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ECDL Syllabus 5 Approved Courseware

ECDL Foundation has approved these training materials developed by Cheltenham
Courseware and requires that the following statement appears in all ECDL Foundation
approved courseware.

European Computer Driving Licence, ECDL, International Computer Driving Licence, ICDL, e-Citizen
and related logos are all registered Trade Marks of The European Computer Driving Licence
Foundation Limited (“"ECDL Foundation”).

Cheltenham Courseware is an entity independent of ECDL Foundation and is not associated with
ECDL Foundation in any manner. This courseware may be used to assist candidates to prepare for
the ECDL Foundation Certification Programme as titled on the courseware. Neither ECDL Foundation
nor Cheltenham Courseware warrants that the use of this courseware publication will ensure
passing of the tests for that ECDL Foundation Certification Programme. This courseware publication
has been independently reviewed and approved by ECDL Foundation as covering the learning
objectives for the ECDL Foundation Certification Programme.

Confirmation of this approval can be obtained by reviewing the Partners Page in the About Us Section
of the website www.ecdl.org.

The material contained in this courseware publication has not been reviewed for technical accuracy
and does not guarantee that candidates will pass the test for the ECDL Foundation Certification
Programme. Any and all assessment items and/or performance-based exercises contained in this
courseware relate solely to this publication and do not constitute or imply certification by ECDL
Foundation in respect of the ECDL Foundation Certification Programme or any other ECDL
Foundation test. Irrespective of how the material contained in this courseware is deployed, for
example in a learning management system (LMS) or a customised interface, nothing should suggest
to the candidate that this material constitutes certification or can lead to certification through any other
process than official ECDL Foundation certification testing.

For details on sitting a test for an ECDL Foundation certification programme, please contact your
country's designated National Licensee or visit the ECDL Foundation's website at www.ecdl.org.

Candidates using this courseware must be registered with the National Operator before undertaking a
test for an ECDL Foundation Certification Programme. Without a valid registration, the test(s) cannot
be undertaken and no certificate, nor any other form of recognition, can be given to a candidate.
Registration should be undertaken with your country's designated National Licensee at an Approved
Test Centre.

ECDL Foundation

Approved Courseware
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Tutor Setup Information

e Copy the sample files folder to the Documents folder on the PC.

e At the end of the course, remove all files modified or created during the
course, prior to re-running the course.

o At the end of the course, reset all program and operating system defaults

that may have been modified during the course, prior to re-running the
course.
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A first look at Excel 2007

Starting the Excel program

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

iﬁ; = = Bookl - Microsoft Excel - 7 X
-~ EEm Pagelayout  Fomulas  Data  Review  View  Developer @ - 7 x
3 * Calibri -ln - il [[#=] |Zi | General = _?QJ *_'j;d" ;;ﬂ" fumsm- 5 - %7 &&

3y = = I pelete - || (9]~

e || [ e | 1) B B ) e e« sy« || EdFomat- | B Fners sesect
Clipboard Font ] Alignment 0 Number = Styles Cells Editing
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12| =

13

1|

15

16

17

18

19

20|

21

2|

23

24

25
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M 4 » M| Sheetl - Sheet2 - Sheetd ¥l [T m I

Ready | ] /=0 Taseesai=) o] ()

What is the Active Cell?

e Excel identifies the active cell with a bold outline around the cell and
highlighting the column heading letter and row heading number of the cell.
In the following example, B2 is the active cell:

B2 - fx | =2000+2
A B c D E

|| B
fod
=
u
.I'\-'F

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

¢ In order for you to enter data into a cell, it needs to be the active cell. The

active cell will accept keyboard entries. You can make a cell active by
clicking on it or navigating to it.
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The Excel cell referencing system

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

| B3 -~ i

Nk (| R
D

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

| D2 - k|

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

Entering numbers and text
e Click on cell B2, as illustrated.

| B2 - k|

ETNR TR ]
D

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

B3 - 5|
A B c D

1

2 Region

; C_1
| |

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

Your screen will now look like this:

| H13 - £ |
A B C D
1
2 Region
3 MNorth
4 South
5 East
6 West

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

Your screen will now look like this:

| c14 - e |
. B c D

1

2 Region  Sales

3 Morth 10488

4 South 11973

5 East 13841

i) West 16284

Default text and number alignment

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

Summing a column of numbers

Click on cell B7 and type in the word 'Total'.

Click on cell C7. Click on the Formulas tab, and then click on the AutoSum
button.
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4l

(On) = 9 -
Home Insert Page Layout Formulas Data Ri

f Z AutoSum |~ @ Logical = Cﬁ Lookup & Reference =

[ Recently Used - A Text~ {® math & Trig -
Insert ! _ o
Function E_ﬂ} Financial = lffr Date & Time ~ lﬁT_J More Functions -

2 AutoSum |~

Function Library

Your screen will look like this:

| SUM » (2 X « fe| =sum(ca:cs)
A B C D E
1
2 Region  Sales
3 North ?"’fo?é_é?
4 South | 119?3E
5 East | 13841
6 West  § 16284
7 Total  |=sum(
a [ sSUMinumber1, [numberZ], ...} |

Press the Enter key and Excel will automatically add up the column of
numbers, as illustrated.

| c8 - 5 |
b B C D

1

2 Region  Sales

3 North 10488

4 South 11973

3 East 13841

5] West 16284

7 Total 52586

8

We have hardly started to use Excel but already you have seen how powerful
and easy to use it is. We will see more of the Excel functions for performing
calculations later.

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

Entering a date

Click on cell A1. Enter the following information and then press the Enter
key.
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2/2/2008

Excel recognises this as a date and automatically marks the cell as containing
date information.

Right click over the date you have just entered. From the popup menu
displayed, select the Format Cells command, as illustrated.

P - =3
i Ev H ']'
- Home Insert Page Layout Formulas Data Review View D¢

(e

=] X Cut

= Calibri 1 A AT == |Swe
P‘ : 53 Copy e A —
aste - || R - - - = = = ||=E *E
- f Format Painter | B L0 || A | |E = F||FEFH | =Hve
Clipboard ] Font ] Alignment
AL |Calibri v 11 < AT AT 8§ v % s F
A B I = "{h'&'fﬁg.ﬂgi F G
1| 2/02/2002l
= ;k_-__ Cut
2 g
3 53 Copy
q [78 Paste
a Paste Special...
6 Insert...
N Delete...
8 B
E Ciear Contents
i 2
10 Filter
11 Sort [
12 A Insert Comment
13 ‘_3?' Eormat Cells...
14 Pick From Drop-down List...

This will display the Format Cells dialog box.
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Format Cells

Alignment Font Border Fill Praokection
Cateqory:
Gaeneral Sample
Mumber
2I02r2008
CUrrency i)
.ﬂ.n:n:n:nuntini Type:
Tirne *
Percentags lzn;gg?snsglay, 14 March 2001
Fraction 3
action 140301
Scientific
et 14)3/01
. 1445/2001
Special 14/03/01 v
Cuskarm =
Locale {location):
Enaglish {Auskralia) w

Date Formats display date and time serial numbers as date values, Date Formats that
beqin with an asterisk (*) respond bo changes in regional date and time settings that are
specified far the operating svstem. Formats without an asterisk are not affected by
operating swskem settings.

[ Ok l [ Cancel

If you have time you can select a different type of date format, using the
Type section of the dialog box. Press the OK button to apply any changes
you make.

Worksheets and Workbooks

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

£D

s T

L B

Ready S

Sheetl . Sheet? . Sheet3d .~ #]

By default each workbook contains three worksheets. This is similar to a
notebook that contains separate pages. Click on the Sheet 2 worksheet tab
and the second worksheet is displayed. Click on the Sheet 3 worksheet tab
and the third worksheet is displayed. Click on the Sheet 1 worksheet tab
and the first worksheet, containing your data is displayed again. As we will
see later you can add or remove worksheets as well as reordering and
renaming them.
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Saving a workbook
e To save the workbook click on the Save icon (top-left part of your screen).

41

F]

!’( 2 ”g-q i

Home Insert

This will display the Save As dialog box.

Save in: |@ My Docurments v| - XCidE-
[y ¥ meceny yherlin y Sharing Folders
M Recent | Cyberlink My Sharing Fald
Dacuments | |7 [nstantCOOYD

[ Desktop My Daka Sources
— | )My eBocks
@ My My Tlusic
m My Pickures

q Elgmputer [C3)My Practice Files

ety () My PSP Files
‘IJ pgce.: e [C3)My Received Files

[C3My Skype Content
[C3My Skype Pictures
@My Wideos

(@ web sites
BNero'u'ision
[CRinnacle Studio
[C)5amsung PC Studio
[C)5amsung PC Studio 3
(L) Symantec

File name: |Book1 s et |

Save as bype: |E><ce| wWaorkbook (*,xlsx) w |

o

e Click on the down arrow next to the Save in section of the dialog box to
navigate to the folder containing your sample files.

e Click within the File name section of the dialog box to name the file. In this
case use the file name My First Spreadsheet.

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

Closing a workbook

e To close the workbook, click on the Office Button (top-left of your screen),
from the drop down options displayed, click on the Close command.
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e The screen will now look like the illustration below. The Excel program is
open but no workbook is displayed within the program.

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

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

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

¢ Close both workbooks without saving your changes.

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

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

)

=]
7

It kg =

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

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

Switching between workbooks

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

74 start [ sales 2005, dsx [ 8 sales 2006, xlsx [ & sales 2007 xlsx

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

o Close all open workbooks.

Saving a workbook using another name

¢ Open the workbook called Sales 2005. Click on the Microsoft Office
Button and the select the Save As command.
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3
7 Open
B

Save As | B

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

Saving a workbook using a different file type

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

File pame: Sales 2005, xlsx -
Save 35 BYPE! | Eycel Workbook (*,xdsx) lv-
Excel Workboolk {*,xls:x) ~
Excel Macro-Enabled Workbook (¥, xlsm)
| .
Exre tboak (*,xls)

Single File Web Page (*.mbk; * mhbkml) b

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

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

Other file type options include:

Text file:

Saving your worksheet as a plain text file will remove all the formatting you
have added to your worksheet (such as bold, italics & underlining). It will
also remove any pictures or other features such as tables. Only plain text
will be saved. Be very careful about using this option.
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File name: Bookl , xlsx

Save asbyPe! | Ercel Warkbook (*.xlsx)

Excel Template {*.xltx)
Excel Macro-Enabled Template {*,xltm)

Llicode Tet * xt)
%ML Spreadsheet 2003 (*.xml)

=<

Cancel

Template:

You normally save a workbook as a workbook file. You can however save a
workbook as a template. This means that you can create new workbooks in

the future, based on the templates you create.

Fila mams=: [[—
Fig pams: |Booki, xisx

Save as Lpe | Eyrel Workbaok (*,xlsx)

Single Filz Web Page (*.mht; * mhtml)

laba (o ey
== AT

Ex scro-Enabled Templ
Excel 97-2003 Template ¥«

CSV file:

Tools -

Text (Tab delimited) {* . Exk) b
This saves table data in a form that can be used by other programs. It is
short for Comma Separated Value.
File name: |Book1 s w |
Save as tYpe! | Evcel waorkbook (%, xlsx) w
Text (M3-DOS) (*.bxt) ~
i *, csy I
-Cancel
iange Format) (*.dif) S
k) (%, sl -
Excel Add-In *. xlam) -

Close any open dialog boxes and close all open worksheets.
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Getting help

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

L
x

TIP: Or press the F1 help key.

The Excel Help window is displayed.

s ™y

) Excel Help - \B X
20N & ME R

- B Search -

Al

M

Browse Excel Help

What's new Getting help

Accessibility File conversion and compatibility

Workbook management Waorksheet and table basics

Formula and name basics Function reference

. . Filtering, sorting, and conditionally
Importing and analyzing data formatting data

Summarizing, consolidating, and Validating data

Automation and programmability

Customizing

outlining data

Importing data E‘liawlr:l?;l'éble reports and PivotChart
What-f analysis Waorking with XML

Charts Security and privacy

Macros Excel and the Web

Activating Excel

Reviewing and sharing

b

< | 2

Exce e _ormne

As you can see a wide range of help topics are displayed. Click on the
What's new link. You will see the following.
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€ Excel Help i &
O AR BAME Q s
- B search -

Eszel

What's new

Topics in "What's new”

@ What's new in Microsoft Office Excel 2007
@ Excel spedfications and limits
@ Terms of use

@ Disclaimer: Use of Fictitious Mames

i |ushotioe .-

Click on the What's new in Microsoft Office Excel 2007 link. You will see
the following.

QjExceIHerp el =
©E®OR GME e
+ M Search ~

Excel = What's new

[ -.

What's new in Microsoft Office
Excel 2007

P Show All

| = =
! puottable Table | P Use powerful new features
| = | toana lyze and communicate your
business information, share it with other

Al people, and manage it more effectively
gl A | g thanever

Tables

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

In this article

+ Results-oriented user interface

_i:." " Z ; I!;II s | l|

aciinicin uhotine:

TIP: Click on the Maximise button within the top-right part of the dialog
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box. This will make the dialog box fill the screen and the information within it
will be easier to read.

e Spend a little time browsing what's new within this version of Excel. For
instance if you click on the Results Orientated User Interface link you will
see the following.

s ™y

¥ Excel Help - = X

© =000 &AMe a .
~ J Search -

4 Quick access to more templates -~

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

Mo matter what activity you are performing in the new user interface—
whether it's formatting or analyzing data—Excel presents the tools

that are most useful to successfully complete that task.

M Top of Page

¥
£ | >
Excel Help |ﬁ Offline .

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

Searching for Help

e You can search for help on a topic of particular interest. Press F1 to display
the Excel Help window. Within the text box near the top of the Excel Help
window, type in a word or words relating to the help you need. For instance,
to display help about printing, type in the word 'printing’
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&) Excel Help
300 %N B AMe R
Printing ~ K Search -

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

€ Excel Help - m X
© = @& @ A e i
printing ~ J Search =

Table of Contents x| Exel ﬁ
@What’s new -~

@Gettng hep —| Searched for: "printing”

@Insmlling
- o Results 1-25 of 46 Page: [1] 2 & Next =
@a‘-\ccessublllty

@ Use Page Layout view to fine-tune pages before printing
Help = Workbook management = Saving and printing = Page layout

@File conversion and compatibility
@/'Workbook management

& Worksheet and Excel table basics @ Preview a page before printing
4 ) Help > Workbook management > Saving and printing
@/Formula and name basics

@Funcﬁon reference @ Preview worksheet pages before printing B
s . - ) Help = Workbook management = Saving and printing > Setup and
@Fﬂt&rlﬂg, sorting, and conditionally formatting options
@Summarizing, consolidating, and outlining dat .
dnne @ cancel printing
&/ alidating da Help = Workbook management = Saving and printing
wImporting data -
[é/.' : : @ Print
&/PwotTable reports and PivotChart reports
& What-if analysis @ save a file in PDF format
@Workjng with XML B Help > Workbook management = File management
@Charts @ ASCII character chart
@Security and privacy Help = Worksheet and Excel table basics > Formatting data

@Maaos @ saveAs
@Excel and the Web

@/'Automat'on T @ owverview of sharing and collaborating on Excel data

Help = Collaboration

< | (i@_puhlich as POE o ¥Pg

= b
— otine

x

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

The Help 'Table of Contents’

e Press F1 to display the Excel Help window. Click on the Table of Contents
icon (the book icon displayed within the Excel Help window toolbar).

) Excel Help @
e EmE N aAMe R ""llll

¢ You will now see a Table of Contents displayed down the left side of the Excel
Help window.
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s

|A

< |

Customizing

Reviewing and sharing

|w

& Excel Help = x
) (3 (x) @) g
®Ea &AL e "
+ O Search -
Table of Contents &)
@Whafs new ~ -
.@Getﬁng help
@ Accessibility
. Browse Excel Hel
@y Fie conversion and compatbitty
@ Workbook management What's new Getting help
@Worksheet and table basics Accessibility File conversion and compatibility
.@Formula and name basics
. . Waorkbook management Waorksheet and table basics
@Functlon reference
@'/'Imporh'ng and analyzing data Formula and name basics Function reference
.@Filhering, sorting, and conditionally formatting Importing and snalysing data Fitering, sorting, and conditionally
@Summarizing, consolidating, and outlining dat formatting data
@Validah’ng data Summarizing, consolidating, and validating data B
@Importing data outlining data
@/’PivotTable reports and PivotChart reports . PivotTable reports and PivotChart
4 ) ) Importing data
.@Whatﬂfanalyms reports
@Worldng with XML What-f analysis Working with XML
@Charts
@Semrity e Charts Security and privacy
@Macros Macros Excel and the Web
@EXCEI TLoELE Automation and programmability Activating Excel
@Automation and programmability

| £

Excel Help |

e —

Printing a Help topic

Display an item of interest within the Excel Help window. Click on the Print

[ )

icon displayed within the Excel Help toolbar.

| ¥ Excel Help

« G0 e @

o Close all open dialog boxes before continuing.
Alt key help
e Press CTRL+N to open a new blank workbook
e Click on the Home tab.
[ ]

Press the Alt key and you will see numbers and letters displayed over icons,

tabs or commands, towards the top of your screen.
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‘ Pa iy~ Book2 - Microsoft Excel
—-/l e I Page\J_ﬁalyout Forlas RTEW ‘«‘ Devper
3 ‘5 Calibri -1 - A A== = General -
rste (B 2 U-|[E-[&- A [E=S®EEE (@ %o w3

Clipboard M= Font (] Alignment ] Mumber P

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

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

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

Click on the Home tab before continuing.
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Using Excel 2007

Selection techniques

Why are selection techniques important?

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

Selecting a cell

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

Selecting a range of connecting cells

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

| c3 . f« | sales 2003

' A B C D E F G
1 :
2
3 Country [sales 2003 sales 2004 Sales 2005 Sales 2006 Sales 2007 |

Selecting a range of non-connecting cells

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

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

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

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

E'_*a o9 - # Selec
— Home Insert Page Layout Formulas Data Rewvii
j £ caiibri -1 - A A == :

A Bl — 2 | H
=2 —
Paste (B F O~ A= = =|zE 25|
- 7 = =&
Clipb (] Alignment
I; I | Canada
Click Here = = =
1

Selecting a row

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

2

3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
3 L Canada 93 120 121 132 143
i usAa 109 110 109 102 94
7 United Kingdom 92 99 98 95 B85
8 Australia 92 95 96 92 93
9 New Zealand 32 43 54 74 B84
10 China 67 79 83 28 93
11 Pakistan 24 34 43 54 73
12 Mexico 12 24 20 23 32

Selecting a range of connecting rows

e To select the rows relating to Canada, USA, UK and Australia. First click on
the row number next to Canada (i.e. 5). Press down the Shift key and keep
it pressed. Click on the row number relating to Australia (i.e. 8). When you
release the Shift key the multiple rows remain selected.

L= = R I = R B R R

=
=]

Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
India 102 129 189 193 201
Canada 98 120 121 132 143
USA 109 110 109 102 94
United Kingdom 92 99 98 95 B85
Australia 92 95 96 92 93
New Zealand 32 43 54 74 B4
China 67 79 83 28 93
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Selecting a range of non-connected rows

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

2

3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
= India 102 129 189 193 201
> Canada 93 120 121 132 143
b USA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93
9 [ |NewZealand 32 43 54 74 84
10 China 67 79 83 a3 93

Selecting a column

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

A B = D E F G

1 :
2

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

Selecting a range of connecting columns

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

1 N
2

3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 |Sales 2007
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
b usa 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93
9 New Zealand 32 43 54 74 B84
10 China 67 79 83 a8 93
11 Pakistan 24 34 43 54 73
12 Mexico 12 24 20 23 32

Selecting a range of non-connecting columns

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

A B c D E F G

1

2

3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 1593 201
5 Canada 98 120 121 132 143
6 USsA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93
9 MNew Zealand 32 43 54 74 B84
10 China 67 79 83 88 93
11 Pakistan 24 34 43 54 73
12 Mexico 12 24 20 23 32

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

Good practice when creating or editing lists

Each cell should contain the smallest data element. For instance if you are
storing a person’s name, use one cell for the first name and another cell for
the second name. This means that at a later date you could manipulate the
data to sort by the second name. For the same reason split the details of an
address into as many smaller parts as possible so that later you could search
by state/region , by post code/zip code or even by country if you are
maintaining an international list.

The top row of your data will often contain the headers of each column.
These are called field names.
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e List should not contain blank rows or columns within the data. This can
cause problems when later sorting your data.

e Ensure that cells bordering your list are blank.

¢ If your data contains the bottom row which contains totals, it is often a good
idea to insert a blank line above the row of totals.

Manipulating rows and columns

Inserting rows into a worksheet

¢ Open a workbook called Rows and columns. We need to insert a row for
Japan between the row for Canada and the row for the USA. Select the row
for the USA, as illustrated.

a Inaia 1o 124 154 193 2UL
5 Canada 98 120 121 132 143
il L USA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93

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

b UsA 109
L - - 4 | Cut —
7 United Kingdom 92 )
2 C

8 Australia 92 “f jo?y

9 New Zealand 32 I | Paste
10 China 67 Faste Special...
11 Pakistan 24 Insert
12 Mexico 12 Delete
13 Clear Contents
14 o= | _ -

e The table will now look like this.

3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 133 201
3 Canada 93 120 121 132 143
6

7 UsAa 109 110 109 102 94
8

United Kingdom 92 99 98 95 85

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

Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
India 102 129 189 193 201
Canada 98 120 121 132 143
Japan 89 93 102 109 120
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Inserting columns into a worksheet

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

illustrated.
A B = D E F G
1
2
3 Country Sales 2003 |Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
1] Japan 89 93 102 109 120

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

A B c D E F G H

i
1 .
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
3 Canada 93 120 121 132 143
1] Japan a9 93 102 109 120

e Enter the following data into the column.

A B C D E F G H

1

2

3 Country Sales 2002 Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India a3 102 129 189 193 201
3 Canada 89 98 120 121 132 143
7] Japan 74 89 93 102 109 120
7 UsSA 92 109 110 109 102 94
8 United Kingdom 86 92 99 98 95 85
9 Australia 84 92 95 96 92 93
10 MNew Zealand 23 32 43 54 74 84
11 China 54 67 79 83 88 93
12 Pakistan 23 24 34 43 54 73
13 Mexico 10 12 24 20 23 32

Deleting rows within a worksheet

e Select the row relating to Canada. Right click over the selected row and from
the popup menu displayed select the Delete command.
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o . . 124
5 % o ] 120
6 ' 5 93
7 A & 5 110
g [f% Paste 5 99
9 Paste Special... 0 95
10 Insert "] a3
11 Delete 7 79
12 Clear Cantants 4 34

e The row is deleted without any additional warning.

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

Deleting columns within a worksheet

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

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

Modifying column widths

e Select a column, such as the Country column. Right click over the selected
column and from the popup menu displayed select the Column Width
command.

= [ |

3 Country | # Cut 11 Sales 2005 S

! India 53 | Copy 29 189

5 Japan [, Paste 3 102

& USA Paste Special... L0 109

7 United K 9 98
. Insert

8 Australia 5 96

9 New Zea LAl 13 54

10 China Clear Contents 7o a3

11 Pakistan| 2r' FEormat Cells... 4 a3

12 Mexico Column Width... 24 20

13 Hide

14 Unhide

15 1

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

Column width:

Ok l I Cancel I

Modifying column widths using 'drag and drop’

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

Country 2003 Sale
India a3

E N TE R S R

o Press the mouse button and keep it pressed.

The pointer changes to a black cross with double arrows when placed on the
line between two columns.

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

Automatically resizing the column width to fit contents

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

A B C D E F G H

1 S
2

3 Country  Sales 2 Sales 20( Sales  5ales 2 Sales 20 Sales 2007
4 India a3 102 129 189 193 201

3 Japan 74 89 93 102 109 120

6 UsSA a2 109 110 109 102 94

7 United King 86 92 99 98 95 85

8 Australia 84 92 95 96 92 93

9 New Zealar 23 32 43 54 74 84

10 China 54 67 79 83 88 93

11 Pakistan 23 24 34 43 54 73

12 Mexico 10 12 24 20 23 32
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¢ To automatically resize each column width to fit the contents, select all the
columns containing data. Double click on the junction between one of the
column header headers within the selected columns.

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

Cut

Copy

f i o<

Paste

Paste Special...
Insert

Delete

Clear Contents
'ff" Format Cells...

Row Height...

Hide

Unhide

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

Row Height EHET

Row height:

[ Ok l[ Cancel ]

TIP: If you click between any two row headers, you can drag the row height
up or down as required, to modify the row height.

e Save your changes and close the workbook.

Manipulating cells and cell content

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

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

Your screen will look something like this:
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| Component number  MNoinstock  Value eachitem  Total value in stock |
100846 2 56,99 113.98

Lo I R S R

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

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

N

Hom

| (e )
LS

ai

[

Paste

-

Clipboard ™

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

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

N\

Hom

(T | e )
Q=

a

&

Paste

-

Clipboard ™

Your data will now look like this.

4 Component number No in stock Value each item  Total value in stock
5 100846 2 56.99 113.98

i 100332 0 28.38 0

7 100622 5 12.74 63.7

8 100847 2 32.99 65.98

9 100743 5 18.99 94.95

10 100934 1 12.99 12.99

11

12

13

14 Component number No in stock Value each item  Total value in stock

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

Deleting cell contents

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

9 1O /A3 =] 18,949 94.95
10 | 100934 1 12.99 12.99 |
11

o Press the Del key and the cell contents will be deleted.

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

Moving the contents of a cell or range within a workbook

e Select the range to wish to move and then cut it to the Clipboard. In this
case select the data, as illustrated.

Component number  Noinstock  Value each item  Total value in stock

100346 2 26.99 113.98
100332 V] 28.38 0
100622 5 12.74 63.7
100347 2 32.99 65.98
100743 3 15.99 94.95

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

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

e Save your changes and close the workbook.

Editing cell content

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

e Click on cell B3. Double click in front of the word 'Region’ and insert the
word 'Sales’ followed by a space. Press the Enter key to commit your
changes to the cell.

e Click on cell B7. Double click on the word 'West’, to select it and then over
type the selected word with the word 'Central’. Press the Enter key to
commit your changes to the cell.
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Undo and Redo

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

E*a = = -
—-‘/ Home Insert

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

N ENILL
HY |
—-‘/ Home Insert

e Save your changes and close the workbook.

Copying the contents of a cell or range between worksheets (within the
same workbook)
e Open a workbook called Worksheet manipulation.

e Select a cell, range, row or column to copy. In this case select the range
B3:C8. Your screen will look something like this:

_ N .

J= | Region

o3
w
4

A B C D E
112007
2
3 Region |Sales
a Europe 727,463
5 Africa 343,745
6 Asia 283,174
7 Australia 287,636
8 America 831,173

e Press Ctrl+C to copy the selected range to the Clipboard. Click on the
second worksheet tab (called Projections).

22

e |
4 4 » M| 2007 Sales . Projections < ¥J

Ready ,ﬂ

You will now see the contents of the second, empty worksheet displayed.

e Click at the location you wish to paste the data to. In this case click on cell
C4 and press the Ctrl+V keys to paste the data from the Clipboard. You
have successfully copied selected data from one worksheet to another
worksheet within the same workbook.
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BEFORE CONTINUING: Click on the Undo icon to undo this copy.
The Undo icon is displayed towards the top-left of your screen.

Leave the workbook open and carry on to the next section.

:lj 1
_,,/ Haome Insert

Moving the contents of a cell or range between worksheets (within the
same workbook)

Switch back to the first worksheet within the workbook called Worksheet
manipulation.

Select a cell, range, row or column to move. In this case select the range
B3:C8. Your screen will look something like this:

[

83 - = | Region
| : | MEE

A B C D E
112007
2
3 Region |Sales
a Europe 727,463
5 Africa 343,745
6 Asia 283,174
7 Australia 287,636
8 America 831,173

Press Ctrl+X to cut (move) the selected range to the Clipboard.

Click on the second worksheet tab (called Projections).

22

e |
4 4 » M| 2007 Sales . Projections < ¥J

Ready | 75

You will now see the contents of the second, empty worksheet displayed.

Click at the location you wish to paste the data to. In this case click on cell
C4 and press the Ctrl+V keys to paste the data from the Clipboard. You
have successfully moved selected data from one worksheet to another
worksheet within the same workbook.

Save your changes and close the workbook.
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Moving the contents of a cell or range between worksheets (in different
workbooks)

Open a workbook called Between workbooks 1.
Open a second workbook called Between workbooks 2.
Display the contents of the Between workbooks 1 workbook.

NOTE: To switch between multiple open workbooks, click on the View tab
and from within the Windows section of the Ribbon, click on the Switch
Windows icon. This displays a drop down list allowing you to select the
worksheet that you want to switch to.

Between workbooks 2.xlsx - Microsoft Excel -

W View Developer Acrobat '@J o e
ar © B | = [ split View Side by Side O :
> HOM = g e Else 1 y :Hi o] =
S — = Hide onous Seralling c - —2
Zoom 100% Zoomto Mew  Arrange Freeze 4 i _ - Save Switch Macros
Selection | Window  All  Panes~ Unhide | ig Reset Windo IS Workspace Windows ~ -
Zoom Window v | 1 Between workbooks 2.xlsx |
2 Between workbooks 1.xsx
F G H I 1 K L M N 0 P Q R i

Within the Between workbooks 1 workbook, select a cell, range, row or
column to move. In this case select the range B3:C8. Your screen will look
something like this:

I B3 - fe | Region
A B C D E
» 2007
2
3 Region |Sales
a Europe 727,463
5 Africa 343,745
6 Asia 283,174
7 Australia 287,636
8 America 831,173

Press CtrI+X to cut (move) the selected range to the Clipboard.

Switch to the second workbook (called Between workbooks 2).

Click at the location you wish to paste the data to. In this case click on cell

C4 and press the Ctrl+V keys to paste the data from the Clipboard. You
have successfully moved selected data from one workbook to another

workbook.

NOTE: You could have selected a different worksheet within the second

workbook if you wanted.

Leave the workbook open and carry on to the next exercise.
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Copying the contents of a cell or range between worksheets (in different
workbooks)

Select the data in the second workbook.

Press Ctrl+C to copy the selected data to the Clipboard.
Switch back to the first workbook.

Click where you wish to paste the data to.

Press Ctrl+V to paste the data from the Clipboard.

You have now copied selected data from one workbook to another workbook.

AutoFill

Open a workbook called AutoFill.

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

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

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

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

Save your changes and close the workbook.

Copying a data range using AutoFill

Open a workbook called AutoFill a data range.
Select the range B2:B24.
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B2 - fe | Name
A B C D
1
2 IName
3 Agustin
4 Amerigo
5 Birgit
6 Christa
7 Dennis
8 Enrique
9 Ernst
10 George
11 Girish
12 Hilda
13 Jan
14 Lou
15 Louis
16 Mallika
17 Mark
18 MNancy
19 Robert
20 Ruth
21 Susan
22 Tom
23 Tom
24 Valentino
25
26

¢ Move the mouse pointer to the bottom-right corner of this range and the
mouse pointer shape will change to the shape of a small black cross. When
the mouse pointer changes shape, press the mouse button down, and while
keeping it pressed move slowly to the right, by two columns.

A B C D
1
2 MNaime
3 Agustin
4 Amerigo
& Birgit
6 Christa
7 Dennis
8 Enrique
9 Ernst
10 George
11 Girish
12 Hilda
13 Jan
14 Lou
15 Louis
16 Mallika
17 Mark
18 MNancy
19 Robert
20 Ruth
21 Susan
22 Tom
23 Tom
24 Valentino
25
26 Moa--1

When you release the mouse button you will see that Excel has 'AutoFilled’
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the range you dragged across with data, as illustrated below.

| 122 - £ |
A B C D E

1 4
2 MName MName MName
3 Agustin Agustin - Agustin
4 Amerigo Amerigo Amerigo
5 Birgit Birgit Birgit
6 Christa Christa  Christa
7 Dennis Dennis  Dennis
] Enrique Enrique Enrique
9 Ernst Ernst Ernst
10 George George George
11 Girish Girish Girish
12 Hilda Hilda Hilda
13 Jan Feb Mar
14 Lou Lou Lou
15 Louis Louis Louis
16 Mallika Mallika  Mallika
17 Mark Mark Mark
18 Nancy Nancy Nancy
19 Robert Robert  Robert
20 Ruth Ruth Ruth
21 Susan Susan Susan
22 Tom Tom Tom
23 Tom Tom Tom
24 Valentino  Valentino Valentino

e Save your changes and close the workbook.

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

¢ Click on the Data tab and from within the Sort & Filter group, click on Sort
A to Z icon.

Zh

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

Click on the Sort Z to A icon.

it

The data will be displayed as illustrated.

Countries Value of Sales
USA 4817423
United Kingdom 2093627
Pakistan 1281637
New Zealand 1019483
Ireland 2948133
India 1846276
China 2917438
Canada 2183721
Australia 3281746

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

A to Z icon.

Z4

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

e Click on the Sort Z to A icon.

]

The data will be displayed as illustrated.

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

e Save your changes and close the workbook.

Searching

Searching and replacing data

e Open a workbook called Search and replace.

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

Find and Replace

Find | Replace

Find what: | w |

Fndal | | Endmext | | Close |

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

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

Find and Replace

Find Replace |
Find what: || w |
Replace with: | w |
Replace All ] [ Replace ] [ Find Al ] [ Eind Me:xk ] [ Close ]

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

Click on the Find Next button and once found click on the Replace button.
Carry on replacing all occurrence of the word Blue with the word Purple.

Close the Find and Replace dialog box.

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

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

Click on the Replace All button and all occurrences of the word Red will
immediately be replaced by the word Orange.

Save your changes and close the workbook.
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Worksheets

Switching between worksheets
e Open a workbook called Worksheets.

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

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

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

Renaming a worksheet

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

W 4 » M| 2003 Sheet? . Sheet3 . ¥d
Ready .ﬂ

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

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

M« » | 2003 2004 | 2005 ¥
Ready .ﬂ

Good practice with naming worksheets

o By default worksheets are called Sheetl, Sheet2 and Sheet3. You should use
meaningful names for your worksheets, especially if you are using multiple
worksheets within a workbook. This can make a complicated workbook much
easier to understand.

Inserting a new worksheet

¢ Click on the 2005 worksheet tab to select it. Right click over the tab and
from the popup menu displayed, click on the Insert command.
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14
Insert...
15
16 Delete
17 Rename
18 Move or Copy...
19 & | View Code
20 ";_'_‘JJJJ Protect Sheet...
21 Tab Color »
22 Hide -
23
24
— Select All Sheets
4 4 F K 2003 2004 2 D o ———

Ready S

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

Insert gl

General | Spreadsheet Solutions
o o & ene
it Previ
Chark M5 Excel 4.0 International i
Macro Macro Sheet
M5 Excel 5.0
Dialog Preview not available.
’ Templates on Office Online ] [ Ok ] [ Cancel ]

¢ Click on the OK button and a new worksheet will be inserted just before the
selected worksheet, as illustrated.

a5

M4k W F003 2004 | Sheetl 2005 . ¥J
Ready S

Deleting a worksheet

¢ Make sure that the new tab that you have just inserted is selected. Right
click on the tab and from the popup menu displayed select the Delete
command. The new worksheet will be deleted.
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e

16 Insert...

17 Delete

18 Bename

19 Move or Copy...

20 & View Code

21 [Z)y Protect Sheet..

22 Tab Color 4
23

2 Hide

25

hE Select All Sheets
WA » M| 2003 2004 | Sh et

Ready | =

Copying a worksheet within a workbook

Select the 2003 tab. Right click on the tab and from the popup menu

displayed select the Move or Copy command.

Fe

15 Insert...
16 Delete
17 Rename
18 Move or Copy...
139 & view Code
20
(S} Protect Sheet...
21
22 Tab Color 3
23 Hide
24
25 Select All Sheets —
(LI O S 11|
Ready S

In this case select 2005.

Move or Copy

Mowve selected sheets
Tao book:

|Wu:urksheets.xls>< W ‘

Before sheet:

2003
2004

{move to end)

0] 4 ] [ Cancel

The Move or Copy dialog box is displayed. As we want to copy rather than
move, click on the Create a copy check box.
the dialog box, select which worksheet you wish to insert the copy in front of.

In the Before sheet section of
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¢ When you click on the OK button a copy of the first worksheet will be
inserted, as illustrated.

25
M 4 » M| 2003 2004 | 2003 (2) 2005 %2
Ready S

o Delete this copied worksheet before continuing.

Moving a worksheet within a workbook

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

F

15 Insert...
16 Delete
17 Rename
18 Move or Copy...
139 & view Code
20
(S} Protect Sheet...
21
22 Tab Color 3
23 Hide
24
25 Select All Sheets —
M4+ M| 200
Ready | =

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

Mowve or Copy

Move selected sheets
To book;

| Worksheets, xlsx v |

Before sheet:

2003
2004

(move ko end)

[] create a copy

I Ok l [ Cancel

¢ When you click on the OK button the worksheet will be moved, as illustrated
below.
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25
M4 » W[ 2004 | 2003 2005 %]

Ready }E

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

Copying or moving worksheets between workbooks

Open a workbook called Between workbooks 2. Leave this workbook
open.

Open a workbook called Between workbooks 1.

Click on the worksheet tab for 2006 Sales.

21
M 4 b M| 2005 5ales | 2006 Sales - 2007 Sales %1

Ready S

Right click on the 2006 Sales tab and from the popup menu displayed select
the Move or Copy command.

11 Insert...

12 Delete

13 Bename

i‘: Move or Copy...

i Gl | View Code

17 [3}3 Protect Sheet...

18 Tab Color 4
19 Hide

20

21 Select All Sheets

M 4k M| 3005 5ales | 2006 Sa ’

The Move or Copy dialog box is displayed.

Move or Copy

Move selected sheets
To book:

Between workbooks 1, xlsx w |

Befaore sheet:

2005 Sales
2006 Sales
2007 Sales
{mowve ko end)

|:| Create a copy

QK I [ Cancel
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Click on the down arrow in the To book section of the dialog box. From the
drop down list, select the workbook called Between wordbooks 2, as
illustrated below.

Mowve or Copy

Move selected sheets
To book;

Bebween workbooks 1,xlsx |'-J

(mew book)
Between workbooks 1, xlsx

Between workbooks 2,xl5:x

[] create a copy

I Ok l [ Cancel

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

Before sheet:

2005 Sales
2006 Sales
2007 Sales
{movwe to end)

Click on the Create a copy check box.

Click on the OK button.

Switch to the second workbook and you should see a copy of the worksheet
inserted into the workbook.

TIP: Experiment with moving a worksheet between workbooks using the
same method, but this time do not click on the Create a copy check box.

|:| _reakte a copy

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

Font formatting

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

Calibri -1 A A

Font type

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

_ H9- ™ ¥ Font formatting.xlsx - Mic
fhin ) g
%3
—-/ Home Insert Page Layout Formulas Drata Review View Develop
T ® catibn Fu ~[& x| [T ==([®] 5 |cenea
53
Paste j Theme Fonts AE 'EEI @v I[-E - O s ”1.-6
- T Cambria {Headings) |_
Clipboard ™= =|gnt F] Number
= T Calibri (Body)
L S| parons
- ':ﬂ_'l [ Y Y, F 2 <
1 |Sales vol
: B Jgency B
3 T ALGERIAN 2005 Sales 2006 Sales 2007 |
4 T Wb 189 193 201
3 v Andale Mono TPA 121 132 143
&6 T Arial 109 102 94
7 - 98 95 85
g Arnial Black 95 92 93
g B Arial Narrow 54 74 a1
10 % Arial Rounded MT Bold 33 :F:] 93
1 % frial Unicode MS 43 54 73
= T Baskerville Old Face < == 34
13
- T Barada
15 " Bavhavs 93
16 T Bell BT
7 T Berlin 5ans FB
I; T Berlin $ans FB Demi
0  Bernard MT Condensed -

o Experiment with applying different fonts to your data.
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Font size

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

a1 d 9 - - Font formatting.xlsx - M
o it |
—/I Home Insert Page Layout Farmulas Data Review View Devel
_j S Calibri -1 A x| [ ==|®r]| |5 | cenernl
=3 I = :
Paste 7 ||[[B L U - A |E = =||EmsE | EH (@ %o |
Clipboard ™ Font| 10 LF] Alignment = Number
4 i1
B3 - | Count
| Qul;, [l Country
A B 14 | DI D E F G
1 Sales volume by country |16
2 18
3 Country ;g 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
. | India 24 102 129 189 193 201
5 Canada 7% 98 120 121 132 143
i} USA 28 109 110 109 102 94
7 United Kingdor 36 92 99 98 95 85
g Australia =i 92 95 9 92 93
72
9 New Zealand 32 43 54 74 B84
10 China 67 79 83 B8 93
11 Pakistan 24 34 43 54 73
12 Mexico 12 24 20 23 32

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

A AT

Bold, italic, underline formatting

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

B I U -

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

Calibri

‘B L U~

_—
U Underline
3 D Double Underline
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Cell border formatting

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

border. Select All Borders.

F, ';T-H'- | | ) - - Ennt formattino wlew - Bdicrncn
f .___,g | == Font formathiing.xis Microse
—’/I Home Insert Page Layout Formulas Data Review View Developer

I_:l £ caiiri -1 AL =8| = General .

Paste \;' (B (I U-~|ii~|d- A== =|(|EE - |2~ % »||% 2
Clipboard ™ F{ Borders " Mumber I

| B3 - (| £ Bottom Border
A B Top Border E G ;
1 |Sales volume by count R
. Right Border
3 Country Mo Border D5 Sales 2006 Sales 2007
4 India E All Borders B89 193 201
5 Canada Outside Borders 21 132 143
6 USA Thick Box Border P2 102 M
7 United Kingg 58 95 85|
. Eottom Double Border

8 Australia _ 56 92 93
g New Zealand Thick Bottom Border £ 74 a4
10 China Top and Bottom Border 3 a8 93
11 Pakistan Top and Thick Bottom Border 13 54 73
12 Mexico Top and Double Bottom Border 20 23 32
13 Draw Borders
14 _/f Draw Border
1E
= # | Draw Border Grid
16
= . # Erase Border
oo i Line Caolor ]
is =
19 — | Line Style [
20 More Borders...

e Your data will now look like this.

Country Sales 2003 |Sales 2004 |Sales 2005 (Sales 2006 |Sales 2007
India 102 129 189 193 201
Canada 98 120 121 132 143
USA 109 110 109 102 94
United Kingdom 92 99 98 95 85
Australia 92 95 96 92 93
New Zealand 32 43 54 74 B84
China 67 79 83 88 93
Pakistan 24 34 43 54 73
Mexico 12 24 20 23 32

e Click on the Undo icon (top-left of your screen) to undo this formatting.
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1

NIRRT A
Y,
—"/ Haome Insert

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

apply.

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

Formatting the background colour

o Select the range B3:G3. Click on the Fill Color icon. Move the mouse over a
colour and you will see the colour formatting previewed within your data.
Click on a colour to apply it.

E‘_“a =9~ 5 Font formatting.xlsx - Micros
Home Insert Page Layout Formulas Data Review View Developer
'_dj £ Calibri - A A== (& General
Pafte ‘;. ‘B T H'IIE'II&'A'I |§§EH'§§'§§| E' '@' B | Sl
Clipboard ™ Font Theme Colors Fi Number
e H EEENEN
B3 -
A B F G
1 Salesvolume by country I I I I I I I I
2 |
3 Country 3| JETET LT 5 [sales 2006 [sales 2007
4 India L L L L1 189 133 201
5 Canada Mol 121 132 143
6 UsA 11 More Colors., 109 102 94

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

Formatting the font colour

e Select the range B3:B12. Click on the down arrow next to the Font Colour
icon. This will display a drop down from which you can select the required
colour. Experiment with applying different font colours.
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=
E
I
i
il
whi
ni
¥
i)
i

. Automatic

| Theme Colors
o HEENEN

Standard Colors
| J EEEER

:%)  More Colors...

e Save your changes and close the workbook.

Alignment formatting

e The alignment options are contained within the Alignment group on the

Home tab.
1= ==8| =
= = =||<= = B~

Alignment IFi

Aligning contents in a cell range

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

Centring atitle over a cell range

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

-

+3-|-i'|r
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e Your screen will now look like this.

Sales
Country 2003 2004 2005 2006 2007
India 102 129 189 193 201
Canada 98 120 121 132 143
UsA 109 110 109 102 94
United Kingdom 92 99 98 95 B5

Cell orientation

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

[ 3B~ | = General

-'§;"2' Angle Counterclockwise +
\%S Angle Clockwise
E & WVertical Text 3
4 -4l | Rotate Text Up -
|&~ Rotate Text Down I-

A% Format Cell Alignment

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

&

Country v Y Y Y Y

India 102 129 189 193 201
Canada 98 120 121 132 143
Usa 109 110 109 102 94

o Experiment with applying some of the other orientation effects.

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

All revenues are pre- tax profits.

¢ When you press the Enter key you will see that the text does not *fit' into the
cell.

13
14 All revenues are pre- tax profits.
15
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Select cell B14 and click on the Wrap Text icon.

Elﬂ

The cell will now look like this.

13

All revenues are
14 pre- tax profits.
15

Save your changes and close the workbook.

Aligning cell contents vertically

Open a workbook called Vertical alignment. As you can see the cell
contents are aligned to the bottom of the cell.

Select the data as illustrated.

| c3 - I | Sales Area

A B c D E F G H

1

2

3 Sales Area 2005 2006 2007 2008,
4 Morth 234 254 287 300
35 South 654 763 427 675
6 East 324 324 553 432
7 ‘West 234 543 347 432

=]

Click on the Home tab and from within the Alignment section select the
required vertical alignment option.

r _a, o 9-c - Vertical alignm
—Lj-/ Home Insert Page Layout Formulas Data Review View Developer Acl
I_-‘j 'ﬁ; Eji\, Calibri 11 A A= ;l| P | = Wrap Text

S= W EF — =ll==T==
F'E‘f:tE o Format Painter = =||££ 2= || g Merge & Center ~
Clipboard lw Font lw Alignment F]
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Experiment with applying each of the three vertical alignment options.

Top Alignment
Middle Alignment
Bottom Alignment

After you have finished experimenting, set the alignment to Middle
Alignment.

Save your changes and close the workbook.

Format Painter

Open a workbook called Format painter.

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

‘g‘.'-: H "l
—/ Hon

e

=1 |

5]
Pajte ¥

Clipboard ™

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

Click on cell B14, and while keeping the mouse button pressed, move the

mouse pointer to cell G23. Release the mouse button and the formatting will
be copied to the second range within your worksheet, as illustrated.

1
2 Country Sales 7007 | Sales 7004 | Saies 7005 | Sales 2006 | Sales 2007

E) India 102 129 188 193] 201
A Canada 28 120 121 732 143
5 USA 108 170 108 102 54
6

8

5

United Mingdom 52 59] 58 55] 3
Austrailia 0z [ 3 92| 23
New Zealamd 32 43 54 74 [}

E Civina 67 79| 83 88 33
0 Paldstan 24 34 43 7] 73
11 Mexico 12 24| 20 23| J2

14 Country Sales 2003 Sales 2004 Salesx 2005 Sales 2006 Sales 2007

15 Inelia 102 129 188 193] 201
10 Canada %8 720 727 732 743
¥ UsA 08 770 08 702 54
18 Uiited Kingdom a2 53| 58 55 85
15 Australia a2 a5 o5 2z 23
20 Wew Zealamd 32 5 54 74 54
n Chins &7 79| 83 88 83
22 Pakistan 24 34 43 54 73
n Mexico 1z 2] 20 23] 5|

Save your changes and close the workbook.

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



ECDL Module Four - Page 59

Number formatting

Number formatting

Open a workbook called Number formatting. Click on cell C2. Click on the
down arrow next to the Number Format control. You will see a drop down
menu from which you can select the format. In this case select Number.

*j—
|
General

Mo specific format

4

Number
19459312

Currency
£194,593.12

Nl S Bk

.

[ -0 |

Accounting
£194,593.12

Short Date
09/10/2432

Long Date
09 October 2432

(Y=Y Y- Y]

i

Time
02:57:46

s 3 N (o

Percentage
19459312 .35%

Fraction
194593 1/8

Scientific
195E+05

More Number Formats...

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

Decimal point display

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

General -
|- % o |58 5% .00 |
Mumber I +'n

The cell contents should now look like this.

Format this number to display no decimal places. 194593

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

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

I +l|:|
00

Applying and removing comma style formatting (to indicate thousands)

e Click on cell C8. Click on the Comma Style icon (within the Number section
of the Home tab) to format the number using commas.

General -
e A R I 2] ’ |
Mumber ]

e Your number should now look like this.

| 1,945,968,573.00 |

NOTE: To remove comma style formatting, click on the Number format
icon (within the Number section of the Home tab).

(Da) H 9~ ™ MNumber formatting.xlsx - Microsoft Exc
a |
—/l Home Insert Page Layout Farmulas Data Review View Developer Acrobat
== X Cut S| =
J L cCalibri 11 - |A AT = =8| |SiwrepTedt Accounting -
Past e Ay A == o .00
aste === = = A= == EE| | & = R |
- F Format Painter B I W [ | A |E = =||iE iE£|| = Merge & Center - || § Ya 11558 328
Clipboard ] Font ] Alignment F] Mumber (]

e Select the General or Number format option, as illustrated.

= . | o = 5 . . e s G s !
o | # = e Mumper Tormating.xisx - MICrosoTt EXcel

L
v
—/ Home Insert Page Layout Formulas Data Review View Developer Acrobat

4 Cut

Calibri -l - A== = ﬂl
Paste =3 cony ' r u = ABC Generai - p
- jFormat Painter = = 123 Mo specific format 3]
Clipboard (F Font (F Alignment (F 5
= Number =
| ca - I | 1945968573 ]2 1945968573.00
A B c D Currency
1 @ 51,945 968,573.00
2 Format this cell to use number formatting conventions 194593.1235 -
Accounting
3 51,045,968,573.00
4 Format this number to display no decimal places. 194593.1235
5 Format this number to display 1 decimal place 194594.1235 = izg::i‘i” i |
6 Format this number to display 2 decimal place 194595.1235 1
7 lj Long Date
HH  sssssssess
3 Format this number to display comers I 1,945,968,573.00 _I
9 T,  Time
. . . [ V) ssssssssss
mn Enrmat thic numbar ta dicnlaw o 1E nnonnd cion 724 Qe \e - TEEmEmEEEEE
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The cell contents will now be displayed without comma style formatting.

Currency symbol

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

|"§‘ 9%  ||%8 3%8| | Conditional

Enrmattimeon «

£ English [U.K}
5 English [U.5.)
€ Euro (£123)

More Accounting Formats...

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

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

£ 234.98

5 234.98

€ 234.98
Date styles

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

Right click over cell C17 and from the popup menu displayed select the
Format Cells command.

| & Cut
53 Copy
U [§% Ppaste
L Paste Special...
L Insert...
Delete...
Clear Contents
Filter b
! Sort 4

—d Insert Comment
"jf“ Format Cells...
Pick From Drop-down List..,

Mame a Range...

1 3__!_5, Hyperlink...
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¢ This will display the Format Cells dialog box.

Format Cells

Alignment || Font || Border || Fill || Protection
Cakegory:
General Sample
Murmber 07-Mar-07
Currency
Accounting Tvpe:
Date ad
Time =YY
Percentage 0,00% s
Fraction 0.00E4-00 B
Scientific #40,0E4+0
Text #7
Sperial &
T — sl E
dd-rnmm
TAMITI-4y
he:rnm AP
hemmiss AMJPM b
Type the number Format code, using one of the existing codes as a starting paint.
I QK ] [ Cancel l

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

Format Cells

Mumber | Alignment || Font || Border || Fill || Protection
Cakegory:
meneral Sample
Mumber
OFjosfoy
Currency Ay
.ﬁ.ccauntini Type:
: *14/03/2001 -
Time - 2
Percentage 1‘1‘402162%212001
Frachon _
Scientific 14(3/01 B
s EEE 3
Cuskam =
Locale {location);
English {L1K.) w

Date Formats display date and time serial numbers as date values, Date Formats that begin with an asterisk (*)
respond to changes in regional date and time settings that are specified for the operating system. Formats
without an askerisk are not affected by operating system settings,

(o] 4 ] [ Cancel
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¢ Click on the OK button to apply the date format. Experiment with applying
different types of date format to the cell.

Percentages

e Click on the cell C15. To change this number from 17 to 17%o, type in 17%
and press the Enter key. You will then see the contents displayed as
illustrated below.

17%

e Save your changes and close the workbook.

Applying Percentage formatting to a cell or range

¢ You can format numbers within a worksheet using the percentage format.
You need to be carful however how you use this formatting, as you can get
some unexpected results if used incorrectly.

e Open a workbook called Percentage formatting. This worksheet contains
two sets of data, neither of which make sense at present. We need to tell
Excel to treat the contents of cells C4 and G4 as cells containing
percentages.

e Click on cell C4 to select it. To apply percentage formatting to this cell, click
on the Home tab and from within the Number section, click on the
Percentage icon.

(D) id 9 -1 ¥ Percentage formatting.xlsx - Microsoft E
- Home Insert Page Layout Farmulas Data Review View Developer Acrobat
== X Cut T EI=
j & tu Calibri 14 A AT ==(8| | 2Wrap Text General -
_-é Copy ....... — — — [ T —
Pafte memat T I'BY & O ~||ix | Sy - &'I = = == = @Merge BoCenter~ ||| % ~ % | » --*_’53 ;”_3-
Clipboard IFi Font L] Alignment L] Number IFi

¢ You will see the following, which is not quite the result we were expecting.

cs \a fe | =Ca*ca
A B C

1

2

3 Full price 55
4 Percentage discount 1000%
5 Value of discount 550]
6 Sale price after discount -495
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As you have just seen, if a cell contains numbers, BEFORE you apply
percentage formatting to the cell, then the numbers in the cell are multiplied
by 100.

Click on cell G4. . To apply percentage formatting to this cell, click on the
Home tab and from within the Number section, click on the Percentage
icon. The cell is empty so you will not see any change. However if you enter
the number 10, to cell G4 you will see the following.

F G

Full price 55
Percentage discount 10%
Value of discount 5.5

Sale price after discount 49.5

As you have just seen numbers that are typed into the cells after you have
apply the percentage formatting are treated differently to cells already
containing data.

Save your changes and close the workbook.

Freezing row and column titles

Freezing row and column titles

Open a workbook called Freezing.

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

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

| G18 - fe |
A B C D E
1 Component code Color Number in stock  Value of each component Total value of stock
100001 Red 2 22.99 0.00
3 100002 Red 2 11.50 23.00

To freeze the top row so that it remains in sight at all time, click on the View
tab and from within the Window group on the Ribbon, click on the Freeze
Panes command.
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View Developer
O FEE| | cENewWindow Fspit || %
\_% L—‘:‘ = Arrange Al ™ Hide FEH IH
Zoom 100% Zoomto _ . Save Switch
Selection || [EEE| Freeze Panes~| =] Unhide | 114 Workspace Windows ~
Zoom Window

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

View Developer

€ N [ | canNewwindow Fspit | )| [
% @ SArrangeAll 1 Hide -} j" %

FER

Zoom 100% Zoomto : - Save Switch
Selection I;E Freeze Panes=| ] Unhide | »4 Workspace Windows ~

Zoom Freeze Panes L
E Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection). !
D |:| Freeze Top Row
KFaan tha tnmn rous vicihla u-;n'-ke Eﬂ“‘lﬂg thmugh

Keeo-the top row visible while sc
31 the rest of the worksheet.
22

. Freeze First Column
10. U:I Keep the first column visible while scrolling

through the rest of the worksheet.

11. e

Scroll down through the data. As you can see the top row stays visible at all

times now.
A B C D E
1 Component code Color Number in stock  Value of each component Total value of stock
53 100052 White 1 2.40 2.40
54 100053 White 4 2.50 10.00
55 100054 White 4 2.60 10.40

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

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

View Developer
.;i ] o = Mew Window [ Split BRI mm o
----- £ = Arrange Al ~— Hide FE [ IH 2
Zoom 100% Zoomto _ - Save Sn
Selection | |0 Freeze Panes | ] Unhide | 214 | wo rkspace Wint
Zoom Unfreeze Panes L
E Unlock all rows and columns to scroll

through the entire worksheet, |

D Freeze Top Row
Val § h E Keep the top row visible while scrolling
SLEE LU EE AL IL UL LILE through the rest of the worksheet, 5
2

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

2. e FrRey

TIP: You can use the same technique to freeze the first column, so that
when you scroll to the right it is always visible. To do this you would select
the Freeze First Column command.
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i View | Developer

Q 5 L@ £2 Mew Window [ Split 3 i1 %
a0 = Arrange Al T Hide FEH H

Zoom 100% Zoomto _ Save Switch
selection @ Freeze Panes | ] Unhide | 214 | workspace Windows =

Zoom ——— [Freeze Panes
E== Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).

D % Freeze Top Row
Keep the top row visible while scrolling through
Value of each SLLLILE the rest of the worksheet,
22, Freeze First Column

Keep the first column visible while scrolling

11.
through the rest of the worksheet.

31.

Save your changes and close the workbook
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Formulas and Functions

Formulas

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

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

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

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

Press the Enter key and you will see the result of the calculation in cell E3.
e Click on cell E3 and you will see the formula displayed in the bar above the
worksheet.

ront 1 i

- fe | =c3*D3

Good Practice: The easy way to create formulas
e Click on cell E4 and type in the equals sign.

E

99 45.98
99/
95

59
23
24
3.5

e Click on cell C4 and you see this.
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Total value in stock
45.98

] |

c4

N - ]

Type in the * symbol, you see this.

Total value in stock
45.98

] |

643

@ D |
i

s |k|e

Click on cell D4 and you will see this.

Total value in stock

?_‘3 45.98
39}=ca*Da

35
59
25
24
L3

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

Copying formulas

Click on cell E4.

Move the mouse pointer to the bottom-right border of this cell and you will
notice that the mouse pointer changes to the shape of a small, solid black

cross. When you see this shape change press the mouse button and while
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keeping the mouse button depressed, drag down to cell E9. Release the
mouse button and you will see the formula copied down this range. If you
look at the formula in each cell of the range the cell references are
automatically adjusted to match each row, i.e. row 8 contains the formula
=C8*D8, while row 9 contains the formula =C9*D9.

Your screen will now look like this.

A B C D E

1

2 1 k ock
3 100847 2 22.99 45.98
= 100846 4 34.99 139.96
E 100645 9 12.95 116.55
b 100837 1 13.59 13.59
7 100846 0 9.25 0
8 100243 2 2.24 10.48
9 100773 5 40.5 202.5

Save your changes and close the workbook.

Operators

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

+ (plus)
- (minus)
/ (divide)
* (multiply)

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

Using operators in formulas

Open a workbook called Formula operators.
Click on cell C3 and enter the following which will add the number 3 and 7:

=3+7
Press the Enter key and you will see the result displayed in the cell.

Click on cell C4 and enter the following which will subtract the number 4
from the number 18:

=18-4
Press the Enter key and you will see the result displayed in the cell.

Click on cell C5 and enter the following which will divide the number 20 by
the number 4:
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=20/74

Press the Enter key and you will see the result displayed in the cell.

Click on cell C6 and enter the following which will multiply the number 4 by
the number 9:

=4*9
Press the Enter key and you will see the result displayed in the cell.

Save your changes and close the workbook.

Formula error messages

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

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

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

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

#DIV/0!
This indicates that you have tried to divide a number by zero (0).

Relative & absolute cell referencing

Relative cell referencing within formulas

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

Click on cell E4. We need to insert the formula for multiplying items in
column C by the items in columns D. Type in the following formula:

=C4*D4

Press the Enter key and you will see the result of the calculation in cell E4.
Click on cell E4, and move the mouse pointer to the bottom-right corner of
cell E4, and when the pointer changes to the shape of a small black cross,

press the mouse button, and keep it pressed down. Drag down the page to
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cell E12 and then release the mouse button.

e If you click on cell E5 you will see the following =C5*D5.
¢ If you click on cell E6 you will see the following =C6*D6.
¢ If you click on cell E7 you will see the following =C7*D?7.
¢ If you click on cell E8 you will see the following =C8*D8.
¢ If you click on cell E9 you will see the following =C9*D9.
e If you click on cell E10 you will see the following =C10*D10
e If you click on cell E11 you will see the following =C11*D11.
e If you click on cell E12 you will see the following =C12*D12.

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

Absolute cell referencing within formulas
e Click on the Absolute tab at the bottom of the worksheet.

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

The 5% figure has been entered into cell C15.

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

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

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

like this.
Part Number| Price (excluding delivery) Cost of delivery
100837 22.99 1.15
100263 10.95 0.00
100937 20.50 0.00
100234 10.50 0.00
100375 12.95 0.00
100746 29.84 0.00
100387 23.43 0.00
100883 9.48 0.00
100338 20.50 0.00

As you can see something has gone very wrong, as the 5% delivery charge
appears to be O for most of the items.
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e Click on cell D5 and you can see what the problem is. The formula contained
within this cell is:

=C5*C16

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

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

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

e Click on cell D4 and we will try again. This time type in the following
formula.

=C4*$C$15
The dollar signs make the reference to cell C15 absolute.

¢ Try extending the formula to fill the range down to D12. This time you
should find that the delivery charges are calculated correctly.

Part Number| Price (excluding delivery) Cost of delivery
100837 22.99 1.15
100263 10.95 0.55
100937 20.50 1.03
100234 10.50 0.53
100375 12.95 0.65
100746 29.84 1.49
100387 23.43 1.17
100883 9.48 0.47
100338 20.50 1.03

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

e Save your changes and close the workbook.

Functions

What is a function?

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

AVERAGE: Used to determine the average value of the selected cells
contents.

COLUMNS: Used to return the number of columns within a reference.
COUNT: Used to count how many numbers are in the list.

COUNTA: Used to count the number of cells that are not empty and the
values within the list of arguments.

COUNTBLANK: Used to count empty cells within a cell range.

MAX: Used to return the maximum number from a list.

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

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

To display the available functions, press Ctrl+N to display a blank workbook

and then click on the Formulas tab and within the Function Library group
click on the Insert Function icon.

D) v
-

— Home Insert Page Layout Formulas Data Ri
f Z AutoSum - ﬁr Logical = Er_:; Lookup & Reference =
ﬁ_{_— Recently Used = LA Text ~ ﬁ} Math & Trig =

Insert - - e
Function [[2# Financial - Ej Date & Time ~ LLLJ More Functions ~

Function Library

This will display the Insert Function dialog box.
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Insert Function

Search For a function;

wpe a brief description of what wou want ko do and then click Go

Or select a category: |Ml:usl: Recently Used w |

Select a funckion:

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

Help on khis function K, ] [ Zancel

NOTE: Depending on the configuration of your PC the Function Library
group of the Formulas tab may look slightly different, as illustrated below.
The options however are identical.

| =
i
- Home Insert Page Layout Formulas Data Review View

£ 1Y €0 @ @ 0 @ @A @ M
M e |5 S == I ot N == =S .- A1/
Insert AutoSum Recently Financial Logical Text Date & Lookup & Math More

Function > Used = ~ =~ =~ Time ~ Reference ~ & Trig = Functions =

Function Library

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

M4+ M| Sum - Average - Max -~ Min . Count - Counta Countblank - If .« #3

Ready ﬂ

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

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

¢ You will see the following displayed on your screen.

X « f | =SUM(C4:C7)

L =D = T I = R R = TR R

o Press the Enter key and you will see the AutoSum result in cell C8.

e

Sales Region ""’l\lgﬂf §§!§§l
North ; 34/
South E 11}
East ! 84
West L ’3’8"5}
TOTAL sum(Ele) |

[ SUMinumber1, [numberZ], ... |

| E19 - x|

' A B C
1
2
3 Sales Region No of sales
a4 North 34
5 South 11
& East a4
7 West 38
8 TOTAL 167

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

your worksheet.

| cs - fe | =sum(ca:c7)

' A B C
1
2
3 Sales Region No of sales
4 North 34
5 South 11
6 East 84
7 West 38
8 TOTAL 167

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

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

Average function
e Click on the Average worksheet tab.

26 | 3 : ; ; ,
M4 -+ M| Sym | Average . Max . Min . Count . Counta Counthlank . If

Ready ﬂ

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

¢ Click on the Formulas tab and within the Function Library group click on
the arrow next to the AutoSum icon. You will see a drop down list
displayed. Click on the Average command.

(@a) 2 - i Functions.:
=
Home Insert Page Layout Farmulas Data Review Viev
ft Z AutoSum q i@ Logical - [C, Lookup & Reference = @ A5
T sum - [& Math & Trig - =2
Insert - _ g . Mame
Fundtion Average &L Time = l[ﬁ';_]More Functions = Manager e
Count Humbers JLibrary Det
Max 5 |
. Min B C
1 More Functions...
2
3 Sales Region No of sales
a North 34
5 South 11
6 East 84
7 West 38
8 Average no. of sales per region

¢ You will see the following displayed on your screen.
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UM v (* % « fr| =AVERAGE(C4:C7)
A B C D
1
3 Sales Region ,,,@P,Eisf_',lisl
4 North ! 34.
5 South E 11}
6 East E 845
7 West T 383
8 Average no. of sales per region ﬂVEMGE{@}
q [ AVERAGE[numberl, [numberZ], ..} |

o Press the Enter key and you will see the average value displayed in cell C8.

A B C
1
2
3 Sales Region Mo of sales
a North 34
5 South 11
6 East 84
7 West 38
8 Average no. of sales per region 41.75

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

| c8 v fe | =AvVERAGE(CA:C7)

' A B C
1
2
3 Sales Region No of sales
4 North 34
5 South 11
& East 84
7 West 38
8 Average no. of sales per region 41.75

As you can see the function is:

=AVERAGE(C4:C7)

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

Click on the Max worksheet tab.

26 | ] _ T . . R
M 4+ M| Sym - Average | Max . Min . Count . Counta Countblagnk . If

Ready ﬂ

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

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

|-.'E03.\ ‘I ; - ;
;/I.
Home Insert Page Lay

ff % AutoSum j| ﬁi Logica

X Sum

Insert
Function Average ]

Count Numbers Li
Max
A Min B

1 More Functions...

You will see the following displayed on your screen.

| SUM » (0 X« fx| =MAX(CA:C7)
A B C

1

2

3 SalesRegion | dlglgg:f}sl:a_l;e}ﬂ
4 North ; 34!
5 South E 11}
6 East E 84E
7 West : 38}
8 Highest no of sales in a region =MAX{m l

[ MAX(numberd, [number2], ...} |

=

Press the Enter key and you will see the maximum value displayed in cell
C8.
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D14 - £ |
A B C

1

2

3 Sales Region No of sales
a4 North 34
5 South 11
& East 84
7 West 38
8 Highest no of sales in a region 84

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

| cs - fe | =max(ca:c7)

' A B C
1
2
3 Sales Region No of sales
4 North 34
5 South 11
&6 East 84
7 West 38
8 Highest no of sales in a region 84

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

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

Min function

The MIN function will display the minimum number within a range.
Click on the Min worksheet tab.

26 :
M 4k M| Sym - Average  Max | Min " Count . Counta Countblank ' If

Ready ﬂ

Click on cell C8. In this cell we want to display the lowest number of sales
within a region.

Click on the Formulas tab and within the Function Library group click on
the down arrow next to (or under) the AutoSum icon. You will see a drop
down list displayed. Click on the Min command.
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,-'JE:;\'.I H hq - % =

il
—-'/ Home Insert Page LayoL

£. | Z AutoSum q ﬁ Logical =

JAL
X 5um
Insert |
Function Average aTi
Count Numbers JLibri
Max £
I Min B
1 More Functions...

¢ You will see the following displayed on your screen.

| SUM - (0 X « Jx| =MIN(C4:C7)
A B C

1

2

3 Sales Region ]_ ”””” N P,E’fia_,lf,sl

a North f 34,
T [

5 South } 11!

6 East 5 84/

7 West R 38,

8 Minimum no of sales in a region |=MINm l

q [ MINjnumber1, [number2], ..} |

k
L]

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

c14 - [ |
A 3 5

1

2

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

e Click on cell C8, and you will see the function displayed in the bar just above
your worksheet.
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ce - fe | =MIN(Ca:C7)
A : C

1

2

3 Sales Region No of sales
a4 North 34
5 South 11
& East 84
7 West 38
8 Minimum no of sales in a region 11

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

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

Count function

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

PR

M4 » M| Sum Average - Max . Min | Count - Counta Countblank - If .~ ¥
Ready | 5

Click on cell C19. In this cell we want to display the number of cells in the
column above that contain a number.

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

E.’:a H ) - =
-
" Home Insert Page Lz
¥ AutoSum '| @ Logic
X
¥ 5sum 1
Insert
Function Average
Count Numbers !LI
Max |_
y: Min
1 More Functions...

You will see the following displayed on your screen.
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A B C D
1

2 Delegates attending the meeting

3

4 Delegate country Present Not present
5 Australia 1

6 Brazil 1

7 Canada 1

8 China 1
9 Cyprus i

10 Greece 1

11 India 1 1
12 Ireland 1

13 New Zealand 1

14 Pakistan 1

15 South Africa 1

16 Turkey | 1
17 UK ] 1 !

18 USA L1 |

19 =COUNT[E gg 2;3

20 | COUNT(waluel, [valuel], ...}

21

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

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

To do this, click on cell C18 and while holding down the mouse button drag
up to cell C5. Then release the mouse button. Your screen should now look
like this.

A B C D

Delegates attending the meeting

Delegate country [ Present Not present
s e l—

Australia 1
1
1

Brazil

Canada
China

Cyprus
Greece

[C- IR I - T T B S TR R

=
=]

India
Ireland

=
=

=
¥

New Zealand
Pakistan
South Africa
Turkey

UK

USA

=
w

=
o

I

&

=
=]

[
~

-
ta
NS RSy SRt R IR PRSI SRS NN SNy AP R S R

=COUNT(C5:C181@
COUNT(valuel, [value2], ...} i

=
o

I
o

1
i
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o Press the Enter key and you will see the count value displayed in cell C19.

A B C D
1

2 Delegates attending the meeting

3

4 Delegate country Present Not present
5 Australia 1

6 Brazil 1

7 Canada 1

g China 1

9 Cyprus 1

10 Greece 1

11 India 1 1

12 Ireland 1

13 New Zealand 1

14 Pakistan 1

15 South Africa 1

16 Turkey 1

17 UK 1

18 USA 1

19 Totals 12

n

e Click on cell C19, and you will see the function displayed in the bar just
above your worksheet.

| c19 - f= | =CounT(cs:C18)

' A B C D
1
2 Delegates attending the meeting
3
4 Delegate country Present Not present
5 Australia 1
6 Brazil 1
7 Canada 1
8 China 1
9 Cyprus 1
10 Greece 1
11 India 1 1
12 Ireland 1
13 New Zealand 1
14 Pakistan 1
15 South Africa 1
16 Turkey 1
17 UK 1
18 USA 1
19 Totals 12

a
3

As you can see the function is:

=COUNT(C5:C18)

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

NOTE: If you made a mistake, click on cell C19 and press the Del key. Then
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try again.

Use the same technique to count up the number of people who could not
attend, and display the value in cell D19.

The COUNTA function

Used to count the number of cells within a range that are not empty.
Click on the Counta worksheet tab.

23

4ok M| Sym . Average - Max . Min . Count | Counta ,” Countblnk _'If %2
Ready ﬂ

You will see data that contains a mixture of numbers (1) and letters (x). The
Count function would only count up the number of cells containing numbers,
whereas Counta will count the number of cells containing numbers and
letters.

Click on cell C19.

Click on the More Functions icon (contained within the Function Library
section of the Formulas tab).

0n)d 9 - s Functions.xlsx - Microsoft Excel
2
—= Home Insert Page Layout Formulas Cata Review View Developer Acrobat
- - - e e - - —- . du
4" " reg : ~3) Define Name ~ T
AT B®AE 0 @LUE S =
4 e — L uE - — -— LS | F 55 Usein Formuia Ee
Insert AutoSum Recently Financial Logical Text Date & Lookupé& Math More Mame i
Function - Used~ - - - Time =~ Reference = & Trig = [Functions /| Manager BB Create from Selection || .7
Function Library Eﬁﬂ Statistical » AVEDEV 7 L
I C19 b 5 |fi§1 Engineering * AVERAGE L
A B c| 5 cue ' AVERAGEA ¢
1 f@ Information »
. . [0 ‘nformaflon ” || AveracEF
2 Delegates attending the meeting
AVERAGEIFS
3
BETADIST
4 Delegate country Present
. BETAINY
5 Australia X
N EINOMDIST
6 Brazil 1
CHIDIST
7 Canada 1
CHINWY
B Chlna CHITEST
: Cvprus X COMFIDEMCE
10 Greece 1 T
1 India 1 T
12 Ireland X e
my .~ _ _i___ -

From the drop down displayed, select Statistical. From the submenu select
Counta. This will display the Functions Arguments dialog box, as
illustrated.
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Function Arguments

COUMNTA

Yaluel |m = {1}

Yaluez |

Counts the number of cells in a range that are not empky.

¥aluel: wvaluel,valusz,... are 1 ko 255 arguments representing the values and cells
wou want ko count, Walues can be any type of information.

Faormula result = 2

[ (o4 ll Cancel ]

Help on this Function

If necessary move the dialog box to one side and then select the cell range
C5:C18, as illustrated.

Function Arguments

COUMNTA

il

= {1;1}

II!"'_q"l
I

il

ﬁ"l
Il

Yalue2 |

Counts the number of cells in a range that are not empky.

Yaluel: valuel,valuez,... are 1 to 255 arguments representing the values and cells
wou want to count, Values can be any bype of infarmation,

Formula result = 2

[ el 8 ] ’ Cancel

Help on this function

e Click on the OK button and you will see the following.
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19 ~ fx | =COUNTA(CS:C18)

A B C D
1

2 Delegates attending the meeting

4 Delegate country Present
5 Australia X

& Brazil 1

7 Canada 1

8 China

9 Cyprus X

10 Greece 1

11 India 1

12 Ireland X

13 New Zealand 1

14 Pakistan 1

15 South Africa X

16 Turkey

17 UK 1

18 USA 1

19 Number of delegates attending: 12

wd
=1

e As you can see the function has counted every instance of a number or letter
within the specified cell range.

The COUNTBLANK function
e Used to count empty cells within a cell range.
¢ Click on the Countblank worksheet tab.

23
M4A kM| Sgym . Average - Max . Min . Count . Counta | Countblank If . %2

Ready L:]

e Click on cell C19.

e Click on the More Functions icon (contained within the Function Library
section of the Formulas tab).
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P, W [, Y = R P
(Cin )y == ™7 Functions.<isx - Microsoft Bxcel
]
—/ Home Insert Page Layout Formulas Data Review View Developer Acrobat
" . 2 - - ~3) Define Name = s
FIZ P E@YE O B0 S :
L S Use in Formula ='C:
Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare MName X ’)
Function - Used = - - - Time ~ Reference = & Trig = |[Functions =||| Manager B Create from Selection e
: Function Library @ Statistical » AVEDEV -0
C139 - Je | Eign Engineering » AVERAGE L
A B < i Cupe ' AVERAGEA L
- - . N =
i - : @ Iinformation * T
2 Delegates attending the meeting
AVERAGEIFS
3
BETADIST
4 Delegate country Present
- BETAINV
5 Australia 1
n BINOMDIST
6 Brazil 1
CHIDIST
7 Canada 1
CHITNWY
2 China CHITEST
2 Cvprus 1 CONFIDENCE
10 Greece 1 ECERED
1 India 1 R
12 Ireland 1 TSI
13 New Zealand 1 COUNTBLANK
1A Pakictan 1 PR

¢ From the drop down displayed, select Statistical. From the submenu select
Countblank. This will display the Functions Arguments dialog box, as
illustrated.

Function Arguments

COUMTELARNE

i1}

=10
Counts the number of empty cells in a specified range of cells.

Range

Range is the range from which you want to count the emply cells,

Forrula result = 0

Help on this Function [ K ] [ Cancel

e If necessary move the dialog box to one side and then select the cell range
C5:C18, as illustrated.

Function Arguments

COLMTELAME

Range |C5:C18|

{1;1}

=0
Counts the number of empty cells in a specified range of cells.

Range is the range from which you want to count the empty cells,

Formula result = 0

Help on this Function (04 l [ Cancel
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¢ Click on the OK button and you will see the following.

c19 -

fe | =COUNTBLANK(CS:C18)

L= T = I | [= I R T Y

Delegate country

Present

Australia

1

Brazil

1

Canada

1

China

Cyprus

Greece

==

M= At
inaia

Ireland

New Zealand

Pakistan

South Africa

= | s

Turkey

UK

=

USA

Number of delegates absent

e As you can see the function has counted every instance an empty cell within

the specified cell range.

The Round function

This function rounds a number to a specified number of digits.
Click on the Round worksheet tab.

Click on cell D3.

Click on the Formulas tab.

P = i, =
e T
-

Home Insert Page Layout Formulas Data Review View
ﬁzﬁjﬁ@ﬁ%ii[ﬂ@
Insert Auto5Sum Recently Financial Logical Text Date& Lookup & Math Mare

Function 4 Used ~ ~ ~ 4 Time = Reference ~ & Trig = Functions =

Function Library

e Click on the Math & Trig button and from the drop down displayed select the
Round command, as illustrated.

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



ECDL Module Four - Page 89

41

Functionsxlsx - Microsoft Exce

le.,, H9-™
ca

Home Insert Page Layout Farmulas Data Review View Developer Acrobat
.. " = o 2 S = g ~=) Define Name ~ i
FIZ B E®FE B @ @ -
fi' Use in Formula ]
Insert AutoSum Recently Financial Logical Text Date & Lookup & | Math Maore MName .
Function - Used = - - - Time ~ Reference = & Trig =/ Functions = || Manager Y Create from Selection
Function Library RADIANS 4 | Defined Mames
I F3 M ™ f | RAND
A B c D E RANDBETWEEN I H !
1 o
ROMAN
2
3 22.98476 Round to no decima i
4 22.93476 Round to 1 decimal ROUNDy= =t
B ROUND{number,num_digits)
5 22.98476 Round to 2 decimal ROUMN
- Rounds a number to a specified
6 22.98476 Round to 3 decimal SERIESY number of digits.
7 22.98476 Round to 4 decimal .
8 22.93476 Round to 5 decimal [
SIM
9
10 5IMH

e This will display the Function Arguments dialog box.

Function Arguments Iilﬂ

ROUMND
Number || BRs| = numbe
Mum_digits BRs| = numbe

Rounds a number to a specfied number of digits.

Mumber is the number you want to round.

Formula result =

Help on this function [ 0K J [ Cancel ]

e Click within the Number section of the dialog box and enter the cell
reference C3.

e Click within the Num__digits section of the dialog box and enter the number
0, as illustrated.

r

Function Arguments

ROUMND
Number 3 Fez| = 22.98475
Num_digits | | = 0
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e Your worksheet will now look like this. The data in cell D3 displays no
decimal places. Notice the syntax of the function code displayed above the
data.

D3 [ £ | =ROUND(C3,0)
A B C D E F G

1

2

3 22.98476 23_Rc|und to no decimal places
4 22.98476 Round to 1 decimal place
5 22.98476 Round to 2 decimal place
6 22.98476 Round to 3 decimal place
7 22.98476 Round to 4 decimal place
8 22.98476 Round to 5 decimal place
9

-
a

e Click on cell D4 and set the cell to display the contents of cell C4 using 1
decimal place.

e Click on cell D5 and set the cell to display the contents of cell C5 to 2
decimal places.

¢ Click on cell D6 and set the cell to display the contents of cell C6 to 3
decimal places.

e Click on cell D7 and set the cell to display the contents of cell C7 to 4
decimal places.

e Click on cell D8 and set the cell to display the contents of cell C8 to 5
decimal places.

What are 'IF functions'?

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

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

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

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

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

Using the IF function
Click on the If worksheet tab.

44> M| Sum

Average Max

Min

Count

Counta .~ Countblank | If %2

Ready "_=]

In cells J8:J13 we need to display the word PASS or FAIL, depending on
whether the average is over 70%o.

A B o D E F G
1
3
a
5
&6 SUBJECTS
7 STUDENTS |Mathematics English |History |Geography
8 Hadiya 68 78 59 59
9 Dai 69 69 69 67
10 Aaron 76 78 79 87
11 Rowan 67 86 58 65
12 Aaliyah 85 77 87 78
13 Gabriela 59 68 78 89

-
=

Click on the cell J8.
Click on the Logical icon within the Function Library group of the

Formulas tab.

Average grades

Passed?

66

69

80

69

82

74
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41

|E‘j o 9 -
Home Insert Page Layout Formulas Data Re

f ¥ AutoSum -+ ﬁ Logical ~ (_1 Lookup & Reference =
[ Recently Used = A Text~ B Math & Trig -
Insert

Function ﬁ_ﬂ} Financial = ﬁ_ﬁr Date & Time - ﬁﬁ;] More Functions ~
Function Library

TIP: Remember that depending on the configuration of your PC, the
Function Library may look like this.

Cin
i

Haome Insert Page Layout Formulas Data Rewview

friﬂﬂ@@fﬂ@ﬁ@ﬁj

Insert AutoSum Recently Financial Logical Text Date & Lookupé& Math More
Function v Used - v B B Time = Reference ~ & Trig ~ Functions

Function Library

¢ This will display a drop down list. Select the IF command.

ﬁ ¥ AutoSum - ﬁ? Logical = tl Lookup & Reference =

E:J Recently Used AND Fi Trig =
Insert .
Function [57 Financial - FALSE Functions -

IF

. X IFERROR I
A B NOT o E

OR

TRUE

S Insert Function...

F- TN EER S ]

¢ This will display the Function Arguments dialog box.

Function Arguments

Logical_test |

Value_if_true |

Value_if_false |

Checks whether a condition is met, and returns ane walue if TRUE, and another value i FALSE.

Logical_test is any walue or expression that can be evaluated to TRUE or FALSE.

Formula result =

Help on this function QK ]l Cancel
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In the LOGICAL_TEST section of the dialog box, we enter the logical test,
i.e. 18>70

In the VALUE_IF_TRUE section of the dialog box, we enter the word PASS.

In the VALUE__IF_FALSE section of the dialog box, we enter the word FAIL.

Your dialog box will now look like this.

Function Arguments @E|

IF

Logical_test |[5=70 f&| = FaLSE
Value_if_true | "pass” (%) = "pass"
Yalue_jf_False |"FAIL" FRz| = "FAIL"

"FaIL"
Checks whether a condition is met, and returns one walue if TRIUE, and another value if FALSE.

¥alue_if_true is the value that is returned if Logical_test is TRUE. IF omitted,
TRUE is returned. You can nest up bo seven IF Functions.

Formula result = FAIL

Help on khis Function [ [0]4 l [ Cancel ]

Click on the OK button to continue. Your screen will now look like this.

SUBJECTS
STUDENTS |Mathematics English |History |Geography Average grades |[Passed?

Hadiya 68 78 59 59 66 FAIL
Dai 69 69 69 67 69
Aaron 76 78 79 a7 80
Rowan 67 86 58 65 69
Aaliyah 85 77 a7 78 82
Gabriela 59 68 78 89 74

Use the normal Excel drag techniques to extend this function to the cells
19:313. Your screen will now look like this.

SUBJECTS
STUDENTS | Mathematics English |History |Geography Average grades |Passed?
Hadiya 68 78 59 59 66 FAIL
Dai 69 69 69 67 69 FAIL
Aaron 76 78 79 87 80 PASS
Rowan 67 86 58 65 69 FAIL
Aaliyah 85 77 87 78 82 PASS
Gabriela 59 68 78 89 74 PASS

Save your changes and close the workbook.
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CHARTS

Inserting a column chart

Open a workbook called Chart.

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

s =
4 4 » M| Column Chart . Line Ct

Click within the table of data.

Click on the Insert tab and you will see the Charts group displayed within
the Ribbon.

A = . Al
ﬁi @ e b
Column  Line Pie Bar Area Scatter Other

iz = Charts ~
Charts B

- - -

Click on the Column icon and you will see a drop down displaying a range of
column chart options.

il i @ S dy |

Column| Line Pie Bar Area Scat

4 2-D Column L

;
=
=

Cylinder

] e 1B 30
Mia |L"_&-"?'r Jﬂf‘r rL/la

Pyramid

il Anchart Types...

Click on the first option, the 2-D Clustered format, as illustrated.
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2-D Column

i ] 2]

3-D €4 Clustered Column

Compare values across categories
by using vertical rectangles.

Use it when the order of categories
Cyli is not important or for displaying
item counts such as a histogram,

¢ You will see the following chart inserted into your worksheet.

-

Al O __N__
IND. O1 5ales

70

50

50

40

30 A B No. of sales

20 A

10

ol I BN BN

North South East West

¢ Click on the Undo icon (top-left of your screen), and experiment with
inserting other types of column chart such as a 3-D chart, as illustrated
below.

No. of sales

[ .

H No. of sales

Morth South East West

Inserting a line chart
e Click on the Line Chart worksheet tab at the bottom of your screen.
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1= |
M 4 + M| Column Chart | Line Chart . Bar Chart - Pie Chart %]
Ready | 55 |

o Experiment with inserting different types of line chart. An example is
illustrated below.

No. of sales
70
/\
B0
50 / \
w0 /\

wl~— /N
~/ N\

Mo. of sales

20

10

North South East West

Inserting a bar chart
e Click on the Bar Chart worksheet tab at the bottom of your screen.

L=y |

a5 | WEELL L] LTI
M 4 » [ Column Chart " Line Chart | Bar Chart . Pie Chart
Ready | E |

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

No. of sales

East

H Np. of sales
South

North
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Inserting a pie chart

Click on the Pie Chart worksheet tab at the bottom of your screen.

e 1=
4 4 » M| Column Chart - Line Chart .- Bar Chart | Pie Chart < %] 7
Ready | [ |

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

W North
M South
¥ East

HWest

Save your changes and close the workbook.

Resizing a chart

Open a workbook called Chart Manipulation.
To resize a chart click on it to select it.

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

Deleting a chart

Select the chart and press the Del key.
Save your changes and close the workbook.

Chart title or labels

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

M 4+ M| Modifying a Chart .~ Column C

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

IND. of salesI

o Press the Del key to remove the chart title. Your chart will now look like this.

70
&80
50
40
30 B Mo. of sales
20
[} T T T
North South East West

e To insert a chart title, click on chart and then click on the Layout tab. Click
on the Chart Title icon within the Layout Ribbon.

fying charts.xlsx - Microsoft Excel Chart Tools
ulas Data Review Wiew Developer Design Layout Format
= | IJ"i:'_ .-._ |l-m :__ ri 3l :|I_I : 3 J Chart Wall
1 A T L I 1 1
.| Chart Floor

Chart | Awis Legend Data Data Axes  Gridlines Plot B .
Title~ |Titles~  ~  Labels~ Table~ - - Area~ [ 3-D Rotation

[ Labels ] Axes Background

e Select the required option from the drop down list displayed, such as Above
Chart.
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Uan ] oo ] |
Chart | Axis Legend Data Data
Title = | Titles = h Labels = Table ~

None
Do not display a chart Title

—

Hl

TEI Tl

Centered Owverlay Title
Owverlay centered Title on
chart without resizing chart

Above Chart ‘I

-

Display Title at top of chart
area and resize chart

=

More Title Options...

e Your chart title is once again displayed, as illustrated.

No. of sales

50

30 B No. of sales

20

10

North South East West

TIP: To modify the chart title text, click within the Chart Title and simply
edit the text in the normal way. You can also apply text formatting to the
Chart Title as required. An example is shown below.

Number of sales
70
60 [ |
50
40
30 B g of sales
20
10 I
o T T T
North South East West
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Changing the chart background colour

¢ Click on the chart to select it. Right click over an empty part of the chart
background, and you will see a popup menu displayed.

Reset to Match Style
Font...

Change Chart Type...
Select Data...

Move Chart...

il & > b e

Bring to Front 3
Send to Back 3

f & [

Assign Macro...

Format Chart Area...

¢ Click on the Format Chart Area command.

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

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

Format Chart Area

S | il
Border Color ) Mo fill
Border Styles | | Solid fil

Shadow O Gradient fil
) Picture or texture fill
3D Format ® Automatic

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

Format Chart Area

B | Fill
Border Color ) Mol

Border Styles ® iSol

Shadow ) Gradient fill
) Picture or texture fil
3D Format O Agtomatic

Color:
Transparency: 37
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¢ Click on the down arrow next to the Color control and select a light colour
from the options displayed.

Format Chart Area

i 4| Fi
Border Color ) o il
Border Styles | | & Solid fil

Shadow O Gradient fil
) picture or texture fil
3D Format O Automatic
Color: m
Transpa Theme Colors g

g
I I IDark. Blue, Text 2, Lighter 80%

Standard Colors
[ § EEEER
More Colors...

¢ Click on the Close button to apply the colour, as illustrated below.

No. of sales

70
60
50
40
30 B No. of sales
20

dEEEE

(] T T T

MNorth South East West

Changing the column, bar, line or pie slice colours in a chart
e Click on the second worksheet tab, called Column Chart.

6
M 4 » ¥ | Modifying a Chart | Column Chart . Li

e Click on one of the columns within the chart. You should see all the columns
are selected, as illustrated.
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No. of sales

70

50

30 B o of sales

NS Bu B= B B
o NN NN NN NN

North South East West

Right click over one of the selected columns and from the popup menu
displayed select the Format Data Series command.

Delete
£9  Reset to Match Style I
ﬁ.h Change Series Chart Type...
E] select Data...

Add Data Labels
Add Trendline...

|,§' Format Data Series... |I

This will display the Format Data Series dialog box.

Format Data Series

|\ Series Options|| | Series Options

Fill Series Qverlap
Border Color Separated —J— Overlapped
Border Styles
Shadow
Gap Width
3D Format No Gap - Large Gap
W
150%

Plot Series On

Click on the Fill command within the dialog box, as illustrated.
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Format Data Series

Series Options Fill
| il O o il

Border Color ) solid fil

Border Styles " Gradient fill
) Picture or texture il

Shadow @ Automatic

3-D Format [ 1nvert if negative
[] vary colors by point

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

Format Data Series

Series Options Fill

| Fil 1O N
Border Calor @® :

Border Styles ) Gradient fill

() Picture or texture fil
Shadow ) Automatic
3-0 Format [] invert if negative

[] vary colors by point

Color:
Transparency: 37

Click on the down arrow in the Color section and select a colour for your
columns.

Format Data Series

Series Options Fill

il A O oAl
Border Color & Solid fill
Border Styles ) Gradient fil
) Picture or texture fil
Shadow © Automatic
3D Format [ Invert if negative

[] vary colors by paint

Color: -

Theme Colors
H_ /EAEEENEN

Standa
[ | EENEEN

More Colors...

M

Transpa

Dark Blue, Text 2, Lighter 4ﬂ%i

=
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When you click on the Close icon the selected colour will be applied, as
illustrated.

No. of sales

70

50

50

40

30 B No. of sales
20

SRR E]

o T T T
MNorth South East West

Click on the Line Chart worksheet tab and change the colour of the line.
Click on the Bar Chart worksheet tab and change the colour of the bars.

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

No. of sales

_ ..

M North
W South
M East

Hwest

Save your changes and close the workbook.

Modifying the legend fill colour

Open a workbook called Legend.
Select the legend within the chart, as illustrated.
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M Sales- Last vear 1 g

West

B Sales- This year T
O

=

Right click over the selected legend and from the popup menu displayed
select the Format Legend command.

80

SALES

Sales Value

Mo

=

=

~

Calibri (E = 10

A A

West

M Sales- Last year TF
B Sales| Delete
- Reset to Match Style

Font...

Change Chart Type...
Select Data...

Format Legend...

This will display the Format Legend dialog box, as illustrated.

Format Legend

|' Legend Dpﬁons'l
Fill
Border Colar
Border Styles
Shadaow

Legend Options

Legend Position:
O Top
{:} Bottom
O Left
(%) Right
() Top Right
Show the legend without overlapping the chart

Select the Fill tab. Select the Solid fill button

and you will see the following.
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Format Legend

Legend Options Fill
Fill ) Mo Al

Border Color

Border Styles
() Picture or texture fill

O Automatic

Transparency: — S

Shadow

e Click on the down arrow in the Color control and select a colour as
illustrated below.

Format Legend |E| E|

Legend Options Fill

Fill O o fill

Border Color & Solid fil

'C' Gradient £l

) Picture or texture fil
Shadow O Automatic

Color: ﬂ -

Theme Colors E
H EEEEEN

i & B & &8 =8 |
] Dark Blue, Text 2, Lighterﬁﬂ%l

Standard Colors
HE EEEEN

More Colars...

Border Styles

Transpa

¢ Click on the Close button to apply the formatting and close the dialog box.

o If you have time try experiment with some of the other options within the Fill
section of the Format Legend dialog box, such as Gradient Fills or
adjusting the fill transparency.

Transparency:

e Save your changes and close the workbook.

Changing the chart type

¢ Open a workbook called Changing charts. This workbook contains a column
chart. Click on the chart to select it. Click on the Design tab. Click on the
Change Chart Type icon displayed within the Type group of the Design
Ribbon.
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c!.".l g g -
R
Home ]

| Change | Save As

Chart Type Template
Type

This will display the Change Chart Type dialog box.

anseiChertaape ]
e——— Column -
s g m8] (28] o] 8] 139 B3]
T a0 ] ]
i |(19] W 3] B4 b

el EE S
iy Radar Pie

——— | Sﬂhflizh—[ 1 i 'qu 5?;1'[ — :]

Select a different type of chart, such as a Bar chart and then click on the OK
button.

No. of sales

wes: |
|
T T T T
(4] 10 20 30 40 50 B0 70

Experiment with applying different types of chart.
Save your changes and close the workbook.
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Modifying charts using the Layout tab
e Open a workbook called Formatting Charts.
e Select the chart and then click on the Layout tab.

Chart Tools

‘i Design Lay:nutm Format

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

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

= ) a
o ) o IEEE
Chart | Axis Legend Data Data
Title = | Titles = hd Labels ~ Table =

MNone
Do not display a chart Title

|'i_:-_|

Centered Overlay Title C
Overlay centered Title on
chart without resizing chart

— || Above Chart
E: Display Title at top of chart

area and resize chart

More Title Options... L

T e

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

CRET R

Axis |Legend Data Data A
Titlgg = i Labels ~ Table = hi

ﬂ Primary Horizontal Axis Title » t

= ‘ { e |
5 L

] ﬂ Primary Vertical Axis Title »

¢ Click on the Legend button in the Labels group of the Ribbon. A menu will
be display allowing you to control where the chart legend is displayed.
Experiment with some of the available options and view their effect on the
chart.
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M
MRETE
Legend| Data Data Axes  Gr
Labels ~ Table = hi

3 MNone
s Turn off Legend

—1 | Show Legend at Right
| dnlH| | Show Legend and align [
— | right [

= Show Legend at Top
i Show Legend and top

align

Show Legend at Left

Jﬂ Show Legend and align
left

Show Legend at Bottom

== Show Legend and align
bottom

Owerlay Legend at Right
LJ Show Legend at right of

the chart without resizing

= Owverlay Legend at Left
—h_l'i show Legend at left of

the chart without resizing

More Legend Options...

Click on the Data Labels button in the Labels group of the Ribbon. A menu
will be displayed allowing you to choose if labels should be applied to data in
the chart.

Data Axes  Gridlines
Table = - -

None
Turn off Data Labels for h|
selection

- Show
=4l Turn on Data Labels for
selection

More Data Label Options..,

Click on the Show option. The chart should now look something like this.

No. of sales

//(
70

z/J{
60 1
so 7
a0
30 1 e M No. of sales
20 7
10 7

~
0 T T T T

Narth South East West
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Notice that each column is now labelled with its value.

Click on the Data Table button in the Labels group of the Ribbon. A menu
will be display allowing you to show the data used to create the chart.

i) | | i |
Data Axes  Gridlines Plot Chart
Table = - - Area Wall =

Lo T I

MNone
Do not show a Data Table I}

Ll
=1,
] ] Show Data Table
__E|r-. Show Data Table below the chart
but without Legend Keys

Show Data Table with Legend Keys i
Show Data Table below the chart
and include Legend Keys

More Data Table Options...

Click on the Show Data Table with Legend Keys option. A small table will
be displayed below the chart containing the relevant data.

No. of sales

70
60 -
50
40
30 -"‘r M No. of sales
20 -
10
0 .»" .-"JJ
MNorth | South | East | West
|No. of sales | 34 | 23 ‘ 65 | 23

Click on the Gridlines button in the Axes group of the Ribbon. A menu will
be display allowing you to control how the gridlines for each axis are
displayed. Experiment with some of the available options and view their
effect on the chart.
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o B e 0| ] 4 1 ) G

Chart M

Plot Chart Chart 3-D
¥ Area Wall = Floor~ Rotation

Y|#]  Primary Horizontal Gridlines » None £

| 1#]  Primary vertical Gridlines  » | 2= |

ral
dlie| Do not display Horizontal Gridlines

H

‘sales i

1 | 1 | K Major Gridlines
Display Horizontal Gridlines for Major Lgits |
Minar Gridlines

Display Horizontal Gridlines for Minor units

Major & Minor Gridlines

I— More Primary Horizontal Gridlines Options...

Display Horizantal Gridlines for Major and
Minor units

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

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

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

To copy the chart within the worksheet, click on the chart to select it and

press Ctrl+C to copy the chart to the Clipboard. Deselect the chart and then
press Ctrl+V to paste the chart from the Clipboard. You should now see two
copies of the chart. You can move them so that they are not layered on top

of each other.

Copying and moving charts between worksheets

Click on the chart to select it.

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

Click on the Sheet2 tab at the bottom of the worksheet.

P

a5

M 4 b M| Sheetl | Sheet2 ' Sheet3 -~ ¥
Ready .ﬂ

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

To move the chart to another worksheet within the workbook, click on
the Sheetl tab at the bottom of the worksheet. Click on the chart to select it
and press Ctrl+X to cut (i.e. move) the chart to the Clipboard.
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Click on the Sheet3 tab at the bottom of the worksheet.

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

Copying and moving charts between workbooks

Select a chart within the workbook. Press Ctrl+C to copy the chart to the
Clipboard. Open a second workbook called Copying and moving charts 2.
Press Ctrl+V to paste the chart into the second workbook.

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

Cut rather than Copy the chart, using the Ctrl+X keyboard shortcut for
cutting a selected item to the Clipboard.

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

Modifying basic Excel options

e You can customize the way Excel looks and performs. To do this click on the
Microsoft Office button and within the dialog box displayed click on the
Excel Options button (bottom-right of the dialog box).

27 Excel Options | | X Exit Excel

e This will display the Excel Options dialog box.

Excel Options

Popular |

Ty
l_g Change the most popular options in Excel.
Formulas
Proofing Top options for working with Excel
Save Show Mini Toolbar on selection C
Enable Live Preview i
Advanced
Show Developer tab in the Ribbon (i
Customize Always use ClearType
Add-Ins Lolor scheme:
Trust Center ScreenTip style: | Show feature descriptions in ScreenTips L |
Resources Create lists for use in sorts and fill sequences: Edit Custom Lists...
‘When creating new workbooks
Use this font: |Body Font b4 |

Font size:
Default view for new sheets:

Include this many sheets: 3 =

Personalize your copy of Microsoft Office

User name: |David Murray |

Choose the languages you want to use with Microsoft Office: Language Settings...

[ OK ][ Cancel ]

¢ You can use this to customise items such as the type of font used, the font
size used and the number of worksheets displayed within a new workbook.

When creating new workbooks

Use this font: |Body Faont bt
Font size:

Default view for new sheets: ‘Normal\-fiew b

Include this many sheets: 3 £
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Try altering the number of worksheets contained within a new workbook to 4
rather than 3.

Include this many sheets: 4

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

b 14

M 4 » M| Sheetl ~Sheet? . Sheet3 , Sheetd4 ~¥1
Ready .j

Close the new workbook without saving any changes you have made.

Reset the default for new workbooks, back to 3 worksheets per workbook.

Re-open the Excel Options dialog box and view the Popular options.
Towards the bottom of the dialog box you will see a section allowing you to
personalise your copy of Microsoft Office. If there is no name displayed here,
insert your name. If someone else’s name is displayed, replace it with your
name. This ‘user name’ information can be used by many application
programs to automatically insert your details in to a document.

Personalize your copy of Microsoft Office

User name:

Click on the Save option (displayed down the left side of the dialog box).

Excel Optiocns @@
Popular %
=g| Customize how workbooks are saved.
Formulas
Proofing Save workbooks
Save Save files in this format: Excel Workbook [*xlsx) v

Advanced 7] Cave AutoRecover inf PPN
Advanced ¥ Save AutoRecover inf

- : T oo
ormation every (10 ¥ | minutes

Customize AutoRecover file location: | C\Documents and Settings\David Murray\Application Data\Microsoft\Excel\

Addu Default file location: C\Documents and Settings\David Murray\My Documents
-Ins

Trust Center AutoRecover exceptions for:  |[5 Freezingxlsx A

Resources [] Disable AutoRecover for this workbook only

Offline editing options for document management server files

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

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

visual of the

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

You can use this page to set the default folder location to be used when
saving your workbooks. Make a note of the path displayed within the Default
file location section.
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Default file location: ChDocuments and SettingsiDavid MurrayiMy Documents

Change this to C:\ and then click on the OK button., which will mean that in
future Excel will, by default open files from the root folder and also save files
to the root folder.

To see the effect of the new default folder location, press Ctrl+O to display
the Open dialog box. You will notice that by default the root folder is
displayed (C:\).

Use the method outlined above to reset the default folder back to its original
location.

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

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

Excel Options E| g|
Popular 5 Contact Microsoft, find online resources, and maintain health and reliability of your Microsoft Office

L9 programs.
Formulas

get updates
Save Get the latest updates available for Microsoft Office,

Advanced run Microsoft Office Diagnostics
Customize Diagnose and repair problems with your Microsoft Office programs.

contact us
Trust Center Let us know if you need help, or how we can make Microsoft Office better,

Resources activate Microsoft Office

Activation is required to continue using all the featuras in this product.

¢ Close the dialog box before continuing.

Minimising the Ribbon

e Sometimes you want ‘more writing space’. To help achieve this you can right
click over the Ribbon and from the popup menu displayed, click on the
Minimize the Ribbon command.
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Add to Quick Access Toolbar

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

Minimize the Ribbon

e The Ribbon display will change from this.

.-"':g\-.l H - v Book2 - Microsoft Excel -
—/ Home Insert Page Layout Formulas Data Review View Developer o -
= ¥ 1 e — L () | Se=Insert - (B 34

Calibri 11 ||| = gllﬁ/"l = General o e I
j B3 £ E'-:B‘d —‘d I Delete ~ E, \ﬁ
Paste B r U~ A= = =|iEEZE|| H- |||@F- % o || %8 ;%8| | Conditional Format  Cell — ~ Sort & Find &
- — = = === = e 0 =0 e ormatting - as Table - Styles = | [adFormat~ || (2~ Fiiter~ Select~
Clipboard ™= Font F} Alignment F} MNumber F} Styles Cells Editing
To this.

(Da) H 9 - = Book2 - Microsoft Excel
L
- - :

Home Insert Page Layout Formulas Data Review View Developer

To display the Ribbon again, right click over any of the tab commands and

from the popup menu displayed, re-click on the Minimize the Ribbon
command (to remove the tick).

Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon
v | Minimize the Ribbon

AutoCorrect options

e Microsoft Excel has an AutoCorrect facility that allows common typing errors
to be automatically corrected. For instance if you type in 'the' instead of
'the’, Microsoft Excel will automatically correct your spelling error.

e To open the AutoCorrect dialog box, click on the Office Button (top-left of
your screen). Click on the Excel Options button at the bottom of the dialog
box.

2] Excel Dﬁuns

Click on the Proofing option, and then click on the AutoCorrect Options
button.
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Excel Options
Popular ABC|
P i?‘.j Change how Excel corrects and formats your text.
Formulas :
Proofing || AutoCorrect options
Save Change how Excel corrects and formats text as you type: AutoCorrect Dq{inns... ]
Ly

This will display the AutoCorrect dialog box.

AutcCorrect: English (United Kingdom) Iil-?:—hj

AutoCorrect | AutcFormat As You Type I Smart Tags |

Show AutoCorrect Options buttons

Correct TWo INitial CApitals
=
Capitalize first letter of sentences
Capitalize names of days
Correct accidental use of cAPS LOCK key
Replace text as you type
Replace: With:

teh the

As you can see this has a number of options such as the ability to correct
words where you have accidentally typed in the first two letters in capitals. It
will also automatically capitalise the first letter within a sentence and also the
first letter within a table cell and the days of the week. A very useful feature
is to automatically correct the effect of accidentally pressing the Caps Lock
key.

In the lower part of the dialog box is a scrollable section which tells you what
Microsoft Excel will act on and change automatically.

Add some words that you commonly spell incorrectly, into the Replace
section of the dialog box, along with the correct spelling in the With section
of the dialog box.

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



ECDL Module Four - Page 118

Worksheet Setup

Worksheet margins
e Open a workbook called Print setup.

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

nsert Page Layout Formulas Data Review View

D aeE Ll i

Margins Orientation Size Print Breaks Background Print
i e = Area~ - Titles

Page Setup ]

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

=20 Jﬂa =l

Orientation Size Print Breaks Backc
- * Areav -

Margins

Mormal

7 Top: 191 cm  Bottom: 191 cm

Left: 178 cm  Right: 173 cm
Heacder: 0.76 cm Footer: 0.7a cm

P —

Wiide

Top: 2.54cm  Bottom: 2.54 cm

Laft: 2.54cm  Rightt 254 <m
Header: 1.27 cm  Footer: 1.27 cm

Marrow

Top: 1891 em  Botbom: 191 cm

Left: .64 cm Fight:  0.64 cm
Header: 0.76 cm Footer: 0.7a cm

Custom Margins...

LS I S R R L R

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

| HeaderFooker Sheet

Top: Header:

Left: Right:

Eottam: Foater:

Cenkter on page
] Horizonkally
[ ] vertically

Prink. .. ] ’F'rint Previeg] [ Options. .. ]

I Ok l [ Cancel ]

TIP: You can also use this dialog box to set Header and Footer values, as
well as options to centre the table on the page vertically and / or horizontally.

Experiment with setting margins.

TIP: Be sure not to make the margin size to small or you may have problems
printing the worksheet.

Worksheet orientation

Click on the Page Layout tab, and from within the Page Setup group of the
Ribbon, click on the Orientation icon. You can select either Portrait or
Landscape orientation, as illustrated.

1sert Page Layout Formulas Drata Review View

e lasS &

Margins |Orientation| Size Print Breaks Background Print

& i k& Area~ k& Titles
etup F]

= Q Portrait

- "- —

E D
= Landscape

le Co tock Value of each comgp
00001 Re 2
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¢ Try setting the orientation to Landscape. To see the effect in Print
Preview mode, press the Ctrl+F2 keyboard shortcut. To return to the
previous view, click on the Close Print Preview icon.

X!

Close Print
Preview

e Before continuing reset the orientation back to Portrait.

Worksheet page size

¢ Click on the Page Layout tab, and from within the Page Setup group of the
Ribbon, click on the Size icon. You can select the required page size from
the drop down options displayed, as illustrated.

Formulas Data Review Wiew

— T —F J ‘mEr =]
| ] Jﬁa = _é:'J EE
I Size Print Breaks Background Print

= Area = & Titles o

Letter -
21,59 cm x 27.94 cm

o= #7]

A5
143 cmx 21 cm

Ad
21 emx 29.7 cm

Legal
J 21,59 em x 35.56 cm

BS
15.2 cmx 25.7 cm

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

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

Sx7in 127.0x177.8mm
127 cmx17.758 cm

Bx10in 203.2%254.0mm
2032 em x 25.4 cm

L 89x127mm
89 emx127 cm

More Paper Sizes...

Headers and footers

e Click on the Insert tab and from within the Text group of the Ribbon, click
on the Header & Footer icon.
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=

=4

Header !
& Footer

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

illustrated.
Header
| Component code Color Number in stock Value of each component
100001 Red 2 22,99
100002 Red 2 11.50

o Type in the text for you header, such as 'Stock Levels for January’.

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

Click to add footer

e Click within the footer area and type in your name. As example is illustrated
below.

100048 Green 3 2.00
100049 Green 4 2.10

David Murray

I Footer

e To modify a header or footer at any time just click over an existing header or
footer and edit as required.

TIP: Remember that to see headers and footers, you may need to click on
the View tab and then click on the Page Layout icon.

(0 i 9 - | v
=3
—-"J Home Insert Page Layt

=400]

Mormal | Page |
Layout | (= Full Sereen

Workbook Views

Ll Page Break Preview
Ij_] Custom Wiews

To change back to the normal view click on the View tab and then click on
the Normal icon.
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(D) = 9 -

@

41

—-/l Home Insert Page Lay

J L Page Break Preview

15| Custom Views
Marmal

Page _
Layout = Full Screen

Waorkbook Views

Header and footer fields

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

T REBOs@DEE

Page MNumber Current Current File File Sheet Picture Format
Number of Pages Date Time Path  Name MName Pict

Header & Footer Elements

You can use the icons in this section in insert an Excel field, such as the Page
Number. The great thing about fields is that they automatically update when
required. For instance if you insert a Page Number field, then as you add
more pages, the page number displayed on each page will increment.
Another very useful field is the File Name field. This displays the file name
of the document in your header or footer, when you print, and is very useful
when you have printed out a copy of a worksheet and then several months
later are trying to remember the file name you used to save the worksheet
as.

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

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

The File Path will display the file nhame and also the path to the folder in
which the file is stored.

Experiment with inserting different fields into your header or footer.
Make sure that you have experimented with all of the following field types:

Page numbering:

E*’n = o Bookl - Microsoft Excel
a4/
= Home Insert Page Layout Formulas Data Review View
=N =D S | Nl (1Y 2, @ 0
= & |3k S 8 O e §E B aa
Header Footer Page |Mumber Current Current File File Sheet Picture Format
* - Mumber of Pages Date Time Path Mame Name Picture
Header & Footer Header & Footer Elements
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Bookl - Microsoft Excel

Feview View
|

Formulas Data
" | ; 1
L |l =

41

1

Date:
@.-_g uj P‘
el
Home Insert Fage Layout
2 BROe &
Header Footer Fage MNumber [Current|Current File File  Sheet Picture Format
' - Mumber of Pages | Date Time Path Mame MName Picture
|| Header & Footer [ Header & Footer Elements ]
Time:
i i i) + Bookl - Microsoft Excel
'L.ﬂ.
Home Insert Page Layout Formulas Data Review View
2 2D M D e e
= & | E G /N LY | o [oal B
Header Footer Page Mumber Current [Current| File File  Sheet Picture Format
* - Mumber of Pages Date Time Path Mame Name Picture
|| Header & Footer [ Header & Footer Elements ]
File name:
D)\ 9 &~ )+ Bookl - Microsoft Excel
Ul
Home Insert Page Layout Formulas Data Review View
Header Footer Fage MNumber Current Current File File | Sheet Picture Format
* - Mumber of Pages Date Time Path | Mame | Name Picture
|| Header & Footer [ Header & Footer Elements ]
Worksheet name:
o9 - )5 Bookl - Microsoft Excel
Page Layout Formulas Data Review View
D & @) E 6 5
£ mnli] #
Sheet | Picture Format
Picture

File

Cln )| =
T |
Home Insert
1= [ |_ l—.'
5 9
Mumber Current Current File
Time Path Mame | Name

Date
Header & Footer Elements

Page
Mumber of Pages

-

Header Footer

|| Header & Footer l
NOTE: To remove a header or footer field, select the field you wish to

remove and press the Del key.
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Scaling your worksheet to fit a page(s)

¢ Click on the Microsoft Office Button and then click on the arrow next to
the Print command. From the submenu, select Print Preview.

KE_E\] H9-08 = Excel 2007 manuz

j Preview and print the document
HNew i
Print
~u [ Select a printer, number of copies, and
/ Cpen other printing options before printing.

Quick Print

|!F_' 3 Convert @ Send the document directly to the default

printer without making changes.

’ Print Preview
H Save ._ik Preview and make changes to pages before

printing.
H Save As  »
Print [

¢ If you look at the bottom-left of the screen you will notice that in the
example shown, the data requires a total of 4 pages to print.

Preview: Page 1 of 4

74 start I e

e To close the Print Preview view, click on the Close Print Preview button

X

Close Print
Preview

o Excel has a facility that lets you determine how many pages you want the
data to print over. If required you can shrink the size of the data so that it
all fits on one page. It may be hard to read due to the small type size, but
you can do this. Click on the Page Layout tab and within the Scale to Fit
group to display the following options.

—

b4

Width: |Automatic -
4| Height: Automatic -
] Scale: 100%
Scale to Fit e

¢ Click on the down arrow to the right of the Width control, and select 1
page.
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7 Width: Automatic [~| Gridiines

-§|J Height: | Automatic
] Scale: 1 page

Scale 2 pages |
3 pages
4 pages
5 pages

| B pages
12.50! pag
| T pages

13.00] |5 pages
13.50] |9 pages

14.00§ ¥ More Pages...
1A e e —

Il

- T

e Click on the down arrow to the right of the Height control, and select 1
page.

o Width: 1 page  ~ | Gridlines
4| Height: Autematic [-| Vv view

) Scaler | Automatic
Scale t1 page D

2 pages F
3 pages
4 pages
12.50 |°Pages
13.00 g“g“
pages

13.50 8 pages
14.00 | g pages
14.50
15 NN

T

LS R S R = R = |

f"’ More Pages...

e Display the worksheet in Print Preview view and you should see that the
worksheet will now print on a single page.

Preview: Page 1 of 1

e Close the Print Preview view.
e Save your changes and close the workbook.

Preparing to print a worksheet

Visually check your calculations
e Open a workbook called Printing.

o Click on cell E2. Clearly the formula within this cell is wrong. The formula it
contains is

=C2*F2
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It should be:
=C2*D2
Fix the formula.

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

Displaying gridlines when printing

To see how the worksheet will look when printed view the worksheet in Print
Preview view. To do this click press Ctrl+F2. As you can see the worksheet
will print without displaying gridlines.

Click on the Close Print Preview button to exit from the Print Preview
mode.

Close Print
Preview

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

Gridlines | Headings
v View | V| View
V| Print Print
Sheet Options =

View the worksheet in Print Preview view by pressing Ctrl+F2. As you can
see the worksheet will now print displaying gridlines.
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MUk i ok Valon of mach comgoant

[Cemzeommmtccd

= =
3 EX
3 .00
! man
E: EET]
= a3z
E-H nae
E FET)
z FEY]
i 223
1 FET)
1 210
1 130
i T
£ 130
=i 130
= e
3 130
u 130
= 2.00

e Exit the Print Preview view.

o Before continuing, re-click on the Print Gridlines check box so that the
worksheet will print without displaying gridlines.

Printing titles on every page when printing

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

Compocem =t oode Cdor ML b i 3ioch Wl of mach compomant
Dom ot 2 2.93
Qoo e H PR
oo et H 2133
o008 Mot ] 2237
o e 4 LA

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

eeco ol B mn 2.0
o0 e 1 230
oD e 1 280
oD e L 2.3
eeco Jb N L 2.8
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We need to fix this as it would be very inconvenient to print out a long report
and always have to refer to the first page to know what each column relates
to. Close the Print Preview view.

Click on the Page Layout tab. Within the Page Setup group, click on the
Print Titles icon, as illustrated.

(=]
=
L = = =

O = Dlas @ & .
Margins Orientation Size Print Breaks Background| Print Flrlnt
Ed ' Ed Area~ Ed Titles T|t|E‘5

Page Setup (]

This will display the Page Setup dialog box.

Page Setup

Page || Margins | Header/Footer |

Print area: | s
Print titles

Fows to repeat at bop: | Rz

Columns ko repeat at left: | Ehz

Prink

[ aridlines Comments: | (Mone) w |
[]Black and white

] Draft guality
Row and colurmn headings

Cell errors as: | displayed b |

Page order

(%) Down, then over
) ower, then down

il
R ]

PIIONTY

e il

[ Prink. .. ] [F‘rint Previeg] [ Options. .. ]

I Ok l[ Cancel ]

If necessary move dialog box so that you can see the title row within the
worksheet.

TIP: To move a dialog box, click on the Title Bar at the top of the dialog box
and while pressing the mouse button, drag with the mouse. When you
release the mouse button the dialog box will have moved.

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



ECDL Module Four - Page 129

Click in the Rows to repeat at top box, within the dialog box.

Rows to repeat at top: ||

—

PrinE title:s ‘ ‘

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

Page Setup ez
Page Margins | Header/Footer | Sheet |
Prink area: | s
Prink titles
Rows bo repeat ak top: |$1 :$1|
Colurns ko repeat ak left: | =
Primk

Click on the OK button to close the dialog box.

Press Ctrl+F2 to see the worksheet in Print Preview view. As you would
expect the title row is displayed across the top of the data.

Compocaard cxde Gl MUmbar imadochk W whow of mmch comzomand

22339
13
3133
287
ica
10000
11300
1200
1230
13.00
1330

T
[
i (R W 0 b ki ki R R

100XID e
11l dmer

Press the Page Down key to view the second page, and now, as you can see
this page also displays a title row at the top of the data.

fo=zzcmartcxa Loler MUmzer imacch Vavecfaacmcomzomant
oD Wi
DAY Whis
1DA2 Whis
1DA Whis
Bomas wWhis
2o whis
Boae whis
o7 Whic
oA Wi
oas Whic
IoCoRAs Whis
IR Whis
IR Whis

R R R T R TR A T

2ap
230
EEL]
FLL]
280
Fil-]
2am
230
300
3ap
LE)
330
LEN]

Press Esc to exit from Print Preview view.

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

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

Gridlines | Headings
V| view | |V View

Print | |¥| Print
Sheet Options M

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

5 | = | c | a

L | amt e ol LTS B T ) Waluw =i e cr— o
B momnn o 2 nm
[ = | momg e z n.m
[ =] womE F nm
=] wmoms F nm

= wome 3 o
Ex mome e 3 n.m
[z | o @eoes E el ]
Ex momwE Eeoe- 3 w.m
[ | WO @oe = .m0
22 | WoTD Srooe 7 .o

e Press Esc to exit from Print Preview view.

Spell checking

e Press F7 to start the spell checker (or click on the Review tab and click the
Spelling icon).
o You will see the Spelling dialog box displayed. Follow the onscreen prompts.

Spelling: English (U.5.)

Mat in Dictionary:

|RE|:| | I Ignore Once ]
[ Ignore Al ]
[ add ko Dictionary ]
Suggestions:
[ Change ]
[ Change All ]

[ AukoiZorrect ]

Dickionary language: | English {J.5.% w |

Options. .. ] [ Cancel ]
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You may see the following dialog box, in which case click on the Yes button.

Microsoft Office Excel

L]
\!‘) Do vyiou want ko continue checking at the beginning of the sheet?

ues | [ Mo ]

Previewing a worksheet

Always view a workbook in Print Preview mode prior to printing it. It allows
you a quick visual check over how the worksheet will look when printed.

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

Save your changes and close the workbook.

Comparing workbooks side by side

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

Click on the View tab and click on the View Side by Side command (located
within the Window group under the View tab).

_él ;El =] split A view Sldl\\g}' Side | %
— — ' Hide id; Synchronous Scrolling i;
Mew  Arrange Freeze - _ Save Switch
Window All  Panes~ ] Unhide | 214 Reset Window Position | warkspace Windows
Window

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

Close both worksheets before continuing.

Zooming the view

Open a workbook called Zoom. This workbook contains text of various sizes,
and may be unreadable at the normal viewing zoom level. You can use the
Zoom control to magnify the display of data on the screen (or to reduce the
size of data of the screen). You can see the Zoom slider control displayed at
the bottom-right of your screen.
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e Click on the Plus or Minus button, or drag the slider using the mouse to
adjust the zoon levels.

e If you click on the Zoom value (100% in the example show above), you will
display the Zoom dialog box. You can use this to set exact zoom levels.

foom E|§

Magnification

) Eit selection

) Cuskom: o

[ [9]4 ][ Cancel ]

e Before continuing set the Zoom level back to 10026 and close the workbook.

Printing options
e Open a workbook called Printing options.

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

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

Prinker

Mame: ||;‘:$ Canon iP4300 W | Properties. ..

Stakus: Ide

Type: Canon iP4300
Where: 1JSBO01
Comment:

Find Printer...

[ Print ka File
Prink range Copies
@ al Murmber of copies: -
) Pagefs)  From: | S | To: | S |

Print what Iﬂ @ [ Collate
) Seleckion (" Enttire workbook 3 B

(*) Active sheetis)
|:| Ignore prink areas

(o (o]

e Within the Print Range group of the dialog box, the default is All. Use this
option to print the entire worksheet.
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Print range

G al

If you only want to print certain pages, click on the Pages button and then
specify the pages you want to print.

4

() Page(s)  From: 5| Ino:

If you want to print multiple copies of a worksheet, you can enter a number
into the Number of Copies section of the dialog box. In the example
illustrated we have chosen to print five copies.

_opies

4

Mumber of copies: |5

@ [ Callate

8] ] [ Cancel

If you select a range of data, prior to opening the Print dialog box, then the
Selection button will be active within the Print What group of the dialog
box, allowing you to just print the selected range.

Prink wahat

(%) Selection: () Entire workbook

.......................

() Active sheet(s)

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

() Entire workbook

Investigate these options, but do not actually print anything, as you should
always try and minimize wasted paper.

Click Cancel to close the Print dialog box.
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Click on the Chart worksheet tab. This worksheet contains a chart.
4 » M| Sheetl . Sheet2 | Chart ¥
Ready ﬂ

Click once on the chart to select it. Press Ctrl+P to display the Print dialog
box. You should see that the Selected Chart button is selected. Click on
the OK button to print the chart.

Print what

(%) Selected Chart

The chart should print like this:

No of sales
S0
80 .

70
60
50

40

30 +
20 _3
o 1

Morth South East West

B No of sales

TIP: If you print a worksheet, which contains a chart, then the chart will be
printed as displayed within the worksheet. You only need to use the method
outlined above, if you want to print the chart on a separate page to your
worksheet data.

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