the change:
G Click Accept to leave the
change in the workbook.
G Click Reject to remove the
change from the workbook.
Excel displays the next change.
Repeat Step 7 to review each of
the changes.
Note: You can also click Accept All or
Reject All to accept or reject all changes 7
at once. @ If another user makes changes that affects

cells that you change, when you save the
workbook, Excel displays the Resolve Conflicts
dialog box, which shows your change and the
other user’s change. If your change is the
correct one, click Accept Mine; otherwise,
click Accept Other. If there are multiple
conflicts, you can save time by clicking either
Accept All Mine or Accept All Others.
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MAKE A WORKBOOK COMPATIBLE WITH

EARLIER VERSIONS OF EXCEL

~\
You can save an Excel workbook in a format that makes it compatible with earlier versions
of Excel. This enables you to share your workbook with other Excel users who do not have
the most recent version of the program. Versions of Excel prior to Excel 2007 cannot read
documents in the standard format used by Excel 2007 and Excel 2010.
\. J
I n ]
il ¥+ [+ | Fileriomy - Lirmmaf Braed Bl
ﬂ Open the Wolrkbook you want to Mm e T ool
make compatible. i e P I
T am on a | PETY .. i |
) Click File o : .
e g - |
o
€) Click Save As. Al & ool - |
(=3 ﬂ p:?‘ll':ﬁ:‘rrnlﬂ ""':" ":"" =
ma || WY TEemmemre e s
s "?:E:::"ﬂ Hymay ey
jm 1 ary wrwdde i w rsad e
Qe [
N o
The Save As dialog box appears. [t 1 =
@ Select the folder in which to store ol B L
the new workbook. oulliigig ——r— et
. : — =l
@ Click in the File name text box fsmrey A M | |
and type the name that you want i —

to use for the new workbook.

Click the Save as type [=].

Pt —r
'\-\.

= B R
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€) Click the Excel 97-2003 ?-ﬁ" e T e |'
Workbook file format. : ]

Click Save. T —

Gi_... _!ll._l'hl' '||I|||:II'\-:-.-|-\. a

Excel saves the file using the Excel - g
97-2003 Workbook format. -

The same file format is used
by Excel 2010 and Excel 2007. On Windows, the Excel

If you work with people who 97-2003 Workbook file format
use only these Excel versions, is compatible with Excel 97,
then you should stick with the Excel 2000, Excel XP and Excel
default file format — which 2003. On Mac OS, the Excel

is called Excel Workbook — 97-2003 Workbook file format
because it offers many benefits is compatible with Excel 98,

in terms of Excel features. Excel 2001 and Office 2004.
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COLLABORATE ON A WORKBOOK ONLINE

~\
If you have a Windows Live account, you can use the SkyDrive online storage feature to
store an Excel workbook in an online folder and then allow other users to collaborate on
that workbook using the Excel Web App.
For another person to collaborate with you on your online workbook, that person must
have a Windows Live ID. If the person does not have a Windows Live ID, he or she can go
to httpsi//signup.live.com/ to register for a free account from Microsoft.
\. J
Save a Workbook to Your P— = s
Windows Live SkyDrive . il P i Pl s enaP g :
ﬂ Sign in to your Windows Live
account. o e = ==
@ Open the workbook you want to - — .o
share. ':.4—@ ’

e = —— — L [ e canmatn - A
©) Click the File tab. e o e ey |
() Cliick Save & Send. e | b B Bt

2 o "I_'l Hra Ly Brgdl O Y i - i o
() Click Save to Web. i @ o ) —_
Fyromagd Folign
@ Click the Web folder you want o B o Eea I |
to use. = il Brpas i |
b B oewsmre B e
Click Save As. TTeTN—
(7) Fﬁ “-0 {
Click Save.
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Allow Another User Access to
Your Windows Live SkyDrive

0
(2

©

©0

(=}5)

Log on to your Windows Live
account.

Click SkyDrive.

Your Windows Live SkyDrive
appears.

Click the folder that contains the
workbooks you want to share.

Click More.
Click Edit permissions.

The folder's Edit Permissions page
appears.

Type the Windows Live e-mail
address of the person you want
to collaborate with.

Press (2.

@ Windows Live adds the person
to the list.

Click [=]1 here and then click Can
add, edit details, and delete
files.

Click Save.

Windows Live prompts you to
send a notification for the folder.

Type a message to the user.
Click Send.

Windows Live sends an e-mail
message to the user. The user can
click the link in that message, log
on to Windows Live and edit a
workbook in the shared folder.

——Hm-|<—@

e i T Al R by e P e
9!

it | | ol

L™ - S R - - - —
s by Fmat e e

Vrogiy wh pimrd Sl prereoes e e esioded v S b ke,

- g R g sariaoin

g When you open a workbook

using the Excel Web App,
examine the lower right corner
of the Excel screen. If you see

| person editing, it means

you are the only user who is
working on the file. However,
if you see 2 people editing,
then it means another person is
collaborating on the workbook
with you.
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INDEX

Symbols
+ (addition operator), 98, 99
, (comma)
in number formatting, 81
as thousands separator, 27
/ (division operator), 99
= (equals sign), 4, 98, 99, 100
~ (exponentiation operator), 99
> (greater than operator), 99
>= (greater than or equal to operator), 99
< (less than operator), 99
<= (less than or equal to operator), 99
* (multiplication operator), 98, 99
<> not equal to operator, 99
() (parentheses), in operator precedence, 99
% (percentage operator), 99
£ (pound sign), 27
* (quotation mark, single), 113
— (subtraction operator), 99

A

adding
background colour
to cell or range, 78—79
to chart element, 178—179
border to range, 94-95
cell to worksheet, 4647
chart to worksheet, 5, 168—169
column to worksheet, 44—45
command to Ribbon, 12—13
comment to cell, 188—189
data to cells, 4, 24-27
Excel command to Quick Access Toolbar, [0—1 |
Excel command to Ribbon, 12—13
Excel program icon to Windows taskbar, 7
formula to cell, 4, 100—101
function to formula, 4, 104—105
graphic effect to chart element, 182—183
label to chart, 171

new, blank worksheet to Excel
workbook, I'18—119
new tab to Ribbon, 12
Quick Access Toolbar button directly from
Ribbon, Il
Quick Access Toolbar button using Excel
Options dialog box, 10—1 |
range name to formula, | 10—111
range to worksheet, 4647
record to table, 159
row to worksheet, 44-45
style to chart element, 184—185
title to chart, 170
worksheet to workbook from template, |19
addition operator (+), 98, 99
address, cell. See also range name
adjusting
when copying formula, |14, 115
when moving formula, | 14
converting to range name, | I |
defined, 22
as operand in formula, 98
typing directly into formula, |13
aligning text and numbers in cell
by applying AutoFormat, 8283
centring across multiple columns, 74—75
horizontally, 72
vertically, 73
Apply Names dialog box, |||
area chart, 167
arithmetic formula, 99
arithmetic operator, 99
Arrange Windows dialog box, 138—139
asterisk (¥), 98, 99
AutoComplete feature, 25
AutoFill feature, 40, 41
AutoFilter feature, 154—155
AutoFit feature, 89, 91
AutoFormat feature, 82—83



automatic subtotal, 162—163

AutoSum feature, 108—109

AVERAGE function, 4, 102, 103, 108, 109
axis, chart, 166

background
adding
colour to range, 78-79
gradient effect to range, 79
customising for chart element, 178—179
bar chart, 167
bevel effect, adding to chart element, 183
bold (font effect), 68, 69
border
adding to range, 94-95
applying AutoFormat, 83
compared with gridline, 95
customising for chart element, 18018
drawing by hand, 95
removing from chart element, |85
styling, 95
bubble chart, 167

C
caret sign (™), 99
Cascade window view mode, |39
category axis, 166
cell address. See also range name
adjusting
when copying formula, |14, 115
when moving formula, |14
converting to range name, | | |
defined, 22
as operand in formula, 98
typing directly into formula, |13
cells
adding
background colour, 78-79
comment to, 188—189
data to, 4, 24-27
to worksheet, 4647
address, 22,98, 111, 113, 114, 115

aligning text and numbers in, 72-75
AutoComplete feature, 25
centring

text across, 7475

text within, 72
clearing formatting, 33
closing after entering data, 25
copying range, 42—43
creating formula in, 100—101
defined, 22
deleting

data from, 32-33

from range, 49
editing data in, 4, 30-31
entering

numbers into, 2627

text into, 24-25
filling

with same data, 38-39

with series of values, 5, 4041
indenting text in, 73
inserting

special symbol in, 28-29

in worksheet, 46—47
justifying text in, 73
merging, 54-55
moving range, 42—43
repeating numbers, 27
restricting data entry, 156—157
rotating text within, 7677
selecting

all, 37

range, 36—37
undoing edit, 31, 33
ways to accommodate text in, 92-93
ways to adjust text size, 93
wrapping text within, 90, 92-93

centring text

across columns, 55, 7475
within cells, 72

changing. See also Track Changes feature

chart layout, 175
chart style, 175



changing (continued) closing

default font, 67 current workbook, 8
Excel window view, 16—17 Excel program, 7, 8
font, 66—67 colour
font colour, 70-71 adding
font size, 6667 background to chart element, 178—179
gridline colour, 126—127 background to range, 78-79
range name, 59 gradient effect to range, 79
user name, 189 creating scheme, 143
chart customising chart element border, 180—181
adding in effect scheme, 147
data label, 171 font, changing, 70—71
special effect to element, 182—183 gridlines, changing, 126—127
style to element, 184—185 switching schemes, 142—143
title, 170 column chart, 167
to worksheet, 5, 168—169 columns
area type, 167 adding to worksheet, 45
bar type, 167 adding up numbers using SUM function, 106—107
bubble type, 167 adjusting width, 88-89
changing AutoFit feature, 89
layout, 175 defined, 22
style, 175 deleting, 49
column type, |67 freezing, 52-53
creating, 168—169 hiding, 50-51
customising element background, 178—179 inserting in worksheet, 45
defined, 166 multiple, centring text across, 74—75
displaying data table, |74 selecting, 37
doughnut type, 167 sorting, 153
formatting specific elements, 176—185 as table field, 5
line type, 167 transposing with rows, 56-57
list unfreezing, 53
of elements, 66 unhiding, 51
of types, 167 comma (,)
pie type, 167 in number formatting, 81
positioning legend, 172—173 as thousands separator, 27
radar type, 167 command, Excel
stock type, 167 adding to Quick Access Toolbar, 10-1 |
surface type, 167 adding to Ribbon, 12—13
XY type, 167 comment
chart legend, 166, 172 adding to cell, 188189
chart sheet, 169 editing, 189
chart title, 166, 170—171 removing from cell, 188
clearing formatting, 33 viewing on worksheet, |89



comparison formula, 99
comparison operator, 99
conditional formatting, 84—85
controls, in Ribbon tabs
configuring in Excel Options dialog box, 19

defined, 9
converting cell address to range name, | ||
copying

formula, |14, 115

range, 42, 43

worksheet, [20—121
COUNT function, 103, 108, 109
Create Names from Selection dialog box, 61
currency value
entering, 27
formatting, 80
customising. See also Excel Options dialog box
Quick Access Toolbar, 1011

Ribbon, 12—13
D
data analysis
defined, |51

filtering range, 154—155
sorting range, 152—153
summarising, |62—163
validation rule, 156—157

data label, 171

data marker, 166

data point, defined, 166

data series, 166, 172

data table
creating, 160—16
defined, 174

displaying with chart, 174
data type. See date; numbers; text; time
data validation rule, 156—157
data value, defined, 166
date
as data type, 23
filling series, 41
formatting, 80
inserting into cell, 27

decimal point (.), 27
deleting

cell or range, 49

data in cell, 32-33

row or column, 49

worksheet, 124—125
displaying hidden row or column, 51
division operator (/), 99
dollar sign (%), 27
doughnut chart, 167

E
editing cell data, 4, 30-31
effect, graphic
adding to chart element, 182—183
predefined scheme
applying style to chart element, 184185
applying to workbook, [46—147
removing from chart element, 185
entering
number into cell, 2627
text into cell, 24-25
equals sign (=), 4, 98, 99, 100
Excel
closing, 7
file format versions, 198—199
online workbook collaboration, 200-20

starting, 67
Excel Options dialog box
changing

default font and font size, 67

display of formula compared with calculated
result, 101

gridline colour, 127

user name, |89

customising
Quick Access Toolbar, 1011
Ribbon, 12-13

displaying, 18

how to use, 19
ways to open, |9
Excel Web App, 201



Excel window Format Cells dialog box

arranging multiple open workbooks in, 138—139 Alignment tab, 73, 75, 76, 93
changing view, |6—17 Font tab, 69
closing, 8 Number tab, 81
elements, 8 Format dialog box, 176, 177
Full Screen view, 17 Format tab, Ribbon, 176, 177, 185
illustrated, 7, 8 formatting
maximising, 8 chart element, 176—185
minimising, 8 clearing, 33
Normal view, 17 conditional, 84-85
Page Break Preview, |16—17 filling range without, 39
Page Layout view, |16 numbers, 80-8 |
restoring, 8 by using AutoFormat feature, 8283
exiting Excel, 7 worksheet range, 65-95
exponentiation operator ("), 99 formula
adding
F to cell, 4, 10010
field, column as, 5 function to, 104-105
file format, 198—199 range name to, | 10— 11
File tab, 8 arithmetic, 99
fill, colour building, 100—-101
for chart element, 178—179 comparison, 99
gradient-type, 179 copying, |14, I'15
picture-type, 179 creating data table for, 160—16
for range background, 7879 defined, 4, 98
removing from chart element, |85 displaying
texture-type, 179 calculated result, 101
Fill Effects dialog box, 79 original, 101
filling range with data, 5, 3841 function as, 4
filtering range, 154—155 moving, | 14
financial function, 103 operator precedence in, 99
Find and Replace dialog box, 140—141 referencing range
finding workbook text, 140—141 in another workbook, |13
font in another worksheet, | 12—113
applying structure, 98
AutoFormat, 83 Formula bar
effect, 68-69 creating formula in, 100, 101
scheme to workbook, 67, 70, 144-145 defined, 4
changing editing cell data, 30-31
colour, 70-71 numbers in, 26
default, 67 text in, 24
size, 66—67 forward slash (/), 99
creating new scheme, 145 freezing row or column, 52-53



Full Screen view, Excel window, |7
function

adding to formula, 4, 104—105

advantages of using, 102

defined, 4, 102

financial, 103

role in formula, 4, 98, 102—-103

statistical, 103

structure, 102

viewing result in status bar, 109
Function Arguments dialog box, 105
FV function, 103

G
glow effect, adding to chart element, 182
Go To dialog box, 63
gradient effect
applying to chart element, 179
applying to range background, 79
greater than operator (>), 99
greater than or equal to operator (>=), 99
gridline
on chart
defined, 166
toggling on and off, 173
on worksheet
changing colour, 126—127
toggling on and off, 95, 128
group, Ribbon, 12, I3

H

headings, worksheet, toggling on and off, 129
height, row, adjusting, 909

hidden row or column, displaying, 51

hiding row or column, 50-51

Horizontal window view mode, 139

I
indenting cell text, 73
Insert dialog box, 47
Insert Function dialog box, 4, 104
inserting
cell or range into worksheet, 4647
chart sheet into workbook, 169

row or column into worksheet, 44-45
special symbol into cell, 28-29

IPMT function, 103

italic (font effect), 68, 69

J

justifying cell text, 73

K

keyboard shortcut

for applying font effect, 69

for moving among worksheets in workbook, | 19

for opening dialog box
Create Names from Selection dialog box, 61
Format dialog box, 177
Name Manager dialog box, 59

for selecting range, 3637

L

label. See also headings, worksheet, toggling
on and off
adding to chart, 171
basing range name on, 606
creating by merging cells, 54-55
freezing and unfreezing, 52-53
legend, chart, 166, 172
less than operator (<), 99
less than or equal to operator (<=), 99

line chart, 167
logical value, 99
M

MAX function, 103, 108, 109
maximising Excel window, 8
Maximize button, 139
MEDIAN function, 103
menu bar, 9
merging cells, 54-55
Microsoft Excel
closing, 7
file format versions, 198—199
online workbook collaboration, 200-201
starting, 67

L0T




MIN function, 103, 108, 109
minimising Excel window, 8
minus sign (-), 99

MODE function, 103
mouse pointer, defined, 22

moving
formula, | 14
range, 42, 43

worksheet, [20—12]
multiplication operator (*), 98, 99

Name Manager dialog box, 59
naming
range, 58-59
worksheet, 123
navigating
among worksheets in workbook, | 19
worksheet by using range name, 6263
negation operator (-), 99
negative number, 27, 105
Normal view, Excel window, |7
not equal to operator (<>), 99
NPER function, 103
numbers
adding up row or column, 106—107
applying AutoFormat, 83
as data type, 23
decimal point in, 27
entering
into cell, 26-27
currency value, 27
percentage value, 27, 81
filling series, 5, 4041
formatting in cell, 8081
negative, 27
repeating, 27
thousands separator in, 27

o

online collaboration, 200-201
opening workbook, |37

operand
in Excel formula, 98
range name as, | 10— 11
operator
addition (+), 98, 99
arithmetic, 99
comparison, 99
defined, 98
division (/), 99
in Excel formula, 98
exponentiation (™), 99
greater than (>), 99
greater than or equal to (>=), 99
less than (<), 99
less than or equal to (<=), 99
multiplication (*), 98, 99
negation (), 99
not equal to (<>), 99
percentage (%), 99
precedence, 99
subtraction (-), 99
orientation, text, 7677
outline. See also border
customising for chart element, 180181
removing from chart element, 185

P

page break, 16—17
Page Break Preview, Excel window, 16—17
Page Layout view, Excel window, 16
parentheses, in operator precedence, 99
password, for protecting worksheet, 190—191
pattern

applying AutoFormat, 83

for chart element, 166
percentage, formatting, 27, 81
percentage operator (%), 99
picture fill, applying to chart element, 179
pie chart, 167
plot area, 166
plus sign (+), 98, 99
PMT function, 4, 102, 103, 105
point (font size), 66



pointer, mouse, 22

pound sign (£), 27

PPMT function, 103
precedence, operator, 99
protecting workbook, 190—191
PV function, 103

Q
Quick Access Toolbar
adding button
directly from Ribbon, |1
using Excel Options dialog box, 10—1 |
customising, 10— |
defined, 8
moving below Ribbon in Excel window, 10, I
removing button, | |
Undo button, 31, 33
QuickFormat button, 82
quitting Excel, 7
quotation mark, single (), 13

R
radar chart, 167
range
adding
background colour, 78-79
border to, 94-95
range name to formula, | 10111
to worksheet, 46-47
in another workbook, referencing, 113
in another worksheet, referencing, | 12—113
applying
AutoFormat feature, 82-83
conditional format, 84-85
predefined style to, 86-87
changing font or font size, 6667
converting
address to range name, | | |
to table, 158-159
table to, 159
copying, 42, 43
defined, 22, 35

deleting
cell from, 49
data from, 4849
filling
with same data, 3839
with series of values, 5, 4041
without copying formatting, 39
filtering, 154—155
formatting, 65-95
inserting in worksheet, 46—47
moving, 42, 43
naming, 58-59
renaming, 59
selecting, 3637
sorting, 152—153
using SUM function to add up numbers, 107
range address
converting to range name, | 1 |
as operand in formula, 98
typing directly into formula, 113
range name
adding to formula, 1 10—111
basing on text label, 606
changing, 59
converting range address to, | | |
defining, 58-59
in formula, 98
navigating worksheet using, 62—63
RATE function, 103
record, row as, 5
reference, cell. See also range name
adjusting
when copying formula, 114, 115

when moving formula, | 14
converting to range name, | I |
defined, 22
as operand in formula, 98
typing directly into formula, 113

renaming
range, 59
worksheet, 123
repeating number, 27



replacing workbook text, 141
restoring Excel window, 8
Ribbon
adding
command to, 12—13
new tab to, 12
customising, 12—13
defined, 8, 9
illustrated, 8, 9
removing
command, |3
customisation, 13
restoring tab, 13
rotating text within cell, 7677
rounded corners, on chart border, 181
rows
adding to worksheet, 44

adding up numbers using SUM function, 106—107

adjusting height, 9091
AutoFit feature, 91
defined, 22

deleting, 49

freezing, 5253

hiding, 50-51

inserting in worksheet, 44
merging cells in, 54-55
selecting, 37

as table records, 5
transposing with columns, 56-57
unfreezing, 53

unhiding, 51

S

saving workbook
in current Excel format, 136
in earlier Excel format, 198-199
as template, 135
scheme, colour, 142—143
screen. See Excel window
selecting
range, 3637
row or column, 37

series, filling cells, 5, 4041
shadow, adding effect to chart element, 182, 183
showing hidden row or column, 51
single quotation marks (), 113
SkyDrive feature, 200201
slash (/), 99
smart tags, 14-15
soft edge, adding effect to chart element, 183
sorting range, 152—153
special effect
adding to chart element, 182—183
predefined scheme
applying style to chart element, 184—185
applying to workbook, 146147
removing from chart element, 185
special symbol, inserting in cell, 28-29
spreadsheet, 3, 4, 22. See also workbooks, Excel
Spreadsheet Solutions, | 19. See also template
Start menu, 6, 7
starting Excel, 67
statistical function, 103
status bar, 8, 30, 109
STDEV function, 103
STDEVP function, 103
stock chart, 167
strikethrough (font effect), 68, 69
style
creating, 87
predefined, applying
to chart element, 184—185
to worksheet range, 86-87
removing from chart element, 185
saving, 87
for table, 87
subscript (font effect), 68, 69
subtotaling data, 162163
subtraction operator (-), 99
Sum button, 5, 108-109
SUM function, 102, 106—107
superscript (font effect), 68, 69
surface chart, 167
switching between workbooks, |13



symbols

+ (addition operator), 98, 99
, (comma)

in number formatting, 81

as thousands separator, 27
/ (division operator), 99
= (equals sign), 4, 98, 99, 100
~ (exponentiation operator), 99
> (greater than operator), 99
>= (greater than or equal to operator), 99
< (less than operator), 99
<= (less than or equal to operator), 99
* (multiplication operator), 98, 99
<> not equal to operator, 99
() (parentheses), in operator precedence, 99
% (percentage operator), 98, 99
£ (pound sign), 27
" (quotation mark, single), |13
— (subtraction operator), 99
inserting in cell, 28-29

T
tab, Ribbon, 9, 2. See also tool tab
tab, worksheet
defined, 22
renaming worksheet, 123
using to move worksheet within workbook, 121
table. See also data table
adding record to, 159
applying predefined style to, 86-87
converting
to range, 159
range to, 158—159
spreadsheet as, 5, 158
taskbar, Windows, adding Excel icon to, 7
template
adding worksheet to workbook from, 119
creating new workbook from, 134—135
saving existing workbook structure as, 135
text. See also font
adjusting size within cell, 93
AutoComplete feature, 25

centring
across multiple cells, 74-75
within cell, 72
as data type, 23
entering into cell, 24-25
finding and replacing, [40—141
multiple lines in cell, 90, 92-93
wrapping within cell, 90, 92-93
text label, basing range name on, 606
texture fill, applying to chart element, 179
theme, workbook
applying
colour scheme, 78, 142—143
effect scheme, 146147
font scheme, 67, 70, 144145
predefined workbook style, 86-87, 148, 149
creating
colour scheme, 143
from current theme, 149
font scheme, 145
thousands separator (,), 27
Tiled window view mode, |39
time
as data type, 23
formatting, 80
inserting into cell, 27
title
chart, 166, 170-171
worksheet, creating row by merging cells, 55
title bar, 8
tool tab, 13
total, calculating, 5
Track Changes feature
accepting or rejecting change, 196—197
resolving change conflict, 197
reviewing change, 196-197
turning on, 194—195
transposing row and column, 56-57
typeface. See font

U
underline (font effect), 68, 69
Undo button, 31, 33




unfreezing row or column, 53 copying

unhiding row or column, 51 range between, 43
user name worksheet between, 122—123
changing, 189 worksheet within, 122—123
displaying list of current workbook users, 193 creating
from existing workbook, |35
\'/ new, blank, 132133
value axis, 166 from template, 134—135
Vertical window view mode, 139 defined, 22, |31
displaying current users, 193
w find and replace text, [40—141
Web. See Excel Web App inserting chart sheet, 169
Webdings, 29 moving
what-if analysis, 16 range between, 43
width, column, adjusting, 88—89 worksheet between, 120—121
window, Excel worksheet within, 121
arranging open workbooks in, 138—139 online collaboration, 20020
changing view, 1617 opening, 137
closing, 8 protecting, 190—191
elements, 8 referencing range between, |13
Full Screen view, 17 saving
illustrated, 7, 8 in format compatible with earlier Excel
maximising, 8 version, 198—199
minimising, 8 to preserve changes, 136
Normal view, |7 as template, 135
Page Break Preview, 16—17 sharing, 192—193
Page Layout view, 16 switching between, |13
restoring, 8 tracking changes, 194-195
Windows Live, 200-201 viewing multiple sections in different
Wingdings, 29 windows, 139
workbooks, Excel. See also worksheets, Excel worksheet tab
adding defined, 22
new, blank worksheet, | 18—119 renaming worksheet, 123
worksheet from template, | 19 using to move worksheet within workbook, 121
applying worksheets, Excel
colour scheme, 142143 adding
effect scheme, [46—147 background colour to range, 78-79
font scheme, 144—145 border to range, 94-95
arranging windows, 138—139 cell or range to, 4647
changing default font and font size, 67 charts to, 5, 168—169
collaborating on, 187201 comment to cell, 188



new, blank, ' 18—119
row or column to, 4445
to workbook, | 18—119
to workbook from template, | 19
changing gridline colour, 126—127
copying
range between, 43
sheet between workbooks, 122—-123
sheet within same workbook, 122—123
creating title row by merging cells, 54-55
defined, 22
deleting, 124-125
cell or range, 48-49
data, 32-33
editing cell data, 3031
entering
number into cell, 2627
text into cell, 24-25
freezing row or column, 52-53
hiding row or column, 50-51
illustrated, 8, 22

inserting

date and time into, 27
moving

range between, 43

range within, 42

sheet between workbooks, 120—121

sheet within same workbook, |21
navigating using range name, 62—63
password-protecting, 190—191
referencing range between, | 12—113
renaming, 123
selecting all cells, 37
toggling

gridlines on and off, 128

headings on and off, 129
transposing rows and columns, 56-57
typical layout, 22

wrapping text, 90, 92-93

X
XY chart, 167
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