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1. EXCEL FUNDAMENTALS

Spreadsheets have been in use on personal computers now for some years. They are used in

nearly every office environment in the world for any number of reasons. In the past they were

used only to perform basic math, such as adding, multiplying, subtracting and dividing. Today's
spreadsheets can be significantly different and far more advanced. The leader in the spreadsheet

field today is without doubt Microsoft Excel. The reasons for this will become apparent the more

you learn about this very po werful program.

You will find that by following a few basic fundamental rules when starting a spreadsheet that you

will be able to extract, change, modify, report, add and manipulate data in a way you never

thought possible. Sadly most users of Excel neve r realise the full potential of what they are using.
In fact all too many users simply use Excel as no more than a personal whiteboard, with the

occasional calculation (formula) thrown in. This is a great shame as it is designed to do so much

more than thi s.

We will show you how you can use Excel to achieve all your wants and need. As we progress you
will also find yourself wanting to know more and it can become an unquenchable thirst if you allow

it to be (believe me we know!). By the completion of these lessons you will be able achieve a lot
more than you can now, but even more importantly you will have the knowledge to be able help

yourself.

You will notice throughout the course that we do NOT use screen shots to aid you. This is done
intentionally, as  we believe that by doing so forces the student to think a lot more about what they

are doing.
Excel is spreadsheet program that hinges entirely on three very important aspects.

9 The Workbook (the spreadsheet in its entirety)
9 Worksheets (pages or sheets wit hin the Workbook)

9 Cells (contained on all Worksheets)

Remove any one of these aspects and Excel can no longer function.

1.1 Starting Excel

Before we go into any detail at all we need to know how to start Excel. Starting Excel is no
different to starting any other Microsoft applications (Word, PowerPoint, Publisher, Access etc.)

and can be done in any number of ways.

The three most common ways to start Excel are:
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I From the Microsoft Office Toolbar
1 From a shortcut icon on your desktop

1 Byselectingthe Start button located at the bottom left hand side of your screen, then

selecting Programs then Microsoft Excel.

The first two may not be relevant to you if your computer |
these options available to you, select the third optio n. (If you wish to set up a shortcut to your
desktop, or install the Microsoft Office Toolbar, please let us know and we will send you

instructions on how to do so).

L e t riow open Excel by selecting the Start button located at the bottom left hand side o f your

keyboard, then selecting Programs then Microsoft Excel and have a look at the screen in front

of us.

1.2 Workbooks

Every single time you start Excel you are, by default, creating a New Blank Workbook . The
name of your Workbook has the default name of Bookl , until you save the Workbook as a

different name. A Workbook is like the outer shell of the spreadsheet and contained within it are

the Worksheet(s) and cells.

When you start Excel you should first see a blue bar at the very top of your screen. This is called
the Title Bar . The title bar is where you will see the name of your Workbook once you have saved

it. (Note that if you have not yet saved a Workbook, the default will probably be Book1) . As you
are familiar with Windows, you will notice to the r ight of the Title Bar the Minimise  (hyphen),

Restore (two squares) and  Close (X) buttons.

1.3 Saving Workbooks

There are many formats that we can save our data in Excel as, but by far the most common is the
default *.xlIs . (The asterisk represents your chosen file name). Some of the other popular formats
arethe *xlt (Template) *.txt (Tab delimited), *.xml (Extensible Markup Language - available in

newer versions only) and *.web page (obviously a web page).

To see what we mean go to File>Save As... and Excel will display the Save As dialog box (dialog
boxes will be discussed later). This is where you initially give your Workbook a name ( File

name :), nominate a file type ( Save astype: )andalocation( Savein: ). We say "initially" as
once you have saved a Wo  rkbook for the first time it will, by default, always save as that File

name, type and location you have nominated each time you save.

If you select the drop arrow to the right of the Save as type : box you will see a list of all different

types of formats  an Excel Workbook can be saved as. You may notice that there are different
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choices of the .xIs types. These different types are for backward compatibility with previous
versions of Excel. You can also save the Workbook as multiple versions although, we st rongly
recommend doing this ONLY if you need to, as it will increase the file size by 10 -50% and render

some of Excel 6s newer features as unusabl e.

When you are saving a Workbook for the first time Excel will display the Save As dialog box no
matter which method we use to save. There are a number of ways to save a workbook, the most

common ways that can be used are:

Goto File>Save
Push Ctrl + S
Click the floppy disk icon on the Standard toolbar (discussed below)

=A =4 =4 =4

Goto File>Save As....

If we close a Work book that we have made changes to, Excel will ask us (via a message box) if we
wish to save the changes we have made. If we close a Workbook without making any changes, no

message will appear and Excel will close without saving. We will look at closing a W orkbook below.

1.4 Creating More New Workbooks

Just because we have one Workbook open does not mean we cannot create more Workbooks, in
fact the only limit to the amount of Workbooks we can have open is restricted by the available

memory of the PC.
There are also a number of methods that can be used to create more Workbooks.

Goto File>New

Push Ctrl + N

Clickthe New icon on the far left of the Standard  toolbar. It looks like a white sheet with
the top right corner folded over. Don't worry if you cannot see this, as we will be looking at

Toolbars soon.

Whichever method we use Excel will create a new Workbook and the name (by default) will be

Book2 or the next number in the sequence. As soon as we have created our new Workbook it will
automatically become wha  tis known asthe  Active Workbook . This means the workbook in
which you are currently clicked. The other Workbook will still be open, but NOT Active! This is

because there can only ever be one Active Workbook at any one time.

To switch between open Work  books, goto Window on the worksheet menu bar and you will see
the names of all open Workbooks. To activate one of the other open Workbooks, simply select its

name and it will become the active workbook. Close Book2 now so that we only have one
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Workbook op en. As mentioned above you will not be asked if you wish to save, unless changes

have been made.

1.5 Toolbars
The Tool bars in Excel are where all of Excel s features cal
icons (pictures). The main toolbar in Excel is ca lled the Worksheet menu bar and it is normally

found under the Title bar. On this toolbar you will find nearly all the options available for you to
use in Excel under the headings File, Edit, View, Insert, Format, Tools, Table, Window, Help
If you click o n any of these options, a menu will drop down giving you a list of the many other

options available to you.

Take note of the short cut keys to the right of some of the menu options! Once you have made a

selection from the ~ Worksheet Menu Bar , Excel may or may not (depending upon the option
chosen) display what is known as a Dialogue box (aswiththe Save As option). To see what |
mean by a Dialogue box, click on Edit>Go To... , and Excel will display the Go To dialogue box.

Excel uses Dialog boxes for the majority of options, therefore there are loads of these dialog boxes
contained within it. While here, take note of the question mark button on the top right hand
side of the box, next to the cross (X). This is designed to give you Help . Ifyouclick on this and
then select any part of any dialog box, Excel will display a description of what that part of the

dialog box is designed for. (Giveitatry.) This is the same for all dialogue boxes. The cross )
will close the dialog box, as does the Cancel button andthe Esc key at the top left hand side of

your keyboard.  Close the dialog box.

As a standard, and indeed as a default when you first go into Excel, most people work with what
are known as the Standard Toolbar and the Formatting Toolbar in view, so during these lessons we

will work with both of these toolbars showing.

To ensure that both of these toolbars are in view, go to View>Toolbars . Another menu option
should open. Itis on here that we can show and hide our most commonly used menu bars. A tick
means the toolbar is visible, while no tick means it is not. Another method that can be used to do

the same thing is to right click in the grey area to the top of your screen (known as the Toolbar

area ), immediately under the blue Title Bar.

L e t Gsure ehat both Standard and Formatting have a tick next to them.

NOTE: You will not find a toolbar called Worksheet Menu Bar under View>Toolbars . This is
because Excel will always open with this toolbar showing. It cannot be hidden via the Excel

interface .
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15.1 Docked and Floating Toolbars

Sometimes when you open Excel, your Standard and Formatting (or any other) toolbars can be
shown on the same level, collapsed to show only a certain number of options. This is to give the
user more screen room. If you wish  to see all options available on a collapsed toolbar, you will

need to click the last icon on the toolbar, the Toolbar options icon (two arrows pointing two the

right and one arrow pointing downwards), to see all other available icons. If an icon was sele cted
using this method, then the selected icon would be placed in the visible part of your toolbar, and

another icon would be hidden.

Most Excel toolbars are what is known as "docked" by default. This simply means they are
situated at the top of your sc reen directly underneath the Title bar. They can, however, be what

are known as "floating" by undocking them.

To undock a toolbar, and move it around the screen, look for the raised vertical ridge the far left

hand size of your toolbar. You will see a sh ape like a black cross with arrows on the ends of the

cross. This shape means that when you hold your mouse down you will be able to undock and

move your toolbars. So, you can hold your mouse down and move your toolbars apart, on to your

screen, dock the m at the left, bottom, right of your screen or anywhere you like. Most users work
with the  Worksheet Menu bar at the top, followed by the Standard toolbar directly underneath,
then the Formatting toolbar, either collapsed on the same level or separated wi th the Standard
toolbar on top, but it is entirely your choice. You will find once you start using Excel what set -up

suits you best.

Most of the time toolbars are docked underneath each other, but at times they may become
docked side -by-side. Thisisn'tt 00 easy to spot, but basically if there are two Toolbars side -by-side
the raised ridge for one of them will be somewhere other than the far left. If there are two side -

by - side, simply drag it off (undock it) then drag to its new location

Once you have both  the Standard and Formatting toolbars visible and in place have a brief look

over all the icons and hover your mouse pointer over each icon to see its name. It is important to
note that most of the options on these two toolbars are simply shortcuts to the most commonly
used options that can also be found on the main Worksheet menu bar under its option heading.

Having these two toolbars visible makes it much easier and quicker to access the required option,

rather than to go through the menu system.

There i s also another menu that makes working in Excel much easier, this is the right click menu.

We will look at this when we look at Cells.

15.2 Getting Quick Help on a Toolbar Option
To quickly get a brief description of any menu option, simply use she shortcut Shift+F1 . Your
Mouse pointer should change to a ? (question mark). Now click on any menu option and Excel will
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display a brief description of its function. Once you have selected the menu option your mouse
pointer will return back to normal. To find the nam e of any menu option simply hover your mouse

pointer over any icon.

1.6 Task Panes
Since Excel 2002 (XP) there has been a feature introduced into Excel that is called a Task Pane
If you are using a newer version, when you first start Excel a Task Pane will b e visible at the right

hand side of your screen. There are quite a few Task Panes available in Excel, and again they are a

visible view of options available to you via a shortcut menu and are just duplicates of options

found under the main ~ Worksheet menu b ar. Task Panes usually reside the right hand side of

your screen, although like toolbars, they can be moved. Certain options will invoke a Task Pane
appearing on the right hand side of your screen, or you can choose to view a Task Pane by going

to View>T ask Pane . If you hover your mouse over options on your Task Pane you will see your

mouse change to a hand. (This indicates a link, just like when you are on the internet). You will

also see what that particular option will do should you decide to click itina tool tip

To see a list of Task Panes available, click the down arrow located at the top of the Task Pane to

the left of the X (which will close down the Task Pane). Clicking on a Task Pane name will cause
that particular Task Pane to show on yo ur screen.  Notice that you also have Back and Forward
arrow icons at the top of the Task Pane. Just like if you were in a browser, Back takes you back

through viewed Task Panes and Forward takes you Forward.

1.7 Smart Icons

Smart Icons are a feature availabl e in Excel from 2002 (XP) onwards. From time to time you may
see these pop up on your screen. They do not print. Certain actions invoke them appearing. A

Smart Icon looks like a small box with a picture of some sort inside it and if you hover your mouse
over them you will see a down arrow. Click the down arrow and you will see more options in a

pop -up list.

1.8 The Formula Bar

The Formula bar in Excel is where most users would do any editing of formulas or any entries that

are within a cell. The Formula bar i s the long white bar with either an = (equal sign) or the fx icon
to the left.  If you cannot see the Formula bar, it may be hidden, go to View>Formula Bar
1.9 Worksheets

All Workbooks ~ must contain at least one Worksheet . The maximum number of Worksheets a
Workbook can contain is limited only by the available memory of the PC. As a default, Excel places

three blank Worksheets in front of you. Each one of these has the default name Sheetl, Sheet2,
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Sheet3 at the bottom. By default all Worksheets are identical in that they contain Rows,

Columns and Cells (all discussed below).

NOTE: You can change the default of three blank Worksheets by going to

Tools>Options/General and changing Sheets in new workbook: by typing in the number you
require.
All Worksheets contai  ns 256 columns and 65,536 rows. Each separate rectangle within the

Worksheetis called a  Cell . You will notice letters across the top of your Worksheet. These are the

names of the columns and go from A throughto IV . The numbers down the left hand side of your
sheet of graph paper symbolise row headings and go from 1 throughto 65,536

1.9.1 Inserting Worksheets

Adding new Worksheets to a Workbook can be done in a number of ways. The most common are:

I Goto Insert>Worksheet

T Right click on another Sheet name tab and select Insert and then select Worksheet

There is another way that is not exactly inserting a new Worksheet, but rather making a copy of

an existing Worksheet.

To do this, select the Sheet you want to copy then left click on the name tab and hold ing down the
Ctrl  key (bottom left hand side of your keyboard), then drag it to one side, then release. This is a

great time saver when you have spent hours setting up a Worksheet with all the formatting you

want. You will notice that Excel will place a nu mber after the copied sheets name in brackets. This

is because we cannot have two Worksheets of the same name in the same Workbook. Name and

Renaming Worksheets is covered later.

1.9.2 Deleting Worksheets

The logical opposite to inserting Worksheets is Deleting them. This can be done in any of the

following ways.

9 Right click on the Worksheets name tab and select Delete
1 Goto Edit>Delete..... the Delete dialogue box will appear with options, select your

option and click OK to verify your request.

Whichever meth od we use, Excel will display a warning message letting us know that the deletion
cannot be undone. This is not technically true as we could always close our Workbook WITHOUT
saving and then re  -open the Workbook, but of course this means we would loose any other

changes we had made.

Pg 1-7
Excel Training i Level 1
Version 1.0



1.9.3 Naming Worksheets

We can also name our Worksheets with meaningful names (which is a good idea!). The only

restrictions we have with Worksheet names are:

9 They cannot exceed 31 characters.
9 They cannot contain the following charac ters: \ /?2*][].

I The name cannot be the same as another Worksheet in the Workbook.

While it is not totally necessary, try to AVOID using spaces between words. For example, if you
wanted to name a Worksheet Bills Hours  use BillsHours instead! The reason for this is that
some of Excels formulas have slight problems when they reference Worksheets that contain

spaces.
To name a Worksheet we can do so with any of the most methods below:

9 Double click the Worksheet Name tab. This will allow you to now type the name. Once
finished, push  Enter or click any cell.

1 Rightclickonthe Worksheet Name tab and select Rename from the shortcut menu.
Then type the name and hit Enter or click somewhere else on your Worksheet.

f Goto Format>Sheet>Rename type the chosen name  and hit Enter or click somewhere

else on your Worksheet.

194 Moving Worksheets

At times we may need or wish to move a Worksheet to another position in the Workbook or even

to another Workbook. We have already looked at how we can make a copy of a Worksheet, s elect
the Sheet you want to copy then left click on the name tab and holding down the Ctrl key drag it

to one side, then release. If we do not want to copy but rather move the entire Worksheet to
another position in the Workbook we can simply left click t he Worksheet Name tab, then holding
down the mouse button drag it to its new position and release. The other method is to use the

Move orthe Copy dialogue box. This can be accessed in two ways.

T Rightclickonthe Worksheet Name tab and select Move or Copy
f Goto Edit>Move or Copy Sheet é

It makes no difference which method you use! You will see on this dialogue box a To book:  box
with a small drop arrow to the right. The selection in this box will determine where our sheet will

be moved or copied to. The default name in this box will be the active Workbook name (the

current Workbook we are in). There will also always be another choice, if we click the drop arrow.

Thisis (new book) , if we choose this option Excel will automatically create a new Workbook for
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the sheet to be moved or copied to. Within this box will also be the names of any other open

Workbooks, should there be any.

Directly below the  To book: boxisthe Before sheet: box. Our selection in this box will decide

which position our sheet will be moved or copied to. Last of all is the Create acopy  checkbox. If
we check this box Excel will create a copy of our moved Worksheet. In other words our original

sheet will remain where it is and a copy of it will be moved to our chosen location. If w e leave it

unchecked (which is the default) the Worksheet will be moved and not copied. The best way (as

with most of excel) is to jump straight in and try out different options - you cannot do any harm!
Letds now have a | ook at t hremoeddtal.s on our Wor ksheet
1.10 Cells

These are without doubt the very backbone of Excel. On each Worksheet there are 16777216 cells.
These are divided into 65,536 Rows and 256 Columns, as | mentioned earlier. The number of
Rows and Columns in a Worksheet are fixed, whic h means we cannot add more and we cannot
take any away, so as a consequence the number of cells are also fixed. This should never become

a problem, as we can add a lot of Worksheets if we need to, each with 16777216 cells, so this

should give us plenty! A cell is defined as the intersection of where a column and row meet, just

like the coordinates on a road map.

The method that Excel uses to reference these cells (as a default) is called the Al style reference.
When we refer to a particular cell we use it' s cell Address (or location) to nominate the cell. The
method Excel uses to reference cells is a very simple, but highly effective method, often referred

to as the grid pattern method, exactly the same as a road map.

Clickincell C6. Itshould be defined  as your active cell, or the cell in which you are clicked, by the
border of the cell or rectangle being different in some way, either bolded, or maybe a different

colour. Now have a look at the column heading letter. It should be defined in some way, ei ther
bolded, or highlighted in a colour, it may even look pushed in like a button. Now look at the row
number on the left of your screen which should also be defined in some way. This is telling you
your cell reference. Now look above the column heading A and you will see the reference C6 in

what is known asthe ~ Name box  (discussed below).

In the situation above we have selected one cell only. We can select many more cells at one time
if we wish. When we do so, we have selected what is known as Range of cells. Arange can be one

cell, or many cells.

To select a range of cells we simply select any one cell (position the cursor so a cross appears),
then holding down our left mouse button, drag in the direction we wish to select. It is important to

note here that although we have more than one cell selected (a range) there is only one Active
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cell and this will always be the first cell we select. There is no limit to the number of cells we can

select on a Worksheet.

To select all cells on your worksheet eith erpush Ctrl+ A orthe Selectall button, (the empty
grey rectangle in the upper -left corner of a Worksheet where the row and column headings meet).
We can also select entire columns or rows by simply left clicking on the column letter or row

number.

We m entioned above while looking at Toolbars that there is another shortcut menu in Excel, the

right click menu . The right click menu is also known as the context -sensitive menu. This
means that it will display options that are sensitive to the area in which you are clicked.  To see
this simply select any cell and (you guessed it!) right click. You will see a list of common options

available in the area you are clicked in. We won't go into any detail on these at this stage but we

most certainly will in later | essons.

While we are on the subject of the right click, you will notice as we go into Excel deeper that it has
many of these right click menus. As stated above, the menu that we are presented with is wholly

dependent on the area of Excel we are in at the time.

1.11 Moving About the Worksheet

There are many ways that can be used to move around a Worksheet and the method used is

purely user preference.

At the far right of your Worksheet window is what is known as a Vertical scroll bar.  This bar has
an upward poi nting arrow at the top of it and a downward pointing arrow at the bottom of it. You
can vertically scroll up and down through your document in any one of the common following ways

(there are more!):

9 Place your left mouse button on the downward (or upwards ) pointing arrow and click once
to scroll slowly through your document. This will move you down one row at a time.
9 Hold the left mouse button down on the downward (or upwards) pointing arrow to move
more quickly through the document
9 Hold your left mouse  button down and drag the grey sliding button between the black
upward and downwards arrows. Notice when you select the last option a yellow box with
the row number will appear. This is because you will not move to the location until you
release the mouse b utton.
9 Select any cell and then drag down. You may notice that doing this will display a small
yellow box that informs you of how many rows you have selected and how many columns.
This will only appear after the active cell has scrolled from view. You can also do the same
by selecting any cell and holding down the Down arrow on your keyboard while holding

down your Shift key.

Pg 1-10
Excel Training i Level 1
Version 1.0



9 Usethe Page Up and Page Down keys on your keyboard.

To get quickly back to the top of your Worksheet, push Ctrl + Home . This will always take you to
cell Al.
At the bottom of your Worksheet window to the right is your Horizontal  scroll Bar. The use of this

is the same as with the Vertical scroll bar, except of course you move horizontally and you cannot

use Page Up and Page Down.

If you happen to know the address of the cell you wish to go to we can use the Go To dialogue

box.

 GobacktocellA1( Ctrl+Home )
I Select Edit>Go To  (or push your F5 key, orpush Ctrl+G )

What has popped up in front of your now is the Go To dialogue box.  Note that your cursor is
flashing inthe Reference section of the box.  This is where you type the cell reference that you
wishto Goto. The big box ( Go To ) is where Excel stores the last references used. If the

reference is in here you would simply se lectitand click OK

Typein HS3156 inthe Reference box andselect OK (or hit Enter on your keyboard if you

prefer). Excel will take us straight to the cell reference we typed.

To get back to the top left of the Worksheet, push Ctrl + Home . The Ctrl + Hom e method is
simply a short cut key for typing Al inthe Reference boxofthe Go To dialog box.

While the Go To dialogue box can be handy for moving straight to any cell, there is an easier
way! To see what | mean left click in the Name box (left of the Fo rmula bar), type any cell

address and push  Enter .

You are no doubt wondering why this is called the Name box? We will cover this in detail later, but

not in this lesson.

1.12 Moving Through the Worksheets

The only area of navigation we need to look at now is th e Worksheets themselves. This can be
done in one of two ways. The most popular and probably the simplest method is to simply left click
on the sheet name tab of the sheet you want. This will automatically activate the appropriate

sheet.

The second method is probably best suited to when you have a lot of worksheets in the same

Workbook.
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You will notice to the far left of the sheet name tabs, you have four arrows. Place your mouse

pointer over any one of these and then right click. You will see a pop up men u containing the
names of all the Worksheets within the Workbook. You simply select the one you want with your

left mouse button. The four arrows to the left of the sheet name tab are called Tab Scrolling
Buttons . These four arrow buttons are to allow you to scroll through the Worksheet name tabs
should your workbook contain more Worksheets than are currently visible. If you click the arrow

with the vertical line after it, you will scroll so that your far right hand Worksheet name tab is

visible. If you cli  ck the arrow without the vertical line, you will basically scroll one Worksheet tab

at atime.

1.13 Exiting

There are two ways to exit Microsoft Excel and close the program down. These are:

9 By selecting the cross ( X) at the top right hand side of your screen

1 Byselecting File ,then Exit

Select either of these options to close down Excel. If we wished to Exit Excel and we were working
in a Workbook that we have made changes to, Excel will ask us (via a message box) if we wish to
save the changes we have made. | f we wished to Exit Excel and we had a Workbook that we had

not made any changes to, no message will appear and Excel will Exit without saving.

1.14 Summary

So in summary, we have discussed the three most important aspects of Excel, these are:

I The Workbook
f  The Worksheets and
f Thecells

We have looked at the definition of each of these aspects in detail. We have also covered:

How to save Workbooks
Create new Workbooks

To insert and delete Worksheets

=A 4 =4 -4

Name, move and create new Worksheets in a variety of ways.

We have looked at the many ways of moving through the cells within your Worksheet, using a

multitude of options, including the Go To option located under the Edit menu item.

We have looked at our Excel screen in detail, the toolbars and how to dock them and the formula
bar. We learnt how to get help on a specific menu item by using the Shift + F1 option. And finally,

we learnt how to start and Exit Excel in the correct way.
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2. CUT/COPY/PASTE & INSERT/DELETE

In this lesson we will look at:

 Copying and Pasting
9 Cutting and Pasting
I The Fill Handle
9 Inserting and Deleting columns and rows, and
 Changing some of the default options of Excel.
2.1 Copying or Cutting and Pasting
Copying, Cutting and pasting is something you will no doubt be doing an awful lot of when

wo rking in Excel, especially when you start to use formulas to perform calculations. The reasons
for this will become more apparent when we cover the basics of Excel formulas in later lessons.

For now, we will just look at Copying, Cutting and pasting typed -in data.

Before we move on to any examples, it is important that we know the difference between Cutting

and Copying .Whenwe Copy data from one cell to another, we are doing exactly what the name

implies, Copying it. In other words we are making a duplicat e of the cells content and placing it
somewhere else. Whenwe  Cut data from a cell or range of cells, we are actually MOVING it from
its current location to a new location. Pasting , by definition is placing either the Cut or Copied

data in its new destina  tion.

2.1.1 Copying

There are many ways that we can Copy or Cut data in Excel, the way that you do it is purely

optional and should be the way you are most comfortable with. We will have a look at the most

common ways.  Type your name into cell Al we will use th is for all the examples of how to Copy
and Paste . Make sure you are selected in cell Al . Then you can either:

9 Right click on the cell and from the Shortcut menu select Copy .

f Goto Edit>Copy

9 Push Ctrl + C  on your keyboard

1 Selectthe Copy iconfromthe Sta ndard Toolbar. This is the one immediately to the right

of the scissors symbol. (Note: Remember to hover your mouse over the icons on your

toolbars to see what they do).

You will notice that cell Al now has a moving dashed line around it. This is called a Marquee . This
indicates that you have copied the content of that cell (Al in this case) to what is known as the
Clipboard . The clipboard is where Excel stores all data that you Copy or Cut from your worksheet

until such time as you either Exit Excel, or clearthe Clipboard
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Note: Depending on what version of Excel you are using, sometimes you can see your Clipboard

as it will pop up onto your screen as a Toolbar, or if you are using a newer version of Excel, the

Clipboard  Task Pane may locate itself on t he right hand side of your screen. Both of these are
used for multiple cutting, copying or pasting actions, and we don't need them right now. If you
see either the Clipboard toolbar, or the Clipboard Task Pane, close them down by clicking on the X

at the top right hand side.

2.1.2 Pasting

Now select any other cell and either:

T Right click on the cell and from the Shortcut menu select Paste

9 Push Enter on your keyboard

f Goto Edit>Paste

9 Push Ctrl +V  on your keyboard

I Selectthe Paste iconfromthe Standard Toolbar. This is the symbol immediately to the

right of the Copy symbol.

There is a slight difference with the second option, i.e.; Push Enter on your keyboard . Thisis
that by pressing  Enter you will CLEAR the Clipboard after it has Pasted in the data. You wil | notice
with the other four methods that the contents of cell Al stays on the clipboard. This means that

we could select other cells and continue pasting as much as we like using any of the above

methods other than using Enter on our keyboard.

There is a nother method that can be used to Copy , thisis called Drag and Drop , and is possibly
the fastest method if you only intend to Paste the data into one destination as opposed to various.
For this method, again select in cell Al, hold down your  Ctrl key, an d move your mouse pointer to

the outer perimeter of the cell until the mouse pointer changes to a white arrow. It should also
have a small plus sign to the top right of it. Whilst still holding down the Ctrl key, hold down your
left mouse button and drag in the desired direction to Copy . Once you have your copied data in

the cell you want to Paste to, simply release the mouse button.

If you also hold down your Alt key whilst doing this, you can change sheets by dragging the

copied data over the sheet name tab that you wish to Paste it to.

Ifyou Copy arange of cells egg; Al:B10 and then select a single cell as the destination range,
Excel will use the active cell as the top left of the destination range. For example if you Copy

Al1:B10 and select cell CLa s the starting cell to which to paste, the range C1:D10 will become

filled with the copied data. If you select cells C1:C2 and tried to Paste , Excel would tell you that
the Copy areaandthe Paste area are notthe same size and shape. Select an area of the same
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size and shape, or select a single cell only. Most often it is best to select a single cell only and let

Excel determine the  Paste area.

2.1.3 Paste Special

By default, when you Copy and Paste the content of any cell(s), Excel will Paste all cell
formattin g. We can, however, use what is called Paste Special to nominate the attributes of the

copied data we wish to Paste.

To do this, again  Copy the cell(s) in any of the above methods (except Drag and Drop). Now

select your destination cell and go to Edit>Pas te Special or right click and select Paste Special
from the Shortcut menu. This will display the Paste Special  dialogue box. In this dialog box
under the heading  Paste , there are different options that can be applied, the default is All', which

is exactly the same as using any of the Paste methods described above. The other options are:

2.1.3.1 Formulas

This option would apply only if the cell we copied contained a formula. What this means is instead

of the formatting and other attributes of the cell being Pasted, only the formula itself will be
Pasted. To put this into some sort of context, imagine the cell containing any formula to be copied
where the background colour of the cell is bright yellow, using Formulas  would not Paste the

background colour of the cell, just the formula.

2.1.3.2 Values

Again, imagine a cell being copied that contained a formula where the result of that formula was
the number 20 (or any other number). Choosing the Values option, would mean that we would

only be Pasting the result of the formula into the destination cell and not the formula itself.
2133 Formats

Using this option means you will not be Pasting the contents of the cell, but only the formatting.
Again, imagine a cell with a bright yellow background containing the number 100 (or any other

data). On selecting this option, the destination cell would end up having a bright yellow

background, but not the number 100.

2.1.3.4 Comments

This option appliesto  Cell Comments which will be covered in a later lesson.

2.1.35 Validation

This option appliesto  Cell Vali dation which will be covered in the Level 2 course.

Pg 2-15
Excel Training i Level 1
Version 1.0



2.1.3.6 All except borders

Means all the cell contents and formatting excluding borders would be Pasted . We will be looking

at borders later.

2.1.3.7 Column Widths

Means no content or formatting will be Pasted , except fo r the width of the column that the data

was copied from.

2.1.3.8 Formulas and Number Formats

Using this option will  Paste only formulas and all number formatting options. Number formatting

will be covered later.

2.1.3.9 Values and Number Formats

This will Paste only valu es and all number formatting options.

The next part of the dialog box has a heading Operation . In order to demonstrate the options
under this heading, type the number 2 intocell Al andthe number 10 incell A2.Copycell Al,

then select cell A2 and again right click and select  Paste Special

Under the heading  Operation  there are five options to choose from:

2.1.3.10 None

This is exactly as the name implies and means None of the options under the heading operation
will be applied. Even if this option and all the o ther options under Operation are not checked,

which is the default, None would still apply.

21311 Add

Select the option  Add and click OK. You will notice that Excel adds the copied number (in this case
2) to the value of the destination cell (which in this case is 10) to end up with a total of 12. In

other words it adds a copied number to the destination cell.

Finally, just to stress my point that we are not technically adding more rows, columns or cells, go

to cell IV1 , by either typing the cell reference in the Name box to the immediate left of the
Formula Bar ,orpush F5 andtype IV1 inthe Reference: box. Type any data into cell IV1 and
now push Ctrl + Home  to take yourself back to cell Al . Select any entire column, right click and

choose Insert . You will see that Excel will display a warning letting you know that it cannot shift

non blank cells off the Worksheet. This is because we have data in cell IV1 . So, as you can see,
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Excel isnét really adding an extra col umn, rksheetbeforesi mpl vy

inserting a new one. Press OK to cancel out of the warning box.

2.1.3.12 Subtract

Again, to see this repeat the coping of cell Al and again selectcell A2 and right click and select
Paste Special . Thistime, select Subtract and cell A2 will be have the number 2 subtracted from

its value.

2.1.3.13  Multiply

This works in exactly the same way as Add and Subtract , exceptobviouslyit  Multiplies the

destination cell by the value of the copied data.

2.1.3.14 Divide

This works in exactly the same way as Add, Subtract and Mul tiply , except obviously it  Divides

the destination cell by the value of the copied data.

The other two options work in the following way:

Type any number into cell Al,any numberincell A2, leave cell A3 blank and again type any
numbersincells A4 and A5.Nowincell Bl to B5, type any numbers so that all cells are filled.

Now select cell Al holding down your left mouse button, drag down until cells Al to A5 are
highlighted.  Right click anywhere within A1:A5 and select Copy , select cells B1 to B5 in the same

way, right click and select Paste Special . Select the bottom option Skip Blanks  and click OK.

What you will notice, is that Excel did not Paste the empty cellof A3 over the top of the value in
B3 . In other words, as the name implies it skipped the bl anks .
While you still have five values in cells B1:B5 , highlight these cells, right click and select Copy ,

then select cell D1 choose Paste Special  and select the option  Transpose . Click OK. You will
notice that Excel will have Pasted your rows of values into columns. In other words, instead of cells

D1to D5 having the values Pasted into them, you should have D1 to H1

2.1.3.15 Paste Link

The very last option is the Paste Link  button located at the bottom right of the Paste Special
dialogue box. To see this work, type any value incell ~ Al, Copy this cell then select any blank cell,

right click, choose  Paste Special and click Paste Link . You should notice that your destination

cell will be showing the value, the same as your copied cell. If you look in your Formula Bar
(located under your toolbars) you will see Excel has placed what is known as an Absolute Cell
Reference Formula , L.e.; =$A$1. It is the dollar symbols that have made the reference absolute.

We will be discussing  Absolute and Relative references in det ail in a later lesson.

Pg 2-17
Excel Training i Level 1
Version 1.0

mo "



The last method of Copying and Pasting data is to select the cell you wish to Copy , right click on
any cell border and holding down the right mouse button drag to any destination cell, then release

the mouse button. Excel will displa y another Shortcut menu, giving you various options. Some of

these options are the same as in the Paste Special  dialogue box so we will only look at the last

four options of this Shortcut menu, the Shift Down and Copy and the Shift Right and Copy.

Again, t ype any value incell Al then type any value in cell D1. Selectcell Al and right click on

any cell border with the right white arrow showing. Holding down your right mouse button, drag

Al tocell D1, thenrelease the mouse button and select Shift Downan  d Copy . You will notice
that Excel shifts down the value of cell D1 and placesitintocell D2 before it Pastes in the data

from cell Al . Delete the contents cell D2.

Again, select cell Al right click on any cell border, select cell D1 again and release the right
mouse button. This time select Shift Right and Copy . This has now done the same as the Shift
Down and Copy option, except as the name implies, it has shifted the data in cell D1 to the right
before pasting in the contents of cell Al.

2.14 Cutting

Cut ting from a cell, or range of cells is done in a very similar way to the methods described above

for Copying . The differences being, when you Cut data you remove the original data and when
you Paste it, you will ALWAYS be pasting in all attributes of the ¢ ellyou Cut from. This means
thatthe Paste Special  option is not available when you Cut a cell or range of cells.
Again, as with most options in Excel, there are a multitude of ways to Cut acell. The most
common are:

1 Rightclick and select Cut fromthe Shortcut menu

9 The Cut icon on the Standard toolbar (the pair of scissors)

f Goto Edit>Cut

M Press Ctrl + X  on your keyboard

 Usethe Drag and Drop operation the same way as you would do to Copy , except you DO

NOT hold down your  Ctrl key.

2.15 Fill Handle

Excel h as yet another way to Copy (not Cut) data in cells and this is via the Fill Handle . You may
have noticed that when you select a cell or range of cells the bottom right of the outlined cell or

range has a small black square. This is called the Fill Handle . The Fill Handle can be used for
filling a range with increments of any choice we choose, in fact it can do much more than just this,

but we will only look at using it to Copy andto increment . To see whatwe mean try this:
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Type the number 1 incell Al

Select cell Al and place your mouse pointer over the bottom right corner until the mouse
pointer changes to a small black cross.

Hold your left mouse button down and drag down to cell A10

Your range should now contain the number 1 inall cells.

This is usi ng the FillHandle to Copy . Now try this:

Type the number 1 incell Bl
Select cell Bl and place your mouse pointer over the bottom right corner until the mouse
pointer changes to a small black cross

9 Now double click the  Fill Handle  with your left mouse b utton

This should fill the range B2:B10 with the number 1. What Excel does is look in the range
immediately to the left and if there is data in that range it copies down to the last cell containing

data. If the range to the left is blank, it looks to the right, if there is data in that range it copies
down to the last cell of that range. If both ranges on the left and right are blank, nothing happens

when you double click the Fill Handle

Let's say we have the number 5 incell Al and we wish to fill down to cell A100 inincrements of
5.

To do this, follow these simple steps.

Type the number 5 incell Al and the number 10 incell A2.

Select both cells Al and A2.

Place your mouse pointer over the black square, bottom right corner of A2 until the mouse
poi nter changes to a small black cross.

9 Holding down the left mouse button drag down to cell A100 .

Excel will fill the range ~ A3:A100 with incrementsof 5 upto 500 . What Excel does in this instance
is look at the value of cell Al and A2 (the selected cells) sees that there is a difference of 5 (10 -5)

and increments by that number.

As you can imagine this can be very handy even for a simple increment like this.

There is one more feature of the Fill Handle  we will look at and that is what's known as Custom
Li sts . By default Excel has two types of Custom Lists , these are Days of the Week and Months

of the Year . Try this simple exercise.

T Typethetext January incell Al.
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9 Selectcell Al and place your mouse pointer over the bottom right corner of Al until the

mo use pointer changes to a small black cross.

9 Holding down your left mouse button, drag down to cell Al2 .

This time Excel will have filled the 12 Months of the year for us. If we had typed a day of the week

Excel would fill the range with the 7 days of the week, looping and starting again after it gets to

the seventh. While these are the only two defaults, Excel would still recognize Jan or Mon orany
other day or month abbreviation. Not only this but we could type any text followed by a number

such as Qua rtl andusethe FillHandle toincrement by 1 so you would see Quart2, Quart3 or

type Quartl in Al, Quart3 in A2 andusethe FillHandle and Excel will increment by 2

2.2 Inserting Rows, Columns and Cells
When working in Excel, there are times that you may nee d to insert an entire new row, an entire
new column or only a single cell. Although the term  Inserting  gives the impression that you are

actually adding another row, column or cell, you are in fact NOT. You may remember that in the

first lesson we mention  ed the fact that Excel has 256 columns, 65,536 rows and 1,677,216 cells

per worksheet. These numbers are fixed, so technically we cannot add more. What we can do,

however, is move a particular row down, column across, cell in. This can seem confusing, so i tis

probably best that we do a practical example so you can see how it works.

T Incell Al type any data. In cell A2 also type any data.

9 Selectcell A2 right click, and select Insert

You will notice that the Insert dialogue box will be displayed giving y ou four options.
9 Shift Cells Right
9  Shift Cells Down
i Entire Row
9 Entire Column

For this exercise, lets select Shift Cells Right , then click OK. You will notice that the contents of

cell A2 has now been moved to cell B2.

Lets now selectcell B2, rightcli ck, select Insert and select Shift Cells Down . The contents of

cell B2 should now appear in cell B3.

Now select any cell in row 1, right click, select Insert then Entirerow ,click OK. You should have

an entire new empty row for row 1.

Lets now insert an e  ntire column. Select any cell in column B, right click and select Insert , then
Entire Column and click OK. You should now have an entire new empty column for column B.
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When we insert rows, columns or cells in this manner (that is with a single cell selecte d) Excel will

always display the Insert dialogue box, allowing us to make our choice.

The same Insert dialogue box is available by selecting Insert onthe Worksheet menu bar and

then your required option (cells, rows, columns)

We can, however, bypass this dialogue box and insert either an entire row or column by default.

To insert an entire row by default, select any row number (the row number on the left in the

shaded area) so that the entire row is highlighted. Then right click and select Insert . You will
notice that Excel makes an educated guess that you are after an entire row as it is an entire row

that you have highlighted. The exact same thing would happen if we had an entire column

highlighted, i.e. ; an entire column would be inserted.

If we wantto  insert more than one cell, row or column at a time, we simply select the appropriate
number of rows, cells or columns before using Insert either via the menu option or the right click
Shortcut menu. For example, if you select four entire rows, then right clicked and selected Insert

you would be inserting four new empty rows.

2.3 Changing Default Options in Excel

Sometimes when working in Excel, it can be handy to set it up in a way that you would most

commonly use.  In other words, change its default options.

To do this,goto  Tools>Options . This will display the ~ Options dialogue box. On this dialogue box
you will notice that there are multiple page tabs. We will go through the most commonly used
options. If however, there is an option on here anywhere that y ou would like to know about, but

are unsure of, just let us know and we will explain it in detail.

2.3.1 The View Tab

Show/Formula Bar

This option simply toggles the Formula Bar  to being visible or non  -visible.
Show/Status Bar

This option simply toggles the stat us bar to being visible or non -visible.
Show/Windows In Taskbar

With this option checked, there will be an icon on your taskbar for each Excel Workbook you have

open. The Taskbar is the very bottom one, where your Start button is located.

Comments/None
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Cell comments are not displayed (discussed in a later lesson).

Comments/Comment Indicator Only

Only an indicator in the cell containing the cell comment is shown by default.

Comments/Comment and Indicator

Both the comment and its indicator will be visible by default.

Objects/Show All

All graphic objects are visible. A graphic object could be a text box, drawing object, inserted
picture, etc.

Objects/Show Placeholders

Selecting Show Placeholders means that any pictures or charts are only shown as grey

rectang les.

This option will not have any affect on text boxes and other drawing objects.

Objects/Hide All

All objects including charts, text boxes, pictures etc., are not displayed.

Window Options/Formulas

Selecting this option will make any formulas in cells vi sible as opposed to the result of the formula
only. This is most commonly used should you wish to print a Worksheet and have all the

underlying formulas displayed.

Window Options/Gridlines

Toggles the view of the gridlines between on and off.

Window Option s/Colour

Changes the colours of the gridlines

Window Options/Row and Column Headers

Removes the column letter headings and the row number headings.
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Window Options/Outline Symbols

Displays outline symbols. (worksheet must contain a previously created outlin e.

Window Options/Zero Values

Toggles between displaying zeros and not displaying zeros.

Window Options/Horizontal Scroll Bar

Toggles the horizontal scroll bar on and off.

Window Options/Vertical Scroll Bar

Toggles the vertical scroll bar on and off.

Windo w Options/Sheet Tabs

Toggles the display of the sheet name tabs on and off.

2.3.2 The Calculation Tab

Note: It is recommended that you leave these options as their default unless you are sure of their

definitions.

Calculation/Automatic

This means Excel will auto  matically recalculate whenever necessary.
Calculation/Manual

This means Excel will only calculate when we tell it to. To do this manually, you would push the
Shortcut key F9. You would basically only ever use this option if you had a very large workbook

containing a lot of formulas that was recalculating very slowly.

233 The Edit Tab

Settings/Edit Directly in Cell
There are many ways you can edit a cell. This option allows you to edit a cell by double -clicking.
Settings/Allow Drag and Drop

This enables us to p  erform the Drag and Drop operation as discussed before with Copying and

Cutting.
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Settings/Alert before Overwriting Cells

This option means that if we use the Drag and Drop operation to place the contents of another
cell into a cell that already contains da ta, Excel would display an Alert informing us and giving us

the choice as to whether to continue or not.

Settings/Move Selection after Enter

As you are probably aware, when you are selected in a cell and you push Enter you are moved to
the cell directly be  low it. We can change this to any of the four directions, that is down, right, up
or left. Or, if we uncheck the Move Selection after Enter box, we will not be moved to another

cell after pushing  Enter

Settings/Fixed Decimals

Selecting this option allow us to determine how many decimal places Excel will use by default. In
other words, if we selected this option and had the Places set to 2, and then entered the number 2
into any Worksheet cell, we would actually end up with the number 0.02. Again, unless nee ded,

leave this option unchecked as it can cause confusion.

2.34 The General Tab

Settings/Sheets in New Workbook

This lets us determine the number of sheets Excel will automatically place in a new Workbook.

Settings/Standard Font

Allows us to determine the font type and size Excel will use by default.

Settings/Default File Location

This allows us to determine the location by default that your files will be saved in unless specified

otherwise.

2.4 Summary

To summarize Lesson 2, we have looked in detail at Copying, Cu tting and Pasting and the
multitude of ways that this can be achieved. We have gone deeper with the Paste Option by

looking at the Paste Special options and the types of results it can give us.

We have looked in depth at the very powerful and useful Fill Handle and discussed ways of
inserting and deleting cells, columns and rows. We have also covered changing some of the

default options in Excel to customize our workspace.
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3. CUSTOM FORMATTING & UNDO/REDO

In this lesson we will look at how Excel sees Dates and Times and how formatting a cell affects
the data within it. We will also look at the Undo/Redo  feature as wellas  Custom formats and
the Format Painter . This will give us a good background before we move on to what Excel is

best at - Working with Numb ers - in the next lesson.

You may or may not think that it is odd that we do not go into great detail with formatting cells.

This is because while it may enable us to make a spreadsheet look very pretty, it is often at the

sacrifice of correctly setting up your spreadsheet, or in other words, the nuts and bolts. We feel
that whilst Formatting is pleasing to the eye, it should not be covered too deeply at this stage at

the expense of the  real workings of a spreadsheet.  However, having said this, we do enco urage
you (as suggested below) to play about with any formatting not discussed here and direct any

questions you may have to us.

Theterm Format according to the Microsoft Dictionary and Thesaurus is:

9 The arrangement of data for storage or display

f Amethod for achieving such an arrangement

This pretty much sums it up! The big difference with formatting in Excel as opposed to many other
Office Applications is that there is a LOT to choose from! This is because Excel needs to be able to

work with numbers ofa |l types and from all corners of the globe, as well as text.

On top of this we can also apply formats of our choice to the cells themselves as well as any data
contained within them. As far as numbers alone go Excel has over 100 different types of
format ting that we can apply. If this is not enough we can even define our own with Custom

Formats (discussed below).

It is our belief that there are two very important facts that we should all be aware of when working

with formats in Excel, these are:

T Numbers are aligned to the right of a cell by default, and Text is aligned to the left of a

cell by default

I Changing the format of a cell will not change the underlying value of a cells content.
If you remember nothing else about formatting then remembers theset wo facts. We will explain
the second point in detail later in this lesson. Let's for now look at the first.

Whenever we enter a number in a cell on a new worksheet Excel will take an educated guess at
what type of format it should apply. By default all  cells in Excel have what is known as a General

format. Most of the time you will find yourself accepting the formatting that Excel applies, but at
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other times you may wish to change it. The context in which we are discussing formatting here is
not the fon ttype, size or color, but rather the Number format e.g.; Dollar, Percentage, Decimal

places etc.

We must stress however, that it is far safer to always leave numbers right aligned and text left

aligned (Excels default). This way you can tell at a glanc e what is a number and what is not! I
expect by now you are thinking, "l already know the difference between a number and text - it's
obvious!"

This is not always the case in Excel. It is quite possible for numbers to appear as text and text to
appear as numbers. This may not be quite the case when starting to use Excel, but is very likely as

you delve deeper and create your own spreadsheet.

3.1 Dates in Excel

You will find that Dates and Times in Excel can often seem confusing! But they often play a
critical part in most spreadsheets so it is important that you have an understanding of how Excel

interprets them.

Dates are seen by Excel as whole numbers, starting from the number 1 for 1 -January -1900, the
number 2 for 2 -January -1900 and so on.......... These a re known as serial numbers . Thisis so
we can use them in calculations such as adding and subtracting etc. We will show you examples of

date formulas in the next lesson.

How we enter dates in Excel is extremely important. If we do not insert a date in a valid form,
Excel will not know that it is a date. You should be able to tell immediately if a date you enter is

valid or not as Excel will align a valid date to the right of your cell ( Number ) and align a possible
invalid date to the left ( Text). When E xcel recognizes a date as a valid date it will change from the

General format (default for all cells) to a built -in date format.

The type of date format Excel defaults to is not set from within Excel, but from the Regional
Settings  within the Widows Contro | Panel . (See HELP to find this, as the specific location may
be different depending on which version of Excel you are using). As these settings are regional

you will most likely simply accept the format applied.

When we enter dates on a Worksheet we mu st also use a valid date separator, such as
12/12/2004 or 12  -12-2004. If we want our date to look different to this we must format it after we

have entered it. L e t th s couple of simple exercises to stress what we have discussed so far.

1. Incell Al type: 12/12/2004 or 12/12/04 . Both are valid.
2. Select Cell Al and right click, then select Format Cells and then click the  Number tab.
This dialog box isthe = Format Cells  dialog box.  This is where you can apply formatting to

both the cells themselves and th e data contained within them.
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3. If the default date (as set in the Regional Settings) is not within the Category : box, Excel
will defaultto  Custom

4. Ignore this for now and click General under Categories .Now lookinthe Sample: box
(top right). You should see the number:  38333. This is the number for our date:
12/12/2004. This is because the this date is 38333 days fromthe 1/1/1900
Now select Date from withinthe Categories:  box.
Click through all the different dates within the Type: box and see ther esultinthe
Sample::  box. Select the format 3/14 andthenclick OK

Your date should now appear as 12/12 . |say appear because while we may have changed its
appearance we have  NOT altered its underlying value which is 12/12/2004 or 38333 . Ifyou
are stil | selected incell Al look in the formula bar and you should see 12/12/2004 . So while it
may appear we have dropped the year from the date we have not! In fact it is not possible to

enter a valid date that has no Year, Day or Month. We could in fact for mat this cell to appear as
1/1/1985 and still have the true value of 12/12/2004 or 38333 . We will explain this when we

goonto Custom Formats

If we enter a date into Excel and omit the day e.g.; Dec -2004 Excel will recognize this as a valid
date, but yo u should be aware that Excel will (by default) assign the first day of the month to the

date. This means that while you may only see Dec -2004 in the cell, the underlying value of the

date will be 12/1/2004 or 38333 . This means that it is not possible to ha ve a valid date in Excel

that does not have a day of the month assigned to it.

3.2 Times in Excel
Ok, if you are still with me let's now look at Times in Excel. While dates in Excel are seen as whole
numbers (serial numbers) starting from 1, Times are seen as a portion ofaday ( decimal
fractions ) with 1 being equal to 24:00:00 or a whole day. This means that:

 24:00:00 is equal to 1

9 18:00:00 is equal to 0.75

 12:00:00 is equal to 0.5

I 6:00:00is equal to 0.25

We can see this by entering any one of the above ti mes in Excel and then formatting the cell
containing the time as General , just as we did with the date. There are only three ways you can

enter a valid time in Excel.

Make sure your cells are formatted as General
1. To enter atime based ona 12 -hour clock, type the time followed by a space and then AM

or PM. e.g.: 5:30 PM
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2. Type the time followed by a space and then A or P. e.g. 5:30 P (Excel will convert this to
5:30 PM)

3. Toenter atime based on a 24 -hour clock, type  17:30

If you justtyped  5:30 Excel wil | (by default as your cells are formatted as General by default)
base your time on the 24 -hour clock and store your time as 5:30:00 AM . In other words by

default it sees all unspecified times as 24 -hours but stores them based on a 12 -hour clock.

The easie st way to see this is to type 5:30 in any cell, then select that cell and look in the Formula

bar. No matter which method we use to enter times we must separate the hours, minutes and

seconds by a : (colon). If we omit the minutes and/or seconds Excel will (by default) assign zero
minutes and/or zero seconds. So entering a time, as 5 P will force Excel to see it as 5:00:00 PM
Obviously this is not the case for a time entered based on a 24 -hour. Entering 17 will be seen as
nothing more than the number 17.

3.3 Entering a Date and Time in Excel

Now that we have covered the fundamentals of dates and times, we can have a quick look at

entering dates and times into the same cell. To enter a valid date and time in the same cell, you

simply type any valid date, then a space and then any valid time. Excel will then store this as a
whole number for the date (serial number) and a portion of a day for the time. ( decimal
fractions ).
Try this:

1. Type the date and time 12/12/2004 18:00 in any cell

2. Right click in the cell and select Format cells and click the Number tab, then General
under Categories:
3. Lookinthe Sample: box andyoushouldsee 38333.75 ,where 38333 represent the date

(serial number) and .75 represents the time ( decimal fraction ).
3.4 Custom Formats

What we shall | ook at now isthe  Custom Format option under Categories inthe Format Cells
dialog box. This is a much better way to grasp the concept of applying formats from the Numbers
page tab than using the built -in formats.  The reason for this is because you can ea sily see what
af fect one of-infoxmate Hadom any datalintthe cell by simply selecting the format and

looking inthe  Sample: box.

Now that we have gone through the fundamentals of dates and times in Excel, we will use a date
and time as an e xample so that you can see how the custom formats can be applied.  We will

only look at the basics of custom formats as to try to go into it with too much detail would more
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than likely add confusion, but as with any area of Excel, if you have a question ab out it, feel free

to ask and we will clarify for you.

For this example try this:

1. Type 12/12/2004 23:59 into any cell.

2. Make sure you are selected in the cell you have just typed the date and time in, right click
and select Format Cells

3. Clickthe Number tabonthe Format Cells Dialog Box, then click Custom in the

Category  box.

By default you should have the format m/d/yyyy h:mm showing inthe Type box or something
very similar.  As mentioned before, this is determined by the Regional settings in the Co ntrol Panel

of your Windows operating system.

What we will do now is go through the steps of how to apply a custom format. While we are
using a date and time for our example, we can apply a custom format to any type of data in any
cell.

4. Letsclickinside the Type: box (first line), so that the mouse insertion point is flashing at
the end of the last character. We will use this default format as a starting point for a
custom format

5. Hold down your backspace button until the format showing in the type box is completely
gone. Note: This will not loose this particular format, it is only a means of adding a new
one.

6. If you then look in the Sample: box, you will see that Excel will be showing the serial
number for the date and the decimal fraction for the time . This is simply because the
default format for any cell that has formatting removed is the General format.

7. To apply a format to our date and time, so that it uses abbreviated text to display the
month name, type ~ mmm .

8. Ifyoulookinyour  Sample: box, you should see the abbreviated month name Dec. To get

the full month name, you simply need to type one more m (mmmm)
9. You should now have the full month December showing in the Sample: box.
From this point, we can choose to, or not to, use the | (forward slas h)or 1 (hyphen) as our date

separator.  Itis important to note here, that as we are only changing the format of the cell, and
NOT the underlying value, we do not have to enter the format of our date the same way as we
must enter the date itself into a ce Il. We should also note that any valid custom format we apply

to a Workbook that is saved, will always be available to us.

10. Let us now push the space bar and use a space as our date separator, or if you like, use

two or more spaces.
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11. Nowtypeasi ngle d and you should see December 12 inyour Sample: box.
12. Pushthe d again and your date should not have changed. This is because we have a two -
digit number for the day of the month. If we had any day before the 10th of the month,
typing dd would pl ace a zero (0) in front of the day of the month.
13. Pushthe d again, so that you have ddd and you should see the abbreviated day Sun .
14. Pushthe d one more time, and you will see the full weekday Sunday .
15. So from this, we can safely assume tha t the 12th of December in the year 2004 is a
Sunday .
16. Again, push the space bar and then push the y and you should see 04 .
17. Type yy soyounow have yyy , you now have the full year T 2004.
18. Again push the space bar and type the letter h and y ou should see the hour 23. From
here, again you can choose to, or not to, use a space(s) or a colon as your hour and
minute separator.
19. For this example, we wonoét urssothatyoy hae nhgn, togetber.push t he
20. Lookinyour Sample: box a ndyou willsee December 2004 2359 . This is a perfectly
valid date format. But as we discussed above, we would not be able to type this directly

into a cell and have Excel recognize it as a valid date and time.

So, basically, should you have a date and/or date and time that you wish to appear different to the
formats that Excel accepts when entered directly in a cell, all you need do is simply change the

format of that cell. In fact, we stress to all our students that even if you are using dates as

headings , you will probably be better off entering the date as a real date and then formatting the

cell(s) accordingly.
Try this:

1. Ensure you are still selected in the cell that contains the date and time and have the
Format Cells Dialog box visible and se lect Custom inthe Category box.
2. Again, left click in the Type box after the last character, push the backspace so that there
is no formatting at all in the type box
3. Now t yapyeold date and time 0 including the quotation marks (fAo0)
4. Click OK and you should see what appears to bethe text any old date and time in the

cell containing the date and time.

You should notice that what appears to be text is aligned to the right as opposed to the left. If you
click in the cell, and look i n your formula bar, you should see that the underlying value of the
cell has not changed at all. We can still reformat this cell to reflect the original date by defining the

date/time format.

Of course, the same could apply to any number or text when worki ng with the formats of the cell.

No matter what format we apply, the underlying value will never change. However, having said
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this, there is one instance in which formatting can have an adverse affect on the value of the cell.
Thisis the format  Text which is also found under  Category: onthe Number tab ofthe Format
Cels Di al og Box. I wondét go into any detail at this point as

at using formulas in Excel.

As you will have noticed, while we had the Format Cells  Dialog B ox visible, there were other page
tabs that can also be used to manipulate the formatting of a cell. The best way to find out what
each feature on these page tabs will do is to simply type some data in a cell or cells and have a

play with the settings. Th is way you will see immediately what affect it has on your data and you

cannot do any harm whatsoever in doing so.

The only exception to this is the Protection  page tab. We will be discussing this in a later lesson
when we look at Protecting Worksheets. M any of the most common options and features available
through the Format Cells  Dialog Box can be found on the Formatting Toolbar . Remember to

wave your mouse over each icon for a short description of what it does.

35 The Undo/Redo Feature

As with most Micro  soft Office applications, Excel contains a very handy feature that allows us to

Undo or Redo certain steps we have taken.

The Undo and Redo can both be found on the Standard toolbar. These are represented by the

arched left pointing blue arrow for Undo , and the arched right pointing blue arrow for Redo . It
can also be found under  Edit on the Worksheet menu bar as can the shortcut keys Ctrl+Zz for
Undo and Ctrl+Y for Redo but most often you will probably use the icons on the Standard

toolbar as they are  easily accessed.

The other reason why you would probably choose the Undo and Redo viathe Standard toolbaris
because you may notice next to the arched arrows to the left or right, there are two small
downward pointing arrows. Selecting these arrows will p resent you with a list of up to the last 16

actions taken. In other words, Excel will only store the last 16 actions taken by the user.

What this means is that if you have performed 17 actions, the first of the 16 actions will be
replaced by the 17th. To see what how this works, close the Workbook you currently have open

and say No to saving any changes.

1. Now open a new workbook. The reason we are doing this in a new Workbook will become
apparent soon.
2. Inthe new Workbook type the numbers 1-16 incells AL:A16 . Do notuse the Fill Handle

as this will defeat the purpose of the exercise.
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3.  Now go up to the downward pointing arrow to the right of the Undo icon and left click on
it and you should see your last 16 actions. Take note of the factthatyouhave Ty pi ng
in A1 as the action at the bottom of the list.

4. Nowclickincell A17 and type the number 17.

5.  Go back up to the downward pointing arrow to the right of the Undo icon and left click on

it and you will noticeth at Ty pi ng f 1 ohad disappeared and at the top of your list
shouldnowbe Typing fAl706. in Al7

In other words, Excel has replaced your very first action taken with the last action taken. This will

continue on as such at any time you are working in Exce I

6. To Undo the last action, you simply click the Undo icon.

7. Click this now and the number 17 should disappear.

8. If you now click on the drop arrow to the right of the Redo action, you should see that the
Typing @170 isnowaARedo actionasopposedtoan Undo action.

9. Now go back to the downward pointing arrow to the right of the Undo action and hover
your mouse pointer over the top action, ie; Typing fA160. in Al1l6

10. Without clicking, drag your mouse down slowly and you will see Excel highlight each action
as you go. This allows us to select the number of actions to Undo . When you have

reached the action at which you wish to stop, simply stop dragging and click on the last
highlighted action (or push Enter) and Exce I will Undo all the highlighted actions.

11. If you now click on the downward pointing arrow of the Redo feature, you will see the list
of all the actions that we have just Undone.

12. So again, select these actions and click (or push Enter ) and you sh ould be back to exactly

where we started.

The most important point to remember here is that Excel will only store the last 16 actions taken.
The reason the number is only 16 is because storing any more than this would start to have an

adverse affect onth e memory usage required.

The other very important point to note of the Undo and Redo feature, is that as soon as you

Save , allofthe Undo or Redo actions are wiped and there is no way to get them back.

You can change the number of actions stored in Undo , but to do that requires hacking into Excel.

If you are interested in how this works, let us know.

3.6 Format Painter

When working in Excel there are times when you may wish to copy the formatting of a cell or
range of cells to another location without copying the content of the cell(s). To make this simple,

Excel has what is known as the Format Painter . This can only be found on the Standard toolbar,
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is represented on the toolbar by a paintbrush and is immediately to the left of the Undo icon. To

be honest thi s is much the same as using the Paste special  and selecting Formats as the option.
The big advantage is that itéds much easier and quicker to
not have to be of the same shape and size. So you can get a feel for this fe ature try these two

simple exercises.

1. Typeanynumberincells ALA5 .

2. Type any numbers in cells B1:B10.

3. Now highlight (select) cells A1:A5 and clickthe $ (dollar icon) on the Formatting toolbar.

4. Nowclickthe B (Bold)an d I (ltalic) icons, also on the Formatting toolbar.

5. Clickthe Format Painter icon and then click cell ~ B1.
You should now have painted the formatting we applied to cells A1:A5 to B1:B5 . You would also
have noticed there was a paintbrush symbol nex t to our mouse pointer, which disappeared once

we had selected cell B1.

6. Now using the Undo feature undo steps 3 to 5 so that all we have is the unformatted
numbersin A1:A5 and B1:B10.
7. Now again apply the same formatting to these cells; e.g. $ bold and italics , AL1:A5 . With
cells A1:A5 selected, double click the Format Painter
8. Againclick Bl and the formatting should be painted to cells B1:B5 . The difference this
time is that the paintbrush symbol should still be present. This is because we double
clicke d the Format Painter instead of single clicking it
9. Clickcell B6 andcells B6:B10 will also have the formatting applied.
10. To clear the Format Painter , either single click the Format Painter icon or push Esc on

the keyboard.

You can see a single click wil | apply the Format Painter once, while a double click will keep the

Format Painter active until we either click the icon again or push Esc.

We mentioned above that the copy and paste range do not need to be of the same shape and size

when using the Format Painter |, to see this follow these steps.

1. Type any numbers in cells ClLG1 .

2. Select cell Al and then single click the Format Painter.

3. Nowselectcell C1 and with the left mouse button still held down drag to cell G1 and then
release .
You should now have the same formatting applied to cells Cl:G1 asyouhavein Al.
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So as you can see the copy and paste range does not need to be of the same shape and size,

unlike the Paste special.

This should give you enough to practice with for a while and we mention above, have a play about
with the Format Cells  dialogue box. Do take note of any questions you may have concerning it or

any other feature of Excel and direct them to us and we will answer them.

The next lesson we will be starting to h ead into the best part of Excel, which are numbers and

formulas.
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4. THE BASICS OF FORMULAS

Please cross reference the ExcLevlL04WB.xls Workbook for this lesson

In this lesson we will start to take a look at what Excel does best and that is; work with

formulas

There arendét too many spr eads he eformulas df some kind. Exxelisdo not

regarded by many (including myself) as the number one spreadsheet package in the world today.
In fact it has held this title for many years now and not without good reason. Once you become
proficient in using Excel and becom e familiar with its capabilities, you too will no doubt wonder

how you ever got by without it!

In this lesson we will look only at what | consider the bare minimum you should know about Excel
and formulas. Once we have covered this we can move on to sligh tly more complex formulas and

functions. You may or may not have heard the terms; formulas and functions used in reference to

Excel before and wondered whatoés the difference? The
out of context. This is no doubt b ecause the difference is quite subtle, though simple.
4.1 Functions

Excel has over 300 built  -in Functions installed by default (there are more, but 300 will do for

now) which are divided into ten separate categories:

Financial

Date & Time

Math & Trig

Statist ical

Lookup & Reference
Database

Text

Logical

= =4 -4 -4 -4 A -—a -5 -2

Information

=

Engineering

Possibly two of the most popular Functions (and easiest to use) are the SUM, which is
categorized under Math & Trig and the COUNT . The SUM function simply adds together numbers
and returns the total sum of the numbers. The COUNT simply counts numbers in any given range

of cells. So a Function is a single predefined formula that is built into Excel.

4.2 Formulas

Once we have used one of Excels functions on a Worksheet we have created a formula . As we
become more confident in using Excel we can start to join functions together to create different

formulas. For example we might use the SUM and the COUNT function together in the same cell

to create what would then become a formula

Soin a nutshell we can use a Function or Functions to create what then becomes a Formula.
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4.3 Formula and Function Rules

There are only two rules when using functions to create formulas in Excel and these are:

All formulas and functions must begin with a = (equal si gn).

9 For every open parenthesis (brackets) there must be a closing parenthesis.

Donoét c @ant u2sas meaning all formulas must have open and closing parenthesis, as this
not always true. What is does mean is, all of Excels built -in Functions use at| east one set of

open and closing parenthesis. These are the two rules that we must adhere to.

There is also a valuable tip that is good practice to get into also and that is that whenever you
type in a function name, always type it in lower case. The r eason for this is that if you have spelt
the Function name correctly, Excel will automatically convert it to uppercase. Therefore you can

use it as an error checking tool.

4.4 Cell References

More often than not when we create a formula using one of Excels bu ilt -in functions we will be
referring it to a cell or range of cells. An example of a single cell reference would be Al.An
example of a range of cells reference would be A1:A10 . For the first example we are referring to

the content of cell Al only, while in the second example we would be referring to the contents of

cells Al, A2, A3, A4, A5, A6, A7, A8, A9, A10 . Using the reference  A1:A10 s just a simple
method that Excel will automatically recognize. If we use the reference AL1:C5 we are telling Excel
to refer to the contents of cells Al, A2, A3, A4, A5, B1, B2, B3, B4, B5, C1, C2,C3 C4, C5

4.5 Relative and Absolute Cell References

45.1 Relative

In Excel there are two types of cell references, these are Relative and Absolute . We will first
look at relative cell references. All the examples in the Cell References paragraph are what are

known as relative cell references.

As you may remember in |lesson 1 we discussed that each cel
unique address, e.g. Al isthe relative address of the first cell on all Worksheets, while V65536
is the relative address of the last cell on all Worksheets. The reason why they are called relative

is because they are  relative to the cell they are used in. This will be best explained by a simple

example.

Incell Al typethe number 1 andincell A2 typethe number 2.
Select cells Al:A2 and use the Fill Handle to fill down to A10 , so that we have the
numbers 1 to 10 incells Al:A10
Incell B1 type this simple reference: =A1 andpush Enter .
Select cell B1 and do one of the following
0 Copyandthenselect B2:B10 and paste.
0 Double click the Fill Handle.
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You should now have the numbers 1 to 10 inboth A1:A10 and B1:B10 . This because we typed a
relative cell reference in cell B1 (=A1) , which istelling Excel to make cell Bl equal the value of
the cell one column to the left on the same row i.e. Al . So when we copy the reference in Bl i.e.

=Al and paste itinto cell B2 Excel is still going to reference the cell one column to the left on the

same rowi.e. A2.Copying the same cell ( B1) and pasting it into cell B3 again tells Excel to
reference the cell one column to the left on the same row i.e. A3.

Lets now copy the content of cell Bl and paste it into cell D1, this time we should get the result 0
(zero). Ifyou clickincell D1 and look in the Formula bar you will see the relative  cell reference:

=C1 . The reason we get the result of O (zero) is because the value of an empty cell is O (zero).

45.2 Absolute
Ok, |l et s now | Alisdutea tcellnefer@rce i Basi cally an absolute cell reference is a
reference to a cell that does not change no matter where it is copied. Again this will be easier to

see by using an example.

I Delete the contents of cells B1:B10 and D1.
T Incell Bl typethe absolute cell reference =$A$ 1 and push Enter .
1 Selectcell B1 and either

0 Copyandthenselect B2:B10 and paste.

0 Double click the Fill Handle

This time you should have the number 1 incells B1:B10 and if you select any cell in B1:B10 and
look in the Formula bar, they will all have the absolute cell reference =$A$1 . This is because by
using the $ (dollar sign) we are telling Excel to always refer to the same cell no matter where we

copy this reference to. The $ infrontofthe A ($A) is telling Excel to make the column reference
abso lute , whilethe $ infrontofthe 1 ($1) is telling Excel to make the row reference absolute

So the reference in its entirety is what is known as an Absolute cell reference
If you grasped this concept we can move on to what is known as a either an:

I Absol ute row rela tive column reference or;

ff Relative row absolute column reference.

Again the best way to see this is by using a small example.

453 Relative Row Absolute Column Reference

Try this:

I Delete the contents of cells B1:B10
1 In Bl typethe Relative row absolute columnreference: =$A1 and push Enter .
1 Selectcell B1 and either.

0 Copyandthenselect B2:B10 and paste.

0 Double click the Fill Handle
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You will have the numbers 1 to 10 incells B1:B10 . This is because the row portion of the

reference ( 1) is relat ive. Now copy cell B10 tocell D1 and you should get the result 1. Thisis
because the column portion of the reference ( $A ) is absolute. If you click in any cell in the range

B1:B10 or D1 and look in the Formula bar you will see that the row portion is al ways relative to
the row the reference resides in, while the column reference is always absolute

The same principle also applies to any reference that has an absolute row relative column

reference. Again this can be best seen via the use of a small examp le.

45.4 Absolute Row Relative Column Reference

Try this:

9 Delete the contents of cells B1:B10 and D1.
T In Bl typethe absolute row relative columnreference: =A$1 and push Enter .
M Selectcell B1 and either;

0 Copy and then select B2:B10 and paste.

0 Double click the Fill Handle.

You will have the number 1 incells B1:B10 . This is because the row portion of the reference ( $1)
is absolute. Now copy cell B10 tocell D1 and you should get the result 0, this is because the

column portion of the reference ( A) is always relative to the column the reference resides in. If

you click in any cell in the range B1:B10 and look in the Formula bar you will see that the row
portion is always absolute. If you click in cell D1 and look in the Formula bar you should see
=C$1 .

455 Avoid Typing Whenever Possible

In all the above examples we have always said to type in  the reference to a particular cell. While
this is fine when typing in very simple references it is completely unnecessary . What Excel
allows us to do is to use the mouse poi nter to type the reference for us. This is known as the click

and point  method. | strongly suggest forming this habit early on as good habits are as hard to

break as bad ones! To see what we mean try this simple example:

I Delete the contents of cells A1:B10 andcell D1.
I Type any data into cell Al.
T Incell Bl type =and move your mouse pointer outside of B1.
9 Placeitovercell Al and left click then push Enter .
You will see that Excel has placed the cell address =A1 in our cell for us. Using this method y ou
are much less likely to make mistakes. From now on this is the method we will use in all
examples
There is one other way we can create a reference to another cell and this is via the Paste Link

button onthe Paste Special  dialog box. We can see this me thod by simply selecting any cell then

copying it and selecting the cell we wish to create the reference in, right click and select Paste
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Special thenclickthe Paste Link  button. If you look in the Formula bar you will see that Excel

has created an absolu te reference to the copied cell.

45.6 Toqgle Through Absolute and Relative References

Another good habit to form is to use Function key 4 (F4) to toggle through absolute  to relative

references. This again will save typing and help prevent errors.

Try this
T Incell B2 type = and then move your mouse pointer over cell Al then select it.
Now click withinthe ~ Formula bar  so the mouse insertion point is either

0 immediately before  Al.

O Betweenthe A andthe 1.

0 Immediately after  Al.
Now pushthe F4 button and your ref erence should change to absolute i.e. $A$1
1 Push F4 again and you will get a relative column absolute row reference i.e. A$l
9 Push F4 again as you will get an absolute column relative row reference; ie. $A1
1 Push F4 again and we will return to our original relative reference; ie. Al.

So as you can see, by pushing F4 we can toggle through relative to absolute reference easily.

457 Referencing Other Worksheets

So far we have looked at how to reference a cell on the same Worksheet, but it is common to

reference ce lIs on other Worksheets. This method is again made very simple by using the point

and click method. To reference a cell on another Worksheet do this:

Type an = inany cell.
Then using the mouse pointer click the name tab of another Worksheet ( Sheet2 inthis
case).
9  Select the cell you wish to reference ( C7 in this case) then push Enter .
As you will see, Excel will place in the Sheet name and the cell . If you select the cell containing
the reference and look in the Formula bar you will see a reference simi larto: =Sheet2IC7 . Note

Excel uses the ! (Exclamation mark) after the Worksheet name, this is how Excel knows that that

Sheet2 is the name of a Worksheet.

4.6 Arguments and Syntax

Now we have been through the ways and means of referencing cells we can move o ntothe SUM
function  in Excel. Without doubt the SUM function is one of the most commonly used Excel

functions. | will also use the SUM function to better explain what Arguments  are in functions and

what the Syntax of a Function is.

46.1 Arguments

Most of Exce Is functions need values of some sort to perform calculations and it is these values

that are known as arguments . The argument for a function could be in the form of a number,
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text or logical value such as TRUE or FALSE. They could also be error values or arrays , but we

won't go into this in Level 1.

Some functions will take only one argument while others can take up to 30. The SUM function for
example takes up to thirty arguments, but only requires  one. There are other functions that take
5or 6 arguments  and require that all the arguments  have a value in them. Commas are always

used to separate arguments  in functions.

4.6.2 Syntax

The term syntax in Excel refers to the order in which arguments are accepted in functions. For
example, if we have a function that ta kes two arguments and the first argument must bea
number, while the second must be text we could not put the text value as the first argument and

the number as the second. If we did we would have the wrong syntax

Now we have discussed Arguments and Syntax we can move on to creating a formula in Excel

using the SUM function. The SUM function will add all the numbers in a range of cells. If there is

text within the range the SUM function will ignore them. However the SUM function will not ignore
text values not stored in cells (a text value is a number entered as text). | will use an example to

show you what | mean by this statement.

1  Typethe numbers 1 to 5 incells AL1L:A5 .
T Nowincell All type =sum(
1 Clickincell Al and holding down the mouse button drag do wn to cell Al10 .

9 Push Enter (Excel will automatically add our closing parenthesis for us ).

You should get the result 15 and ifyou selectcell ~All and look in the formula bar you should see

the formula =SUM(A1:A10) . If we now type the number 5 incell A6 we will get the result 20 . If
we type the word  dog incell A7 our result will not change. If we then type: " 5" (including the
quotation marks) the SUM function will again not change. This is because the SUM function will

ignore text entered in cells.

To see what | mean by my previous statement " However the SUM function will not ignore text
values not stored in cells " we will need to add another argument . Remember Commas are always
used to separate arguments in functions , SO0 we shall do is what is known as edit our formula. The

easiest method to edit a simple function like the SUM is to do so from within the Formula bar.

I Selectcell A1l then place your mouse insertion point between the A10 and the closing
parenthesis.

1 Typea comma (this tells Excel we are a  dding another argument) then type " 5" (including
the quotation marks)

I Push Enter .

This time our result in cell Al11 will changeto 25 . This shows that while the SUM function will

ignore text values stored in cells it does not ignore text values enter dire ctly as an argument.
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The range of cells that we use as an argument in the SUM function do not have to be adjoining as
in the above example ( AL:A10 )they can beinnon -adjoining ranges. This is the most likely

reason we would use more than one argument.

Delete the SUM formulaincell All .
Type the numbers 1 to 5 incells D1:D5 .
Type =sum( incell All then selecttherange A1:A10

Type a comma (,) to start another argument.

=A =4 =4 -4 -4

Selecttherange D1:D5 and push Enter .
You should get the sum value of all number sintheranges A1:A10 and D1:D5

We can make this task slightly easier by selecting the range A1:A10 then holding down the Ctrl

key, selectrange D1:D5 and upto another 28 ranges if we wanted to.

If the numbers we wish to sum reside on another Worksheet, we would simply click the sheet

name tab first then select the range on the Worksheet. If we want to sum numbers on both the

Worksheets housing the sum formula and on another Worksheet, we could use the first argument

for the current sheet and the second a rgument for the other sheet. If we wanted to sum the same

range of cells on different Worksheets that are next to each other we could do so like this:

1 Make sure you have five Worksheets in the Workbook you are using. To do this go to
Insert>Worksheet as ma ny times as needed.
Incell Al type =SUM(
Now select the first sheet, this is the sheet on the far left. Hold down your Shift  key and
select the name tab of the last Worksheet, this is the sheet on the far right.

T Now release the Shift key and selectthe range you wishthe  SUM function to sum.

I Push Enter .

Depending on the Worksheet names, order and range chosen, your formula should look something

like: =SUM(Sheetl:Sheet5!D1:G20) If you now type any numbers within your chosen range on
any of the Workshe ets, they will affect the result of the SUM formula accordingly. We should also
note that if we add another Worksheet anywhere between our chosen sheets it too will have the

chosen range included (  D1:G20 in my example).

4.7 AutoSum

The AutoSum simply makes usi ngthe SUM function even easier, but only under the right

conditions. Basically what the AutoSum  will do is sum a range that is visibly directly above orto
the left of the cell that we use it in (the default is above). It willinclude all ofthe visible range

until the first blank cell or the first cell containing text. Try these examples.

On aclean Worksheet put any numbers in the range D5:D10 and F5:J5 .
I Selectcell D15 and clickthe AutoSum icon on the Standard toolbar. It's the icon on the

right of t he globe that looks like a reversed Z.

Pg 4-41
Excel Training i Level 1
Version 1.0



You should get the formula =SUM(D5:D14) . Notice it starts at cell D5 . Thisis because D4 isthe

first blank cell. It includes the empty range D11:D14 because it assumes we will want to add
numbers within this range at some stage.
Now try this;

I Delete the AutoSum incell D15 then scroll down until cell D10 is no longer visible. In

other words row 11 should be our first visible row.
Select cell D12 andclickthe AutoSum icon
You should see: =SUM() incell D12 . Push Ent er and you will get an error message.

Push Esc twice to cancel the operation.

The reason the AutoSum did not work is because there were no visible cells containing numbers

above or to the left.

Try a similar exercise on the numbers in cells F5:35 andthe same thing will happen. Although we
could not enter the AutoSum in the second example, it did write the =SUM() formula for us and
place the mouse insertion point between the opening and closing parenthesis. This means we

could simply select any range that we wanted to sum.

4.8 AutoCalculate

There might be times when you wish to find out the sum of a range of numbers quickly without
having to add a formula to the Worksheet. For these instances, we can simply use the

AutoCalculate feature of Excel.

To do this, select a range of cells containing the numbers you want to sum and look in the Status
bar. If the Status bar is not visible go to View>Status bar . If the range of cells you wish to sum

are non -adjoining, hold down the Ctrl key while selecting the ranges.

We are not restricted to only displaying the sum of our selected range! If you right click  on the
Status bar a shortcut menu will pop -up allowing us to choose one of six basic formulas. Have a
look at each of these in turn and if you are unsure of what th ey do, please ask.
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5. USEFUL FUNCTIONS & THE INSERT FUNCTION

Please cross reference the ExcLevlLO 5WB.xls Workbook for this lesson

Now we have covered the SUM function in detail and also covered formula arguments and
formula syntax we will use half of this lesson to look at some of Excels easy to use Functions

Although these functions are among the easiest to use they are also arguably the most useful.

Once we have covered these functions we will go into some detail on Excels Insert Function . The

Insert Function was known as the Paste Function in earlier versions of Excel. The Insert

Functon houses al | of-infurctioad uddsr theiuappropriate categories and goes a long

way to writing the chosen function for us. I n case you
detail and go straight to the Insert Functio n and make life easier for us all, it is because | firmly

believe that the most i mportant aspects of Excel and it

them. | like to believe that by course completion I will have taught you Excel, not shown it to you!

The functions we shall look at first are:

AVERAGE
COUNT
COUNTA
COUNTBLANK
COUNTIF
MAX

MIN

= =4 =4 -4 4 -—a -8 -

SUMIF

We will start each description with what the function does, followed by its syntax and then the
number of arguments it can accept. It is important to note that while some functions take more

than one argument it is not always the case that they must all be supplied.

These arguments are known as option arguments and | will identify these in the syntax

description by not bolding the argument. For example the SUM function can take up to 30

arguments, butonly  one ofthe thirty needs to be supplied, so | would show this as below, eqg.:

Syntax SUM(numberl , number 2, .. .) Meaning fAnumber2,é. to number

argument s nuberl & finust bied suppl

5.1 AVERAGE

The AVERAGE function is used to return the average of the arguments supplied.
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Syntax

AVERAGE(numberl ,number2, ..)

The AVERAGE function can take up to 30 arguments.

The arguments supplied must be numeric or references to numeric values. T ext and/or references
to text are ignored. It is important to note that cells containing zeros are NOT ignored. This can

give you unexpected results if you are not aware of it.

=AVERAGE(A1:A3) would equal 10 if A1:A3 contained 5, 10, 15 respectively

5.2 COUNT

The COUNT function is used to count numbers or references to numbers in a range.

Syntax

COUNT(valuel ,value2, ...

The COUNT function takes up to 30 arguments and each argument can be a variety of data types,

but only numbers are counted.

If the range reference supplied contains valid dates these will also be counted.

=COUNT(A1:A5) would equal 3 if cells A1:A5 contained 10, 12/12/2001, house, 0, dog

5.3 COUNTA
The COUNTA function is used to count non -empty cells.
Syntax

COUNTA(valuel ,valuez, ...

The C OUNTA function takes up to 30 arguments and each argument should be a reference to a

range. Cells within the range can be a variety of data types, but only non -empty cells are counted.

=COUNTA(AL:A5) would equal 4 if cells A1:A5 contained , 12/12/2001, ho use, 0, dog.

In other words Al is empty and so is not counted while all other cells are.

5.4 COUNTBLANK

The COUNTBLANK function is used to count empty cells. It is the opposite of the COUNTA function
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Syntax

COUNTBLANK( range )

The COUNTBLANK function takes 1 argument and this argument should be a reference to a range.

Cells within the range can be a variety of data types, but only empty cells are counted

=COUNTBLANK(A1:A5) would equal 1 if cells A1:A5 contained , 12/12/2001, house, 0, dog

In other words A1l is empty and so is counted while all other cells are not.

5.5 COUNTIF

The COUNTIF function is used to count cells within a range that meet a specified criterion.

Syntax

COUNTIF( range,criteria )

The COUNTIF function takes two (2) arguments. The range argum entis a reference to a range of
cells, while the criteria  argument is the criterion that should be met by the cells within range
before they are counted. The criteria specified can be in the form of a number, text or an

expression.

55.1.1 Number criteria

=COUN TIF(A1:A5,20) would equal 1 if cells A1:A5 contained 15, 22, 20, 0, dog

In other words A3 is the only cell that meets the criteria of 20

55.1.2 Text criteria

=COUNTI F( A1l: A5 ,wbudegual 1 if cells A1:A5 contained 15, 22, 20, 0, dog

Inotherwords A5 ist he only cell that mdogbs the criteria of A

5.5.1.3 Expression criteria

=COUNTI F( Al: A5, vipslequal)2 if cells AL:A5 contained 15, 22, 20, 0, dog.

Inotherwords Al and A4 are the only cells that<20me.ets the criteria of
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5.6 MAX

The MAX function is us  ed to return the largest number from a set of values.

Syntax

MAX(numberl ,number2,...)

The MAX function takes up to 30 arguments and will ignore text.

=MAX(A1:A5) would equal 10 if cells A1:A5 contained 9, 8, house, 10, -10

5.7 MIN

Opposite to Max, the MIN function is used to return the smallest number from a set of values.

Syntax

MIN( numberl ,number2,...)

The MIN function takes up to 30 arguments and will ignore text.

=MIN(A1:A5) would equal 1 if cells A1:A5 contained 9, 8, house, 10, 1.

5.8 SUMIF

The SUMI F function is used to return the sum value from a specified range that meets a criterion.

Syntax

SUMIF( range,criteria ,Sum_range)

The SUMIF takes up to 3 arguments. The range is the range of cells to evaluate to see if they

meet the specified criteria. T he criteria specified can be in the form of a number, text or an

expression. The sum_range is the range of cells to sum, but only if the corresponding cells in the
range meet the specified criteria. If sum_range is omitted then the cells within the range a re

summed.

=SUMIF(A1:A5,5) would equal 10 if cells AL:A5 contained 5, 8, house, 10, 5

In other words cells Al and A5 would be summed as they meet the criteria and NO sum_range
was supplied.
=SUMIF(A1:A5,5,B1:B5) would equal 20 if cells A1:A5 contained 5 ,8,1,9,5and cells B1:B5

contained 10,1,3,8,10.
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In other words cells B1 and B5 would be summed as the corresponding cells in A1:A5 have a value

of 5.

=SUMI F(Al: A5, 0 Ca twbyldqual BSf)cells A1:A5 contained Cat, cat, Cat, 9, 5 and
cells B1:B 5 contained 5,5,5,8,11

In other words cells B1,B2 and B3 would be summed as the corresponding cells in A1:A5 contain

the text fiCato (not case sensitive).

=SUMI F( Al: A5, wouldequal 34 if cells AL:A5 contained 10, 15, Cat, 9, 5 and In other

words cell s Al, A2 and A4 would be summed as they meet the criteria of being greater than 5.

5.9 Insert Function
Called the Paste Function dialog in older versions, but the Insert Function dialog in newer
versions, this dialog box is used to insert or paste the selecte d function into the chosen cell. The

big advantage to using this feature comes as you become more comfortable writing Excel

formulas. Initially it is most beneficial because it can be used as a step -by - step guide for each
argument in a function. What this means is, if you are going to be using a simple function such as
the SUM, MIN, MAX etc., it really serves no purpose. When writing slightly harder functions such

as COUNTIF, SUMIF etc., it can aid greatly.

Let 6s di sipsértdynctibnh e dialog and have a superficial look at it. There are three methods

we can use to show this dialog box and which one you use is purely optional. The three methods

are:
Going to Insert>Function
Push Shift + F3
Click the Insert Function icon to the left of your Formula ba r ( Fx), or for older version
users, click the Paste Function icon on your Standard toolbar.
Once activated you will see the Insert Function dialog pop up in front of you. Depending on which
version of Excel you are using, these heading hames may vary slig htly in this dialog box.

59.1.1 Search for a Function

Type a brief description of what you want to do in this box, then click Go to view a list of

appropriate Functions.

5.9.1.2 Or Select A Category
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In this dialog box you will see the Category Names that the Functions ar e grouped in.  Click All to
see alistof All Functions displayed in the Select A Function : box in alphabetical order. Click

Most Recently Used to see a list of the last 10 functions used inthe  Select a Function : box.

59.13 Help

In the bottom left hand corn er you will see either Excels standard help button (question mark), or
the words Help on this Function . If you click this you will be presented with a description of how

the selected Function works from Excel's Help.

To see how this works, Select All Under Or Select a Category: then Click on SUMIF under

Select A Function.

The help screen that is displayed will give you most of the relevant information for the selected

function, in this case ~ SUMIF . All function help descriptions are uniform in that they wi Il show the
syntax , a description ofthe  arguments  and an example. We strongly recommend that you

familiarise yourself with the Function Help as it can be very helpful once you are aware of the

terminology used, hence my explanations on arguments, syntax, ranges, text values etc.

Most Excel users shudder at the thought of using the help to get their answers, but this is most
likely because they feel intimidated by the jargon Excel uses. Please do your utmost to not become
one of these, as the Excel help wi Il always be your best source of help. If there are any terms used

by the Excel help you are uncertain of you can always ask us.

For now close the SUMIF help and click the Cancel on the Insert Function di alog box. Letds tr
this simple exercise to see how the Insert Function can help in writing a formula. The purpose of
this exercise is more to show you how to use the Insert Function as opposed to the SUMIF

function itself.

Type the numbers 1, 5, 20, 40, 50, 100, 200 in cell A1:A7 respectively
Type the n ames Bill, Bob, Dave, John, Fred, Mary, Jill in cells B1:B7 respectively.
Selectcell H2 and goto Insert>Function or push Shift+F3  this will display the Insert

Function dialog box.
Click the Math & Trig  inthe Or Select a Cateogry: box.
Scroll down and  select SUMIF . At the bottom of the Select a Function . box will be the
SUMIF arguments and syntax as well as a brief description of what it does.
9 Clickthe OK button to display the Function Arguments dialog for the SUMIF . You will notice
there is one box  for each argument and each box has the argument written to the left of its
box. Notice the last argument (Sum_range) is not bold. This is because the argument is
optional. Meaning, if we omit this argument, Excel will use the Range argument as the range

to sum as well as the range to meet the Criteria
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Your mouse insertion point should be within the Range argument box, if it's not then click in

there. If you look near the bottom you will see a brief description of what the Range
argument does, which is the range of cells to evaluate based on the Criteria
Look in your Formula bar and you will see =SUMIF() thisisthe SUMIF function with its

opening and closing parenthesis. It is within these parentheses that the arguments will be

placed.

Click the small b ox on the right of the Range argument box; this is called the collapse
dialog button . The SUMIF dialog will disappear. Click in cell Al and holding down the
mouse button drag down to cell A7 .

Now click the small button again, this is now the expand dialog button andthe SUMIF
dialog will appear again. You should now have A1:A7 asthe Range argument.

Click inthe Criteria argument box and you will see a brief description of what the Criteria
argument expects for its data. We are going to use an expression first.

Type ">50" (including quotations) and you will see =300 in the dialog box. This is the
result of the Function, which in this case is the SUMIF . At the bottom of the dialog box you
will see Formula result = 300 . Inthis case the  Function resulta ndthe Formula result will
always be the same. There would only be a difference if we were doing what is known as

Nesting . This is something we will look at in a later lesson.

So the result 300 is what we would expect in this instance as the only numbers within our
Range greater than 300 are 100 and 200 . There was no need to supply any data for the
Sum_range in this case because we were using the Range as the cells to sum as well as the
cells to match the  Criteria

Delete the ">50" Criteria and replace it with "B*" . You will notice both the Function result
and Formularesult =0 Thisis because the SUMIF is trying to use the Range cells to match
the Criteria  and for the cells to sum.

What we need to do now is have Excel look in a different Range to meetou r Criteria, we also

need to supplya Sum_range  argument.

Click on the collapse dialog button for the Range argument and select range B1:B7 , click the
expand dialog button. We should now have the range B1:B7 as our Range argument. Again
the result for both  the Function and Formula  will still be O (zero). Now we need to supply a

Sum_range  argument!
Click on the collapse dialog button for the Sum_range argument and select range ALA7
click the expand dialog button. We should now have the range A1:A7 asour Sum_range

argument. Click OK we will get the result of 6.

This is because we have told the SUMIF to sum all cells in the range Al1:A7 if the corresponding

cellin B1:B7 has a word beginning with the letter "B" .
The method in which we used the Insert Funct  ion forthe SUMIF isthe same principle we would
use for all Functions written by using the Insert function dialog. As | stated before we began the
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above steps, the point of the exercise was to demonstrate the way in which the Insert Function

can aid us i n writing formulas.

5.10 Naming Ranges

Excel allows us to give Worksheet ranges names that can make our formulas easier to read. For
instance if we use the above example that we used for the SUMIF Function, we could name our
Criteria range (B1:B7) "Names" and our Sum_range (A1:A7) "Amounts" . This would make

our formula a bit easier to read.

There are however some basic rules for naming cells that we must adhere to. These are listed

below and are from the Excel help file.
Guidelines for naming cells, formulas, and constants in Microsoft Excel

9 The first character of a name must be a letter or an underscore character. Remaining
characters in the name can be letters, numbers, periods, and underscore characters.
Names cannot be the same as a cell reference, such as Z$100 or R1C1.
Spaces are not allowed. Underscore characters and periods may be used as word separators
¥, for example, First.Quarter or Sales_Tax.
A name can contain up to 255 characters.
Names can contain uppercase and lowercase letters. Microsoft E xcel does not distinguish
between uppercase and lowercase characters in names. For example, if you have created the
name Sales and then create another name called SALES in the same workbook, the second

name will replace the first one.
There are a couple of ways we can nhame ranges  so let's jump straight in with an example.

9 Delete the contents of cells Al and Bl andtype the word Amounts incellAland Names in

cell B1.

I Type 5, 20, 40, 50, 100, 200 in cell A2:A7 respectively. Type the names Bob, Dave, John,
Fred, Dick, Jillincells  B2:B7 respectively, if they are not there already.

1  Now either select the range A1:B7 with the mouse, or push Ctrl + Shift + * this will make
Excel select the Current region . The Current region is defined as all the non -empty adj oining
cells surrounding the active cell. The * (asterisk) must be the one on the same key as the 8).

I Goto Insert>Name>Create . Thisisthe Create names dialog box and is used to create
names based on the current region row and/or column headings. In this case we only have
column headings so ensure that only the "Top row"  check box is checked.

I What we have done by doing this is told Excel that we wish to name the range A2:A7
Amounts and the range B2:B7 Names . In other words use the headings in the top row to
name the selected ranges directly below them. Click OK
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Nowselectcell C8 and push Shift+ F3 orgoto Insert>Function . Locate the SUMIF
function either from within the category Most recently used or Math & Trig  thenclick OK.
9 Click the collapse dial og button onthe Range argument box and select range B2:B7 . You
should see Excel place the name Names inthe Range argument box. This is our named
range B2:B7 . Click the expand dialog button.

Type "D*" in the Criteria argument box.

Click the collapse dia log button onthe = Sum_range  argument box and select range A2:AT7 .
You should again see Excel place the name Amounts ,thistimeinthe  Sum_range argument
box. Click the expand dialog button. Now Click OK.

You should have the formula =SUMIF(Names,"D*",Amounts ) giving the result of 120 .

Using the Create names  dialog is the easiest method to use if we are going to be calling our

ranges the same names as the column and/or row headings as it saves typing and typos. We

could, if we wanted, type the names in oursel ves, by typing them directly into the Name box . The
Name box is on the left of the Formula bar. If we click the small drop arrow on the Name box
we should see both our named ranges Amounts and Names . If you select either one Excel will

take you straightt o the chosen named range and select it. It is in this box that we can type a

name in directly.

To see what | mean select the range A1:B7 and clickinthe Name box . Typetheword Data and
push Enter . Now select any cell outside of range Al1:B7 and selectt he name Data from the
Name box , you will be transferred automatically to the Data selection.

The other thing we need to know when dealing with named ranges is how to delete them. This can

only be done in one way and this is via the Insert name dialog box.
1 Goto Insert>Name>Define or push Ctrl + F3 . This will display our  Insert name dialog
box.

9 You should see the three names we had created amongst the listing. Select the name
Amounts

9 If you now look in the Refersto  box you should see  =Sheetl!$A$2:$A$7 . The Sheetl!
May be different if the Worksheet is called something else.
All we need to do now is click Delete andthe named range  Amounts  will be deleted.

Do the same for Data and Names thenclick OK.

You will notice that our SUMIF formulais now retun ing #NAME? This is Excels way of telling us

the formula within the cell contains text is does not recognise. Delete the #NAME?

The Insert name dialog is also the only place we can edit named ranges. In the above example

we could have altered the Referst o range for any of the names to another range. For example we
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could have changed =Sheetl!$A$2:$A$7 to =Sheet2!$A$2:$A$7 and/or
=Sheet2!$L$1:$M$70 or any valid range address.

5.10.1.1 Constants

There is one other area of Naming we would like to cover and this is na ming CONSTANTS . A
constant is simply a value that is not the result of a formula. So if we type 10% or David or
12/12/2000 into a cell these would all be constants, as their values would not change unless we

changed them.

Quite often when setting up a spr eadsheet some users will type a value or text that they will be

using a lot into a cell and then refer to that cell in their formulas. For example lets say we are

setting up a spreadsheet that will constantly be using the percentage 10% . We could place th is
into a cell somewhere and then name this cell TenPercent . We could then use this named cell in
all our calculations that require 10% . Let's try this to see how it works.

I Typethevalue 10% inany cell.

9 With this cell selected go to the Name box andt ypein TenPercent and push Enter .

Now in any other cell type =100*TenPercent and push Enter .
You should have the result 10, which is what we would expect by multiplying 100 by 10% . The
biggest advantage to this method is that if we need to change 10% tosay 20% we simply go to
our named cell TenPercent andtypein 20% . All our formulas that are using TenPercent in their

calculations will change accordingly. The down side to this method is that it is all too easy to

accidentally delete the value in our name dcell. A better method is the one below.

Go to Insert>Name>Define (orpush Ctrl +F3 )
Select TenPercent andtheninthe Refersto boxtype 10% straight over the top of the cell
address.

 Click Add then OK.

What we have now done is named a constant. Thi s is a better method as it is very unlikely this

could be accidentally deleted.

5.11 Paste Name Dialog

You may end up with a Workbook that has many named constants and it is a bit hard to
remember them all! Not to worry as Excel has a feature called the Paste name dialog. This can
both insert a named constant or range and create a list of all our names within the Workbook. We

can see this best if we create some named ranges and some more named constants. Do this using

the methods above. When you have created 3 named constants and 3 named ranges try this.
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Type 0 in any cell then before pushing Enter push F3 orgoto Insert>Name>Paste

From the Paste name dialog box select TenPercent and click OK

Excel will insert the name for you. This can be very handy when u sing named ranges and/or
constants in formulas.

On a new Worksheet select any cell and push F3 and click the Paste list  button. Excel will
create a list of all named ranges and constants in the Workbook. The names will be in one

column and what or where they refer to in the other. The only reason we suggested a new

Worksheet is so that the list is not pasted over the top of existing data.
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6. CALCULATIONS / COMMENTS & DRAWING
TOOLBAR /FIND & REPLACE

In this lesson we complete our session on Formulas and Func tions by looking at how Excel
calculates. After this we will take a break from the very important calculation side of things to
look at some of Excels very handy features that can make setting up, using and editing a

spreadsheet much easier.

6.1 How Excel Calculates

One of the fundamental things that you must know about Formulas and Functions is the method in
which Excel performs calculations. We will not go into any great detail in this, but there are some

basics all Excel users need to know

The main funct ion of Excel is obviously the number crunching side of things and a good

spreadsheet is one that returns accurate results 100% of the time. So whilst we may have a

spreadsheet that looks very pretty and is formatted to make it look a million dollars, it is the guts

of the spreadsheet, or the nuts and bolts, that make it either a workable spreadsheet or an

unworkable spreadsheet, not the visual appeal.
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6.1.1 Operators that Excel Recognises
Operator  |Explanation Examples
1+1
+ Add or
1+2+3
5-2
i Subtract or
3-2-1
2*2
* Multiply or
1*2*3
/ Divide 4/2
% Percent or Percentage 50%
23
N
Exponent (is the same as 2*2*2)
A1=0
= Equal to or
A1=C3
A1>0
> Greater than or
Al1>B2
Al1<0
< Less than or
Al<B2
A1>=0
>= Greater than orequa | to or
C1>=D1
Al<=0
<= Less than or equal to or
Al<=B1
Al<>0
<> Not equal to or
A2<>B2
Range operator ALALD
g€ op (refers to the cells from Al to A10)
’ Union operator. For combining Cells or Range for SUM(ALT:AI0.E1 :E10)
calculation.
"A cat" & "and" & "a dog"
& Concatenate (gives the result of "A cat and a
dog")
When Excel performs a calculation it does so in the following order:
9 Exponentiation
9 Multiplication and Division
9 Subtraction and Addition
If a formula contained bo  th a multiplication and a division operator Excel would calculate them
from left to right. The same would apply for subtraction and addition . We can change the order
in which Excel does its calculations by closing the relative function in parenthesis. Let' s say we had
the formula =10 -10*10 the result would be -90 (negative 90). If we then used =(10 -10)*10
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the result would be 0 (zero). In other words we have forced Excel to change its natural order of

calculation . Excel is quite happy to do this.

Some examp les of this would be:

{] =5+5*5+5+5 would result in 40
1=(5+5)*5+5+5 would result in 60
1=(5+5)*(5+5)+5 would result in 105

So as you can see, we can manipulate any formula to calculate in the order we want, simply by

placing the parenthesis in the appropri ate places.

We will leave Formulas at this stage to allow you time to let what we have discussed to date sink

in. If there are any questions you would like to ask or any particular formulas you would like

explained you only need to ask. What we have shown you is what we consider the least you should
know about Excel and formulas. Once you have gone over and fully understand these lessons on

Excels functions and formulas you will have the foundations on which we can build. You may also

discover that you wil | know the fundamentals of Excel formulas and functions better than a lot of

so called experienced users!!

Let's now move on to some more light -hearted features of Excel that can make life that bit easier.

6.2 Cell Comments

cell Comments , or notes as they ar e often called, were first introduced in Excel 97. They are
basically the equivalent of sticky notes that have become so popular in offices throughout the

world. They allow us to attach a comment to a cell to inform, remind or explain the content of a

cell or range of cells. We must stress, however that they shouldn't be used too liberally as not

only will they loose their impact but they can cause a file size to increase dramatically. As a rule of

thumb we would recommend using no more than 50 or so per Workbook. You would have noticed
in lessons 4 and 5 that | used cell Comments to help explain the formulas that resided in the cells

they were attached to. As with most features in Excel, there are numerous ways we can insert a

cell Comment |, the method us ed is entirely up to the user.

Toinserta cell Comment , do one of the following:

Right click and select  Insert Comment
Go to Insert>Comment

Push Shift + F2

= = =4 =

Display the Reviewing Toolbar. Goto View>Toolbars>Reviewing or right click on
any visible Tool bar and select Reviewing .Oncethe Reviewing Toolbar is visible click

the first icon on the left ( New comment ).
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Whichever method we use Excel will:

il Insert the comment into the cell that is active at the time.
i Place in the user name for the PC being used at the time.

9 Place the mouse insertion point within the comment ready for you to type. This is a cell

Comments Edit mode

The user name of your PC is determined by Excel under the General page tab ofthe Options
dialog box. We can change this by going t 0 Tools>Options and selectingthe  General page tab
and typing whatever we like in the User name  box situated at the bottom.

This will not affect any cell Comments that have already been inserted only new ones we insert

after making the change.

Let'sinse rt a cell Comment into any cell on any Worksheet using any of the above methods, we
prefer the right click method. As mentioned before, you will be in Edit mode so we can simply
type any text we like. Once you reach the edge of the cell Comment , Excel wi Il automatically
drop us down to the next line. This can also be done at any time by pushing Enter . If you keep
typing until you reach the bottom edge of the cell Comment Excel will automatically push the top

line out of sight and continue on.

Once you h ave finished typing and click out of the cell, the comment will automatically do what is
known as Hide itself. If the comment is still fully visible you may need to do one or both of the

steps below:

9 Display the Reviewing Toolbar. Goto View>Toolbars>Revi ewing or right click on
any visible Toolbar and select Reviewing . Oncethe Reviewing Toolbar is visible click
the fifth icon on the left (Hide All Comments) this is a toggle key.

T Goto Tools>Options selectthe View page tab and ensure the Comment indicato r

only check box is checked.

In fact it would be a good idea to have the Reviewing  Toolbar visible while we go through cell
Comments, so show it and then either drag and dock it, or double click the blue title bar. If you

prefer you could also leave it as a floating Toolbar.

You will notice that the cell containing the cell Comment has a small red triangle in the top right
corner. Thisisthe  Comment indicator ,or flag asitis sometimes called. This simply lets us know
that there is a comment in the cell . To read the comment simply hover your mouse pointer over

the cell and it will display the comment. Once you move your mouse pointer away from the cell the

comment will hide itself again.
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Many books and other literature will tell you that you should sele ct the cell to display a cell
Comment and the cell being active is what displays the comment, this not technically true! A

simple way to prove this is to click in the cell directly below the cell with the cell Comment, move

your mouse pointer away from the celland use the Up arrow on the keyboard to activate the cell.

You will not see the comment until you hover your mouse pointer over the cell.

6.2.1 Edit A cell Comment

Once we have a comment in a cell we can Edit it in much the same way as we can format a cel
and/or it's content. This means we can nominate the type of text, the color of the text and/or the

comment itself, its size, its outline and even it's shape.

Most of these can be achieved via the Format Comment dialog box and are self explanatory, so
we will only explain the little known ones. However, as with any part of Excel if you would like

some detail, you only have to ask!

Ok, the easiestway to  Edit a cell Comment is to click in the cell containing the cell Comment, right
click and select Edit comment . Thiswill putusin  Edit mode , exactly as we were when we first
inserted it. The first thing you may notice is the fuzzy outline around the cell Comment and the

eight small white boxes or circles (depending on which version of Excel you are using) . These
white boxes are called the Size handles  and are common to all shapes, textboxes, comments and
charts etc. All you need to do is hover your mouse pointer over one of them until your mouse

pointer changes to an up/down arrow, left click, then drag an d release. If you use the Size

handles in either corner of the cell Comment the height and width will change in accordance with

each other.
Let's now display the ~ Format comment dialog box. Todo this, double click  on the outer edge,
or rightclick onit and select Format comment . Either way, Excel will display the Format

comment dialog box. On this you should see eight page tabs and most of these are purely for
visual effect with the exception of Protection  and Properties . Protection is will explain is a later

lesson. If there is any aspect of this dialog box you would like explained just let us know.

There are a few features of cell Comments that cannot be changed via the Format comment

dialog box and these are the shape and 3d effect . For both ofthes e examples you will need to

use the Drawing Toolbar . Soifitis not visible go to View>Toolbars>Drawing or right click on
any toolbar and select  Drawing . By defaultthe Drawing toolbar will dock itself at the bottom of

your screen.

6.2.1.1 Change the Shape

il Select a cell that has a cell Comment, right click and select Edit Comment then select
the outer edge.

Onthe Drawing Toolbargoto Draw>Change AutoShape
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Wave you mouse pointer over the sub menus to see your choices.

Select any shape.
Now you will have a  comment that has the shape of the AutoShape  you chose.

6.2.1.2 Give a 3d Effect

i Select a cell that has a cell Comment, right click and select Edit Comment then select
the outer edge.

Onthe Drawing Toolbar goto Draw>3 -D. Thisis the lasticon on the rightint he
shape of a3 -D box. Selectany 3 -D setting

Now you will have a comment that has the 3 -D effect that you have chosen.

6.2.1.3 Give a Shadow Setting

il Select a cell that has a cell Comment, right click and select Edit Comment then select
the outer edge.

1 Onthe Drawing Toolbar go to Draw>Shadow this is the second last icon on the
right.

I  Select any shadow setting
Now you will have a comment that has the shadow effect you chose.
That is about it for cell Comments, but please ask any questions that you may have.

6.3 Find and Replace

As with most Microsoft Office applications Excel has a Find dialog and a Replace dialog. These

make it possible to quickly find a particular piece of text or a value in a Worksheet or Worksheets.
There are two rules that apply to both of these dialog boxes and these are:

9 If we only have a single cell selected they search through the entire Worksheet.
9 If we have more than one cell selected, they will search only through the selected

range.

The Find dialog box and Replace dialog box are v ery closely related. They are more often than
not used in conjunction with each other. Basically, if you opt for Edit you will be able to use the
Find and/orthe Replace . Our recommendation is to forget about the Find box unless you are

searching for text  or values that reside in cell Comments . We will use cell Comments as our first

example, but first we feel it is important to point out that the Look in  box withinthe Find dialog
box has three options; Formulas, Values and Comments . The Formulas and Value s options can
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give very misleading results, so | recommend not using them. We will however, show you an

alternative later.

The comments option of the Find dialog box does not have a Replace option and works like this:

On a clean Worksheet, type the simp le formula =B1+2 incell Al.

n A2, type the number 2.

n A3, insert a cell Comment and type the number 2 inside it.

n A4, typethe word Cat, push the space bar and then type cat .

n A5, insert another cell Comment and type the number 2.

n A6, type =2+B6

With any single cell selected, either go to Edit>Find  orpush Ctrl+F
Type the number 2 inthe Find What box. You will notice that there is a Search box
that contains the two options By Rows or By Columns . Note - These options will have

very litt le bearing on a Worksheet unless virtually every cell is filled with data, which is

very unlikely! Even then, it will only make the difference of a second or two in the way it

searches

Have Comments selectedinthe LookIn box, thenclick Find Next and Exc el will take
you firstto cell A3.

Click Find Next again, and you will be taken to cell A5 . Note - If you keep clicking

Find Next , you will toggle between A3 and A5.

What you need to do from here should you wish to replace the number 2 within the cell

Comment(s) is click  Cancel and edit the comment as we discussed previously.

Let's now use the Edit>Replace  dialog to replace text or values in our cells.

Again, with any single cell selected, go to Edit>Replace oruse Ctrl+H
Type the word cat (in lower case) inthe Find What box, then type the word dog (lower

case) inthe Replace With box.

Check the Find Entire cells Only box and click Replace . You should get a message
come up telling you that Microsoft Excel cannot find a match. This is because we do not
have the single word cat in a cell on its own, which is what the Find Entire cells Only

option forces it to look for.

Deselect (or uncheck) the Find Entire cells Only checkbox and click the ~ Match Case
checkbox. Now click the Find Next  button and we sh  ould be taken straight to cell A4,
which contains the two words Cat and cat . One with the uppercase C and one with a
lowercase c.

Click the Replace button and our word cat (with the lowercase c¢) should be replaced

with the word dog. The word Cat (with an uppercase C) will be left unchanged, even if

you click the Replace button again.

Click Close
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We should note here that clicking the Replace button will only ever replace the text or value in
the current active cell. Clicking the Replace Al button will re  place all matching text or values on
the entire Worksheet, unless we had more than one cell or a range of cells selected before we

activated the Replace dialog.

Let's now assume we want to replace the number 2, but only in cell Al, where it is part of our
formula.

9 Select any cell on your Worksheet other than cell Al.

Push F5 and click Special onthe Go To dialog box. This will display what is known as

the Go To Special dialog box.

Checkthe Formulas option and leave all the sub -options below this, as it does not

matter in this case.
Click OK
Now push Ctrl+H orgoto Edit>Replace .Type2inthe Find What box, and the

number 3 inthe  Replace With box. Ensure the  Find Entire cells Only option is not
checked.

il Click Replace All  and then Cancel .

1 Ifyout henclick backincell A1l and look in your formula bar, you should now see the

formula= B1+3 . If you click in cell A6 you should see = 3+B6 in your formula bar.

The reason the Replace All  only replaced the number 2 in our formulas was simply because we

had more than one cell selected, which is telling Excel to only replace the number 2 in the selected
cells.
6.4 The Different Methods of Clearing cell Contents

Normally when working in Excel, if we want to remove a cell(s) contents we would simply push the

Dele te key on our keyboard. This would delete the contents of the cell. However, it will not delete

the formatting of the cell in any way. What this means is, if we had a cell with a yellow

background, blue font and formatted for currency, and the value $10.00 in the cell.  Pushing

Delete would only remove the value 10. All the other cell attributes would remain intact.

Let's try just this so that you can see what we mean.

T Incell A3,typethevalue 10 .Format the cell for currency of any kind, make it yellow

and make the font blue.
Click incell A3 and push Delete .

Now type any number in the cell and as you will see, you will still have a yellow cell

with blue font and formatted for currency.

9 This time, with cell A3 selected, goto Edit>Clear>All
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Nowtype anynumberincell A3 and all you will have is the number in black font, with
no formatting and no background colour.
il Click the Undo button to undo the Clear All  action.
il Ensure A3 is still your active cell. Go to Edit>Clear>Formats and cell A3 should no w

only have the number 10 in the cell without any formatting of any kind.

While these differences may appear subtle, they can be very handy should you have a large range
of cells which you have specifically formatted and you only want to clear the content s and not the

formatting or vice versa.
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7. EFFECTIVE PRINTING

Please cross reference the ExcLevlLO 7WB.xls Workbook for this lesson

As we have stated in previous lessons, we believe the content of a Worksheet is far more

important than using a great deal of formatting to pretty it up.

However, when it comes to printing a Works heet, it is essential that you know how to produce a
finished product that a reader can easily relate to. It is definitely worth spending a small amount
of time on getting your printer settings correct, rather than waste time and paper trying to do it

quic k1 y. Letbdés | ook at the printing function of Excel in mor
There are many different ways that you can print a Workbook. The three most common are:

1 Bygoingto File>Print
1 Byselecting Ctrl+P

1 Byselectingthe printer icononyour Standard To olbar .

If you print by selecting the printer icon, you must be aware that this option will by -pass the Print
dialog box and print straight to your printer using its current print settings. Use this option only

when you are sure of your print settings.

Let us now access the Print dialog box by using either the File>Print  option or by selecting  Ctrl +

P and look at the essential functions of this dialog box in some more detail.

7.1 Printer
7.1.1 Name
In the white box next to Name , you will see the printer that yo ur particular PC is connected to. If

you can access more than one printer, selecting the downward pointing arrow to the right of the
printer name will enable you to see the other printers you are connected to. If you wish to change
printers to print (ie, i  f you are connected to both a black and white printer and a colour printer,
you can decide which printer you wish to use by just clicking the desired printer with your left

mouse button.

7.1.2 Status

This is telling you the status of the printer you have selec ted. The choices are either busy or idle .
7.1.3 Type

This is again telling you which type of printer you are connected to as your default
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7.1.4 Where

This is identifying to you the location of your printer. If you are connected to a local printer it will
display t he port number of your computer. If you are connected to a network printer, it will display

the location of the network printer.

7.1.5 Find Printer

Allows you to select a printer on your network that is not listed in your dialog box. Sometimes
network administ  rators will bar you from entering this area, but if you have access, you can select

the printer you want to use, click OK to return to this menu and print the document.

7.1.6 Properties

By pressing this button, you will be taken to a sub -menu of Properties . Let 6s | ook at
tabs within this sub  -menu. After making a selection on any of these sheet tabs, click OK and your

changes will be accepted.

Note : Some of the options listed here may not be available to you, you may have extra options,
or the option names may be slightly different. This is entirely dependent on the printer you are

connected to.

7.2 Paper
7.2.1 Paper Size

Under this heading you will see the various paper sizes available to your printer. Have a look at

the paper sizes available to you by scro lling through with the horizontal scroll bar beneath the icon

window. Clicking on the desired paper size will select it. You will note in this box that there is a

custom icon. If you printer supports custom paper sizes, you can click this icon and specify the

size you wish to use.

7.2.2 Paper Source

This box and its downward pointing arrow to the right specify where in your particular printer your
paper resides. Different printers have different paper sources, such as upper tray, manual feed or
lower tray and y ou may wish to change your source. For instance, in most business today you will
find letterhead stored in an upper tray and followers (white) paper in a lower tray, or A3 paper

stored in one tray, and legal in another.

7.2.3 Media Choice

This box and its downw ard pointing arrow to the right specify the type of mediums available to

you. These could be in the range of standard, bond, special paper, or transparency. Note that if
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you select transparency, you must have a transparency in your paper tray, otherwise if you print

on ordinary paper, the printerds ink wildl smear and

7.2.4 About

This will tell you nothing more than the copyright information unique to your particular printer.

7.2.5 Restore Defaults

Pressing this button will rest ore the defaults on this page tab to their original settings.

7.3 Graphics
7.3.1 Resolution
This option will only apply if you are using a laser printer and true -type fonts. It enables you to
change the resolution of your printing. Basically, the higher the resol ution, the better quality

printing you will get.

7.3.2 Dithering

Dithering is used for colour printing and black and white printing. It blends pure colours into
patterns to simulate a wider range of colours (such as blending red and yellow together to make
orange) when used with a colour printer, and will produce grey shading in graphics for black and

white printers.

None

Click None i f you dono6t want any dithering.
Course

Click this if your resolution setting is 300 dots per inch or higher.

Fine

Click this option if your resolution setting is 200 dots per inch or less.

Line Art

Click this option if your graphics include well -defined borders between black, white and grey

settings.
Error Diffusion

For printing pictures or photographs without well -defined or sharp edges.

Pg 7-65
Excel Training i Level 1
Version 1.0

wast e



7.3.3 Intensity

This option has a slide bar that can be dragged by holding down your left mouse button on the
arrow and dragging towards either darkest or lightest. It will affect how dark or light the graphics

in your document are printed.

7.4 Device Options
7.4.1 Print Quality

The options under this heading will be unique to your printer. Basically, you can change the type of

quality you want to use depending on if you want to print a draft, a presentation or whatever.

Back onto the  Print Dialog Box now and we will look at Print Range

7.5 Print Range

There are two options under print range. Select All  you would use if you wish to print your entire
Workbook, or  Select Page(s) if you wish to only print some of your Workbook. You can either
type in the From and To boxes, or you can use the spin button (the tiny upwards and

downwards pointing arrows to the right of these boxes) to make a selection. Then click OK.

7.6 Print What

There are three options under this heading.

7.6.1 Selection

By selecting this option, Ex  cel will only print the range you have selected.

7.6.2 Active Sheet

If you select this option, Excel will print the active sheet. This is defined as going from the first cell
containing data to the furthest right most cell containing data, and the furthest bot tom cell

containing data in your Worksheet.

7.6.3 Entire Workbook

This obviously will print the entire Workbook if selected.

7.7 Copies

You can either type the number of copies that you require in this box, or use the spin button to

make a selection, then select OK.
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7.8 Preview

By pressing this button, you will be able to view your document in Print Preview mode. More

about this now.

7.9 Different Views

Excel provides you with lots of different settings that let you adjust the final appearance of the

data that you wis h to print. There are three different types of views that are available to you to

help you see and adjust how the Worksheet will look when you print it. It is entirely up to you

which view you work in, you can switch between the different views to view you r work in different

modes and see the effects before you print it.

The three views available to you are:

T Normal View
il Page Break Preview

T  Print Preview

7.9.1 Normal View

Normal view is the default of Excel. It is the best option for working with your documen t and for
on-screen viewing. This view is available through the View menu on the Standard Worksheet
Menu Bar.

7.9.2 Page Break Preview

This preview will show you the page breaks of your data and will easily allow you to adjust your
print area and page breaks. This view is available through the View menu on the Standard

Worksheet  Menu Bar and is not covered in this lesson.

7.9.3 Print Preview
If you set your view to Print Preview , you can easily see your columns and margins and adjust
them in this mode. All you need to do is hover your mouse over the column handles (located right

at the top of your page) until your mouse changes to a cross and drag in whichever direction you

require to widen the column, or place your mouse on the margin lines and drag in the same way

This view is available by pressing the Preview button on your  Print dialog box , by selecting the
Print Preview icon located to the right of your printer  icon on the Standard Toolbar , or by

selecting Print Preview from the File menu.

Let us now have alo ok at printing a typical document.

Call up the attached Workbook ExcLevlLO7 WB .xIls (NOTE: you may have to extract it from the
ZIP first! )
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Try out the different views available to you. Remember, Normal  view (which you

should already be in since it is the default) and Page Break Preview are available
through the View menu onthe Standard Worksheet Menu Bar, whilst  Print Preview
is available to you by selecting the icon next to the printer icon, or by selecting Preview
fromthe Print dialog box or by accessi ng Print Preview from the File menu.

' Let us now highlight the range that we wish to print to perform a print by Selection.
Selectthe range  A3:J54 onthe Automatic Outline worksheet.

Now select Print Preview to have a look at your selected range in this m ode by using

one of the three methods described above.

Notice down on the status bar at the bottom of your page you will see the text:

Preview: Page 1 of 2 . This is telling you that you are on page 1 of 2 pages.
At the top of your screen are 9 buttons. L etds have a | ook at some of these
7.10 Next and Previous
Selecting these buttons will take you through the number of pages you have on your screen. Next
will take you forwards and Previous  will take you to the previous page.
7.11 Zoom
By selecting this butt  on, you will switch between a full -page view of a sheet and a magnified view.
The Zoom feature will not affect the size of your printing. It is just an aid to assist with readability.
You can switch between a full  -page view and a magnified view of a sheet by clicking any area of
the sheet. Notice your mouse will change to a magnifying glass when you do this. Place your
mouse over the part of the sheet that you wish to magnify and by clicking your mouse button it is
magnified.
7.12 Margins
Select the button tit  led Margins (another toggle button), you will see lines pop up on your screen.
Each line depicts a margin. You can change your margins by hovering your mouse over the lines
until your mouse changes to a cross, then drag to either widen or shorten. Selectin g the Margins
button again will hide the margin lines.
7.13 Setup
If you select this button, your Page Setup  dialog box will pop up in front of you.
This dialog box can also be accessed via the File menu. You will notice as we go through this box
that a few options are greyed out. If you select Page Setup through the File menu, all options
will be available to you, so it is a good idea to access it this way while you are learning. This is
probably the most important box of the entire printing function, as it is here you make the
necessary changes to print your document professionally.
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7.13.1 Orientation

Orientation means the way in which your sheet of paper prints from the printer. Portrait means
with the shorter edge at the top of your page and the longer edges at the sides, and the
Landscape option means with the longer edges at the top of the page and the shorter edges

down the sides.

7.13.2 Scaling

There are two options under this heading. The first option Adjustto __ % of normal size will allow
you to reduce or enla  rge the print range you have selected. The range varies from shrinking your

selection to 10% of normal size, to expanding your selection to 400% of normal size.

The second option under this heading is Fit to __ page(s) high by __ page(s) tall . This will

make our selection to fit on however many pages we specify.

Let 6s noworsai | enddr Orientation and Fit to 1 page(s) wide by 1 page(s) tall under
Scaling . Now hit OK and you should be returned to Print Preview mode. You will notice that all our

selected data now appears on one page.

If you hitthe  Setup button again, you will be returned to the Page Setup dialog box.  Note here
that under Adjust to _ % of normal size you have 77% . This is telling you that Excel had to
reduce your selected data to 77% of i tds nor mal size to fit it all
1 page tall.

Now select the Landscape button under Orientation and then select the  Adjust to __ % of
normal size option and either type or use the spin button arrows to reach 100% . Select OK

again to accept your choice.

Again you will be returned to Print Preview mode and you will notice now that your selected data is
again on two pages. If we wanted to, we could select the Fit to 1 page(s) wide by 1 page(s)

tall option, to fitall of  our data on a landscape page, but in this case we will print on 2 pages.

7.13.3 Paper Size

You can change your paper size here, as well as in your Print dialog box if you wish by selecting

your downward pointing arrow to see the paper sizes available through yo ur printer.

7.13.4 Print Quality

You can change your print quality here, as well as in your Print dialog box by also selecting the

downward pointing arrow to see the ranges available to you.
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7.13.5 First Page Number

The default here is Auto which means your printing will start at page 1. If you wish to print

starting at another page number, you can type any number other than 1 in this box.

7.14 Margins

This sheet tab will show you the margins of your page and the margins of any headers or footers
you may have. You can t ype your margins in if you wish, but it is far easier to change your

margins using the ~ Margins  button in  Print Preview mode, as discussed above.

7.14.1 Centre on Page

This option however, is a very handy feature not available in Print Preview mode. By selecting
either horizontal or vertical you will center your selection on your page either horizontally or

vertically.

7.15 Header/Footer

The definition of a Header or Footer is something that is required to appear on every page of your

document. As the names suggest, a Header is something that will appear at the top of every
page, and a Footer is something that will appear at the bottom of the page. In Excel, you can

have only one Header and one Footer in each Worksheet. The Header/Footer Dialog box can be
accessed th rough the Page Setup dialog box, or via the View menu on your  Standard

Worksheet  menu bar.

Let us first create a  Header for the data that we wish to print.

Click on Custom Header

=

Click in the white box under Centre Section . As the title suggests, if yo u type in this
box, your Header will be centered, Left Section will left align your text and Right Section
will right align your text.
Type inthe words FOUR YEAR FORECAST inthe Centre Section box.
Now, highlight your text and click on the A icon above. You will now be familiar with the
Format Cells  dialog box, and what you are looking at now is a mini version of this.
Select Bold under Font Styleand 24 under Size. Click OK.
You will now be taken back to your Header dialog box and you will notice that the words
FOUR YEAR FORECAST are indeed bolded and size 24.

f Select OK.

Now you are back in your Page Setup dialog box, notice that your header is in the top white box,

and also under the heading Header.
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To the right of the second white box is a downwar d pointing drop down arrow. This contains some
built -in headers. If you wanted to, you could select a build -in header, then go to Custom Header

to use it for your Worksheet.

Footers work in exactly the same way so | etodés put a footer

=

Click on Custo m Footer

]

Click in the white box under Left Section
9 Select the second icon from the left with a green cross in it. You will notice &[File]
appear in the Left Section. This will automatically insert the file name of your Worksheet
into the Left Section o f your Worksheet.
The other icons here (apart from the A which is the mini version of your Format Cells
dialog box) will insert information as follows:
T # Will automatically insert the page numbers for you.
1 ++ Wil automatically insert the number of page s in the active Workbook.
This means that if you had Page # of ++ in your footer, you would actually
have Page 1 of 12 (or however many pages you had).
8/7 This will automatically insert the current date.
Clock Will automatically insert the current time

Green Cross  Will automatically insert the current file name.

= =4 =4 -

Blank Paper Will automatically insert the sheet name of the current
Worksheet.

T Now click in Right Section of your Footer, type the words Printed on then select the

Date icon.

 Nowselect OK to return you to your Page Setup Dialog Box.

The last section of the Page Setup dialog box that we need to look at is under the Sheet heading

7.16 Sheet

The top area of this box is greyed out. If something is greyed out within Excel, this is because the
opti ons are not available in the area in which you are in. The options at the top of this box are only

available if you access the Page Setup  dialog box via the File menu as mentioned above.
The only options we need to look at here are the ones under Print.

7.16.1 Print

If you select Gridlines the gridlines of your Excel Worksheet will print.

If you select Black and White , your data will be printed in Black and white only (if you have

colour in it, it will appear as grey shading).
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If you select  Draft Quality your data will be printed in draft quality.

If you select Row and Column Headings then the row and column headings (A, B, C, 1, 2, 3 etc)

will be printed.

7.16.2 Page Order

You have two options here; Down then Over and Over then Down . Selecting one of these

option s will control the way data is numbered and printed when it does not fit on one page.

Let us select OK now to return us to Print Preview mode to have a look at our nearly ready to print
Worksheet.

You will notice that you can now see the Header and Foote r that we placed in our Worksheet.

Now hit your Next button and you will notice that the row that appears at the top of page 1 (Jan,
Feb, 1st Quarter etc) does not appear at the top of page 2. We can easily change this by doing the

following.

9 Press your Close button to close you out of your Print Preview mode and return you to
your Worksheet.

9 Now with your print range still selected, go to File>Page Setup>Sheet. You will notice
in here that the top half of the box is now NOT greyed out, so all options a re accessible.
The top option  Print Area  allows you to select the range that you wish to print if you
have not already done so. We have already selected our print area, so we do not need
to use this option in our printing.

 Weneedtogoto Rows to Repeat at Top under Print Titles. Let us press the collapse
box (red arrow) to the right of this box, to collapse the dialog box and enable us to
select the row we wish to repeat.

9 All we need to do now is to select somewhere in row 3. This will place the referen ce
$3:33 inthe Rows to Repeat at Top box.

I Press your collapse box button again to expand the box.

You will note the option here Columns to Repeat at Left . This works the same as for
rows, except it will repeat the selected columns on each page. You can also note here
that under the heading Print there is an option called Comments . This option is only

available if you select your Page Setup dialog box via the File menu and is used to print

what are known as  Comments  (discussed in Excel 1 Level 2)
Select OK.
Now we are happy with our Worksheet, we can print it by selecting the Print button in

Print Preview mode.
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Once a document has been saved with itds print setti

the Standard Toolbar to print. This will by -pass Print Dialog box and send your Worksheet straight

to the printer.

As we stated at the beginning of this lesson, printing is an essential part of Excel. Even in these

days of a paperless office, we need to be able to efficiently present data that people can
understand and use t o iOurfpersofalupteferersd is tc @ a c Pribt Preview first
to set up how a worksheet would look, although you need to be aware that not all options in the

Page Setup dialog box are available to you by doing it this way. You can access the Page Setup
dialog box via the File menu and have all options discussed here available, but at the end of the

day, it is up to you which way you use.
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8. DATA SORTING / HIDE & UNHIDE / AUTOFORMATS

Please cross reference the ExcLevlLO 8WB.xls Workbook for this lesson

8.1 Sorting

Data sorting is an extrem  ely handy and versatile feature within Excel. The sorting feature is found

by goingto Data>Sort  to access the Sort dialog box. Generally, sorting is performed on a list,

which is defined as a contiguous (no blank cells) group of data where the data is dis played in
columns and/or rows. Excel allows you to sort Worksheet data alphabetically, numerically or
chronologically. You can sort by columns, by rows, in an ascending or descending order and from

left to right. When you sort within Excel, it will rearran ge the contents of the sort area according to

the instructions that you give it. Excel will always sort blank cells to the bottom of a list.

There are a few basic rules that you need to follow when setting up your list in the first place.

These are:
I Check that any numbers in your spreadsheet are in a numerical format.
9 Cells containing both text and numbers need to be formatted as text.
i Dates and times must be formatted correctly.
9 You must unhide any hidden rows or columns (we will cover hiding rows and columns later in
this lesson).

1 Make sure you have no leading spaces. This can happen when you push your Space bar
before typing into the cell.
i Enter column labels in one row (use Alt + Enter  to put a hard return in if you need to) or use

the Orientation  feature under Format>Cells - Alignment.

Excel has specific sort orders to arrange data within your Worksheet according to the value (not
the format) of the data. If you performed an ascending sort, numbers would be sorted from the
smallest negative number through to the largest positive number. If you performed a descending

sort, numbers would be sorted in reverse.

8.1.1 Sorting Alphanumeric Text

If you performed an ascending (lowest to highest) sort on alphanumeric text, Excel will sort your

data from lefttor  ight, character by character. For example, if a cell contained the text B200, Excel
will place the cell after a cell that contains the entry B2 and before a cell that contained the entry
B22.

Text that includes numbers and normal text are sorted in the fo llowing order:
0123456789 (space)!"#$%&()*,./:;?7@[ \]* _{|}~+<=>ABCDEFG
HIJKLMNOPQRSTUVW XY Z Apostrophes (") and hyphens ( -) are ignored, with one
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exception; if two text strings are the same ex cept for a hyphen, the text with the hyphen is sorted

last.
If you are sorting logical values, FALSE will always be sorted before TRUE and if you are sorting
error values, they are all equal. We will be covering logical values in the last lesson when we | ook

at the IF function.

As a tip, although it is not really necessary with the fabulous and very handy Undo feature,itis a

good idea to save your Workbook prior to performing a sort, just in case.

Letbébs have a go at performingtssome di fferent types of s

8.1.2 Single Column Sort
I Openthe Workbook  ExcLevlL08 WB .xIs .
1 Make sure you are on the Sorting with Text sheet tab.
9 Clickincell D5.
i Goto Data>Sort todisplaythe Sort dialog box. You will notice here that when you do this,

your list will be highlighte d (not including the headings). This is, because you are clicked in a
cell within the list, Excel will search in all directions from your active cell for the end of the
list. The end of the list is deemed to be the first blank cell encountered in all direc tions, up,
down, left and right. If you manually highlight your data and Excel sees there is data
immediately to the left, right, top of bottom Excel will ask if you wish to include the data.
Notice in the top box  Sort By you have the column heading Staff Payroll No . displayed.
Click the drop down arrow to the right of the Sort By box and you will see the other column
headings from your list.

T We wish to leave the default Last Name as our choice as this was the column that we have
clicked in.
Ensure the Ascending option box is ticked.
At the bottom of the Sort dialog box under My Listhas make sure that Headerrow s
selected. If you had  No header row selected, Excel would include the headings in your list as
part of the sort operation.

 Clickon OK tosortyourdataby LastName

You will notice now that the Last Name column is sorted in alphabetical order, from the lowest

value to the highest value.

Letds rever se tAscendiog dte Desdemdmgn .

There are two ways you can do this.

il Stay clicke dincell D5.
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il Goto Data>Sort todisplay the Sort dialog box.

i Ensure the Descending  option box is ticked.
i Click on OK to sort your data by Last Name in Descending order.
OR

i Click the Sort Descending tool, whichisthe Z ontop ofthe A nexttoadownw ard pointing

arrow on your Standard toolbar.

By selecting this icon, you can effectively by -pass the Sort dialog box and perform a Descending
sort. You will note that to the left of the Sort Descending iconisthe Sort Ascending icon. If you
have previous ly performed a sort on a list, Excel will remember the last sort that you did, but be

aware that if you are uncertain of the last sort, your list data may not sort as you expect. In other

words, if you are using a file or computer that is shared, it is alw ays bestto use the  Sort dialog
box.

8.1.3 Sorting by Multiple Columns

When you performa  multiple column sort, each column is sorted one at a time. The list will be

sorted by the first column then Excel will check each of the entries to see if there are duplic ates. If

there are, then the duplicates will be sorted by the second column and so forth.

Clickincell E5.

Select Data>Sort  to display the Sort dialog box.

i Click on the drop down arrow to the right of the Sort by:  box to see the other column
headings.
1 Click on Department
I Selectthe Ascending option.
1 Select the drop down arrow to the right of the Then By:  box.
I Select Last Name from the list.
1 Selectthe Ascending option.
i Clickon OK.
Now you have performed a sort on more than one column, let us ha ve a look at sorting numbers.

These will work just as efficiently as text when performing a sorting operation.

8.1.4 Sorting Numbers

Letés find out which Department generated the most i ncome
il Click on the Sorting with Numbers worksheet tab.

T Click incell G5.
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Select Data>Sort

Ensure thatthe Sort By boxhas June init.
Select Ascending order.

Select OK.

Now click in cell A5 and we will sort the list by Departments

=A =/ =4 =4 -4 =

Selectyour Descending icononyour Standard Toolbar.

As you can see, sorting is a very simple operation to perform with either text or numbers. You can

also sort from left to right in rows, this is a little trickier, but you will find it a very handy feature to

know. Let's have a go at performing a left to right sort on our Sorting with Numbers Worksheet.

9 Highlight the range  B5:G12 . Quickway i clickin B5, move the mouse over cell G12 , hold
down the shift key and press your left mouse button T quick and easy

Goto Data>Sort todisplay the Sort dialog box.

Click on the Options button to see a list of options available to you.

Under Orientation select Left to Right.

Click on OK to return you to the Sort dialog box.

Inthe Sortby box, click on the downward pointing arrow to the right and select Row 12.
Click OK.

=2 =4 =4 4 A =4

As you can see, sorting, once mastered, can be a huge benefit to a user. Remember to set up your

data in a list. That is with column headings (defined in some way, such as bolded and centered)

and without any blank cel |l s, r owrssortngoperatidngamtus intoa f
nightmare! Remember the very handy undo key that you can use if you make an error, however,

it is a good habit to get into to save your Worksheet first before performing a sort.

8.2 Hiding and Unhiding Rows and Columns

A very handy feature of Excel is its ability to hide rows and columns from a user without it

affecting calculations in any way. This can be handy if you wish to hide calculations or certain

you

information from a user. Hiding rows or columns can be performed in t wo ways, by selecting  the

row or column you wish to hide and going to Format>Row (or Column) >Hide or by selecting

the row or column that you wish to hide, right clicking and selecting Hide .

Letds have a |l ook at this now.

I On anew Worksheet, click in B2 andtype 100 .In C2 type 100 ,in D2 type 100 ,in E2 type

100 ,in F2 type 100 .

9 Clickin G2 and use the AutoSum feature onyour Standard Toolbar to sum the range
B2:F2 .

9 Select the entire column D by selecting the column reference (the D with the grey

backg round).
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Y Goto Format>Column>Hide
9 You will notice now that column D has disappeared, but the result of your formula, 500 has

not changed. This is because you have only hidden the column, not deleted it.

Lets unhide the column now.

9 Highlight the entire columns C and D goto Format>Column>Unhide

T Notice that you have now unhidden column D.

As mentioned above, you can also perform the hide/unhide operation by right clicking and
selecting either Hide or Unhide from the shortcut menu. This is my preferred option, but it is up

to you which one you use.

Lets have a go at hiding some rows, using the right click option.

In B3 type 100 ,in B4 type 100 ,in B5 type 100 ,in B6 type 100 , B7 type 100 .
In B8 usethe AutoSum feature to sum the range B3:B7 .

Now sel ect the entirerow 3 by selecting the row reference.

Right click and select  Hide .

Select the entire row 5 by selecting the row reference.

=A =4 =2 =4 -4 =

Right click and select  Hide .

You should now have two rows hidden, but your formula result will still be 500.

Lets unhide the rows now.

1 Highlightrows 2 to 7.
1 Rightclick and select  Unhide

You can also hide sheets using Format>Sheet>Hide . You need to be aware that the right click
option is not available if you wish to hide a sheet. You must do it via Format>Sheet . As with
hidden rows and columns you can still reference the hidden sheet via a formula and have it return

the correct value. Of course though it is wise to reference the sheet while it is visible and use the

mouse pointing method to build your reference an d then hide it.

Ifyougoto Format>Sheet>Hide and the UnHide is greyed out this means there are no
Worksheets hidden within the Workbook. If there are sheets hidden the Hide will not be greyed
out and selecting it will display the Unhide dialog box. With in this box will be the names of all

hidden sheets, to unhide one simply select the sheet name from the box and clicks OK or double

click it (the sheet name).
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8.3 AutoFormats

Another very handy feature of Ex eirAutoFosnats t éos yoar Hatal i t vy

and the flexibility that you have in changing these to suit your personal taste. There are many

AutoFormats available to you and they are found under Format>AutoFormat. Lets have a look
at how this would work with our previous Workbook Data S orting

I Open the Workbook Data Sorting

I Click onthe Sorting with Text sheet tab.

9 Clickoncell D5 or any other single cell within your list.

I Select Format>AutoFormat and the AutoFormat  dialog box will pop up in front of you.

Note here that as when doi ng a sort operation, Excel will automatically highlight your whole
table for you (it will only do this if there are NO blank columns or rows).

9 Scroll through the list of formats available to you using the vertical scroll bar, or you can use
the arrow keys  on your keyboard if you prefer.

9 SelectList 2 by clicking on it, then select OK.

You should note that if you select more than one cell before going to Format>AutoFormat Excel

will assume you only want to format the selected cells and not any surrounding data.

By using the Options button onthe AutoFormat  dialog box, you can make many more formats
available to you. The options available to you through this button will be Number, Border, Font,
Patterns, Alignment, Width/Height . Note however, that by defau It all options are selected,

which means that all current formatting in your selected table or range will be overridden by the

AutoFormats. By deselecting certain options, you will have the ability to go back into your range or

table and manually apply the format attributes you have unchecked in the Formats to Apply box.

However, we suggest only doing this if really necessary.

T  Make sure you are still selected somewhere in your data.

1 Goto Format>AutoFormats.

I Select Options

9 You will notice that the Auto Formats dialog box has now expanded to include Formats to
Apply .

1  Uncheckthe Number option and see how the numbers now look. You will notice the most
changes in the Accounting formats (Accounting 1, Accounting 2, Accounting 3, Accounting 4).
Byuncheckin gthe Border checkbox, you are removing the outline of the cells as shown in
the AutoFormats preview window.
9 Byuncheckingthe Font checkbox, you are unchecking the attributes to the font that are
applied to the  AutoFormat  which basically includes font si ze, font type, colour and bolding,

italics etc.
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1 By unchecking the Patterns checkbox you will remove the background colour and/or any
patterns that may be applied.

By unchecking the Alignment  checkbox you will change the alignment of your text or
number w ithin the cells.

By unchecking the  Height/Width checkbox you are changing the height and width of the
columns and rows. Basically, having this option checked means that your columns and rows

are setto AutoFit , which is probably the best option to have.

Once you are happy with your selection, simply click OK to see exactly how your data will look.

If after applying an AutoFormat and adjusting accordingly, you decide you no longer want it,
simply select any single cell within your data list, go to Formats >AutoFormats and use the scroll

bar to scroll to the very bottom of the list and click None then OK.

Note however, that while applying an AutoFormat to your range will override any formatting you

have previously applied, removing it does not return it to its original state.
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9. CREATING A CHARTING SPREADSHEET /
PASSWORD PROTECTION

In this day and age charts are widely used in business to represent data in another way apart from

just digits in a Worksheet. Charts can add colour and style to a presentation and allow the reader
to easily identify the trends and patterns that you may wish to relay. Charts can be created in a

number of ways, but if you have never created a chart before, the Chart Wizard within Excel is

probably the best way to start. It will walk you through the process of setting up a chart prompting

you for the information that you need to complete the process. Once you have created your chart,

it can very easily be modified to suit your particular taste or needs.

9.1 Creating a Basic Spreadsheet

Let 6s | ook at creating and formatting a basic spreadsheet t

Departments within a small organization.

I Create a new blank Workbook.

M Clickoncell A2.

i Typeinthe word Department

M Clickincell A3 andtypein Administration

I Clickincell A4 andtypein Marketing

 Clickincell A5 andtypein Finance

i Clickincell A6 andtypein Stores .

9 Clickincell A7 andtypein Total . Notice here that the contents of the cells A2 and A3 spill
over into cells B2 and B3. This is becau se cells B2 and B3 are empty. Once these adjacent
cells have data in them, the data in cells A2 and A3 will appear to be cut off, although this is
not really so. If you were to have a formula result that is too wide for a column, the cell
would display ###  #. This is telling you not that your formula is incorrect, just that your
column is too narrow for your result to be seen.

Click in cell B2 and type in the month January

1 Clickbackincell B2 andusingyour Fillhandle | fill to the right until you reach December
(cell M2).

 Clickincell B3 andtypein 1000 .

I Clickincell B4 andtype 1500 .

M Clickincell B5 andtype 1750 .

 Clickincell B6 andtypein 2000 .

i Clickincell C3 andtypein 1750 .

M Clickincell C4 andtype 1600 .

I Clickincell C5 andtype 2300 .

 Clickincell C6 andtypein 1900 .
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T Now highlight the range B3:C6 and using your Fill handle, fill right until you reach December

(column M).
T Letods put in the totals in for tB7eselaingthd sAutoSum, by clicki
icon (the back ward Z on your standard toolbar) , then Enter .

1 Click back oncell B7 and using your Fillhandle ,fillthe AutoSum formula to your right until

you reach column M (December).

You will notice now that the Department names in cells A2 and A3 appear to be cut off, and the
month September in J2 also seems to be cut off. If you click in either of these cells, you will note
that the whole cell entry is still there as you can see it

quickly best -fitting the width of these columns, so we can see their whole contents.

There are a few different ways to best fit a column. You can go via the Format>Column option on
your Worksheet = Menu Bar, following this method you can see the options available to you to
widen or shorten your ¢ olumns, or you can double click between the column references on your

Wor ksheet. Letds try this as this is by -fttiagracdume easi est an:

I  Wwave your mouse on the cell border between the A and B column heading (black writing,
grey background) until your mouse changes to a black cross with a left and right pointing
arrow.
Double click with your left mouse button.
Now wave your mouse pointer on the cell border between J and K until your mouse changes
to a black cross with a lef  t and right pointing arrow.

9 Double click with your left mouse button.

Pretty simple hey!!! If you wanted to stretch or shorten your columns, you could wave your mouse
over the desired the column borders until it changes to a black cross, then holding you r left mouse

button down, drag either left or right to widen or shorten your column.

The same technique will work for widening rows, except that when you wave your mouse over the
row border, the black arrow with the left and right pointing arrows will cha nge to a black arrow

with an up and down pointing arrow.

9.2 Formatting the Spreadsheet

Letbés pretty up our Worksheet just a I|little noweli§y using s
not go into this too deeply, as we stated earlier in the course, we bel ieve it is far more important

to get the Agutso of the spreadsheet correct, rather than |
come up with the goods, so to speak! We will use some of the options on the Formatting  toolbar

in this case.  Note that all of these options are available via the Format option onthe Worksheet

Menu Bar.
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Highlight the range  A2:M2 .
Click the onthe B onthe Formatting Toolbar. This is your bold key and will bold our
highlighted text.
9 Although we have stated before that it is eas ier to work with text and numbers that are
aligned correctly (that is numbers to the right and text to the left of a cell), if you were
required to centre them for Al ooksd sake, you can do s
1 Keeptherange A2:M2 selected and selectthe  Center icon on your Formatting toolbar. This
will center the contents of your cell. The Center icon is normally four icons to the right of the
Bold icon. Remember to wave your mouse over an icon to see what action it will perform if
selected.
I Letusnowselectthe range A7:M7 and bold the totals of the months by selecting the B on
the Formatting Toolbar.
I  Now highlight the range A3:A6 and selectthe | onthe Formatting toolbar. This is your

Aitalicso key and will italic the Department names for

Let 6 s gi umberscawallar malue now.

T Highlight the range  B3:M7 .

1 Selectthe $ iconfromyour Formatting  Toolbar.

You will notice that column L is full up with #####. Best fit this column using the technique

described above.

When you give a range a dollar value wi thin Excel, it, as a default, will place two decimal places

within your cell. To remove them do the following:

Select the range B3:M7 .
Click on the Decrease Decimal Spaces icon on your Formatting toolbar. This is the icon
withthe .00 and .0 and a blue right pointing arrow on it. If you click it once, you will remove

one decimal place, and if you click it again, you will remove the next decimal place.

9 Letus now put a heading on our table. Click in cell Al.
 Typein CY2004 INCOME andclick Enter .
f Nowclick backincell Al.
9 Highlight the range  AL:M1 .
1 Now selectthe Merge and Center icon onyour Formatting  toolbar. This will merge and
center the words  CY2004 INCOME  across the cells that you highlighted.
Note here that it is NOT a good idea to use Merge and Center on anything that you may wish to

use in a calculation. My advice is to use it to format a heading only. You will run into all sorts of

problems if you try to do calculations with a merged cell(s).
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Let us now bold our heading and change the fon t size and cell alignment.

I Clickincell A1l (note here that your range A1:M1 has now all become cell Al as indicated by
the Name Box.
Bold your heading using the toolbar icon.
Now change the font to a font of your choice by selecting the appropriate fon t name from the
Font drop down box to the left of the bold icon on your Formatting Toolbar.
f Once you have selected a font, change itbés sikomt to 26, b
size box (located immediately to the left of the bold icon on your Formatting  Toolbar, and to

the right of the Font Name Box).

Now | etds put some borders on our dat a.

Highlight your whole table.
Select the drop down arrow to the right of the Borders icon onthe Formatting Toolbar. As a
default, the borders icon is the th ird from the left on your Formatting Toolbar.

9 Select the icon named All Borders  with your left mouse button.

If you wished to use different types and widths of lines for your borders, or change the colours of
them, you will need to do this via the Format >Cells/Borders option which has a much wider

range for you to choose from.

9.3 Charting the Data

OK, now we are ready to create our chart. We will only create a basic chart in this lesson, as we go

into much more detail during the Excel T Level 2 training cou  rse.
Creating a simple chart is easily done by following these steps.

We should firstly save our file, <Lhartihgxisds do that now an

Highlight the range ~ A2:M7 .

Select the Chart Wizard icon (the one with the blue, yellow and red bars on the Standard
Toolbar.

1 The Chart Wizard dialog box should pop up in front of you and you should be on Step 1 of 4
Notice here the different categories of charts available to you under the heading Chart Type:
to the left of the dialog box. To the righ t of the dialog box are the different chart sub -types. If

you wanted a preview of how your data would look in different types of charts, click on the
particular chart that you like and click the button Press and Hold to View Sample with your
left mouse but ton. This will give you a basic preview of how your data will look if that
particular type of chart were selected.
I We are actually going to select Column under Chart Type: and we want to have the first

sub -type selected under  Chart Sub Type
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Selectthe Next button to move on to Step 2 of 4 of the Chart Wizard.
You should have the Data Range sheet tab in front of you. We need to make sure that Rows
are selected under  Series In:
Selectthe Next button to take you to Step30of4  ofthe Chart Wizard
Step 3i's where you would put in a ti tdY2004tincomg ouintheChart , so
Chart Title  box.
i Under Category (x) Axis type the word  Months . Your X axis is defined as the horizontal
axis at the bottom of a chart.
1 Under Category (y) Axis type the word Dollars . Your Y axis is defined as the vertical axis
to either the left or right (or both) or your chart.
T We dondt need to make any further changes Next our simpl e
button to move on to the final step of the Chart Wizard d ialog box.
T In Step4of4 of the Chart Wizard you have two choices. You can select either As a New
Sheet , which will place your graph on a new Worksheet and call it Chartl (you may change
this name if you wish), or you can select As an Object In which wil | place your graph over
your data as an object that you can move to its desired location. We are going to select As a
New Sheet and Type CY2004 Income where it currently says Chartl.
1 Click Finish .

Your chart should be produced on a separate Worksheet cal led CY2004 Income . They really are
very easy to create and just as easily they can be modified. One thing of great importance to note

with charts is that if you change your source data, your chart will update to reflect these changes.

If you wish to modif  y any part of a chart, you need to select that particular part, then double click

to see the options available to you in the particular area that you have selected. For example if

you double click on the maroon bars, you will see the option Format Data Ser  ies where you can
change the colour of your bars, Chart Type  where you can change the type of chart you have
selected, ie from a bar chart to a pie chart, Source Data  which is where, if you wanted, you could
change your source data. Add Trendline which obv iously will give you a trendline, and Clear

which when selected will delete the particular series you have highlighted.

Letbés have a | ook at <cr eat i ng-coatigwus gtal (data potj@necc hart from non

together) now. This is done in much the same way as charting from contiguous data.

Let 6 s c hTatalincotnd e forthe year by Department

Clickincell N2.
Type the word  Total .
Clickincell N3 and selectthe AutoSum iconfromthe Standard toolbar, then select Enter .

Click back in cell N3 and then using the Fill handle , fill down to cell N7 .

=A =4 =4 A =4

Formatthe Total column so that its formatting is the same as the rest of the table.
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Clickin cell A3 and selecttherange A3:A6 .

Holding down your  Ctrl key, selectthe range  N3:N6 .

Selectthe Chart Wiz ard icon fromyour Standard Toolbar.

Select Pie under Chart Type and selectthe second pie chartunder ChartSub -type .
Click the Next button to take you through the Wizard to step 2.

No changes to make here, so lets select the Next button to move on to step 3.

Under Chart Title  type in the heading  CY2004 Income by Department

Selectthe Next button to take you to the 4th and final step of the Chart Wizard

Let 6 s Asaah @bgettIn , then select  Finish .

=A =4 =4 =4 4 A 4 4 -4 -4

Save your Workbook.

You now have a pie chart  embedded in your data as an object. This chart can be moved or sized

easily. If you wish to move an object, click inside the object (in this case a pie chart) so that it

becomes active. You will know it is active when you see 8 handles (squares or circles depending on
which version you are using) around the edge of the pie chart. If you then hold your left mouse

button down until your mouse pointer changes to a cross with four arrow heads, you can move

your pie chart to itds desired | ocation.

You can also change the size of it easily, by selecting any of the 8 handles around the outside of
your object until your mouse changes to a double headed arrow, then drag in the desired
direction. Note here that if you select a corner handle, your object will be sized relatively, in other

words the width will change relative to the height and vice versa as you drag.

Pie charts can be modified in exactly the same way as all other charts, by double clicking to select
the part of the chart you wish to modify. Note as wi th all other charts, if you make a change to

your source data, your pie chart will update to reflect the changes.

9.4 Worksheet Protection

In this day and age of computers where we now have many files that have multiple users, you can
protect all orpartofa Workbook easily. Protecting Workbook data makes it very difficult for
specific cell values to be changed, either accidentally or deliberately. Some reasons for protecting

your data could be:

9 To direct others to specific cells that they can input into by making it impossible for them to
enter data anywhere else on a Worksheet.

i To prevent accidental deletion, or modification of essential values within a Worksheet that
may be needed to perform specific calculations.

1 To prevent accidental deletion, or modif ication to essential and sometimes very complicated

formulas within a Worksheet.
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Worksheet protection is a very valuable and useful tool, but using it can sometimes seem a little

confusing, as there are actually two separate processes that must be followe d to protect data.

The first step is to unlock any cells that will require editing. The second step is to apply Worksheet

Protection.

94.1 Enabling Worksheet Protection

Letdébs have a | ook at how we woul d appChartingals k shhtave t
used previously, and how we would unlock the December figures for each Department, so that

they can type their own figures in there.

As a default, all cells within Excel are locked by default. However, you can still change or edit
these cells because the Worksheet or Workbook is unprotected. The first step to using data

protection is to unlock the cells that need to be changed when we apply Worksheet Protection.

Open the file  Charting.xls if it is not already open.
If you need to, move your pie char t out of the way using the technique described above so
that you can see the range M3:M6 .

I Highlight the range  M3:M6 with your mouse, then go to Format>Cells which will display the
Format Cells  dialog box, and select the Protection  tab.

T You have two optio  ns within this box. The first option Locked , if selected, will prevent a user
from changing, moving, resizing or deleting the selected cells. The second option Hidden , if
selected, will hide the formulas within your Worksheet so that if a cell containing a formula is
selected, you wil/l not be able to see what the
Locked option until it appears without a tick., then click on OK to unlock our selected cells

(M3:M6).

Now we have unlocked our cells, we can apply Worksheet Protection to our data.

1 Select Tools>Protection/Protect Sheet and the Protect Sheet dialog box will appear.

I Depending on which version of Excel you are using, the options may be slightly different in

protecti

formul a i

the Protect Sheet dialog. We do not wishto  use a password at this stage, and we will just
accept the defaults as they are in this case, so just click OK.
OK, | etés have a go at wusing our protected Worksheet.
I Clickincell L3 and type the number 1234 . You will notice that as soon as you start to t ype,

Excel will display a message that tells you the cell or chart you are trying to change is
protected and therefore read -only.
T Nowclickincell M3 andtype 1234 ,then Enter. This time your entry will be allowed, as

would any entry that you typed in M4 , M5, or M6.
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You will note that when you make a change to either M3, M4, M5, or M6, that the formula in M7
will update. This is because locked cells that contain formulas will still change in accordance with

the data that is used to calculate them.

9.4.2 Disabling Worksheet Protection

You can unprotect a Worksheet in the same way that you protected it in the first place.

f Goto Tools>Protection

I Asthe Worksheet is already protected, your sub -menu will contain a command to unprotect

your Wor ks heetlect InprotéceShets s e

OK, so we have looked now at Worksheet Protection. However anyone with a working knowledge
of Excel, could figure out how to unprotect a sheet if they wanted to, so Excel offers you the ability

to use a password to protect your Shee t. Passwords are case -sensitive. One thing you MUST be
aware of when using a password is that if you lose or forget your password, it cannot be

recovered, so it might be a good idea to write down your passwords somewhere and the

Worksheets that they relate to and store them in a safe place. It is also a good idea when using a

password to use a combination of letters, numbers and symbols.

Select Tools>Protection/Protect Sheet
Click in the Password box and type in the word password then click OK.
Excel w ill ask you to confirm your password by retyping it, so lets retype in the word
password then select  OK.
Nowclickin N3 andtypein 1234 as before you cannot make a change here, and a message
box will pop up telling you so.

 Nowclickin M3 andtypein 5678 andclick Enter . As before, no warning will appear and you

are able to change cell M3.

Letds try and unprotect our sheet now.

Select Tools>Protection/Unprotect Sheet
You must now type in the correct password for your sheet to be unprotected. Type i n the
word passwording , thenclickon OK.
9 You will get an error message from Excel advising you that the password that you typed is
incorrect. You will also get a hint from Excel, that maybe the caps lock key could be on, just
in case you have typed the r ight password in the wrong case.
Click on OK and we will try again.
Select Tools>Protection/Unprotect Sheet and type in the correct password ( password ).

Select OK and your Worksheet will now be unprotected again.
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So remember, if you want to use the Pro tect facility, you must remember to unlock the cells that
you wish to be changed before your apply sheet protection. You can protect a Worksheet with or

without a password, but remember that the password does not prevent access to the data, but

instead pre vents the worksheet being unprotected. Once the protection system is in place, it is

impossible for a user to edit, change or delete the contents of a locked cell.

If you try, Excel will display a message advising you of this.
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10. THE IF FUNCTION & NESTING

Please cross reference the ExcLevlL 10WB.xls Workbook for this lesson

In this lesson we thought we would look at one of Excels most useful Functions, the IF Function.
The IF Function is categorised under the Logical category inthe Insert Function dialog box
(Note: In earlier versions of Excel, this was known as the Paste Function dialog box). While its

uses can vary greatly, the structure of the Function itself is very simple, in that it will return either
TRUE or FALSE . This is certainly the most important aspect of this Function. More often than not,
the use of the IF Function is reserved for Level 2 in Excel and beyond. It is however our belief,
that it should also be a part of Level 1 as its use is so versatile, but more importantly its structure

is an excellent introduction into the logic of Excel and formulas.

10.1 When to Use IF

The IF Function can be used whenever we wish to have the ability to return a particular result that

is dependant on another. For example we may want a formula to SUM a range of cells if the value

of a particular cell is greater than 100, but if t he value of this particular cell is less than 100 we
may wish to perform another calculation altogether. This is often referred to as the What - If
analysis. Whatif this were that value or what if  this was another value? While the IF Function

can be used o nits own, it is often combined with another Function. This combining of Functions in

Excel is what is known as Nesting

10.2 What is Nesting

The term nesting in Excel means using the result of one Function as the argument of another. As

you may recall, most ( not all) of Excels Functions take what are known as arguments. The SUM
Function can take up to 30 arguments. These arguments must be number(s), a reference to

number(s) or a text value, e.g. "20". The numbers that are used for one or more of these

argument s could be derived from the result of another Function, if they were, it could be that we

have nested another Function or Functions as the argument for the SUM Function.

Lets use a simple example to see how this works. Assume we have two columns of number s, one

column of numbers is within the range A1:A10 and the second column of numbers is within the

range B1:B10. Now assume we need to find out the SUM of the largest numbers in each of these
columns. To do this we could nest two MAX Functions (MAX isthe  Function used to find the largest
number in a range) into the SUM Function, as shown below.

=SUM(MAX(A1:A10),MAX(B1:B10))

What we have done here is nested two MAX Functions within the SUM Function. The reason it is

considered nested is because the result of MAX(A1:A10) is used as the first argument of the
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SUM Function and the result of MAX(B1:B10) is used as the second argument of the SUM

Function. The Functions in their entirety makes up a formula!

In case you have forgotten the syntax for the SUM Funct ion is

SUM(numberl , nu mb e r 2an@up to number30.

So in the above example we have used MAX(A1:A10) as numberl and MAX(B1:B10) as

number2.

You will probably find the hardest thing about nesting Functions is knowing where to place all the
parenthesis. T hankfully we can have the Insert Function dialog box do this for us! Lets use the
nested SUM and MAX Function to see this.

9 Place the numberl in cell Al, 2 in A2, 11 in B1 and 12 in B2.

1 Now highlight cells  A1:B2 and use the FillHandle todragdowntorow 10.

1 This should giveyou 1 to 10 in AL1:A10 and 11 to 20 in B1:B10

T Nowselectcell C10 and push Shift+F3 todisplaythe Insert Function dialog box.

I Select Math & Trig  from Or Select a Category: and SUM fromthe Select a Function: box
and click OK.

9 You will notice that Excel has assumed we want the range A10:B10 asour numberl
argument. This is wrong in this case, so delete it.

9 If you look to the immediate left of the Formula Bar  you will see a box where the Name Box

is usually placed with  SUM writte n on it and a drop arrow on its right. Click this arrow!

T You will see a list of the last 10 used Functions. Click Mor e Funct andaus énsert
Function  dialog box will display again.

I Select Statistical fromthe Or Select a Cateogry: and MAX fromthe Selecta Function:
box and click OK.

T Our SUM Function will now have been replaced with the MAX  Function. If you look in your
formula bar you will see =SUM(MAX(A10:B10))

I  So Excel has already nested the MAX Function as the first argument of the SUM Function .
Which is what we want, but the range is wrong, simply delete it.

9 Click the collapse dialog button on the right of the numberl argument box and highlight
range A1:10 and then click the expand dialog button.

1 Now we have therange  A1:A10 asthe firstargu ment ofthe MAX Function and the result of

this MAX Function is being used for the first argument of the SUM Function.
f What we need to do now is use another MAX Function as the second argument of the SUM
Function. This means we have to activate the SUM Fu nction again, at the moment the MAX

Function is the active Function.
9 To do this simply click on the word SUM within the Formula bar, and you will see:

=SUM(MAX(A1:A10)) and the SUM Function will again be the active Function.
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9 Click withinthe number2 argu ment box and then to the left of the name box you will see the

MAX Function, click on this. If it does not say MAX simply click the drop arrow and select
MAX .

I This will place the MAX Function into the number2 argument of the SUM Function and in the
Formul a bar you will see  =SUM(MAX(A1:A10),MAX(A10:B10)) . Delete the A10:B10 and
then using the collapse dialog button and highlight the range B1:B10 andclick OK.

You should now have the formula: =SUM(MAX(A1:A10),MAX(B1:B10)) and the result of  30.

This same pr inciple applies to any Functions that we need to nest together.

There are two rules that apply whenever we nest Functions and these are:

i  The Function that we nest within the argument of another Function must return the data type
expected by that argument . This means we could not use a Function that only returned text
as the argument of a Function that can only accept numeric values.
1  We can only nest Functions up to seven levels deep. This is explained quite well in the Excel
help under:  About multiple Fu nctions within Functions, or nesting as it is what we have

discussed above.

By now you are probably asking yourself "what has this to do with the IF Function?" We have
used the above example as a sort of primer as we have discussed the SUM and MAX Functi on
before. The other reason is that the IF Function very often has other Functions as its arguments,

in other words it is very common to nest Functions when using the IF Function. But before we do
nest another Function wi tFhFRumtionitselfl et 6s | ook at the
10.3 IF

The IF Function, as mentioned above, can be found under Logical inthe Or Select a Category:
area of the Insert Function Dialog Box. The syntax of the IF Function, is as shown below:

=IF(logical_test \value_if_TRUE,value_if_FALSE)

Inanuts hell, the IF Function returns one value if a chosen condition is TRUE and another value if
a chosen conditionis  FALSE . As you can see by the syntax, the IF Function can take three
arguments. But it only requires the logical_test argument and at least one of the other two; that
is value_if TRUE or value_if FALSE . While it may seem a bit confusing by looking at the syntax

for the IF Function, it really is a very simple formula to use and apply once you have a basic

understanding of it.

Lets use a small exam ple to demonstrate what | mean.

il Incell Al type the numberl.
1 Click in any other cell and type =IF(A1>0,2) and push Enter .
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You will get the result of 2. The reason why we are getting the result of 2 is simply because our

first argument, ( logical_test whichis A1>0 )is TRUE and so our IF Function is evaluating to

TRUE and so returns the argument for value_if TRUE  whichis 2. Soin plain English, we are

saying IF cell A1 contains a value greater than 0, return the value 2. So in this instance, we have

used two of the three arguments for the IF Function. The next logical question should probably be

Awhat value wil!/| bAd droeetsu rnmoetd hiafvecel Ival ue greater than 07?0

what value it would return is to:

1 Typethevalue 171 incell Al.

Your IF Function now should be returning the word FALSE . The reason it is returning FALSE , is
simply because our logical test no longer evaluates to TRUE, butto FALSE and as we have not

supplied an argument for the value_if_FALSE Excel will by default us e the word FALSE .

Letds now go i nF Rumdionandl make ibreturn another value other than FALSE. The
way we show you how to edit the IF Function here, can be used on any Function and is an easy

way to Edit Formulas and also troubleshoot them.

Click in the cell that contains the IF Function.
On the Formula bar, wave your mouse pointer over the Fx sign to the left of your Formula bar
until the words  Insert Function  appear in a Tooltip. (Note: The Fx sign may be an = sign in
earlier versions  of Excel. If so the words Edit Formula will appear instead of Insert Function)
Simply left click on the sign and Excel will automatically display the IF Function dialog box.
Using this dialog box, we can now type in a value for our IF Function to return if our logical
testis FALSE.  Before you do, if you look down the very bottom of this dialog box, you will
see the words  Formula result = FALSE

1  Type the number 5 in the Value if FALSE  argument box and this should immediately change
tosay Formularesul t=5 . Itisnotnecessary for our Value_if TRUE or our Value_if FALSE
argument to return a numeric value. We can, if we wish, have it return text or even an entire
sentence if we wanted.
Click inthe Value_if TRUE  argument box and type Yes.
Inthe Valu e_if FALSE argument boxtype No.
Click the OK button.

You will now see that by changing the value in Al to values less than and greater than 0, your IF

Function cell with return either Yes or No to reflect the change.

This is basically all there isto t he IF Function, it will do one thing if a logical test is TRUE and
another if it is FALSE. Obviously, the example we have used here would be of no practical value to

anybody.
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So let us now use a more realistic example and also incorporate what we have lea rnt about

nesting.

il

=A =24 =4 4 =4

Place the numbers 1 - 10 incells AL:A10 . We will assume that if the SUM value of these 10
numbers exceeds 100, we would like to return the actual SUM value of the numbers. If on

the other hand the ~ SUM value does not exceed 100, we wou Id like to return only the

MAXIMUM  number within the range.

Click incell All , push Shift+F3

Click Logical withinthe Or Select a Category: area .
Click IF within Select a Function: and click OK.
Ensure your mouse insertion point is within the Logica |_test argument box.

Click on the small drop arrow to the left of your Formula Bar. This is where the Name Box

would normally be.

As we have used the  SUM Function previously, it should be part of the list already. But if not,

simply click More Functions and locate it from within the Math & Trig  area under Or Select
a Cateogry: and click OK.

By default Excel should automatically have selected the range A1:A10 for you as the first
argument of the  SUM Function. If not, click the collapse dialog box button h ighlight the range
A1:A10 and click the expand dialog box button.

If you now look in your formula bar you should have =IF(SUM(A1:A10))
Now click back onthe  IF within the Formula bar to activate our IF Function again, and we
should have for our  logical_ test SUM (A1:A10) . At presentthe logical_test will be

evaluatingto TRUE.

Within the logical_test argument box, click immediately to the right of SUM(A1:A10) ,so
your mouse insertion point is immediately outside the closing parenthesis.

Simply type  >10 0. Now our logical test will evaluate to FALSE .

Click within the ~ Value_if TRUE  argument box and select the SUM Function again from the
box immediately to the left of your formula bar. Again, by default, Excel will automatically

place SUM(A1:A10) so within  your Formula Bar now, you should have
=IF(SUM(A1:A10)>100,SUM(A1:A10))

Again activate the  IF Function by clicking on the word IF in the Formula Bar and you will see
we now have SUM(A1:A10) inthe Value_if TRUE  argument box.

Click inthe Value_if FALSE  argument box, click the drop arrow to the left of the Formula

bar and select MAX. Ifitis there, it not select More Functions and locate it under the
category Statistical

Again, by default Excel should automatically use the range A1:A10 asthe firstar gument for
the MAX Function.

If you now look in the Formula Bar, you should see

=IF(SUM(A1:A10)>100,SUM(A1:A10), MAX(A1:A10))
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Looking at the formula like this is certainly not very easy to read, let alone decipher what its

intention is. By far the easiest way to find out what it is supposed to do is to again activate the IF
Function by clicking on the word IF in the Formula Bar. Then looking at the structure of the
Formula like this, you should see quite clearly what its intention is. Click the OK button.

In plain English, you could say that the formula reads:

If the sum of A1:A10 is greater than 100 return the sum of A1:A10. Otherwise, if not,

return the maximum number of A1:A10 . The final result of our formula, of course, is 10. If you
now change any on e of the numbers within the range Al:A10 sothatthe SUM value of these
numbers is greater than 100 , you will see that our IF Function is evaluating to TRUE and so

returns the SUM value of the numbers.

Another very common outcome of the IF Functionisto use empty text as a result. This is often

used in very complex formulas (or what look like very complex formulas) and works like this:

Click back in the cell that contains the IF Function.
Click in the Formula Bar to the right of the last bracket and ba ckspace out MAX(A1:A10)) in
your Formula.
f I'n its place, type in 006, so your formula now should rea
=l F(SUM(A1: A10) >100, SUM(A1: A10), 00)
Click Enter .
So the logic of our formula now is If the sum of A1:A10 is greater than 100 return the

sum of AL:A10. Ot herwise, say nothing.

104 Two Other Useful Functions

There are two other very useful Functions in Excel that take no arguments at all. These are the

TODAY function and the NOW function. The TODAY Function will return the current date, while
the NOW Function w ill return the current date and time. These can be very useful for a

spreadsheet that requires having the current date and/or time. These functions are a bit different

than most other Excel Functions in two ways.

il They are what's known as volatile.

il They t ake no arguments.

10.4.1 Volatile

When the term  volatile is applied to an Excel Function it means that the Function is recalculated
whenever Excel calculates. To understand this we need to know how, or rather when, a normal

Function in Excel calculates. Most Fun ctions in Excel will recalculate whenever any cell on which

they are dependent changes. By this we mean if we have the function =SUM(A1:A10) in a cell
and we changed the value of any cell within the range A1:A10 our SUM function will recalculate to
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reflect the change. If there was another formula in a cell that was referencing B1:B10 thenit

would not recalculate if we changed a cell within the range A1:A10 . A volatile Function on the
other hand, will recalculate whenever any formula within the entire Workb ook recalculates,
regardless of cell references. A workbook will also recalculate whenever we open or save .

10.4.2 No Arguments

As you are now aware, most of Excels Functions take at least one argument and others take up to
30 arguments. The  TODAY andthe NOW Function can take no arguments at all. What this means

to the user is we simply add them to a spreadsheet like:

=TODAY()

=NOW()

In other words we enter them with empty parenthesis. As an alternative to these Functions, if you

only need the current date or time then you can these shortcut keys:

Enter the date CTRL+; (SEMICOLON)

Enter the time CTRL+SHIFT+: (COLON)

This will enter the date or time as a static value. In other words they will not update, unlike

TODAY and NOW . If you are creating a spreadshe et, try not to use too many volatile Functions as
this can slow down recalculation. As an alternative, using the NOW Function as an example, you
could place the function into a cell somewhere and then reference that cell with a simple reference

like: =A1 .

We can also control the way Excel calculates by going to Tools>Options and selecting the
Calculation  tab. Having said this though be very careful when doing this as you can easily

inadvertently feed yourself false information. This is particularly true w ith the option  Precision as
displayed . My advice is to only change from automatic calculation if you really need to and

then only if you are fully aware of the consequences.
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11. WHAT NEXT?

You can continue your Excel Training by purchasing more lessons online at

111

http://www.spreadsheetml.com/exceltraining/excel_training.shtml

Excel Training Level 2

il

Lesson1 - Naming Constants. Dates and Times

In this lesson, we review the basi ¢ concepts of Excel and go into details the

concept of Naming Constants and how Excel interprets Dates and Times.

Lesson 2 - Worksheet Formulas

In this lesson we will look at the thing that Excel does best -- Calculations. Excel
has over 300 built in func  tions that can perform simple additions to some very
obscure engineering functions. We will also look at how we can easily perform

Nesting, Formula Auditing and Troubleshooting.

Lesson 3 - Specific Worksheet Formulas

We would like to show you some of Exce I most useful and popular functions like
COUNT, Address, COUNTIF, DATEVALUE, HLOOKUP, MATCH, MAX and VLOOKUP.
Lesson 4 - Decision making and extracting data

This lesson provides a good overall look at deciding what functions to use and how

to use them. Th ere are no hard and fast rules as more often than not you will need

to use a nested formula that will incorporate many types of functions. Extracting

data from tables and databases is something that is done quite frequently from

within Excel. This lessoni s meant as a guide to extracting data from a database or
table.

Lesson 5 - Validation and External References

One thing you can be certain of when allowing other users to input into a

spreadsheet you have designed is that they undoubtedly will enter incor rect data
at some time or another. This lesson shows you how Excel can help you perform
validation.

Lesson 6 - AutoFilters, Advanced Filters and Range Names

This lesson shows you how you can use Excels Filters (Advanced and Auto) to

display virtually any  criteria we want, so long as we have set up our table or list is

a sensible manner.

Lesson 7 - Introduction to Charts

Charts in Excel can range from the very simple to the very complex and can be

used for a multitude of reasons. They can be used to keep t rack of spending, stock
performance, statistics, employee details and much more. Most charts are used to

show a comparison of past data in a highly visual style. A well set up chart should

be able to inform the user at a glance exactly what the picture is that it is painting.

We have alll heard the saying AA picture paints

always hold true with charts in Excel. If an informed user looks at a chart and

cannot tell what it is that the chart is representing, then it would be fa ir to say that
the chart has not been set up very well. Excel is arguably the best of the Office

Applications when it comes to creating and/or using charts. It allows us to create

almost any kind of chart needed with minimal effort. As can be said with a | ot of
Excels features and capabilities, we often find ourselves using only a very small

aspect of them, charts are no different in this respect.

Lesson8 - FOUR NOT -SO-COMMON Handy Features

For this |l esson we thought we wolekndwnlbadweelky at
handy features. These are Custom Formats, Text to Columns, Save Workspace and

Custom Lists.

Lesson 9 - Protecting and Hiding

There are times when using Excel that we do not want other people to make

Pg 11-97
Excel Training i Level 1
Version 1.0

a

a

few

t

(


http://www.spreadsheetml.com/exceltraining/excel_training.shtml

changes to our Workbooks, Formulas, Wo rksheets or Cells. We can achieve this in
many ways, ranging from hiding data to preventing the Workbook from opening at
all without a password to protecting the Workbook or Sheet.
 Lesson10 - Custom Views and Report Manager
Custom Views canbeusedonit 6s own or in conjunction with the
The purpose of Custom Views is to save the appearance of a chosen Workbook.
This means we can have more than one person work on a Workbook and each
person can save their own Custom View. It also saves a lot of time with Print
settings that can be very time consuming and fiddly.

11.2 Excel Training Level 3

f Lessonl - Advanced Formulas
in this lesson, we will show you how to easily write those mega functions that you
have seen elsewhere.  This includes concepts lik e Nesting, Array Formulas and
Dfunctions. Nesting means to use the result of one formula as the argument in
another. Array formulas allow you to perform calculations and return a result.
Dfunctions are known as Excel Database functions.

 Lesson2 - Advance d Filters
In this lesson, we will have a good look at one of Excel's arguably most useful
features and that is the Advanced Filter. Advanced Filter will allow us to nominate
where we would like our filtered data to be placed. The choices are: Filter the li st,
in place or Copy to another location. Advanced Filter has a built -in function that
will allow us to filter by unique records. Advanced Filter allows us to use a formula
as our criteria.

M Lesson3 - Pivot Tables (Part 1 )
In this lesson we will start to look at arguably one of Microsoft Excel most powerful
and useful feature, that is Pivot Tables. In a nutshell a Pivot Table takes two
dimensional data (your spreadsheet) and creates a three dimensional table (the
Pivot Table itself). They are a great way to produce statistical information from a
table of data. We would use a Pivot Table to produce meaningful information from
a table of information. You will recall in lesson 2 we looked at Excel's Advanced
Filter feature and how it could be used to extract information from a table of data
based on a set of criteria. A Pivot Table could be used on that same table to create
a table that could tell us much statistical information about all the data contained
within it.

M Lesson4 - Pivot Tables (Part 2 )
In this lesson, we will look at constructing some more complicated pivot tables and
extracting meaningful data from them. This includes Grouping Fields options where
we could, for example, group people ( data) by the years ( attributes) in which they
were born ( rul es).

M Lesson5 - Pivot Tables (Part 3 )
In the last lesson on Pivot Tables, we looked at setting up a complete pivot table
and how to use the grouping and field options of Pivot Tables. We will also discuss
some of the more advanced features like Calculate d field and, more importantly,
be fully aware of the pitfalls associated with them.

1 Lesson6 - Scenarios and Goal Seek
In this lesson we are going to look at two of the tools that are specifically designed
for use in "What -If analysis", and as such make u p part of the "What - If Analysis
Toolpack of Microsoft Excel". These tools are used to determine different outcomes
of your data by changing different cells within a Worksheet model. The two tools
we will discuss here are called Scenarios and Goal Seek . Bot h of these tools are
used widely in financial, accounting and engineering businesses today, and once
understood, can be a huge aid in determining various outcomes and projections.

I Lesson7 - Data Tables and Consolidation
In this lesson, we are going to lo ok at two of the very handy, but little known
features of Excel -- Data Tables and Consolidation. Data Tables are another one of
the tools that are specifically designed for use in "What -1f analysis". By now, you
will be familiar with how "What -1f Analysis " works and what it is used for. Data
Tables are just a range of cells that are used for testing and analysing outcomes
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on a larger scale. Consolidation is a powerful feature of Microsoft Excel that
enables you to combine data from separate worksheets into one consolidated
worksheet. It also enables you to perform many calculations on this data, including
3-D formulas, which are formulas which refer to cells on multiple Worksheets.

I Lesson8 - Excel onthe Web
One extremely handy feature that Excel offers i s its ability to allow you to publish a
spreadsheet on the web, so you can communicate your data to anyone you like,
irrespective of whether they use or even have Microsoft Excel on their computers.
In other words, your Excel spreadsheet can be viewed in a web browser. This could
be useful for such things as employers wanting their employees to access things
such as sales data from different areas, cost calculations, time sheets and many
other uses. Basically, if your Excel Workbook is placed on the web, pe ople
anywhere in the world can access it, with or without Excel.

f Lesson9 - MACROS (Part1)
In our last two lessons in our Excel Level 3 course, we will be taking a look at
recording, editing and running macros using Excels Macro Recorder. A macro is
simp ly an action or a set of actions you can use to automate a particular task or
tasks. You use the Macro recorder a bit like using a video camera. You switch it on,
record what you want to record, and then switch it off. In effect a macro is like a
mini -prog ram that performs the actions that you have recorded. Macros are a
fantastic time -saving feature and are ideal for automating repetitive tasks. They
are also useful if you are setting up an application for others to use as you can use
macros to create butt  ons and dialog boxes to guide a user through your application
as well as automating the processes involved.

f Lesson10 - MACROS (Part2 )
In this, our last lesson in our Excel Level 3 course, we will be delving further into
the macro feature of Excel. You now know how to record and run both absolute
and relative macros, and hopefully you now understand a little about the actual
macro (VBA) language. In this lesson we are going to create a mini -application
using macros and we will assign these macros to an o bject.

11.3 Excel VBA (Visual Basic for Applications) Training Module

1 Lessonl - Introduction
VBA is short for Visual Basics for Applications. This is the standard Macro language
used in most Microsoft Office products. The word "Applications" can represent an y
one of the Office products it is used within e.g. ; Excel, Access etc. The VBA
language is a derivative of Visual Basic (VB), which in turn is a derivative of the
language Basic. The fundamental difference with VBA from VB is that VBA is (as
the name impl ies) used within an Application. By far the most mature of these
Applications when it comes to VBA is Excel. You will find as we delve deeper into
VBA for Excel that we can modify the Application so it will behave in almost any
way possible.
f Lesson2 - Common Objects
In this lesson we will look at the 4 most common (and arguably useful) Objects in
VBA, these are:  Application, Workbook , Worksheet and Range. The most useful
Properties and Methods of these objects and the relationships between these
objects w ill be explored. Sample codes of these objects will also be provided.
 Lesson3 - Variables
A Variable is used to store temporary information that is used for execution within
the Procedure, Module or Workbook. You can name variables with any valid name
yo u wish. For example, you could name a variable "David" and then declare it as
any one of the data types supported by VBA. However, it is good practice to

formalize some sort of naming convention. This lesson explores  the details of
Variables and also the v arious rules and naming conventions that you must know
about.

9 Lesson4 - Loops
This lesson we will focus on Loops. There are many varieties of these, but they are
all basically the same in that they will repeat a line, or multiple lines, of code a set
num ber times, or until a condition becomes True or False.
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Lesson 5 - Effective Decision Making

IF Else And Or Not If ~ The "If* Function in VBA for Excel is very similar to the "IF"
function used in a Worksheet formula. It will return either True or False and it does
no more or less than this. As with the "IF" used in the Worksheet formula the "If"

in VBA can take up to two arguments, one for True and one for False. This lesson

will guide you to the effective use of the "If" Function in VBA.

Lesson 6 - Workboo k and Worksheet Events

There are times when you may like or want the macro to run whenever a particular
Event happens. Let's say each time you open your Workbook you would like the
current date inserted into a cell, or each time you activate a particular W orksheet
you want all data on it to be cleared. With Excel we can do this and much more!

Excel has what is known as Events. The two most common being either Workbook
Events or Worksheet Events. The word Event in this context means something that
occurs whe never a particular action takes place which effects the Workbook or
Worksheet Object. This might be a Workbook opening or a Worksheet cell

changing or a Workbook closing etc. This lesson will explore Workbook and

Worksheet Events.

Lesson 7 - De-bugging

This lesson we will concentrate on De -bugging code and Error Handling. You will no
doubt find that debugging is something you will be doing a lot in the early stages

of learning. A good programmer will never think that their finished project doesn't
contain any errors, if you do, you won't bother placing in any code to handle errors

and that is a BIG mistake. There are many features in Excel that can make De -
bugging code a reasonably easy task. To avoid confusion and overload we will

discuss in detail what | believe to be the best method.

Lesson 8 - Worksheet Functions

In this lesson, we will focus Worksheet Functions in VBA for Excel. Excel has a

number of functions that can be used in the Visual basic environment only, but it

also has, at its disposal, alo ng list of the standard Worksheet Functions. When
these are combined with VBA for Excel it adds even more power and flexibility to

the Visual Basic environment. It is a great idea to use Worksheet Functions within

your code as it can often means doing away with unnecessary filling up of ranges
with formulas. This in turn will mean a faster Workbook.

Lesson 9 - User Defined Functions

In this lesson we will look at User defined functions (UDF's) or Custom functions as

they are also called. While Excel alread y has over 300 Functions available to us, at
times it doesn't quite have the one we need, or if it does, it requires nesting

several of these to create the formula we want. It is in these situation where UDF's
come in very handy.

Lesson 10 - Controls

Prior to Excel 97, the only Controls available to the user on the spreadsheet were
Controls from the Forms Toolbar. While these Controls certainly served a good
purpose, they have nowhere near the flexibility of the Controls that are now

available in later ver  sions of Excel. ActiveX Controls are available in later version of
Excel. It is important to note that they carry a lot of overheads. This means if your
Workbook contains a lot of Controls, it can have an adverse affect on the size and
performance of your ~ Workbook. This lesson explores Controls in details.

Excel VBA User Form Training Module

il

Lesson1l - UserForms - Introduction
This lesson will introduce you to Excel VBA UserForms. UserForms were first
introduced into Excel in Excel 97. It works like a Dia log box ( sheet) and has

superior Event handling that allows us to respond to a users actions in ways that

were previously not possible. By this | mean we can have specific code run when

the user clicks the control, enters, exits, double clicks, right click s, types and much
more. Basically we are able to capture any action that the user takes. If you want

to give your projects a professional and consistent look and feel, then UserForms

will certainly help you do this.
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Lesson 2 - Filling UserForm Controls

The vast majority of UserForms that are designed within Excel are used so that

users can easily select and input data. This also ensures that any entries that are
entered into a spreadsheet are within the requirements needed. Excel has many
Controls that can  be placed on a UserForm that can make this not only easy for the
user, but also for the designer of the UserForm. The two most useful Controls for
this are the fiComboBox0 and the fAListBoxo.
these Controls.

Lesson 3 - MultiPage Control

In this lesson we will look at the MultiPage control, arguably the most useful

controls to use if your UserForm will be containing many different controls and/or

you wish to have different controls associated with different aspects of your
project. The other thing that we can do with a MultiPage is make our UserForm
behave in the same manner as any one of Excel's standard Wizards. A Wizard by
definition is an aid that steps you through a particular process. An example of this
would be t he Pivot Table Wizard or Chart Wizard.

Lesson 4 - Validating The Users Inputs

One of the biggest problems that is (or should be) faced by a developer (other

than understanding just what they want) is developing a project that will only

accept valid data. By far the quickest and easiest way to achieve this is to use a
ListBox and/or a ComboBox that presents the user with only valid data. The

approach is one that | will try to employ whenever possible. Unfortunately, it's not
always possible to use a ComboBo x or ListBox and we may need to allow the user
to type in an entry. This means you will need to check whether the user has typed

in a valid entry. In this lesson, we will explore how this can be achieved.

Lesson 5 - When to Apply Validation

What we shall look at in this lesson is when to reject or accept a users entries. By
this | mean should we allow the user to completely fill out the UserForm first and

then inform him/her that some of their entries are not valid, or would it be better

to inform the user  at each step.

Lesson 6 - Which Controls to Use and When

In this lesson, we will look at which controls should be use and for what purpose
should we use them? Excel has basically a Control for every possible job type. It is
important to know which Control s to use for which job. It is fair to say that there
are no hard and fast rules for this as each project usually has something which

makes it unique. So, we need to at times use a Control and modify it to suit our
specific needs. However, there are certain guidelines that we can follow.
Lesson 7 - Passing Control Values back to a Spreadsheet, Passing range

values to the UserForm Controls

In this lesson we will be looking at how we can pass values from the Worksheet to

a Control or any number of Controls on a UserForm and also look at how we can
do the opposite which is to pass the value from a Control back to the Worksheet.
Lesson 8 - Option Buttons and Checkboxes in Detail

In this lesson we will look at Option Buttons and Checkboxes in detail. The rules o f
which one to use and when are really quite simple and boils down to basically if

the user should be allowed to make one selection only from a choice of many, then

it should be OptionButtons. If the user should be allowed to make one or more
choices from many, then it should be CheckBoxes.

Lesson 9 - Creating Template Controls, Using the RefEdit Control

Excel allows us to easily create Template Controls which we can format and name
appropriately so that each time the Control is needed, rather than repeat the
process over and over again, we can simply select the Template Control that we

have created and place it on to a UserForm. This is extremely easy to do and can
save many hours of repetitious work in the long run. We will look at Template
Controls in th is lesson. On top of that, we will look at the RefEdit Control. Normally
used on a user form, the RefEdit control will display the address of a range, or

single cell, that you've entered (typed in) or selected.

Lesson 10 - Finding the ActiveControl, Creat ing Controls at Runtime

At times when creating a project in Excel VBA which incorporates the use of a
UserForm, you may wish to create actual Controls via the choice of a user. The
advantage of actually creating the Control is the fact that it will require the need
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for less Controls on the UserForm at any one time, which in turn can lessen
overheads. We will look at how this can be done in this lesson.
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12.1

12.2

12.3

12. EXCEL ADD-INS, TEMPLATES & TRAINING

Add-ins for Excel

9 ConnectCode Duplicate Remover for Excel - atool for finding and removing
duplicate entries in Excel.
ConnectCode Deluxe Add -In for Excel - a collection of commonl  y used add -ins for
Excel. Use it to generate report on Excel formulas, generate calendar and random
numbers, remove matching rows, name dynamic ranges and perform scheduled
jobs.

1 SparkCode Profess ional - a professional tool for creating dashboard reports in Excel
using Sparklines.

 ConnectCode Barcode Font Pack - enables barcodes in office applications and
includes an add -in for Excel that  supports mass generation of barcodes.

1 ConnectCode Number Manager - an add -In that improves productivity when
working with numbers in Excel.

9 Excel Sparklines Software Add _ -In - open source project to generate Sparklines .

1 ConnectCode Text Manager - an add -In that improves productivity when working

with text in Excel.
Excel Templates

1 Free Excel Templates - resource for all kinds of Excel Templates.

Excel Training

9  Free Excel Training - 10 Lessons of Excel Training - FREE
1 Excel Training _ - resource for all kinds of Excel Training.
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http://www.spreadsheetml.com/find_excel_duplicate_remover.html
http://www.spreadsheetml.com/excel_add_in.html
http://www.spreadsheetml.com/sparklines.html
http://www.spreadsheetml.com/barcode.html
http://www.spreadsheetml.com/numbermanager.html
http://www.spreadsheetml.com/products.html
http://www.spreadsheetml.com/exceltextmanager.html
http://www.spreadsheetml.com/exceltemplates/free_excel_templates.html
http://www.spreadsheetml.com/exceltraining/free_excel_training.shtml
http://www.spreadsheetml.com/exceltraining/excel_training.shtml

