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Preface 

•••••• 
Preface 

-ntb hook b imendf..'d to help you ,ucU' .... ,fully complete the te.,t for 
Module 4 of the European Computer Driving Licence (ECDL). However 

before we start working throu~h Ihe actual contenl of the guide you 
may find it useful to know a lillie hit more :llxJUt Ihe ECDL in general 
;lI1d where thi' particular Module fils into the overall framework. 

What Is The ECDL? 
The European Computer Driving Licence (ECDL) is a Europc:ln-wide 

qualific-Jlion thaI enables I")(."ople 10 demon.~t1":lle their l"Ompctel1(~e in 
computer !okilb. It certifies the C-J.ndidate'» knowledge ;lI1d compctcn("e 
in pen;onal computer usclgC ;Lt a hasie level and is IXlsed upon a "ingle 
:LgrCLxI »yll:Lbu~. 

This »yllabu» eo\ers :L mnge of ~pccific knowk."<.Ige are;LS ;lI1d »kill sets. 
which arc broken down into »even modules. I:::LCh of the module., 
mu»t be p:L .... -;cd hcfore the ECDL certific:Lle can he awarded, though 
they may he taken in :my order hut must be completed within :1 three 
year period. 

Tc.~ting of GlIldid:ltes is at audited testing centrc~. and successful 
(XlIl1plction of Ihe test will dcmons1r:lle the holder's h:LSic knowledge 
:lI1d compctence in using a pcrsonal computer ;lI1d common computer 
:Ipplieltion..,. 

'J1\C implement:uion of the ECDL in the UK b being managed by thl.' 
British Computer Society. [t is growing at a tremendous mte and i.~ '>('1 

10 become the (mN widely recognised qU:Llific:ltioll in the field of 
wnrk-re!:w,:.'d complller UM!. 

The ECDL Modules 
"Ille .seven modules which make up the ECDL certifiGlle arc delicrilx.'<i 
hrieny below; 

Module 1: Basic Concepts of Information Technology covers till" 
phy~iGll make-up of a pcn;on:l] computer and some of the haliie 

conccpb of Information Tedmo]ogy ~uch :l' data storJge :tnd memory, 
;Ind the u<;cs of information network, within computing. [t :Llso looks 
;1\ the :Ipplicuion of computer software in .'iOCit.'ty :lIld the usc of IT 
,~y'tt!m., in e\'eryd;IY .,ituations. Some b:L,ic '>Ccurity and leg:l] b .. ,ues :Ire 
;Il.'>() addn.'SM.'(1. 
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Module 2: Using the Computer and Managing Files covers the 
basic functions of a personal computer and its operating system. In 
particular it looks at operating effectively within the desktop 
environment, managing and organising files and directories, and 
working with desktop icons. 
Module 3: Word Processing covers the use of a word processing 
application on a personal computer. It looks at the basic operations 
associated with creating, formatting and finishing a word processing 
document ready for distribution. It also addresses some of the more 
advanced features such as creating standard tables, using pictures and 
images within a document, importing objects and using mail merge 
tools. 
Module 4: Spreadsheets covers the basic concepts of spreadsheets 
and the ability to use a spreadsheet application on a personal 
computer. Included are the basic operations for developing, formatting 
and using a spreadsheet, together with the use of basic formulas and 
functions to carry out standard mathematical and logical operations. 
Importing objects and creating graphs and charts are also covered. 
Module 5: Database covers the basic concepts of databases and the 
ability to use a database on a personal computer. It addresses the 
design and planning of a simple database, and the retrieval of 
information from a database through the use of query, select and sort 
tools. 
Module 6: Presentation covers the use of presentation tools on a 
personal computer, in particular creating, formatting and preparing 
presentations. The requirement to create a variety of presentations for 
different audiences and situations is also addressed. 
Module 7: Information and Communication is divided into two 
main sections, the first of which covers basic Web search tasks using a 
Web browser and search engine tools. The second section addresses 
the use of electronic mail software to send and receive messages, to 
attach documents, and to organise and manage message folders and 
directories. 

This guide focuses upon Module 4. 

How To Use This Guide 
The purpose of this guide is to take you through all of the knowledge 
areas and skill sets specified in the syllabus for Module 4. The use of 
clear, non technical explanations and self paced exercises will provide 
you with an understanding of the key elements of the syllabus and 
give you a solid foundation for moving on to take the ECDL test 
relating to this Module. All exercises contained within this guide are 
based upon the Windows 98 operating system and Office 97 software . . . . . . 

• ECDL · 
• . . . 
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E;lch ch;lptcr has .1 well d~flned set of ObjL'Clivc,; that rcl;w: directly 10 

the syli:lbus for the ECDL Module 4, &'C"JUSC the guide is "tru(1urt'd in 

a 10giGil sequence you arc advi.">Cd to work through the clupt .... f'i one 

;u :1 time from the heginning. TIlroughout cach dl:lpler there ;trl: 

v:lrious review question . .; so that you Gin determine whether you lu\"c 

understood the principles invoked correctly prior to moving on to the 

next ,;tep. 

Conventions Used In This Guide 
Throughout this guide you will come :lcro.~~ notes 'Ilong:-oide :1 numher 

of icons. ' n,ey are :III designed to provide you with srx--cifk 

inform:ltion relalCd to the M-'"CIion of the hook you :lre currently 

working through. TIle icons :md the p:lrticui:lr types of infonn:uion 

they relate to are as follows: 

AMtIonllI ............ IOIU Further ............ or •• planatlon 

....... ..... clflo point. 

c.ut1oN .. word of ............... 1M ..... uoc .. ... 
willi • ,.uc ..... 1ICtIon. t ......... with .... dono .. ...... 
neceuaty on how to ovoid onw pItfah. 

hfInItlon: .. plain ......... deftnIUon of • ~ Intra "Je'" 
t.,... or conc.pt. 

Short Cut~ Short cuts ..... hints for ........ INIrtIcuI.r 
program moN effectively. 

As you afC working through thc various exercbes cont:lined wi thin thb 

guide. you w ill be :Isked to Glrry out :1 vari{.-'\y of actions: 

• Where we refer 10 comm:mds o r items that you :Ire requirL-d to 

select from the PC screen . then we indicate thc...c in bold. for 

cX:lmple: Click on the Ve. butto n . 

• W'here you are :lsked to key tCoxt in to the PC, then we indicme thi ~ 

in it;llics, for eX:lmple: Type in the words 'SiIl'/IlS Illy work'. 

Yo u should now I~ in :I position to U.">C this guide, so lets get ~t:lr1cd. 

Good luck! 

5 



Contents 

• 

Introduction ... . ... 7 

1. Getting Started ...................... . .9 
1.1. First Steps with Spreadsheets ................. 10 
1.2. Adjust Basic Settings .. . .20 
1.3. Document Exchange. . . . . . . . . . ... .. 25 

2. Bas ic Operations . . . .... . . . . . . . . .... 30 
2.1. Insert Data . . . . . . . . . 31 
2.2. Select Data . . . . . . . . . . . . . . .37 
2.3. Copy, Move, Delete. . . . . . . . . . ........... .42 
2.4. Search and Replace ........................ 47 
2.5. Rows and Columns . . . ................. 50 
2.6. Sort Data. . . . . . . . . . . . . . . . . .. ........ . ... 55 

3. Formulas and Functions .......... .... .59 
3.1. Arithmetic and Logical Formulas .60 
3.2. Working with functions ...... . .. 70 

4 . FormaHing ..... . . . . . . . . . . . ....... 77 
4. 1. Formatting Cells - Numbers ..... , ,80 
4.2. Formatting Cells - Text .............. , . , ... 83 
4.3. Formatting Cells - Cell Ranges ....... , , , ... 86 
4.4. Spelling ........................ , . , ....... 91 

S. Printing ............................ . 
5.1. Document Setup . . . ........... . 
5.2. Printing Simple Spreadsheet Documents 

.... 93 
...... .. 94 

. .. 97 

6 . More Advanced Features ........... ... . .103 
6.1. Importing Objects ..... , .................... 104 
6.2. Charts and Graphics. , ............ . . . ....... 109 

... . 
• F.f'nl. ' .. . 



Introduction 

•••••• 
Introduction 

11lb module of Ihe BCS Ir:lining cour~ for ECDL quatifiC'.lIion b 
concerned with the :.uhject of Sprca(bheet appliC'.l1ion~ and b ha:;e{1 
on Microsoft':. E.'<cel 97 software, 

Before t"mbarking on the ta:.k of le:lrning how to U'iC Excel il i:. 
import,lIlt to underM,lIld wlta.1 Spre:ld .. hcCI pa.cka.gcl> ,Ire a.nd wha.t role 
they play in modern PC h;l:.ed computinR. 

DeftnItIom The mad.m ........... .-ckatte I •• tool that 
CML be .-.d to creel_ ..... modify. proce ... end ell .. )' 
information In ....... , fonn. ...........,. ........... d8te 

..... Ie -.rill"" an.\g." In row ...... co ............ for 

.x ...... In .... HC""'lnglecllter. However • ...... ~ 
aottw.,. I. not on.,. autt.bIe for ....... wtth eccountlntt 
d8te end cen be .-.d for prectk:elly ...,. teak that Invotv • • 
the need to proc ... numbera or pwform cetcua.t6ona. 

Like most other 'preadl>hect package .. , Excel is haSC!d on the principle 
of providing the user with a vcry large virtu:l!' shect of paper on 
which 10 r<.'{."'()rd and manipulate information on-.s<:rt.'Cn . This concept 
of using a large sheet of paper is a fund"lmental al>pect of the typiC',I1 
l>pread .. hect pack:tge and if you were to comparc Excc!'s virtual 
spreadl>hect (0 a. phYl>ic.11 picce of pa.pcr. then the p:lper would he 
approximatc!y 5 metres wide and 325 metfC:. long! Computer 
spr<.>adsh{'''Cls a.re genemlly divided up into row:. and columns in the 
form of a grid of smaU n.. .. cunglcl> C'J.lk'd 'eel):.;·, where data b r(.'"Corded, 
Howc\·cr. the primary fe:l\ure of the spread~h{.'Ct is its ability to 
perform C'J.lculations on the data stored in cells and once 'progr"J.mm{."(!· 
a spreadsh{.'Ct C'J.n up(\:!te itself aUlonlatiC'J.liy. 

Most modern windows based spreadsh{''el packages like Excc! provide 
extcnl>iv(' fomlalling facilities so that data doesn't have to appear in 
r.llher plJ.in looking tables. Using Ihese faci lities it is possible to 
produce spreadsh{.'Cts with a much more allr.Lctiv1! and professional 
looking :lppc:Ir"J.nC1!. [n addition, Excel em abo be used 10 process raw 
d;l\a ::md present it in ;] pictorial form such :IS ch:lrts :lnd gl""J.phl>, 

7 
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'\hcro.-.oft Excel 9- ha~ llI.my IInpOTUnt fe:llure' which m,lke n suitable 
for pcrfonmng J wide \<;Iriely of d,II.1 proce1>.,mg \.I~k:. and we .. h:11I 
("over a numhcr of the.'>\.' m tim modulo.' ll,mg Extd you C'Jn perform 
the following 1.I,k~ 

• Cn::lle. edll Jnd '.I\e 'pre:ld~hl-et:-
• Modify exi'>hng :-pre:ld:-heet:-
• Publi,h "pre:ld.,heet d'11.I on Internet wl'b page,> 
• Cr<::l1e 'pread:;he(1:- contaming text, dlan1>. IIn:18e,> .. Iudio . . md 

video_ 
• Copy, move. dclele. or reJrr:mgl' 'pre:ld1>hl'Cl,.. \\'llllIn m.lln 

spreacbhl'Ct file,> c;llIed Workbook:-

• Copy, mo\'(.'. delete. or re:lrr:mge data stored III areas of J 
1>pread~ht."CI, 

• Perform \'ariou,> C'Jiculallons on dat,1 held m '>prcacbhce{.S 
• Son ~pread,l!l-'et d:l1a IntO a!lCcnding or de-.cendmg order 
• Modif}' and fonn:1I leXI and numerinl d,II:1 
• Modify and (orl11:11 celb. row,. :md column'> 
• IncorporJle mform:llion from other packJge~ Into "pread,hceb 
• Print whole of pan'> of "preacbtll'et'> III \.IriOU' formats_ 
• Generate graph .. and durt.~ ba.'>l-d on '>preac!:,h("Ct d:I1.1 

1111s guide I~ ~IrUdured III ch:lpler'> th.11 .Ire de~ignl-d 10 be follo\\'(.-d In 
a logic .II :.cquencc. therefore you .Ire .ldVI'>l"() tu work through Ihe 
guide one chapter at a time from the bewnmng. AI the end of each 
chapler there arc some review queqion" '>0 that you coin determine 
whether yoo have understooclthe princIple,> II1\·olv(."() corr('ClJy_ 

... 
, [CD!, ' 
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Getting Started 

---------------~O ••••• 

Getting Started 

Open and close a spreadsheet applicalion. 

Make modifications to an existing spreadsheet. 

Save a new or existing spreadsheet. 

Use the application Help functiolls. 

Change the spreadsbeet view moele. 

Use Ihe page view magnification lool/zoom 100/. 

Moelify the toolbar display. 

Save an existing spreadsbeet under anolherfile 
format. 

9 D. Stott, ECDL Module 4: Spreadsheets
© The British Computer Society 2000
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Bdon .. - we tX'gin we neL"(1 to check whether Micro .. ';()ft Excel b :llrcady 

lI1~t,IIIL"(1 on your Pc. Click on the Start bunon :LIld . ....:icu the 

Programs option You ~hould sec a lis\ of Ins\atk·d progr:lln~. Ex('cI 
nuy be lbled here or II 1ll:IY IX' und<.:r the Microsoft OHice option. 

thl" delX'nd, .. on how your s}"'lcm Il.I~ heen :.cIUp .. 1 ... in the exaillple in 

Figure I I 

Figure 1.1 Starting E.cel from the Start button, 

Note that there lIlay be OIher Microsoft Office progr-HIlS abo mli[:lllcd 

on your PC, ~uch as Word, Access, or PowcrPoinl. However. II should 

be fairly obvious whelher Excel is installed or nOl. 

H IIlcroeoft E.cel I. not .lreacIy Installed on your PC you 
ahoukI folio. the In.tructlons tor ........ up the &Oft •• re 
•• detailed In the Offtce .7 ~Qett'" .tarted~ guide. Ttte_ 
IMtruction. are qutte at,.IghttOfW'ard but H you have .ny 
difficulty Installing the &Oftwa,. then ...ar. Hwk:e from 
your comput ...... ppI .... or .,..._ admlnl.trator. 

.' . 
• f.(,0I • • . . . 
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0 ••••• 

A", .. uming theU F_l(cci is in:.t:!IiL'<! on your I'C we Jrc now re:tdy \0 :.tan 

learning how to U'oC il co cn':tll .. ' :tnd edit :.pre:!d:.hL'Cls. Excel b :In 
extremely flex ible p:!ck.ige :md C"Jn lx' u'o(""<i 10 cn:.lle a wide variety of 
differem ~pread~hecls tlut C"Jn be u:>t.'<! for different purpo...cs. Your 
Excel ~prc:ldshL'Cb c;tn be <I~ ;.imp1c or as compliclled eL:' }'ou like and 
you wilt ~n le;lrn how to crealC ba:.ic spread:-h(.'Ct .. Ihal C"Jn Ix: 
enh:mccd 10 produce profes.~ion:I J looking reports. 

In Ihi:. initi:!1 scction we will look :11 some basic proC( .. <Iurc~ which will 

:Iliow us to: 

• 0lx:n a spreacbhcL'I applic:uion. 
• Open :tn cxisting Sprc<l<bllL'Cl - m:lke .some modifications and ~\'e 

• Open 1>C"eml ,"pre;td"hccL". 
• Create a new ~prc:I(bheet :md save. 
• Save an existing spre:tdsh{.~t onto the h:ml disk or :! di"kctte. 

• Close Ihc sprcad ... IK'Ct. 
• Usc :tppliC".I1ion Help funCtions 
• Clo1>C Ihe ~prc:l cbhL'C1 :lppliC"Jlion . 

Exercise 1.1 
In this exercise we Will lOOk at what happens when you start Excel and how to 

proceed to open, close and save spreadsheets (also relerred to as 

Workbooks). We will also lOOk al how you can access the Help lacl[llles wllhln 

Excel as and when you need them 

SpN ........ t. Workbook ...... Wortl. ...... a: Whll •••• c .. I. 
NCol"lud ...................... lcatlon lIk:rosoft have 
8dGptH ..... .,.... Workbook ..... Worbheet to clHcribe 

'wo dill ....... upecte of .... p8C1utge. The term Workbook 
........ '0 .... act ... 1 ............. ,. .. 8IMI • Workbook c.n 
consist of ............. of ~ WorttahMo ... In .. ..... 
words • Workbook I •• collection of ................ Thktg. 
wHI become c ....... when w. look .. each of ...... 
... ment. In turn. 

1. Open Excel by selectll1g It from the St.rt I Program. option on the Ta. k 
B.r as in the example 111 Figure 1 1 above 

Each time you start the Excel program you will see that a new blank Woo<book 

IS automatically opened at the same time and by delau~ this Wor!<lx)oic; 

11 
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contains 3 separate WOfksheets shown as tabbed sections at the bottom of 

the screen. labelled Sheet1 . Sheet2. and Sheet3. as In Figure 1 2 

., ...... __ .. "'_ .. 
~ • • I~ , .. . ~ •• •• ~ • •• ~ _ . 

• .." •• OJJ!.!o..o ... •• ..- .. 

• . .. ~---­- • 
Figure 1.2 Excel opens a new blank spreadsheet when 

It Is started. 

Here you have the choice of using the blank WOfkbook to create your own 

spreadsheets from scratch Of opening an existing WOfkbook 

2. FOf the moment we will ignore the creation of new spreadsheets and 

concentrate on opening an eXisting WOfkbook Instead To open an existing 

WOfkbook click on the File I Open ••• optlOfl on the Menu Bar altha tOP of 

the screen 

The Open file dialogue box should appear and by default the folder My 

Documents is displayed, as in Figure 1.3. 

Figure 1.3 The Open File dialogue box showing the 

My Documents folder. 

. .. 
• I';CD!. · . .. 
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Don'1 be alarmed II Ihere are no Workbooks displayed for you to open. The 

chances are that II this IS the lirsttlme you have run Excel there will be no 

Workbooks In the My Documents folder so we will need to look somewhere 

else to fmd some eXisting Workbooks to open 

Using the Look In: drop down list. select C:\Wlndows\Progrsm Flies' 

Office97\Office folder Once selected you should see an enlfy called 

Xl8galry.xls and you should now select this and click on the Open button 

The XIBgslry Workbook should now be loaded and your screen should look 

as In Figure 14 

Lo- ... -_ .... _ • 
.. .. . u •• 

,."-=-._'_'~_I._' .. , 

-

Figure 1.4 Excel .... ,n screen after opening the XIBgalry 

Workbook file, 

Tbe IneIIuctIone ......................... IIIoruoft 0fII0e 
w .. IMt8IIed on your COIIIPUI4II' ............... ......... 
................... H .............. c... .......... .... 
Xlllplrw.xta IRQ be tocaIed .................... rou'-
hawe to ........ find optIoM, In .... Open .... ·s'a .... box 
to locate It. H the fie ... not ..... _ ~ ......... rou 
c.n open n from .... 0fII0e folder on .... Il10 ...... OffIce 
e ......... 

13 
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Once XNlpIry.xt. .... been op.ned In hc .. rou IMI, think 
that H doHn't look much Ilk .......... t.eet and ,... would 

be right Itec.uM thI ........ tc.r Workbook conal ... ...." 
of CM"'. or .,....., a ....... of Exc .. which we will co", ... 
.. t .... For the moment ho ....... we will .... tht. Workbook 
just to demonat,.. ...... of the .. Ie ~ 

proc ...... "' ...... In Exc.l. 

3. Before we proceed any further we will make a copy of Ihe Workbook 

XL8galry.x's by saving a new verslOfl of II in the My Documents folder 

via the following steps 

4. On the Men", Bar click on File I Sa",8 A •... and the Sa'l8 As dialogue 

oox will appear, as In Figure 1.5. 

__ 0... ji;OO(I/t ..... _ 

Flg",re 1.5 The Sa",. A. dialogue box with the tU. 
name highlighted. 

5. Select the M, Document. folder using the Sa'l. In: drop down list and 

type the filename Excel J in the File name: box, check that the Sa'l. as 
t,pe: box says Mlcro. ott Exc.' Workbook and click on the Sa'le 
button. 

You can Open several different Excel Workbooks at the same time by 

fotlowing sleps 1 and 2 above and selecting the appropnate folders from 

which \0 load files. Similarly you can save any Excel Workbooks by follOWing 

steps 4 and 5 changing both the folder and filenames as appropriate 

6. To close a Workbook click on Ihe File I Clo •• option on the Me nu Ba r 

.' . 
• Frm. · .. . 



Oetting Start" 

0 ••••• 

" ,OU till ......... .., c ........ to _ ...... Wortdtook. thin 

when ,OU try to c .... it you will ... aAM whether you 
wi'" to .. ve .... c:IYI ..... 'ou ............ to .... fI .. , .... 
e • ..,... •• In ,..... 1 .• 

N oe tol OU t nel £J 

i 

"""'I 
Fig",,. 1.6 The warning dlspla,ed I. ,ou attempt to 
clo. e an unsaved Workbook. 

If you chck on the Ya. button then the file Will be saved with the eXisting 

Illename - OV8fWl'1ltng the Oflgrnal verslOll. However. If you WIsh to keep the 

onglnal verSlOfl 01 the Ille you Should click on the No bunon and use the File 
I Save A .... optlO!'l from the Menu Bar to save the current open Workbook 

WIth a dlHerentlilename from the ong1naJ 

Finally In thiS exerCise we Will lOok atlhe Help facIlities available In &:cel 

which can prOVIde you With online assistance when you need It There are 

several dlHerenl ways to tflgger lhe Help functions Within Excel and we will 

deal With each method in tum 

7. When you started &:cel you may have noticed a small WIndOW as shown In 

FlQure t. 7. (If thiS WII'Idow doeSnl appear SIfflP/Y press the Fl key on your 

keyboard.) 

This IS the Office Asslstant and It IS deSIgned 10 prOVIde you Wllh help If you 

encounter problems when uSIng the &:cel program. The Office Assistant Irke 
lhe f'IO(mal Mlcrosoh Help facllltJes IS contel(! S80Slllve whIch means thai II 

Ifles to prOVIde help based on what you are dOIng al the lime 

,. 
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"..,. ... ____ ............ ~ • ." ....... to 1ICt .. 

OffIce Auhtanta ................ on .... ,.... nnIon of 

IIIcrHOft OffIce .... been conll..,Nd rou ....,. ... ..., of 

the follow .... chllnot ........ wn In ,..... i.e. 

FISlure t .8 The varlou. Office ••• I •• ant · character.". 

II you chck on the Office ••• I.tant then the followIng pop up dIalOgue box 

appears, as In Figure 1.9 

• . -" 
• lIP' .~ • 0. 

Figure t .9 The Office .ul.tant a.k. ,.ou 
what ,.01,1 would like to do. 

AS you can see from the example In Figure 1 9 ooe of the beslleatures of the 
Office AssISlanl IS thaI you can SImply type ,n a QueSllon and II WI'I try to find 

the moSI approprlale help IOf you 

For example. type In the WOfds S£wi"8 my lI 'Ork and click on lhe Search 
button. The Office ASSIstant should display a IISI olloplCs Similar to lhal In 

FJQure 1 10 fOf you 10 choose from ... 
• F.rtU, · .. . 
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wt.;K -*I you-" to dol 

• TrobIIIII'oot~.-.:I<~ ........ 
• erw.1'-
. 'Iot\II. .... 1~WII'¥dw .. 

DIU 1.10:"'91 

. ....., 
• l~ • QIIKIr-. • (10M 

Figure 1.10 Performing a query using the Office A •• lstant. 

Clicking on an Item 10 the list Will display the relevant Help topIC 

8. As well as the Office AsSistant you can access Help by clicking on the Help I 

Content. and Index optIOn on the Menu ear thiS displays a Window 

Wllh 3 tabbed sectionS Content • . Index and Find 

Od._ """ __ 0...0. 00 __ ,* _. _ 

_ ._ .. ___ .. _1 .... -.0..,.._ • _, ..... u.",._ 
• '_""""'"'-'or ... 
• c--."""U .. _I_ !' -..011000 __ ._ 

Figure 1.11 The Help Topic. Contents tab showing 

sub sections. 

The Contents tab PJesents you WIIt'I a list 01 Help contents fO( you to select 

from. Note that the main sections may have SUb-SectIOnS. as In Figure t 11 

17 
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, z.,. .. ,. .. .... _d .. _ ,........".... '" 

2 go. .. _...,,.,.. __ .... _ .... o..o. 
..... -
Q!I,o_v .... 
.. fJl_v .... 
...w£'_v .... ....w_v"" -_¥ .... 
-.:fl_v .... WAUJ(,_ ...... ,-, ,-, ._, -,-, -" ...... -1 :"""'_1 
• ...... -1 

-
Figure 1.12 You c.n .e.rch for keyword. In the Inde •• ection. 

The Inde. tab d,splays a list 01 Indexed keywol"ds that are available In the 

help system You s,mply click on the Index word you want and then chck on 

the Displ.y bulton as In Figure 1 t2 

11.\>,_, ", o<,~,,,,,, •• ,,,1 11£1 , 

c..-jlndoo rnl I 

.dhloold._Coon_dw. .... __ _ 

..... ~10000-"'1t. __ 

.0-........ ,_ ._'_It_dh_' ... . --.... -.............. - .... -• __ ........... _ .... __ ,--' .=..I 

Q<oIlIw I 

Figure 1.13 The Find .ectlon. I.t you look for word. or phr ••••• 

The Find tab allows you to search lor any word or phrase and the Help 

system wililtlen show you any matches thai It can lind Once again you can 
.' . 

• Fo(,01. · ... 
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simply click on any found topic and click on the Dis play buuon to see II. as 

In Figure 1 13 

Help Is .'w.y •• v.'leble In Excel no mett ... whet teak you 

.,. performing. The qulcke.t w.y to get help I. to P'W •• 

the F1 on your kePoerd. 

Whichever method you use to access the Help system in Excel you will be 

able to see step by slep help on moSt topics as in Figure 1 14 

, 
"'l*" I..t. ~ 

Open I workbook on your lurd dllk or I netwo"" 

, CIltH ....... 

2 In ... l_ in bOlO. <IKI< ... a" ... _" ot IrUmot 10,"""" ""1 ,otU",a", WotkDooI< 
J In ill, _, h~ dQUI>.'Ilt~"'lc.lI unltil'Dtl ""'" ,,, foIcI .. iIlai 

'_''''~I'DtI_ 
'I'OU , .... , InG ... YI'IIfI<I>ooIt .. "'''',", U~ yOI/ ,1<1 •• ."n rot ~ .-( DcK/I>Ieo<k~"" WIIII<Oook _ Wlt'll1O open 

Note On/!' loI>trosoli Eot,1 II" .... ,led .. "" o$Ia~ bOO: iNllaity To __ , iI'I>' OfIlHt. elKk I\11IHt lOrmal __ In ... ,_ <If 

.,... Ita<. _""n _tll<~'" til n_ In'" foIIj .. Mil YOU ,an 
lilo ~ ... 1IHt n __ nllon .. til f ......... bOo. _ "'" tlltk 

fItMlNow.fot ... "",II."". '.,",,~ IOIlnd LWtII·!·3RIII ... . Oil" I. 'oopen.III"", ... ""1<I ... .".,..<II<~ ... tII n_1111l1 
_oI ... fII ........ 'NlIIToI ... """Ull<llIIlllnl displ.,.O, 
,lI<k o,olonl "" 111 ' _ .......... <IK~ ... _IIII IaO. _ ..... 1.11<1 
"'RIoc ___ '" IioI cl>ttlc llOo. 

Fig",,. 1.14 A .pecltlc Help Topic on how to Open. Workbook. 

Summary 
In Ihb initial section on Excel we have oo\'('rt.'(llhe procedures 
n(.'Cessary 10 :.t3n Ihe applic-.uion and 10 open any existing Workbook 
files . We h:lve :11:.0 look(."'<1 .11 how 10 So1ve \l:'orkboob and how 10 usc 

hoth Ihe Office Assisunt :l.nd the Help syslem 10 obl:lln help rclev:mt 
10 the prOC(.-"(lures being C:1ITk'd out. 

Fonumuely. IheSot h;lsic tasks ;Ire common to :Ill the modules in 
l\'licro:.ofl Office. :.0 once you ha\'c m:lSlert.-d thc:.t: procedures in F.xed 
you should be ;Ible 10 oope wilh the same ta,;ks in Ihe other 
:Ipplicalions. such :I.~ Word or PowerPoint. 

,. 
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Now that we havc look(:d at st;Jrling Excel and opening and ~ving 
Workbooks wc nc(."(\ to invc~tigatc thc main Excel screen in more 
dCI:1il. 

[n this section we will [C:lfIl how 10: 

• Changc the sprc:ldsh(."Ct view mode. 
• U.il' the p:lgc view m;lgnificJuon tool/7.oolll tool. 
• Modify the toolb;lr dispby. 

Exercise 1.2 
[n this exercise we will look at how you can alter the way that Excel displays 

inf()(matloo and how you can aUer the appearance of Excel itself. 

If IllS not already open you should start Excel and, il for some reason a blank 

Workbook Isn't displayed Simply click on Fil. I New .. , on the Men" Ba, 
and a tabbed dialogue box as shown In Figure 1 15 should be displayed 

• 
-~I-[ 
~.~~~------~SS - -

-~-

FI,,,re 1 .15 Creatin, a new blank Excel Workbook. 

Click on the OK button to create a new blank W()(kbook and your display 

should 00'11 look like the example in Figure 1.16. If the Office A •• I.tant 
window is displayed then close it by clicking on the Clo.e button in the top 

fight hand corner 

.. . 
• 1':1'01. · ... 
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= 

Gettl,. St.ned 

0 ••••• 

' - " -~ 

., 
'I; .. 

Figure 1.16 A bl.nk new Workbook with. cell .eleeted. 

The example In Figure 1 16 shows \he Normal View 01 an open Workbook but 

there ate some ophons available for changlllQ the display 

1. Rrst of all clICk 00 cell reference E9 With the mouse and type the word Test 
followed by the Return or Enter key 00 your keyboard 

2. Next. select View t P.ge Bre.k Preview on the Menu B.r and you 

should see the dialogue box shown In Figure 1 17 Just click on the OK 
bunon and It should disappear. Now you will see something like the example 

In Rgure 1 18. This is the P.ge B .... k Preview view which shows us 

where the word Te.t would be printed on a piece of paper Select View I 
No.",.1 to return to the standard VIeW oithe Workbook 

"ou(tl'l~""'h~btMI;s .. by 
cIIW4 n .-»"GI~"'" ~ __ 

'" 
Figure 1.17 Welcome to P ... Bre.k Preview. 

21 
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p ''7'fW''RPPlF21 
-D flit t<k ~ p.t ...- looIo Qolo ..- IiItJ 

O !# 1iiiI "I).~ .l~e.<1""' . • .... :t 

- • 10 •• I II. -=.,. m. lii'.$ 

c o , 

Pagel 

Flgu ... 1.18 The P.ge B .... k P ... vlew view. 

3. Also on the View menu we can select Full Sc .... n view which just 

displays the M.nu Bar and the Workbook itself without any tool bars or the 

status bar visible, as In Figure 1 19 To return to the Normal view click on the 

Clo •• Full Sc .... n bUllon. 

, , , 
• 
5 

• 1 

• 9 

" " " 

A 8 C E 

Flgu ... 1,19 Th. Full SC .... n vi.w with the Clo •• Full 

SC .... n button. 

As well as sW1tch1ng V1ews as just descr1bed, Excel offers a Zoom feature 

which baSically allows us to magmfy the current Worksheet being displayed 

Controlling the magniflcatoo or zoom level can be achieved in two ways 

4. By USing the Zoom icon control drop down list on the St.ndard Toolbar, as 

In Figure '.2Q. 

• FrOl. · ... 



50% 
25% 

Getting Started 
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Figure 1.20 Using the Zoom icon to change magnification. 

5. Or. by using the View i Zoom ... option from the Menu aar. which displays 

a window as In Figure 1.21 Here you can select several preset levels 01 

magnification Of type in your own preference in the Custom: box 

-r_ r_ 
r.~,! : 
r ..... 
r " .. 
,. fit selection 
,. tI,ostom: fS""'" ... 

Figure 1 .21 The Zoom control window. 

6. Whichever method you use to adjust the Zoom level the area 01 the screen 

displaying the Worksheet will magnify or shflnk the Image rei alive \0 the main 

Excel W11ldow. as in Figure 1.22 

.~ .... ------ ~ .... ~--., "II. . .. . . . 
, , , 
• , , , 
• , .. 
n 

".Il.? ... .. 

• 

,~ 

= 
Figure 1.22 Different Zoom level., 200% on the left 

and 50% on the right. 

= 
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Notice that the Menu Bar and the toolbars are the same size but the 

spreadsheet area is a different size. 

Finally In this exerCise we shall look at how you modify the Toolbar displayed 

In Excel 

Excel has a total 01 13 separate trobars available However, by default only 2 

01 these are displayed at the top of the screen The topmost is f'IOfmally the 

Standard Toolbar (Figure 123) and just below It is the FormaUlng Toolbar 

(Figure 124) 

Figure 1.23 The Standard Toolbar (top of screen by default) 

.... · 10 · · , •••• WIl'" :.l ."- ~iIE '~'.6.' 

Figure 1.24 The Formatting Toolbar (top of screen by default) 

7. You can control which of the 13 trobars are visible by USing the View I 

Toolba,.. option on the Menu Bar Toolbars currently displayed are shown 

with a tick next to them as in Figure 1.25. 

~andFoot •... 

'!II-
<#Vol '''''''''' "'­.-...""" 
""" ...... 
""''',. -......... -_OM 

Figure 1.25 Selecting toolba ... for displaying. 

. .. 
• [ r D!, · ... 
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Finally, close the Workbook by cticking on File I Close on the Menu a . r . 

Despite the facl that this spreadsheet only has a single entry in one cell we 

will use 1\ in the next exercise, so, when you are asked whether you want to 

save the changes you made to aook1 •• ' s you should click on Yes and 

save the Workbook in the My Document. folder with the name Test. 

Summary 
In this section on Excel we have looked at how you c.m dispby 
\,(lorksIK-cts in various w~lys such as the Normal view, the Page Ilre;Lk 

Preview view, and the Full Screen view. We have also looked at how 

rou coin use the Zoom controls to increase or decrease the size of the 

Workshcct image being viewed. In addition , we looked at how to 

control the displaying of Toolb:lrs in Excel. 

You should now have a beller understanding o f the main elements of 

[he Excel scn:.>en and how to control <Lnd manage the display of 

information. 

1.3. Document Exchange 
Excel uscs its own file form:lt with the file extension .xls for storing 

WorklXlOks. However. there may be ocC'Jsions when you nccd to save 

a spreadsh(.""('[ in a different format . for eX:lmplc, to transfer text into a 

word processing package or to usc sprc:ldshcct data in :1 database. 

In this .s<!aion we will look at how rou c:m: 

• Save an existing spre-J.d~h('"'C1 under :mother file format: txt file, 

document templ:lIe, software type or version number etc . 

• S:lve a document in a form:Lt appropriate for IXlsting [0 a Web Sile. 

Exercise 1.3 
This exercise will look. al how you can save Excel spreadsheets Of parts 

thereof in different formalS. 

If it is not already open you should start Excel at"ld open the Te.t •• I . 

Workbook which we saved in the My Documents folder in Exercise t 1 . 

1. When you click on the File I S. v e A ••.• option on the M enu a ar the Save 

A .... dialogue box appears. as in Figure 1.26. 

25 
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...... I::t ... -
1-

-
-

..... -- FOI'OOOii ...... -

Figure 1.26 The !hive A •••• dialogue box where ,.ou can 

decide on the target folder .nd lIIe name. 

2. As well as being able to Specify a filename and a IocatlOO (folder) for saVIng 

the Workbook you can also Specify the Ille type by clicking on the drop dOwn 

list 011 the !hive •• t,..,.: boK as in Figure 1.27 

FiguN 1.27 U.lng the Save •• t,..,. option to •• ve a 

Work.heet In a different file format. 

Excel allows you to save a spreadsheet in the loIlowlng hie lormats. 

Save a. type 

Excel 97 & 5 0195 Wor\I.book 

Excel 97 Template 

Extension U.e to aav. 

.Kls A normal Excel spfeadsheet 

.xll A Workbook as a template 

for creatJl"lg similar 

spreadsheets 

Excel vefSlOll 50195 Workbook .Kls A spreadsheet lor use With a 

prevIOUS verslOI1 01 Excel . . . . 
• [rDI. · .. . 



Excel version 4.0 Workbook 

Excel verSion 4.0 Worksheet 

Excel 3.0 Worksheet 

Excel 2.x Worksheet 

Lotus '~2-3 Release 4 

Lotus 1-2-3 Release 3 

Lotus 1-2-3 Release 2.x 

Lotus 1-2-3 Release I .x 

Quanro Pro lor MS-DOS 

dBASE 

CSV (Comma delimited) 

Text (Tab delimited) 

.xls 

.xls 

.xls 

.xls 

.wk4 

.wk3 

.wk1 

.wql 

.dbl 

.csv 

. ~, 

Getting Started 
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A spreadsheet for use with a 

previous version of Excel. 

A spreadsheet for use with a 

previous verSion 01 Excel. 

A spreadsheet for use with a 

prevIous verSion of Excel. 

A spreadsheet for use with a 

previous version of Excel. 

An Excel spreadsheet 

SUitable format for use with a 

specific verSion of Lotus t-2-

3. 
An Excel spreadsheet 

SUitable format for use with a 

specific versioo of Lotus 1-2-

3. 
An Excel spreadsheet 

SUitable format for use with a 

specific version of Lotus 1-2-

3 
An Excel spreadsheet 

suitable format for use with a 

specific verSion of Lotus 1-2-

3 
An Excel spreadsheet 

sUitable format for use With 

Quatlro Pro. 

Spreadsheet data in a 

specific database formal. 

Spreadsheet data in a 

general database format. 

Spreadsheet data for use in 

a word processing 

application. 

In addition, you can save the data In an Excel Workbook in a format that is 

suitable for creating Web pages 011 the Internel. However, you cannot dO thiS 

with the normal File I Save As_._ option on \he M enu Bar and instead you 
have to use another menu option. 

3. Clicking on the File I Save as HTNL •.. option on the Menu Bar starts the 

Sa ve as HTML Wizard which displays the dialogue box shown in Figure 

1.28. 

27 
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...._._.".._ ..... -.......... ---
_ .......... -

-
Figu ... 1.28 U.ing the S .. v .... HTML wiz .. rd to sav ... 

Work.h •• t ••• W.b p .. g •• 

From here all you need to do is click on the N.d button and then follow the 

instructions to save your Excel Workbook data In a format sUitable for 

publishing Web pages on the Interrtel. 

Wlurd: A Wizard within lI~roeofl appIlc8t6one I ... special 

,..... which ............ to guide the UMr at ... ~ .t ... 
throutIh • complex process. TheN ... many cliff.,.... types 

of Wtz.da Incluclecl •• at.ndard wHh IIlcroeofl 0ffIc •• In 

addition if rou ..... _«:e .. to the Internet you can 
downlaM other WIa.ds that ~ou might: find .... fuI from: 

httpl//www.rrtlcroeofl.contldownloathlMarch ..... ' 

Summary 
in this S<.."CIion we h:lve cover~>d the w:lys tlt:l t you C'Jn save Excel 
spre:ldsh(.'C1S in V;Jrious fornl:lts so th:lt the infonmuion they cOnl:lin 
C'oln IX' us<:d in other :lppJic uions s uch a s Microsoft Word or other 
spreadsheet p:lckages like i.otus 1-2-3. We have also seen how it is 

possible to gcncrJtc Web IXlgcs so that Excel spreadsht.'Ct d:lIa C'Jn be 
used on the Internet. 

.' . 
• y,cDl. · ... 
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Review Questions 

I wh~1t is the b:lsic procedure for ~tarting Excel from the Windows 

desktop' 

2. What is the difference between a Worksheet and :l Workbook? 

3. When you start a new Worklxx>k how many bl:mk \'(forksheets afe 
provided as standard? 

4. Which kcyooard key should you press to invoke the online Help in 

Excel? 

5. Which 2 loolbars are displayed onSCK"'en by default in Excel? 

6. Which Menu Bar option would you use to save a spreadsheet in a 
format suitable for publishing as a Web page' 

7. What is a Wizard? 

29 
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Basic 
Operations 

2 

Enter numbers, text and simple Formulas into a cell. 

Use the undo command. 

Selecl cells, rows and columns. 

Use the Copy and Pasle lools 10 duplicate and move 
cell coWents. 

Move or Copy cell contents between aclive Worksbeets 
and Workbooks. 

Delele cell contents in a selected cell range. 

Search and replace specified cell cOl1tent. 

Insel1 and delete IVWS a"d coIl/milS. 

Modify column width and row height. 

5011 selected data in alpbabetic o r numerical order . 

. . . 
• 1':('01. ' ... D. Stott, ECDL Module 4: Spreadsheets
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aasic Operations 

.a •••• 
Now [h;1I we h.I\,~ overcome [he inilbl hurdle of Gell ing 5WflOO ;lOd 

coven..~ Ihe First Steps with Spreadsheets it is time 10 look ;1\ Ihe 13:lsic 
Opcr.ltions that GIn be performed with ExceL 

However, before we delve into the pack:lge too deeply we need 10 
undersl:lIld :1 few prelimin:J.ry concepts r~garding n:\vig:uing our way 
:Irouncl spre:ldsh<.'t'!.S. 

As descrilx.>d in Ihe imroouclion 10 this g\lide. spreadshecls consisl of:1 
va).t number of cells arr:mged in the form of a grid. In F_xcel (':lch cell 

i.~ referenced by :1 set of co-ordinales based on its column and row 
posilion. for eX:lmple, AI, D12. ADI020. elc. Each Worksh .... -<.-'t h:\s : \ 
101;11 of 256 columns referenced :is A through IV and 65536 rows 
numlx.-r conSt:cutivciy I through 65536. TIlis means th:11 :i single Excel 
Worksheet h:ls;1 100al of 16.777.216 individual cells for us 10 use. 

I}y def:luh in Excel. gridlim:s ;Ire used to display the individual cells on 
a Workshl"'"C1 and the currently acth'e cell is evident by me:ms of:1 dirk 

border. :is in Figure 2. L 

1 
2 , 

" A 
• 

• o 

Figure 2.1 The current acti .... e cell marker. 

You C'Jn move the active cell marker in two ways. Using the cursor 
control keys on the keyboard up, down, left or right and by clicking 
on :my inactive cell with the mouse. NOll' that [he mouse pointer is 

displaYl-d as : \ 0 when moved across the grid of cells. As you change 
from one active cell to :mOlher the cell reference is aUIOrl1aliC:llly 

updaled, Try OUi these two d ifferent methods so thaI you become 
familiar with l)OIh. Understanding how to navigate around :I 

spre:lclsheet is a hasic skill which is essential for the next step of this 

guide. 

2.1 . Insert Data 
We have now reach<.-d the point were we c:m start to insert data into ;1 
Worksh(."'t:t and begin to SI..."C how F.xcc1 can be used for a variety of 

different tasks. 

31 
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In this section you will le:lrn how to: 

• EllIer numlx:rs in :1 cell. 

• EllIer text in :I cell. 

• Enter symbo ls or srx.-"ci:ll ch:u':lcters in :1 cell. 

• Enter !> implc Formul:ls in :I cell. 

• U.'>(' the undo coml1l:lnd. 

Exercise 2.1 
This exerCise WIll involve creatmg a rIeW Workbook and loo~ung at the opTIons 

available lor entetlng vanous types 01 data and Formulae into spreadsheet 

cells We Will also see how It is possible to correct any mistakes that we make 

by taking advantage of Excet's 'Undo' FUllCtlOll 

1. If it is not already running start Excel and create a new Workbook by selecting 

File I New •.• !rom the Me n ... B.r Your screen should now look like the 

example in Figure 22 

.... --_ .... _-
.... :).u .. • ~~ ••• ~ •• • _. 

- •• • , •••• ~~.JI. . .. -. -

Fig ... ,. 2.2 Ea:cel with . new Workbook opened. 

2. Next. WIth the active cell marker at position Ai type the d igits 34 and press 

the Return or Enter key on your keyboard The active cell marker should 

automatically move Down to cell A2. (If A2 is not the actIVe cell use the 

cursor keys or the mouse to make it active.) Now foilowlIlg the same 

procedure enter the following numbers in these specific cells 

C. II R.f.renc. 
A2 

A3 
A< 

V.I .... 

11 

25 
9 

. ' . 
• [('01. · 

•• • 
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Your Worksheet should now look like the example In Figure 2.3. NOllce how 

the numbers which we have entered have been aligned 00 the rtght hand 

side of the cells, this IS the default action in Excel when you enter numenc 

values 

~~ (dt ~ ~ ~ 1" 

[) r&..sg Q~ ~ ~~ 
• • C , . , " , " . , 

5 
6 , 

Figure 2.3 Entering numeric data into a Worksheet. 

3. Now move the aClive celt marker to position B1 either by using the cursor 

keys on the keyboard or by clicking on cell B1 With the mouse. Once celt B1 

IS active, type the word Apples and press the Return or Enter key on your 

keyboard. Again the active cell marker should automatically move downwards 

so that cell B2 becomes active. Following the same procedure enter the 

following text in these specific cells: 

Cen Relerence 
82 
83 
84 

Text 

Oml/ges 

B(/I/(/ I/(/S 

Me/OilS 

Your Worksheet should now look like the example in F igure 2.4. Notice how 

the lext has been aligned towards the left hand side of the cells, this is the 

default action in Excel when you enter text. 

"!l Uo ~ Y:Oo<o t-t 'g..t 1" 

o " .[}.~.r.~C 

Figure 2.4 Entering text into a Worksheet. 

33 
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Oc:c •• I_11y you might need to ent ... a .,mbol or specl.1 
char.ct ... In • cell, for ••• mpl. the • (Yen) eurNnCy 
char.ct ... or •• ,mbol such a. a C Icopyright). N-.lly 
the .. char.cte,. .,. not Nedlly .v.llable directly from the 
keyboard unl ••• a • .,.clfic lont such •• Symbol or 

Wingding. I. being used. FortUNItely theN .,. two w.y. In 
which you Cml In .. rt special char.ct .... Into. e.U. 
Method on. - H you know the right code e,.'er to en ASCII 
t.bIe) you c.n hold clown the AH k.y on your keyboard .nd 
.Imply type In the ,.I.vent numbe,., then when you 
,.1 .... the AH k.y the cher.ct ... or .ymbol will .ppe.r. 

For ••• mpI., AH and 0165 produc •• the •• ymboI .nd Att 
0169 generet •• the C .ymbol. Method two - ... rt the 
."nard Window. Char.ct ... Map appllc.tlon by .. Iectlng 
Program. I Acc ••• orie. I Sy.tem Tool. I Chareet.r Map 
from the Start button on the TillSkbar. U ..... this ptOgr.m 
you e.n •• teet .ny 01 the char.ct .... or symbol. displayed 

to be In .. rted Into your spNad ..... t cell. The .dv.nt ... o' 
the aeconcl method I. that you c.n .ct .... 11y ... the 

charact .... that you wlall to .. Iect and H nee .... " 
change to a dttterent font such e. Wingding. to lind e 

.,.rtk:ular char.cter or .ymbol. 

4. As well as entering numbers and texl In cells we can also enter Formulas 

which can be used 10 perform calculations. LeI's start by entenng a Simple 

Formula in cell A5 10 add up aH lhe Apples and Oranges. Make sure that cell 

A5 is lhe active cell and type in the following Formula: -(1/+(12 

5. When you press the Return or Enter key Excel automatically performs the 

calculatlOrl and displays the result in the cell containing the Formula. Your 

Worksheet should now look like the example in Rgure 2.5. 

t)~ tdt ~ t-t "- J:;;.i 
O ~ 1iI C!Hh ':" IoIG C 

• 10 •• 

• • , 
, --2 1100 ...... 
l l!5 Ban.., .. 
• 9 Mtlon, , " .r==] , 

Figure 2.5 Ente ring a simple Formula Into. cell. . .. 
• rrO!. · .. . 
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.0 •••• 

6. II you now move the active cell marker back to cell AS you Will see thai the 

Formula used to add the number 01 Apples ancl Oranges IS displayed In the 

Formula Bar as In Figure 2.6 

• :Al+A2 

A • o 
1 34 Apples 
2 11 Oranges 
3 25 BilnanilS 
.. 9 Melons 
5 I 451 , 
7 

Figure 2.6 Th. Formula us.d i n AS is displayed In 

the Formula 8ar, 

7. Excel proVideS hunclreds of Formulas which can be used 10 make lOts of 

different types 01 calculallons. Let's try out another type of calculation by 

typing In the 1011oWlng, also Into cell AS thereby OVel'Wl'lling the eXIsting 

Simple addillon 01 two numbers 

-511 111((1/·(1 4) 

Once again when you press Return or Enter the result of the calculation 

appears in cell AS as in the example shown In Figure 2 7 

A • 
1 34 Apples 
2 II Oranges 
3 25 Bananas 
.. 9 Meloos 
5 I 791 , 

• :SUM(AI At) 

c 0 

Figure 2.7 Using the Sum Formula to total a s.rl.s of numbers. 

In this Instance the Formula lells Excel to add up all the numbers in cells Ai , 

A2. A3, and A4 to prOduce a total of all the lrull. We could have achl6Ved the 

same result USing the Formula .. A 1 +A2+A3+A4 but Excel allows us 10 Specify 

a range 01 coottglJOUS cells by USIng the colon character (:) between the cell 

references In lhe Formula thiS is very useful when you Wish to perform a 

caicuiatoo on a long list 01 nlXllbers Before we move 00 to the next step type 

the WOfd Tot(ll In cell 85 just \0 remind us to what the "gure In AS refers 
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~ I.c" u •• very useful teatwe known •• &utoSuln which 
.. _ ... v ....... 0.- the SUindanllOollMl'. " rou click once 0.­

thI. ko.- then I.c" will highlight • ,.... of cd. acQac..n 

to the act"" ceM ••• "be.t .... ' to what ,..,... 

3. 

summing, •• In F ....... 2.8. " rou wi .... to accept the 

selected ' .... then ~ simply ...... the Ret ..... or Inter 
key ...cI •• c .. will automatk;al1J' place the c...--ct Formula 

In the acttve cell for rou. 

Flgu ... 2.8 Using the AutoSum f •• tu .... 

8. By default all Formulas.n Excel Wontsheets are recalCulated automatICally 

Th.s means that .f we after any of the numbers referenced by a Formula the 

result will change accordingly For example, move the actIVe cell marker to 

cell A2 and type !he m.mber J 2 to replace !he 11 that IS already there This 

time when you press the Return or Enter key, the total figure (79) 

automatically changes to 80 as shown in Figure 2.9 

~ . " 
• • C , ,,-

2 120....,.. 
1 2SB_ . , ...... 
S a:J Talil 

11 
Figu ... 2.9 Automatic rec:akulatlon of the Total In .ction. 

ThiS IS probably the most important feature of a spreadsheet apphcation such 

as Excel. The ability 10 perform calCuJatlOfls automatically and to recalCulate 

the results when !he under1ylog data changes, make spreadsheets a 

practICally essentl8l tool lor many users, especially In the buSinesS world 

9. Excel has a speclalfealute called 'Uodo' whICh can be extremely useful If we 

make a mIStake when enterong data USing our cutrent example Wontsheel I' 

you selecllhe Edit I Undo OPIIOfl fran !he Menu a.r then the contents of 

cell &2 Will reverl back 10 the orIginal value of 11 (as .t was before we ... 
• I:I"D!. · .. . 



i ...... 

a •• lc Oper.llon • 

• a •••• 
replaced It with the number 12). NOllce also that the Tot.1 is recalculated to 

reflect the change as well , as in Figure 2. 10 . 

n.. IICtuIII .ordIntI of 1M ... I .,... opt .... on 1M ..... 

.... d.p .... on ...... "" 1M la .. ..,.. .... carriM out by 

lac ...... All • Nault 1M word .,... could H folio." .., 
otIMr words which ... R .... what tIM .... Rtlon ... __ 

what .111 H ~ ...... you .aHut. 1M cOlNftalMl • 

" . " • • C , )4 Apptes , 11 Oranges , 25 Bananas 

• 9 Melons 
S 79 TOIal , 

Figure 2.10 Th •••• mpl. Work.h .. t .ft.r performing 

.n Undo command. 

You can ace ... tIM Undo ........ quickly by- c l lckJntl onc. 
on tIM .,... Icon on 1M Standard TooINw ..... t ..... you 

ollck on " 1M .... action ... undonre ............. you can 
UIWIo .................. or prewIoua ch8neH N Mca ..... 

10. Finally in this section you should save the current Workbook in the My 

Docum.nt. folder using the file name Fmil. 

...... ,.. ........ Into. ceIIboei NO .............. .. 

........ ,.. ..... con .... ...,. ...... you ....... IetteN beet 

......,.. ........... text. ................ tetten ... ~ 

........... lao.rlnterpr • .,. 1M enby .... xt. However. on 
oooulon you ..., ...... to ....... 1Iafto or ........ ,.. ....... 
thor ......... ...., .. text. To do'" ......, place • 
........... ___ terat tho ............ of 1M ......... 
you ..... to ................ '1'" or '1000 __ ~ .. 
........ text In 1M ceIL 
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Summary 

In th" ,*x1ion we hJ\c ~'Cn Ix)w boIh numhers :Ind text (".m IX' 
entered into Work~h{.'(:1 cells. Ikmemher th,11 by def.HIIt, numhers Me 
.lllgned 10 Ihe n1o:111 .md I\..·XI .Iligned 10 Ihe lefl wililin celb. We h:lvc 
al".;) "I.:('n Ih:11 Formul:ls Gm he plan.""Ci In celb 10 perform variou ... types 
of l-Jkulauon .md If the rcfercnc\.""([ d;II.1 l-hang..:s then the '''ormu].1 
:IUIOlll:l liGllly r\.,("Jlcul:ue~ the re,uh. 

In addit ion. we hJ\'c leamL'!l th:u Ihe llndo fl~JlUre of F_l(cel allow ... u, 

to .... ep hackwJrd~ Jnd rcn.'r.c .IIlY aOIOIl' which we h.l\e prc\iou,ly 
Gamed out. 

2.2. Select Data 

38 

Now Ih;1I we h:I\'c :1 :;implc ,pre;ld~hcet of ollr own to work with we 
("JIl '1.ln looking .u the v:uioll'" ways Ih;1I we (,,In ~leu area:; of:1 
\\'ork ... h{.'C1 in order 10 pcrfoml Jdiom on complelc FJngc, of celh In 

1111'" M."CIiQn you will IC"Jm how to do Ihe following 

• ScIL"CI a cdl or range of ,ldlJCCnl or non-:ldjJcenl ('ells 

• Sck"CI a row or column 
• Sclca a range of adpcent or non-adl:lcenl row ... or l"oluums 

Exercise 2.2 

1. lilt IS not already runnlrlg start Excel and Open the Wor1tbook called Fruit 

which we saved earlier in the My Document. folder Your screen should 

oow look like the eKampte In Figure 211 

• 

• 

" -,--_ ...... _-
FIgure 2.11 The Fruit Workbook .Her opening. 

2. To select multiple cells simply click on any cell and whilst holding hold the left 

mouse button drag the 0 pointer across the gnd of cells and they Will turn 

black as they are selected Release the mouse button when your selectJ()flls 

complete. On the Fruit Wor1tsheet use thiS method to select all the cells .n 

the range D6 to Q14 and your display should look like Figure 212. . .. 
.. . 



a •• ,c Oper.tlon • 

• a •••• 

When ~ttng c •••• with the mouN. If you drag tIM 
pointer to any of the window boundMies then Exc.1 will 
.lmpIy scroll the WortI: ..... t autOfNltlC.'ty to .,tow you to 

•• tend ...... lection beyond tIM ..... norm.lly vi ..... 

':]'" "" ___ ~ a-- _ _ .JaJ 

~ 1iI . ~ J~ID<1 · · ". r f.. tlfIJl W ..... . .. .. tv ···m." . . ~ . 
• , , 
• • • 

• • 
n .. 

• "­" ..... .­.-1'91 .... 

• 

_ . !.lr 
Ot ... ·~ _ • • QOil " "' ·ol · 6,. · . "" e _ • ... 

Figure 2.12 Cell. 06 to 014 •• 'ect.d. 

To deselect a selected range of cells Simply click once with the leh mouse 

button on any non.selected cell and the selecllOll Will disappear 

~ An .tternatlYe _thod of Hlecting • range of cel' ••• by 

.. ..,. using the k.~. " you hold down the ShIft key and .... 

the cursor control II .... you can .xtend .... ra ... of 

Hlectecl e .... outw.rds from the e-m actlv. eel •• 

3. Normally cell range selectIOn IS done on adjacent cells but if you need to 

select non·adjacenl cells you can do thiS simply by holding down the Clrl key 

on the keybOard and then clicking on the deSired cells With the 0 pointer. 

as shown In Figure 2. 13 

3. 
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• 
- . 

Figure 2.13 Selecting non-adjacent cells. 

Once agam clicking on any non selected cells after releasing the Girl key will 

deselect everything. 

4. To select an enllre row 01 cells simply click with the 0 pomter on any row 

number. Try selecting row number 6, as shown in the example in F igure 2. t4. 

Figure 2.14 Selecting entire rows. 

5. Likewise if you need 10 select a complete column 01 cells just click with the 

pointer on any column letter. Try selecting column D m our Fruit Worksheet 

as the example in Figure 2. 15 shows. 

Figure 2.15 Selecting an entire column of cells. 

• F.CJ)I. · ... 



aa.le Operation • 

• 0 •••• 

.lu.t a. wMft .. Ieetlng adja;eent cell., you can .... the 
point ... aero •• muHlple ro ... of numbef'S or column tette,.. 

In order to .. Ieet complete adjacent ro ... or eolumn •• 

6. Now suppose you need to select multiple non·adJacent rows or columns, well 

you can do this as well by hold ing down the Ctrt key whilst clicking with the o pointer on the rows or columns you want to select as shown In Figure 

2.16 You can even select non adjacent rows and columns at the same time 

as In the example In Figure 2.17 . 

Figure 2.16 Non-adjaeent row •• elected. 

Figure 2.17 Multiple row. and eolumn. both adjaeent and 
non.adjaeent .el.etecl. 

7. Finally on the subject of selechng cells there is a very quick and easy way to 

select the entire Worksheet. Simply click once with the 0 pointer on the 

small grey box called the Select All button at the junction of the row 

numbers and column leners as shown In Figure 2.18 and all the cells will be 

selected 
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Figure 2. 18 Se lecting the entire Worksheet. 

Summary 
,b w .... tun: M!en. -.ck"Clins,: cdts is .10 illlport.tlll faclOr when u"ing 
Excel and Ihere arc M::veral diff .... renl way" Ih,u Ihb ('~m he ,Ichicved. 
Adpcerll r..lI1ge~ of edb. Gin he ~ek~I ... 'd ,IS Gm ,tdj;lCem rows or 
eolllllln~. Ikmember Ih:\I [0 sd"''C1 non-:ldj:leenl cells. row~ or coltLmn.~ 
rou I1m,,[ hold down [he Or! key whd.;[ performing [he "dec[ion 
proce~ Lastly we :<;.IW how to quickly :.cle{·[ [he emire \'('ork.,hee[ by 

ju,,1 clicking on the Sclcl.1 All hunon. 

2.3. Copy, Move, Delete 

42 

Now [Ii:lt we ha\'e SL'en how to SclL'Ct ed1. row~. :Ind column~ w .... em 
put these procedure~ imo ~1ll"" prJ.ctlGll u ..... ' hy looking :u copying. 
moving ;lI1d deleting the content" of specifk :Irc:\s in our \'(!orbh ... ocL 

In this ...cdion WI;" will ~e how to: 

• U1>C the Copy and Paste toob to dupliGue cdl COlllcnb in ,mothcr 
p:lrt of a Worksh .... et. 

• U'<C the Cut and !la ... [e tooh to mm'c cdl contt:nt.'> within :t 

\'('orkshect . 

• Move or Copy cell content" hetween active \,\/ork.~hcetl> . 

• Move or Copy ccll contCntS between ;1{1 ive \,\'orkhook. ... 

• Dele[e cell content .. in a selected cdl range. 

Exercise 2.3 

1. II illS not already running start Excel and Open Ihe Workbook called Fruit 

which we saved earlier In the My Documents !older. Your screen should 
now look li ke the example in Figure 219 

. ' . 
• F.('m. · 
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.a •••• 
• . " • • • 110< __ , .-• .-• 1'111 .. 01 

• , 
• • • 
" "' " " " • 
" -, 

Figure 2.19 The Fruit Worksheet. 

2. USing the 0 pOinter select the ceils in the range B1:B5 and your 

Worksheet shOuld new lOok like Rgure 2.20. 

~'<>"._, "0iI"ll"'-1---' " 

FlgUN 2.20 S.1.cting • c.n rang. to copy. 

3. Next. chck on Edit I Copy on the Menu B.r ThIs makes a copy of the 

selected cells In the Windows ClIpboard Now. clICk once on celt C7 10 make 

II actIVe and select Edit I P.st. from the Menu Bar An exact copy of the 

ceil range B1 :85 should new appear In the ceil range C7:Ct t as the 

example In Figure 221 shows 

~ You _, he", ..... IcH 1M doItH. ,........ outHne thIIt 
~_ ............ 1M ........ 1:.5 wMn w. copied It I. 1M 

cPlphard. ThIs Is called tho .......... IINIIt I. UMd to 

~. which cells he •• been copied. To ......... 1M 
...,.,.. ..,... tho .sc k., on ,.. ".po .... . 
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<> 

_, ....... ,; .. rr---Io' 
Flg ... re 2.21 Pa.tlng copied cell. In a new location. 

4. Next, seleclthe cell rangEl A1:A5 and click on Edit I C ... t on the Men ... 

Ba, You will nollce thaI the dala in the range disappears as it has been 

removed from liS origlOal localion and placed in Ihe Clipboard Make cell D7 

acllve and click on Edit I Pa.te on the Men ... Ba, The contents of cell 

range A1 :A5 should now appear In lhe range D7:D11 as shown in Figure 

222 

~ . ,. 
• • G " -" , ..... ' , """'", 

3 ,-
• -. 
5 ••• • 1 "' .. • Oung" , B ......... ' 
M -. 0 

" lo' 

" 13 

" " .. 
" , " _d C .. -, 

Flg ... re 2.22 Moving a cell ,ange .... Ing Cut and Pa.te. 

In ...... of usIne the Menu .. , '0 perform Copy., Cut ...ell 

Peate FuncttoM vie the ClIpboIwd you cen cHell: on the 

.ppropriete !cOM Oft the ............ TooIbat. 

s. As well as USing lhe Copy, Cut and Pasle FuncllOf'l either 10 copy or move a 

cell range Within an acllve WOfksheet they can be used 10 copy or move 

lIems 10 olher Worksheels and even other WOfkbooks For e)(smpte, selecllhe 
, .. 

• r.rnl, _ .. . 
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.0 •••• 

range C7:011 and Copy It to the Clipboard. Next, click once on the tab 

labelled Sheet2 which is near the bottom 01 the screen. This displays 

Worksheet number 2 In our Workbook which should be blank. Make cell A 1 

active and now II you select Edit I Paste from the Menu Bar the contents 

of cell range C7:011 on Sheet1 will be pasted Into lhe cen range A1 :BS 

as shown in Figure 2.23. SWitch back to Sheeti by clicking on the 

appropriate lab and you will notice that its contents are stili intac!. 

o 

Figure 2.23 Sheet 2 after copying a range of cells from Sheet1. 

6. To copy or move a cell range to another Workbook we can use the same 

procedure as described in step 5 above but Instead 01 sWitching 10 Sh.et2 

afler copying or cutting to the Clipboard we need to switch to a different 

Workbook. For example, copy the cells C7:D11 on our Fruit Workbook 

Sheeti . click on File i New on the Menu aar and then click on OK to 

create a new Workbook. Now select Edit I Paste on the Menu Bar and the 

copied range 01 cells will appear in range A1 :B5 in our new Workbook, as 

shown in Rgure 2.24. To switch back to our original Fruit Workbook select 

Window i 2 Fruit •• 's Irom the Menu Bar as shown in Figure 2.25. 

The WIndow. Clipboard onIr .t ... one It ....... time. 
~ ... you .... the edit I Put. Function, lINIn ....... ar 
....... cut or copied to the Clipboard I ............ thl • 

........ not alw.,. be what you Intended. 1'IIeNfoN you 
ahoukI consider Cut and P •• te or Copy and h ... ••• 
combined Function. 
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Utilt til: ___ r-_ I_ tlo<o_l'I'I> 

Or# IiiiI .[l~ 101Qe.<:1..,. "'If I: {. 

..... " . · ./.11 11' _Will"" 

r.g:-
o g . 
D ' . n . 
• , 
• • 
" " " " " " " 

. -

'1 •• 0; _,~~r----~I 'I 
SeIIa __ rd_a ~1S 

-"J 
t l II 0 ~ 

. ",. 4. . 

" 

Figure 2.24 Copying between Workbooks • 

.. .... -
Figure 2.25 Switching between Workbooks. 

• 

7. Now that we are back to our Fruit WOI'kbook there is one final thing we can 

do in this section. Aeselect cell range 81:85 as shown in Rgure 2.26 and 

press the Delete key on the keyboard and the contents of the selected range 

will be deleted. 

...... . Or..... 11 
a-... 25 - , Tor.. 79 

", 
Figure 2.26 Deleting the contents of the selected range • . . 

• ErnL ' .. . 



aa.ie Operation • 

• a •••• 

WhlI.t we e_ ....... tIM eOld ..... o' eell. br Hleetlntl 
them .............. tIM .,..... ker on .... "eyb4Nlrdo .. ean 
..... n .......... effect by siInpIr omtWne tIM ...... 
Function after perIoI'ming an edit I CUt operatIoft. 

8. Finally, save the Fruit WOfkbook uSing File I Save on the Menu a a r and 
close Excel by choosmg the File I Exit option on the Menu a a r yO\! will 

be prompted as to whether you Wlsh to save the changes to aook2 8$ 
shOwn In Figure 227 8nd you should select No In thiS Instance 8S we don1 

need to keep thiS WorklxlOk 

lo4 ,ero10fl' .e~t EI 

i 

"""' I 
Figure 2 .27 Prompt to . ave change., 

Summary 
In this section we h:lve '"('en how we (".In u~ the Windows Cliphoard 
combin(.'(i with F..xcd·s Cut. Copy. and Pa!>te Functions to copy, mow. 
or delele the contents of sprc:ldshc...'I: cells ho(h Within a \'('oOOh<."(.1 or 
bdw(.'Cn \'('orksheets or \'('orkbook!>. You might like to pr.lctice Ihe~ 
procedures so Ih:1I you Ix-come more familiar with the principles 
involved. 

2.4. Search and Replace 
As wt;! is entered into a sprcadslK"'e! it em Ix"COlTlc qUIte large :lOd 
sometimes it (".In be difficult to find specifIC Items. Fortun:ucJy Excel 
ha:. .some fC'.Ilures thai o n rfk.1kc the task of finding information much 
c;!sier than h:lving 10 SCrolllhrough a large \'('orksllL'Cl. 

In this MX1ion we will sc:.'C how we (".In: 

• Usc the ~.Irch command for specified cell content. 
• • U~ the replace comm:lOd for s~fied cell content. 

.7 
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Exercise 2.4 

1. If it IS not already running star! Excel and Op.n the Fruit Workbook. In order 

to make this exerCise more effective we will start by copying the cell range 

C7:D11 to a remote area 01 the Worksheet. Once selected and copied to the 

Clipboard, make cell BX500 active and paste the contents of the ClipbOard 

Inl0 this new POSition on the Worksheet, as '" Figure 2.29. Use the scroll bars 

to see the lull range of the pasted selection. 

You can go quickly to • apeclflc c'-I by using tM EdH I Qo 

To ... option on the ...... "r •• In ....... 2.28. H .... ,OU 
can enter • c'-I ReI...nca; and when ,OU click on OK ,OU 
will be po .... onad at the ...... location. 

liD To IJEJ I 

~ ... 

Figure 2.28 Using the Go To option. 

Figure 2 .29 S.I.ctlon pa.ted into cen BXSOO, 

... 
• F£DI. · .. . 
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.€l •••• 

2. Now, return to the preVIOUs poslllon In the WCifXsheet by pressu'19 the Home 

key whilst holding down the Ctrl key on the keyboard This takes you back to 

make A1 the active cell Next. select Edit I Find ••• on the Menu Bar and 

the dialogue box shown In Figure 2.30 Will be displayed 

rind lJEJ 

Figure 2.30 Using the Find option. 

""' .... 
"'" 
~ ... 

3. Type the word AppI(!s In the Find what: box and click once on the Find 

Next bunon Excel searches lor the text Stflllg thai you have entered and 

finds It first In cell C7 If you then click on the Find Next button, again Excel 

WlIlIooIt !Of the next occurrence of Apples In the WCifXsheet and It shoold 

lind It in cell BX500 Note that the Find dialogue box stays on the screen 

until you close It 

4. Now return to cell A1 and thiS IIrne select the Edit I R.pl.c .... option on 

the M.nu Bar and the dialogue box shown In Figure 2.3 t WIll be displayed 

We can use thiS option to replace the contents of a cell With something else 

FOf example, in the Find wh.t: box type the wOfd Melot/S and In lhe 

Replac. with: box type the word Lemol/S. Now you can choose whether 

you want Excello replace all the occurrences of Melons With Lemons or 

juslto replace the first occurrence that it finds For thiS exerCise we WIll 

change all Melons 10 L.mons so click on the R.pl.c. All button 

Figure 2.31 Using the Replac. option. 

•• 
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5. The Repl_ee dialogue box will disappear and you Will see that all the 

occurrences ot Melon. now read Lemon. Go to cell aX503 and check It I 

You e.n u .. the EdH I RepIK •••• option to e ...... 

Formu ..... w." •• t •••• tONd In c.II •. 

Summary 
Ik>lh the Find and Replace options ;He extremely useful fcatures of 

Excel cSlx'cialty when you ;Ife working with vcry brge spr ... :ldl<heets. 

Us<.-'d wisel)' they Ctn S:IVC you :1 consider.tble amount of time when 

you IK't..-d 10 make n::pctitive changes to the contents of multiple celts. 

2.5. Rows and Columns 

50 

\'\'e h:LVC $CCn prcv iou.~!y how we C'Jn move the contents of celts by 

using the Copy. CUI. :md P:lste I'unaions in F_'(eel. Howevcr, there is 

another way that wc can 1110\'C thing~ :Iround in :1 Workshl"Ct by 

mcans of inscning or deleting s..- Iccted rows or columns. 

[n this S<.."Ction we will see how wc Ctn: 

• lnscn rows and columns. 
• Modify column widdl and row height. 

• Delete SC1Cdcd rows or columns. 

Exercise 2.5 

1. lin is not already running start Excel and Open the Fruit Workbook. Select 

row 11 and then click on 'n •• rt I Row on lhe Menu a.r. NotiCe how the 

original contentS of rr:1'N •• are pushed downwards to become rr:1'N 12 and a 

new blank row •• has been Inserted in the Fruit Worksheet as in the 

example in Figure 2.32_ 

... 
• r.(,DI • • 

. . . 



a •• lc Operation • 

• 8 •••• 

, , , 
• , , 
1 

• , 
" 

• • 

"" . 0."'911 e..,.., •• ,-. 
12 TOI,j 

" " " " 

D 

~ 

" " , 
19 

174,,, -I~/'-""---

, F • 

I - I I 

Figure 2.32 In.ertlng • blank row. 

" 

2. We can perform a Similar operal10n with columns For eKample. selecl column 

a and click on In •• rt I Column on the M.nu aar In this instance the 

contents of both columns C and D are shifted over 10 the right 10 make room 

for the newly Inserted blank column as shown In Figure 2.33 

Af>~' 301 
Or .... ~.. 11 e......... 2!i ..... , 
TOI" 1'9 

Figure 2.33 In •• rting column •• 

., 
' 1[; 

If ~ou ~ to Innrt .. v .... 1 acIdft __ 1 row. then .lmpI~ 

Mlect mutt ... acQacent row. -"' then perform .n Innrt I 
Row ...... tlon. TIM equlv ...... ...-nber of new row. will be 

In ..... ed Into ~our Work ....... TIM ..... appI~. to 

col.-. •• well. 
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3. So far we have only been enleflng a short amount of text in cells on our 

Worksheet but If we select cell 012 and click on the Formula Bar we can 

add the word (/11/0/1 111 after the word To/ai, then press Return or click on the 

.J bunon to accept the change. Now you will see thai Ihe text IS too wide to 

fit in the column as shown In FigUle 2 34 Therefore we need to increase the 

width of the column to accommodate Ihe extra letters 

Apples 3A 
Oranges 11 
Bananas 25 
Lemons 9 

Total amo, 79 

Figure 2.34 

4. To increase the width of column 0 select the enllre column and then click on 

the Format I Column I Width ... opllon on the Menu Bar A dialogue box 

as shown In Figure 2.35 will be displayed and if we enter a value of 12 and 

click on OK the width of column D Will be Increased accordingly See the 

example in Figure 2.36. 

Column W,dth (J EJ 

Figure 2.35 Setting a column width. 

c D f 

Apples 34 
Oranges 11 
Bananas 25 
Lemons 9 

i Total amount 79 

Figure 2.36 Column 0 set to width 12. 

• £('01. ' ... 
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5. We can perform a SImilar procedure With rows. For example, select row 12 

and click on Format I Row I Height ••• on the Menu aar A dialogue box 

will display and you shOuld enter a value of 25 and clICk on OK as In Figure 

2.37. ThiS lime the height of row 12 IS Increased as shown in the example 10 

Figure 2.38. 

How tt."gh! I1CJ 

a.ow hIiItt: "1._ .... 

FlguNi 2.37 Changing the row height. 

Ajlples 
Oranges 
Bananas 
lemons 

TOIal amount 

" 11 ,. , 

Flgu ... 2.38 Row 12 inc ...... d to 25. 

6. Previously in thiS section we have seen how rows and columns can be 

inserted into a Worksheet and the eXisting data will be automatICally moved 10 

accommodate the changes The same principle apphes when we delete a 

row or column, however there IS one very Important dlf1erence. When Insertmg 

rows or columns il doesn't maner whelher there IS any data already in the row 
or column selected but if you delete a rem or column containing data Ihen the 

data wilt be deleted alOng With the row or ColUnvlllself. To see thiS In action 

selecl column C in our Fruit WorKsheet and click on Edit I Del.'e on the 

M.nu aar. The data in the COIuf'MS to the right of column C Is shilled 

leftwards to take up the space vacated by Ihe deleted column as shown in 

the example in Figure 2,39. NotICe how the dala that was ooglflalJy In cells 

D7:E12 IS now In C7:D12. 

.3 
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• , , o E , 

" .... • Orang., " e ........ " U~. 9 

Tor" _nI " 
Figure 2.39 The Fruit Worksheet atter deleting column C. 

7. However. If we now select column D which contams the quantities of frulI and 

delete Ihat column the dala IS also deleted as demonstrated m Figure 2 40. 

Either click on Edit I Undo or the Undo icon to reverse the column deletion 
action. 

.. ... 
Ora"g" 
B.n ..... 
limon. 

TOI.I_ 

Figure 2.40 Deleting columns or rows with data removes 

the data a. well. 

8. Finally. Close the Fruit Worksheet saving any changes we have made so far 

Summary 
U~ing row or column insen :lOd deiete operations is :10 ideal way of 

rC;lfr.mging the clat.1 in :l Work",hCL1. Howevcr. you m:ly n('<..'(1 to he 

c-.lf(~ful when u~ing row or column dciete otherwbe you might 

:lccidentally dclete cell contents. 

. .. 
• F.('DI • • . . . 
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• a •••• 
In this M-"CI ion we have also seen how we Gm alter the width of 

columns :md the height of rows. 111i .. em be u~ful in helping to m:lke 
"I spre:ldslK"et more re:ld:lble. 

2.6. Sort Data 
When Ix'Ople emer <bta into a sprc:ld"hcct they fr<:<luemly don"t think 

tOO much about the order of things. Often" as in our Fruit example, 

items JTe emere<! in :1 Llirly :trhitrary way. I-Iowev("r" .">Ometimes it may 

IX' nect."ssary to m:tint:lln :1 liM of items in strict alphabetiC"JI or 

numeriC'JI order. 

In thi:; scction we will sc<! how this C'J n be easily achiew .. -d and you 
will learn how to: 

• Sort SCIOOL-d dat:1 in ascending or desct."nding numt."ric order . 

• Sort selected d:I1J in ascending or descending :l lphabctic order. 

Exercise 2.6 

1. Once again we Will make use 01 our Fruit WOfI<sheet. If it isn", already loaded 

then start Excel and Open Frult.xls which should r.ow look like Figure 2 41 

Figure 2.41 The Fruit Worksheet. 

2. Start by selec\lng the cell range D7:D10 and then click on Data 1 Sort ... on 

the Menu Bar A Sort Warning dialogue box Will appear as shown in 

Figure 242 and thiS tells us that there IS data alongSide our selected range 

which we might wish to include in the sorting operation. For flOW we will 

ignore the labels next to the numbers and Simply sort the numbers 

themselves, so select Continue with current .electlon and click on the 

Sort •.• bunon 
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~ Ex1:0111 foo.n;l d4t • .-.xt to yrM seIDctIon, 
5n:e ycu hove I'd: seIDcted tNs data, l .. I'd: be ....., 
~ doycu __ todo? 

r fIcpand tho seIectlon 

r.~~ihoanert~ 

Pt· .. 

Figure 2.42 The Sort W.mlng di.'ogue box, 

3. Another dialogue bOx Will now appear called Sofl as shown in Figure 2.43 

Here we can Specify cerlain cntena for carrying oul the sor\lrlg process but 

for now we will jusl accept the default settings and click on the OK bunon. 

SOI l I1EJ 

"" .. 
• r._ 
r_ -.. 

il r._ r __ -.. I :£I r. ....... 
r ....... 

"' .. "" - ... • No t-eoder rort 

~ ... I '" ""'" 
Figure 2.43 Setting the Sort crlte,I •. 

4. The Sort dialogue bOx disappears and instantly the list of numbers has been 

sorted in ascending order as shown in Figure 2 44. Note: Once you have 

venfied the fact that the numbers have been correctly sorted In ascending 

order, undo the sort operation by selecting Edit 1 Undo or by clicking once 

on the Undo icon on the St.nurd Toolbar. 

Apples 
Oranges 
Bananas 
Lemons 

Total amDunt 79 

Figure 2.44 Numbers sorted in .scending order. 

• F.C'IlI • • . . . 
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5. Nexl, we will son lhe liSI 01 frUl1 inlO alphabetical order but this time we will 

include the quant.lles in the sorting operation. So, select the cell range 

C7:D10 and click on Data I Sort". on the Menu Bar Now you Will notice 

thaI no Sort Warning dialogue box appears. On the Sort criteria window 

make sure that the sort IS carried out 0!1 the fruit names by selecting Column 
C In the Sort b~ drop down list and then we can proceed with the sort by 

clicking on the OK bultOll. Once again our selecled range IS sorted Instanlly 

with all the frUit and their associated quanll\1es arranged in alphabetJcaJ order 

as shown In Figure 2.45 . 

....-, 
, . 
, '. . 

1 ... 1_ 79 

Figure 2.45 The sorted list of fruit and quantities, 

~ In ...... of using t ... Dat. I Sort ••• option on t ... Menu hr 
oh"", you can u .. t ... two Sort buttons on t ... Stanct.rd Toolber • 

.... Sort Ascending button al'Kll t ... Sort Descending button. 
However, when you u .. the .. buttons to perform a sort 

you will not be warnecl about any clata in .. cent c"'s 
which you m ..... wish to be Inctudecl w"hln t ... sort. 

When IIOrtIng nMIItiple columns or rows t ... IIOrtlng order Is 
dep.nd .... on the position 01 t ... cwsor. 1'herefoN when 
you click on either the Sort Ascending or Sort Descending 
Ic_s _ .... TooIba, t ... IIOrt ..,at_ will be carried out 

on the column or row that contains the CUNOr at the end 

01 the selection PfOC-" 

6. Finally. Clos. the Fruit Workbook saving any changes that you have made. 

Summary 
By u~ing the Soil fa cilities provid<.'(! in. Excel it is ~iblc to 

completely rcarrange the data stOIL>d in cells. 111is Gin he extremely 
useful if you need 10 m:lim:tin S3y a list of people's n:l.!llCS in 
:llph:Lbetic.l1 order or SOil a group of numbers into :1.'>Ccnding or 

dc.'>Ccnding order of value. ,\lost soiling within Excel t;\kc~ place on 
columnar lisl~ bUI you Gin alliO sort data in rows. In :Lddltion. the more 
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advarlCL'<i .-.orting feJture, in Excel :lllow rou !O perform multi-level 
'>Orting . .-.0 for example you could '>011 a li~t of 1)L'Ople by age in 
alph:1beliCJI order. 

Review Questions 

1 Approxim.lIc1r how many cell., :lre Ihere in :1 ,.,ingle Excel 

Work,heet? 

2. Which keyboard charJcter I~ u~-'(l to define a contiguou~ T'Jnge of 

cdb in :I Formub' 

3, \Vllich Menu 1l:1f option would you u~ !O rever,e the b~[ oper:ll ion 

Ihat you C:lrried out? 

4. How would you enter a ~ne~ of numeric-JI digi ts illlo ;1 cdl w that 
they arc Ircau:.'(l :IS [ext? 

S. \\?hich keylx):ml key do you nL'Cd to u~e if you W.In[ 10 sdel1 ;1 

non-comiguou, rJnge of cells? 

6. Whereabout.s on the "cn:.~n would you dick with the mou~ \0 

scicci :In entire: 
a. Row? 

h. Column? 
c. Workshl"el? 

7. How many items ca n be slofed in [he Window!> Clipboard at any 

one time? 

8. What procedure would you U.'>e to: 
:1. Switch ~[WL'Cn WorksheeL .. ? 

b. Swilch between any open WorkIXlOk!>? 

9, Other than u~ing the Oclele kL1' on the kcybo:trd. how could )'ou 

ddete the conlcnt~ of:l mnge of cells? 

10. What Menu Bar option would you usc [a move the .tclive cell 

nurker 10 a s l)L"Cific cell rdcrencc~ 

11. How would you increase the width of;r Worbho:."el column? 

12. Which 1001 icon on Ihe SI:ulc!:lrd Toolhar would you u,c to "ort ;r 
li:-[ of name~ inlo rever..e :llphalx'licJI order? .. . 

• FrOl. _ ... 
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Fonnulas 
and Functions 

Use basic arithmetic and logical Formulas to pellorm 
a range 0/ calcu/alions. 

Use the AutoFiII alu/ Copy /-/andle tools to copy or 
increment data entries. 

Use relative and absolute cell referencing in Formu/as 
or fimetions. 

Use the COUNT and AVERAGE/unctioNs. 

59 D. Stott, ECDL Module 4: Spreadsheets
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We h:l\'c already seen how you cm usc :1 Formula to perform a 
<'-Jlcublion based on Ihe dat:1 ~torcd in sprea(l~hc...>et cells and as 
Illenlionc...-'d previou~ly Ihis is really Ihe mosl useful feature of any 
::.pread~heet package. However, l>O far we h:\Ve only .';Cmtchc...>d at the 

~urface when il COIllt.:"S to using Formubs in E.xccl and therefore we 
ncc...-'d to exp:l.nd our knowledge in ordt.:"r to be :Ible to produce more 
sophisti<'-,llc...'"<.l and advanced spreadshcet.s. 

As well a::. Formul:ls. Excel offer.; a T'J.nge of Functions which <'-In also 

be used to c ilcul:lte and process spread~hcci data. Formul:ls and 
Function::. work in slightly different ways so it is imponam \0 

understand what they are and how they work . 

.w Formula.: A Formu .. I. basIcaI" M ..... Ion that I. u.ed 
-.. t. _1yM and pt'OC ... the data stONd In • Work ..... t. 

Formula. c-. perfonn very ....... oper.uon. IMICh •• 
......... muItIpIIc.tlon ..... NCtion, ..... dtYIalon. or they 
eM be .d........,. eompt.x using uphlatlc ..... 
........... tIcIIl. condlt ..... 1 and logical pt'OC ...... 

tee ......... '0 calc""". their .......... 

FIIftCtIoM;I Func ...... .,. ~ Fermute ........... erm 
calc ......... Ity using specific v ....... c.-ted .,......... •• in 

• .-tIc ........... !mown .. the .yntax. For ......... the 
SUM Function .... v .......... NftItM of cell. where tM 
,.... ...... totaited .. the ........... of the Function being 

........ nteeL Aa with FonnuIu, Funct ..... c .... be ........ 

simple or hIaNY compl.x. 

Both Formulas and Fundions <'-J.n refer to OIher cells on the same 
Worksheet, cells on other sheets in the same Workbook . o r cells on 
~hee(S in other Workbooks. 

3.1. Arithmetic and Logical Formulas 

.. 
[n this scdion we will look at f ormulas in more del:l.il and you will 

learn how to: 

.' . 
• [CUI. · ... 
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• Usc basic arithmetic and logical Formul:ts to JX:rform a range of 
calcul:itions in a spread~I1(.-'Ct c.g. :Iddition, subtf:lction. 
lllultipliC:Llion, :md division. 

• RL'Cognisc stand:mi error messages :Issocial(xl with Formul:is. 
• Usc the AUIOFiti tool :md Copy H:mdle 100110 copy or increment 

data entries. 

• Under~tand :md lISC rcl:lIivc cell refcrencing in Formulas or 
Functions. 

• Undcrst:md and use absohnc cell referencing in Formulas or 
Functions. 

Exercise 3.1 
For this exercise we will Slart with a new blank Workbook. 

1. If it is 001 loaded, then start Excel and a new blank Workbook will be created 

for us to work with. If Excel is atready running then Clo.e any open 

Workbooks and click on File I New on the Menu Bar or the New D ICon 

on lhe Standard Toolbar 

2. In our blank Worksheet enter the follOWing data III the specified cells: 

Cell reference Value 

92 27 
93 4. 
94 11 

95 ,. 
C2 50 
C3 22 
C4 3 
C5 6 

3. Next. in cell 02 type in the Formula - B2+C2 and press Return or Enter on 

the keyboard. In cell 03 type in the Formula -B3-C3. In cell D4 type in the 

Formula -B4-C4. And, finally. in cell 05 type In the Formula - B5IC5 Your 

Worksheet should now i0oi<. 9l(actly like the el(ample shown in Figure 3.1 . 

, , , 
• , 
• 

• 

" 6 

" " 

Figure 3 .1 Simple arithmetic. 

., 
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Notlc. how the NaY" of dtvIdlng "' by 8 In c.1I D5 I. 
dlapleyed •• 3.1aee87, thl.I. lMe.use by de'.uIt Excel 

dl ..... y. numbers to 15 d .... precl.1on but In thl. Inat_. 
the column la not wide ........ to cII..,a.y .11 of them .nd 

there'''' the number I. trunc.ted to fit the .pac • 
• v.ll.bI •. 

4. As well as actually typing cell references in Formulas we can use Excel to 

select them and automatically enter them Into Formulas For example. make 

cell B6 active and type In an - Sign Now USing either cursor control keys or 

the mouse. POSition the cell marker at B2. You will notice that the cell 

referenced (B2) now appears after the .. Sign In cell B6 Press the + sign key 

on the keyboard and then move to cell 83 Notice how a special cell 

marquee IS used to highlight the cell you are selec\lng. see Figure 3.2. Press 

the + Sign key again and then move to cell B4 Press the + once more and 

move to cell 85 Finally press the Return or Enter key and you will see that 

cell B6 now contains the number 106 which is the resul t of 82+83+84+85 

as per the Formula we have generated. USing this method of entenng cell 

references Into Formulas by pointing to them means that you are less likely to 

make mistakes when typing references In via the keyboard 

1 
2 , 
• 
5 , 
7 
B 

... 
A 

• X". =62+83 
B CD 

27 , ....... . 
! ...... 4~~ 

11 
19 

I ~B2'" 1 

51) 77 
22 27 , " 
6 3 166667 

E 

Figure 3 .2 Entering. Formufa by pointi". to cell referencea. 

Excel Fonnula. can contain 'constant.', I.a. , .. ed va •• 

'Of' u .. In calculattons rather ........... call ... ..-.nc ... So, 
It I. pet1actly valid to ........ Fonnuia such •• _72-0.2 to 

c.lc .... t. 20 parc.m of 72 IMne the _aw.r 14.4. 

5. Occasionally you may need to combine anthmellc Functions in a Formula in 

order to produce certain calculations. Here you must be aware that the order 

in which you enter mathematical symbols can eNact the result 01 a calculation . . . . 
· F.C'nl . · .. . 
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For example, in cell C6 enter the Formula "C2-C3'C4 and Excel will 

calculate the result as -16 because the multiplication IS actually camed out 

before the subtraction, despite the fact that In the sum the - sign appears 

first BaSICally, Excel uses an order of precedence when It comes to 

calculatIOn. The order used IS DIVISIOfl, MullipllCatlOO, AddllJOO, then 

SubtractlOO. Therefore, If In our example we want Excel to perform the 

subtraction before the mulliplicatlOO we have to use brackets In CMJr Formula 

Try thiS out by enteflng the Formula "(C2-C3)'C4 Into cell C7 You Will now 
see that although we are referencing the same cells and uSing the same 

arithmetic operators the results are completely d,tfSfant with the new 
calculatIOn uSing the bfackets prodUCing 84 as the result as shown Ifl Figure 

33 

a • .(C2.C3)"C4 

, , V '" n , 
" n V 

• " 
, 

" , 
" 6 , " . ., 

6 ,,. 
" , 

• c::::::E 

Figure 3.3 Using br.ckets to change the calculation 

order within a Formula, 

6. When you enter a Formula Excel Will check to see " IllS syntactically correct 
If 1\ detects a fTlIstake then an error value IS generated Error values can be 

the result 01 uSing text where a Formula expects a numeric value. deleting a 

cell that IS referenced by a Formula, or uSing a cell that IS not Wide enough to 

display the result. For example, In cell B8 on our Worksheet enter the Formula 

-/J6+/0 ...mere what looks like the dlg't 1 IS in fact a capital lener I, which IS a 

common typing error When you press tile Return or Enter key an error IS 

generated as shown in FlOure 3 4 This IS because we have muced text In with 

numbers in our Formula and Excel cannot reSOlve the calculabon 

• • • 860(1 

, , V ., n , 
" " n 

• " 
, D , 

" 6 "..., 
6 ,,. ." , .. 
• 1""""5" 

Figure 3.4 An error resulting from an Invalid Formula 

being entered. 
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Some of the typical error values that you might encounter are as follows 

Error value 
#NAME? 

#AEFI 

ItVALUE! 

ItNUMI 

'N!A 
#NULL! 

1t1t#1tIt#### 

ItDIVfQ 

Typical cause 

Text not recognised In a Formula 

The cell being referenced IS not valid 

The wrong type of argument or operand is being 

used 

An error in a number used In a Formula 

The value being used in a Formula is not available 

The two areas referenced do not intersect 

The result calculated IS too long to display In the cell 

DiVISion by zero not allowed 

Aft ... encount ....... _n __ . H ~ don't IuIty underaQnd 

..... has cauud tt and how 10 Net", the prab'em ... the _.eeI ....... vstem 10 Unci more ~Ion _bout: It.. __ 

value ..... vecL 

7. C'o •• the Workbook Without saving the changes and then Open a new 

blank Workbook. 

8. On occasions you might need to enter the same value in a number of 

consecutive cells on a Worksheet. Whilst you could use Copy and Paste to 

do thiS, Excel has another feature called AutoFili which can prove useful 

and once mastered is much qUicker For example, on our new blank 

Worksheet enter the number 14 in cell A t and then select the cell range 

A1:A6. Now click on Edit I Fill I Down on the Menu aar. Excel will 

automatically fill the range with the value entefed in ceU A 1. as shown in 

Figure 3.5. 

Figure 3.5 Filling a range of cells. 

. .. 
• 1';('1lI, • 
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~ You c.n UN tIM IIdIt I Fli optloM to Aut~ • r.,... of 
0..... selected eel .. lMQItoent t. tIM source c ..... 4 different 

cllrecltons, Up. Down" Rtght or Left. 

9. Even qUicker than uSing the Edit I Fili i Down OptIOn on the Menu aar 

you can populate a range of cells With identICal values USing the mouse. For 

example, delete the contenls of cells A 1 :A6 and type the word Grape In cell 

A 1 and reposition the active cell marlc.er at Ai Now, II you look carelulty at 

the actIVe celt marker you will see thaI there IS a small black control handle In 

the bottom nght hand corner called the Fill Handle as shown In Ftgure 3.6 

(Note that thiS Image has been magnified $0 that you can see the Fill 

Handl. more easily) 

Al '"] ' I 
A B j 

1 Grape • c+ 
J., 
eo!. 

Figure 3.6 The Fill Handle. 

1 O. Move the normal 0 pOinter over the Fill Handle and It changes to a + 
pointer. Now If you clICk on the Fill Handl. and drag downwards with the 

mouse 10 A6 as $hOwn in Figure 3,7, when you release the mouse button the 

word Gra.,. wllilill the selected cells. Nolice the small bOx Showlng you what 

Will be placed in the target cells. this IS useful when you are filling a large 

range and stili cannot see the source cellon the screen 

" 
I G ••• , , 
• , 
:1----· ~ • 

. ~ ... 

FigUN 3.7 Using the Fill Handl. to AutoFiII • ,ang. of cells. 
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11. Whilst filling a range of cells with Identical values is certamly useful from Iin'le 

to lime. you are more likely to need to fill a range of cells with a group of 

consecullve values or a progressive senes. For example. a product senal 

number or a list of employee numbers. Fortunately. Excel comes to our 

assistance once again with the AutoFili Senes feature. Let's start by deleting 

the contents of the cell range A1 :A6 and entering the number 140020 In cell 

82 This lime we use the Fill Handle press and tlrnd down the Ctrl key on 

the keyboard whilst dragging the mouse to cell 87 When you hold down the 

Clrl key the + pointer is supplemented by a liny .. sign like this -f' As 

you drag the mouse downwards you Will notice that the prompt box displays 

an increasing series 01 numbers as shown In Figure 3.8. When you release 

the mouse button and then the Ctrl key the cell range 82;87 IS automalicaJly 

IIlIed With a series 01 consecutive numbers through to 140025 as shown in 

Figure 3.9. 

" • • 140020 
A B 

1 
2 

D 3 
4 

5 
6 
7 '" B 

140025 ! 9 
0 

Figure 3.8 U.lng the etrl key to AutoFiII a .erle. 01 number •• 

1 
2 , 
• 
5 , 
1 , 
9 
10 

" • 140020 
A [ 

Figure 3.9 A .Imple number .erle. created i n a range 01 cell •• 

1 2. We can also apply the Series feature to text and the most frequent use of thiS 

facility is when we Wish to type in consecutive days of the week or months 01 

the year. For example. delete the contents of the cell range 82:87 and type ... 
• E('DI. · .. . 
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lhe word Slit/dill' In cell 82 Now drag the Fill HerMtle 10 cell H2 and when 

you release the mouse blJlton you WIll see the other days of the week have 

been automallcally enlered Into consecullve cells, as shown In Figure 3.10 . 

• s...w, 
I , I , ! f • , 

FiguNl 3.10 U.ing AutoFili to qulc:kly ente, the day. of 

the w_k. 

A. wei, •• u.1ng the mouse and ... FlU Handle to A .... oFlII 

' ...... you c.n .... the Edit I Fill I ....... option on ... 

....... ..... Thla dl ..... y •• ella ...... Ito ••• shown In F1gwe 

3.11 ...... you -=- fine ~ the way In which • IMrie. of 

c ......... omatk:ally ftlMd. 

s",,.,. 1l£J1 _. 
'''' "- r.~ r "" 

r~ r~_ r c __ 

r .... r 
r_ r """ 

r 

:gep ..... : 1·\ 5tQp 'fa,s: 110 

Figure 3.11 Defining how a .. rie. will be filled. 

For example, you may WISh to use a negatwe Step value: or 10 IlfT\It the 

AutoFiII operatIOn to a certain number 01 cells delined by the Stop value: 

00, 

13. Clo.e lhe Workbook wllhout saving the changes and then Open a new 

blank Workbook 

14. So lar, when we have been enlenng cell references In Formulas we have 

Simply been typing Ihlngs like 82. C6:C J 0, or A J D9 This format IS called 

Relauve addressing anelll means lhal when a Formula IS COpied across a 

range of cells. lhe Formula In each cell changes automatically 10 reflect the 

new source cells In our blank Worksheet enter the follOWing dala In lhe 

specified cells 

.7 
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C.II ref.renee Value 

82 45 
B3 12 
B4 62 

e2 23 
e3 102 
e4 19 

15. Next, make cell 8S the active cell and dOuble clICk on the AutoSum 1: 
ICon on the Standard Too/bar This should result In lhe tOlal 119 being 

displayed Now, drag the Fill Handle to AutoFiII cell CS and when you 
release the mouse bunon and select cell CS you WIll see thai the Formula that 

has been COPied has automatICally adapted llsell 10 reler to the range 

C2:C4, calculating the appropflate tOlal of 144, as ShOwn In the Formula 

aar in Figure 3 12 

1 
2 
3 
4 , 
6 
1 

C5 

A 
• ::SUM(C2 C4) 

BCD 

45 23 
12 t02 
62 19 

1191 tUI 

Figure 3.12 An example of Relative addre •• lng. 

Normally. thiS action is precisely what we reqUire Excel to achieve and on 

most occaslOrls Relative addressing is the appropriate format to use 

16. However, sometimes we need to use a specifIC fixed cell reference In a range 

of Formulas ThIs can be dOne In Excel by USing a technique known as 

Absolute acldresSlng As an example lers assume we WISh to calculate the 

VAT on a range of values in cells 

17. Close the eXisting Workbook Without saVing the changes and then Open a 

new blank Workbook In our blank Worksheet enter the follOWing data in the 

specified cells 

Cell referenee Value ., 0175 

92 10 

B3 60 
84 45.95 

C2 B2'Al ... 
• F.<'D1. ' .. . 



Fortmll ••• nd Function • 

•• El ••• 

18. Now, make celt C2 the active cell and use the Fill Handl. to AutoFili lhe 

cell range C3:C4 When you do this something Slrange happens Instead of 

the new Formulas calculating lhe VAT the values of 0 have appeared This IS 

because the Formula In C2 IS USlilg a Relative address for the reference to 

the VAT rate In cell Ai and the cells C3 and C4 are referring 10 cells A2 and 

A3 respectively, which are empty Hence, the wrong results have been 

produced as shown in Figure 3 13 

" • -SA'A) 
A B C 

1 0175 
2 10 17' 
3 '" 0 

• , 45951 01 

Flgu ... 3.13 Incorrect VAT calcul.tlon. 

19. We can correct thiS error bV USing Absolute addreSSing In the Formula In celt 

C2 To use an Absoiute address we need to use $ signs in the cell reference 

So, replace the Formula In cell C2 with -/32"SAS I , thiS then refers to cell Ai 

as an Absolute cell address Now, when we use the Fill H.ndle 10 AutoFiII 

cells C3:C4 lhe correct VAT values are calculated, as shown In Figure 3.14 

1 
2 
3 

• , 
'" 

" 
0175 

• 

10 

'" 4595( 

c 

17' 
10' 

a 041251 

FlguN 3.14 U.lng Ab.olute .deI ..... lng to perform a 

COrNct VAT calculation. 

20. Clo.e the existing Workbool< without saVing the changes 

•• 



In our ......... VAT Wortl ...... we could simply put • 

o .... tant w ..... In our FOftIIUIa, t. c.IouIM. the VAT, Ilk ... 
• • "0.175. ThIs would . DIIl perfect., ... In mo.t 

c6rcumstances but H the VAT rat. dtaftees •• would need 
•• edit the Fonnuaa. In our .............. TIlls .. ~ •• 
MIn ......... ed • spectflc cell which holds the w .... of 
the c ....... VAT rat •• nd refer •• Kin our Fonnua.. In tNs 
.ey H the VAT m. c .......... only MI •••• c ...... K In 
one ..... In the .............. TNs Is pNCl..ty ~ 
AbMIute .......... 0 .. be useful. 

Summary 
After completing thi!. -.cuion you ~hould now ha\'e an apprt:ci:lllon of 
how impon:mt I'ornml,t~ arc when u~ing ;t ... pre:lcbheet p;lCkage like 

Excel In effect the usc of I'onnul:is is a hit like programming the 
Work ... hrt1 , ... ma:: onu: they Il.Ive ix.'t:n entcrt-"CI correctly the 
rt."C';tlcuial1on of thclr rc ... ult:. IS completely :lUlom:llic. TIlis b wh.1I 
m:lkes products like E,xccl so u'>Cful. Whcn entcrmg complex Fonnub ... 
It is qUIte easy to m:lkc n ..... takes :md you should now under-.t.md 
liOlIlC of the types of crror v;llues Ih:1I you Ill;.y cncoumer m Excel In 

addition, we h:l\'c x'Cn how using thc AutoFill f.lcilitie ... provided in 
Exa::1 can save an awful lOot of tllnc entermg rep • .:titive or seri.li dU.1 

uslly, in this S<.-c:tion we ha\'c cowrt.-d the dIfferences betwl."Cn 
RelatIVe and Absolute addressmg and SI::en why \..,e might n(''(,-c.I 10 UM' 
Ihe different rypes of cell referencing wuhln Formulas_ 

3.2. Working with Functions 

7. 

A. ... mentIoned C'Jrlicr. FuncttOll.s are a type of in·built Fomml.1 lIul cm 
be ux-c.l to JX."rform C"J icul.!(ions m a simli:ar w:ay to Fonnul:ls Excel 
provide" J huge r,mge of Functions hath gener:11 purpo...e Jnd mort." 
1>IX:<:iJlisl. covering are;!s 'uch ;1" engln,->crmg, ... tall"tlc", finJnce, 
m.lIhcm:uics, and trigonometry 

~c hJ\'C Jlready co\cred thc UM' of one of Exccl'~ mo.-.( cOlllmonly 
ux-cJ function" - 5U'I- 111 Exerci..-;c 2_1, Slep", 'jO m this 'i(,'ctlon we 
will ~'t: how to: 

• U~ Ihe COUI\T I'undioll, 
• Usc the AVERAGE FUIl<.'tion 

... 
• U'OL ' .. . 



Formula. and Function. 

Exercise 3.2 

1. If it is not loaded then staTl Excel and a new blank Workbook will be created 

for us to work WIth. If Excel IS already running then Clo •• any open 

Workbooks and create a new one 

2. In cell B2 enter the number 1989 and then uSing the AutoFiII leature 

generate a sefles of sequential numbers in the cell range B3:B22 finishing 

With the number 2009 Next, make cell D10 the active cell and then select 

In •• rt I Function .•• on the Menu B.r. A dialogue box called P •••• 

Function will appear as shown in Figure 3.15. 

P~ . I" funciton 11E1 

;~!idbii'i"'ii"'iil' IIIIII(;],'"~~~~~'~"'~~' IIIIIIIIIIII(;] 
~"" CONCATENATE 
Fn,n;i.oI EXACT 
Date &. Tine DOUAA 
Math&. T.... FPUI 
Stat$i:aI ~ 
L~&'R.eferen:e DATE 
DatabMe PMT 

'''' -LOOiCai ,.. 1 AYERAGE 
Jrlarnatkln ~ 

sa.t(~I""""'Z-) 

Adds .. the rume.s "" faf"llilOd teIs. 

'" 
Figure 3.15 The P •• te Function dl.'ogue box. 

3. Here we can selecl the specific Funcl!on that we want 10 use. On the left is a 

list of Function categori •• and on the fight is a lisl 01 speCific 

Function. wilhln a category. By default Excel displays a list of the Mo.t 

Recently U.ed Function., assuming that we might want to use one 01 

these again. However. the COUNT Function is not listed here so we need 10 

select another category. The Function we need resides in the Statistical 

category so select thiS on the left and then using the scroll bar on the fight 

hand box select the COUNT FunctJOn as shown in Figure 3 16. 
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P", I" f unchon 11 EJ 

~--.:J 
[(Ufl(.illl.Je l •• illl.Je2.-) 

C~ the I'UIber of «lis tMt art.w1l'U1bers and I'Ulbers wtm the ~ 
of~s. 

'" 
Figure 3.16 Selecting the COUNT Function . 

......... of ..a.ct .... Insert I Function .•. on the Menu .. r 
you _ clk:k on the .... t. Function k:on on the ........ rd ....... 

4. When you click on OK in the P.ste Function box It disappears and a new 

type of pop-up dialogue box appears 10 the top lett hand corner of the 

Worksheet as shown in Figure 3.17. 

~~ .. COUHTf810:CIOI 

3J. (1997,. 

3J--. F<--1I'Io...-d .... II'IoI_ ................. _II'Io.d.~ 

.... I' ..... I.~,_ .. lto30~_ ... _ ....... to. 
_d .... .-t~d-.t..t...,-. .. ...... Ud 

~,..;t_1 I ox I c.aI 

:: 
"" 

Figure 3.17 Pop-up dialogue box which app.ars aHer 

selecting Pa.t. Function. 

5. ThiS window can new be used to enter the arguments for the COUNT 

Function. so in the Value1 box you should enter IJ2:fJ22 and then click on 

OK. The pop-up window will d isappear and you will see that the cell D10 

now contains the answer 21 . which is the number of Items in the list 82:822 

as shown In Figure 3. t8. 

' 1':('01. ' ... 



Formulas and Functions 

•• El ••• 

"" • ::COUNT(82 B22) 

A • C 0 E 
1 
2 1909 
3 '''' 4 1991 
5 1992 

• 1993 
7 1994 
8 1995 
9 1996 
10 1997 
11 1998 
12 1999 
13 200l 

" 2001 
15 2002 

" lOO3 
17 2004 
18 2005 
19 000; 

20 2007 
21 "'" 22 2009 
23 

Figure 3.18 The result of using the COUNT Function 

on the list of numbers. 

~ When using • ~ window to ....... u.. .rgument. feN' • 
-"'_ F.-cHon you can .... u.. IIIOUM to select c'-'. and ,..,... 

on th8 WorIteheet "HIt rllther ..... typIftg In c.-I 
,.ter.nc. .. Howe.,., you ....... find ........ ~ 
window .. ohcwIntI th8 ... of .... Work ...... contain .... 
tIM cal" you wI_ to ..a.ct. tf this I. u.. ca .. then ,_ 
C8fI move .... ...... w!J;tdow out of .... w., by click .... 
... ,..,..,. on 1M ...,. b8elkgrouftd ..... then ........ u.. 
window to ...... ..,..ttkML 

6. You might argue that counting a list 01 numbers IS easy, especially as there 

are row numbers to help us, However, the COUNT Function can also be 

used to count the entries in any range of cells. For example, make a copy 01 

B2:B22 in both A2:A22 and C2:22. Now, redeline the COUNT Fuoctlon In 

D10 so that the range being counted is A2;C22 (you can do this by Simply 

editing the COUNT Formula In the Formula Bar after selecting cell D10) 

You will see that the result of the COUNT Function IS now 63 as shown In 

Figure 3, 19 
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." • -COUNTtoQ C27) 
A B C , e , , ,." ,." ,,,. , ,.., ,.., ,.., , ,." "" "" , 
"" "" "" , ,." "" "" , 
'''' '''' '''' • "" '''' "" , , .. , .. , .. .. "" ,." 199)c::::::::m 

" , .. , .. , .. 
" ,." ,." '''" " "'" "'" "'" .. ,." "" "" " "" "" "" " "" "" "" " ... ... ... 
" "'" ... "'" " ... ... ... 
'" m1 "" m1 

" 
,.. ,.. ,.. 

" "'" "'" "" " 
Figure 3.19 Using COUNT on .I.rg.r c.1I r. ng •. 

7. Next. delete the contents of cells AS, A 13, B8, B18, C3, C10, and C21 , 

Notice how the cell D10 now shows the answer 56 as shown In Figure 3 20, 

thiS IS because the COUNT Function will only count cells that contam 

numbers, Similarty, If a cetlln a range being counted contains text It wilt be 
ignored 

. " • • -COUNT(A2 CZ!) 

B C D e , , ,." ,." ,." , ,.., 
"" , ,." ,." ,." , ,,,, ,,,, , ,." "., "" , 

"" "'" '''' • "" "'" , , .. , .. , .. 
"" "., C3 

" , .. "" , .. 
" , .. , .. , .. 
" "'" "'" .. "" "" "" " "" .." "" " "" "" "" " ... ... ... 
" "" "" " m; m; ,.. 
'" "'" "" "" " 

,.. ,.. 
" "'" "" "'" " Figure 3.20 Any gap. In the c.11 r.nge will be ignored 

by the COUNT Function. 

.' . 
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8. Finally, in our brief look at Functions we wl)1 use the AVERAGE Funcllon to 

work out the average value of allttle numbers In our range A2:C22 First. 

click on cell 010 and dele1e the COUNT Funclloo Next, select In •• rt I 
Function ... on the Menu Bar or click on the Pa.te Function / . ICon 

on the Standard Tootbar On the Pa.t. Function Window select1he 

AVERAGE FunctIOn (which IS In the SIatl.tlcal FunctlOOs categoty) and 

when the AVERAGE pop-up Window appears en1ef the range A2.C22 as 

shown in Figure 3 .21 Of select It uSlllg the mouse on the Worksheet area 

___ . )( " . ~-'VERAG( ,0 - _ .1 5J-U_, ... ,I-'l' 

_ ''''''0;1''' ........ ."._ ... <_--.l ... _,_ ..... "'_ .. _, .. _ ... _--_. _ "_ '_Zo, ,",,,,lICI..-...-,,,,,_ .... _ 
~-. 

Figure 3.21 U.ing Ihe AVERAGE Function. 

9. Aher clicking on the OK bulton you Will see that the average value of all the 

numbers I n our selected list has been calculated as 1999.107 as shown In 

Figure 3.22. Notice how like the COUNT Function, the AVERAGE Function 

has Ignored the cells Without any numbers In them 

,. • • ... VEIWlEVoJ C2'1l 

" • , , ,go ,go , .. , , .. , .. , 
"" ,~, ,~, , 

"" "" • "" "" "" , 
"" "" "" , , .. , .. , .. , .. , .. 
"" 

,,,, 1, ..... 1'l11 
" , .. , .. , .. 
" , .. 

"" 
, .. 

" "'" "'" " ... , ... " ... " 
" .." .." .." 

" .." "'" "'" " "'" "'" "'" 
" "'" "'" " 

,.,. ,.,. ,.,. .. "" "" "" " "'" "'" " "'" "'" "'" 
Figure 3.22 Th. re.ult of u.lng the AVERAGE Function 
on our range 01 cell • . 

1 O.Clo.e the e)ustlllg Workbook Without savlIlgthe changes 
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Summary 

TIle Fund ions In FJ:.cd .Ire even more powerful .md :.ophi.'>llC'Jled than 

the Fonnul:!s :md 3" we h:I\'C ~-'(:'n they C"J.n he put to vel)' effective 
u:.e. HOwl-· ... cr, whibt Functions such 3S, SUM, cout>.rr, and AVERAGE 

;lri:: f;lirly C;LSy to u~c. !'OIllC of Ihe morc spc:..'<:iJlbt Function~ in Excel 
n:.'quire ;I significant ;llIlounl of in-depth knowledge in order 10 use 

them cfficicl1Ily and rorr\.'Ctly. 

Review Questions 

L Whal is the difference hetw(."C!l a Fonnula and a Function? 

2. l3y default to how m,my digits of precision doots F...xcd di!<pby 

nurnbcr..? 

3. Which kcylXYJrd chJr:lctcr is usc:.>d 10 denOlc the SI;In of a Formula 

or Function? 

4. What order of prca:dellec does F_"ccl usc when pcrforrmng a 
C"Jicu\:uion in\'olving 'nixed arithmetical opcr:uor;? 

5. Why might you n(."(."<1 10 use brackcl'> in a Fomlul:l? 

6. What type of error C:lUses -NA.ME? 10 be dbplay<.-d when entering a 
Formula? 

7, Which Menu Uar option would you usc [0 :1U[omluiC'Jlly en[er an 

identical YJluc in a '-Jnge of cells? 

8, \'('hich keyboard key would you hold down when u!>ing the mouse 

10 popul:!te a '-Jnge of cells with a sequence of const."CUl1ve numbers? 

9, W}l;l[ [001 icon on [he Standard Toolbar will automaliC'Jlly [()(al 

numbe~ in :1 range of cells? 

10, Whll t is the difference hetween Reb[ive Addrcs.,ing :lI1d llbsolute 

addressing of celb ? 

II. In which Function c:uegory in the Paste f"unction dialogue box 

would rou find [he COUNT Function? 

12. Which type of CCll5 will be Ignored by the Avt:KAGE f"unction? 

... 
• [rD!. · . .. 



Fonnalling 

Format le"y/ and numerical dala. 

Format ranges of cells. 

Use the spell checking 1001. 

Formatting 

••• o.e 

w to 
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7. 

'I"':, ;Ibility to format various aspedS of a spre;ldsheet Gin enable you 
to dram:llicJlly change its appearance. In fact some Excel \'('orJc;h(.'Cts 
end up looking nothing like whal you might perceive ;1:. ;1 

convention:,] spre;I&,heel. 111b b useful when rou need to present the 
result:. of;1I\ an:llrsis o r Cl!c\!l;uion in .sar a formal reron . You Coin 
change the form:1I o f:! cdl or rJnge of cells using either the Form:!t 
Menu or the Form:!tting Toolbar. 

In this S<.""Clion rou will learn how to do the following: 

• Format NumeriC-oil 0 :11:1. 

• format Text. 
• Form:!I Ranges o f Cells. 
• CIK""Ck Spelling. 

However. before we proceed fun her we need to create a new 
Workbook dcsigned 10 produce in\'oices with a wide variety of d:ll:! so 
Ih:l l it C II1 be uscd fo r the following exercises. 

[f it is nOl loaded then st:ln Excel and a new blank Workbook will be 
cre:lted for us to work with. If Excel is alrc:ldy running then Clo.e :lny 
open Workbooks and dick on File [ New on the Menu S.r or the 
New icon on the St.nd.rcI Toolb:lr. 

Next, enter Ihe following d:l ta in the spcd fk-d cells: 

C.II ........ nc. 
AI 
A2 
A3 
A4 
AS 

A7 
A8 

EI 
E2 
E3 
E4 
C IO 

AI2 
AI 3 
AI4 

AI S 

V.lue 
Acme Trading Company 
12 High Street 
Newtown 
Anywhere 
ZZ99XX 
Tel: 01 19-989898 
F:lx: 0119-898989 

A 

C 

M 
E 
Invoice 
CuslOmer: 
Ale No: 
O<ler Date: (Note th:!t this is a deliherate 

mist:lkc.) 
Invoice No: ... 

• F..cJ)[, · .. . 



Form.ttlng 

••• o.e 
1112 Mr Smuh 
1313 SOOI 
HI4 12105/00 
BI5 5678 
D12 Delivery Address: 
013 97 Main Rood 
014 Ficld!>tone 

015 York!>lmc 
D16 YY888WW 

AI9 item Code 
1119 Oc:.cnpuon 
EI9 Qly 
FI9 Unit Price 
GI9 VAT Rate 
HI9 VAT 

119 Item Tot:ll 

.20 COO l 
A21 0005 
A22 lO89 
A23 BOl2 

"20 Chair 
1121 Od 
1122 I.:mlp 
1123 C.ualoguc 
E20 2 
E21 5 
E22 I 

"3 3 
FlO 5 
F21 15 
F22 10 

F23 69> 
G20:G22 0.175 
G23 0 
H2O -(E20"F20)·G20 

H21:H30 AutoFiII from H2O 
120 -(E20"F20)+H20 
121:130 AutoFili from 120 

1131 Tot.11 

131 -SUM(I20: I30) 

Once you have entert.'d all the <bt:! detailed :li)C)\'e, your ~preadshect 
should look like the example In Figure 4 1 

7. 
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You should now Save the Workbook in the My Document. folder 
using the name IIwoice,x/s. 

, 
" • 

01, ...... Pnc. ",UR •• ",.or .... T .. ~ 
2 ~ OIlS lIS 111S 
~ I~ OIlS 13125 .'25 
1 10 OIlS lIS 11 IS 
1 ns 0 0 lOlII!i , , , , , , , , , , , , 

, " r.... t::iB:ml 
.1" 

FIgure 4.1 The Involce.xls spre.dsheet prior to 'ormaHlng. 

4.1. Format Cells - Numbers 

80 

Spreadsheet cells containing numbers or dates C'Jn bc formatted in 
wrious ways in order to make them more underst:andablc. For 
example: 

• To display different number styles. such as number of dt.·cimal 
places, number of zeros :after the dt.,,<:imal point, with or without 
comm:as to indiC'.l.te thousands. 

• To displ:ay different date styles. 
• To display different currency symbols. 
• To display numbers as percentages. 

Exercise 4.1 
For Ihis exercise we will format the basic invoice which we created earlier so 

that illooks more professional and bUSiness like. 

1. II it is not loaded then start Excel and Open the Workbook Involce.xl • . 

Next. select cells G20:G30. 

2. Select the Format t cens ... option !rom the Menu 8.r. 
.' . 

• ECOt.· .. . 



FormaHi"g ... ~ 
3. The FOnmlt I Cells dialogue bo){ Will open and 6 tabbed options are 

displayed, as shown in Figure 4.2 

-1_1_1_1'_1_1 -
_._ ... _._ol ___ .............. ___ foo __ 

Figure 4.2 The Format Cells dialogue box. 

4. Ne){t, click on the Number tab If it is not already selected and under 

Category: select Number - thiS aHows you to change the way [hat 

numbers are displayed 

5. Now, make sure that the Decimal places: OpIJOIl is sel to 2 and click OK. 

6. The numbers in the selected range will now be displayed 10 2 decimal 

places. Notice also in Figure 4.2 Ihal there is a tick bo){ labelled Us. 1000 

Separator (,I which can be used to ensure thai large numbers are 

displayed with commas indicating the thousands. 

You can ... swttch the 1000 s.p.r.tor in • c .. or ....... 

of c'" on ..... off by cl~ on Ita icon on the TooIINIr. 

7. Perform the same procedure on the range H2O:H31 . 

8. Select cell 814. 

9. using the Format I Cells option (Number tab again) click on Date In the 

Category: lisl 

10. In the "TYpe: list select ()4.Mar-97 - this will format the date USing the month 

name rather than the monlh number. 

., 
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11. Clickon OK 

Exc.1 .Itows you to format •••• In a variety 01 dlff ....... 

styl ••• For .xample 413117 c .... be dl ..... yed •• 04l03I97. 
04l03I1"7 • ..... "'.7. 04-Ma",17. 4-11ar,Ma",.7.MarchoI7 or 

March 4, t"7 d.pend", on which Type you choose In.he 
FonNI' Cell. I N ....... tab dial.,. box. 

1 2. Select cell 131 

13. Using the Format I Cells Option (Number tab again) click on Cu ..... ncy 
in the Category: list 

14. Next, in the Symbol: list selectlhe desired currency character (E, S, DM, 

etc.). 

1 S. Click on OK. 

Formatt ................ cuwency I. a .......... NqUirement. 

TheN .. a eun.nc, Icon on the TDoIbar which you can UN 
to quIcItIJ Ionnat ..,. ..a.ct ... r ..... 01 numbet's to be 

dlspl.,. ...... the ......... cuwenc, .. Hlngs. 

16. Finally, select cells 020:030. 

17. USing the Format I C.lIs opllon (Number tab again) click on 

Percentage in the Cat .. ory: tist 

18. Set the number of Decimal plac.s: to I - thiS WIll format the VAT Aate cells 

as percentages With a single decimal place. 

19. Click on OK and your Involc •• xrs Worksheet should now look like the 

example in Figure 4.3 

... . 
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For,.,.Hing 

••• 0.. 

• , 

00., ..... PIo<.". .. '" ... ". .. ' .... ,"" 
2 5 I/S," 11'5 111'5 
5 IS liS," 1)1) .US 
1 10 liS," 11'5 111'5 
l 69!i 00.. 000 ;D85 

•• • •• • •• • •• • •• • •• • .. " , .... ~ 

FIgu ... 4.3 Involc •• xI • • ft . r form..ttlng numbers. 

20. Select FII. I Sliv. on the M.nu 8.r or click on the S.v . ... icon to save 

the changes we have made so lar 

4.2. Format Cells - Text 
l11c lexi dala tn a spreadshcct C'.ln be formauL'{1 in a similar way to 

how lexi is fonnallcd in :1 word processing documcnI . Formauing is 
frequently used for column headings and bbeb . Differem types of 
fomutting C.lO be us('d to emphasise text or to make it more readable. 
For example; 

• Using bold, italic, o r different font types. 
• Using different text fOOl colours. 
• Using variOUl> text orientations. 

Exercise 4.2 
For this exercise we Will conllnue lormaning our InvOICe to make It even more 
presentable 

1. If It is not already loaded then Open the WorkbOOk Involc • •• ' . 

2. Selectcelis A1g:11g 

3. Select For,.,.t I C. II . ... from the M.nu 8.r 
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4. Click on the Font tab illt IS oot already selected - this allows you to change 

the way that the selected text is displayed. also referred to as the text 

attributes. as shown in Figure 4.4. 

• 

Figure 4.4 The Fonnat Cell. I Font tab. 

"'n Attrtbut-.; "'n c .......... of • font. point ..... and • 
IItyIe ........... font. 'I. point, bold, bile, ........... Each 

of thHe ..u ....... cal ....... ettrIbut. and you can .... 
thIm to .......... we)' tbe'I t •• t ........ both on .... ISC ...... 

..... when It Is printed out. 

5. Under the Font .t,'e: list select Bold Italic and click on OK - the column 

headings will now be emphasiseo and stand out from the remaining text 

The Fonnattina TooIINIr can be UNCI to qulckty change ten 
ettrtbut ... SImply aeIec'I ............. c .... and cUck on tM 

..... reprIat. tcon. on .... ,....... 

6. Perform the same procedure on cells A12:A15. D'I2. and H31 

7. Now irs time for a little colour. Select ce1ls A1 :A8 and click on the Color: list 

on the Font tab in the Format I c.n • ••• menu option. You can choose any 

of the colours listed and the lexl will change accordingly. 

8. Perform the same procedures on cells C10 and E'I:E4. 

. .. 
• £('01. ' .. . 



FOf'mIIttinv ... ~ 
.. ...... c ................ colour you OM! .. eo c ..... 
.... Moll. ...... colour of ......... 0'" by MIectIng .... 
........... tIIb. In addition, ................... c.. M ...... to 
c .......... ""Y .fteotl •• colour ...... .. 

c.rt.1n c~ of ............. 11. ...... coaour. can 
1IJI'Oduc; ..... thIrt ... ery IItIIcuIt to ...... In fact It .. 
pDI.a,. to ... both the font ..... the 1MoII.......,.. to the 
...... colour ....... .......... eftectl • .., 1n.1'.'11 

9. Lastty in this exercise we will change the OrientatlOll 01 some text. Select celis 

E1 :E4 and open the Form.t I C.II ••• • optlOll on the M.nu B.r again. 

10. ClICk on the Alignment tab and on the nght you WIll see the Ori.nt.tlon 
COflltoi. as shown In Figure 4 5 

-~I-I-I-I-I --

=-
11. Chck on the red diamond at the end of the pointer and drag it downwards so 

that the O'g ..... Indicator shows -90 and release the mouse bultOll 

12. Click on OK and the text spelling out the wcxd ACME should now appear on 

ItS Side. as shown in Figure 4.6. (Note that you cannot see the actual colours 

used in thiS formanlng example but you should notICe that the coloured areas 

are sllghUy lighter) 

.5 
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FI,,,,. •. 6 The Involce.xls Worksheet att.r lormattlng the text. 

13. You mght want to apply some other annbutes such as COlour. panaro and 

potnt SIZe to make thiS sectIOn 01 the spreadsheet appear like a company logo 

14. Once agaJn select File I Save on the Men" Bar or clICk on the Save iii 
ICon to save the changes we have made so far 

'*-IIInII ................. of telll within celie Ie • UMfuI 
• .,. of .... II .............. of ClDIuI ................... ...,. Ie 

..... .................... MIntI ...... ......, ..... .... 
ted......, ..... tI _ a.Ir. ....... Dob ... ........ 

4.3. Format Cells - Cell Ranges 

.. 

When )"ou enter text mto cells It IS ahgnt.-d tOW:l rd~ the lcrt by der.lUlt 
Numbers on the OIher h.md are by default .Ihgnt.-c:l to the fight within 
cells. However. )'Cli can change the ahgnment of d.ill wltilin cdls hoth 

honzont.Illy and \cniC".dly. You on also fomlal r,1ngc~ of cdb In (Xher 

WJ),!> For ('x.lmple' 

• C('ntre Jnd Jllgn (cll content ... in J 'ielcctt..-c:.I cell rJngc le(t and right. 

lop :lOd I)()(tolll 

• Add border Cffl'th tn .1 '>l'it..'<1ed cell rJngc . 

• Y.('DL· .. . 
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Exercise 4.3 

Once again we will continue to smarten up OIlt invOICe 

1. Open the Workbook Involc •• xls If It IS not already loaded 

2. Select column A and open the Format I Column I Width ••• menu optIOn 

and lhe dialogue box shown In Figure 4 7 should be displayed 

Cobuoon W"llh II EJ 
C/lUmwdh: 1111 __ 

c: :1 
Figure 4.7 Formatting the column width 

3. Set the Width 01 column A to 16 and CliCk on OK 

4. Select cells A 12:A 15 and open the Format I c.n .... menu optIOn again 

s. Click on the Alignment tab and In the Horlzontel: list select Right. then 

click on OK The text In these cells Will now be aligned towards the tight hand 

side of the co/umn. However. whilst the adjacent text In cells 812:813 now 
lOOks 111'19, the date In cell 814 and the number In cell 815 look decidedly 

misplaced 

6. Select cells 814:815 and align them both to the leh USing the procedure 

above but selec\Jng Lett in the Horbi:ontel: list 

7. Cells A12:815 In your spreadsheet should now look like Figure 4 8 

• 
t2 Cum_r. Mr Sm~h 
t3 AIC No: s001 
a Od.r~I.: t2·May.oo 
15 Invok e No: 5678 

•• 
Figure 4.8 Aligning cell • . 

8. Next. select row 19 and click on the Centre . ICon on the Formatting 

Toolbar This Will ahgn the co/umn headings text centrally Within their cells 

9. The cell contents In a selected cell range can aJso be aligned vertically 

Select celi C1G and Increase the lont size to 20 Notice how the height 01 the 
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row is increased automatically to accommodate the new point size. Now 

increase the helghl of the row 10 50 by USing lhe Fonnilt I Column I 
Height ••• menu optIOn. Notice how Ihe texllS aligned towards the bottom of 

the cell. 

10. Once agam select celf C10 and open the Format I C.II •.•• menu option. 

Click on the Alignment tab and from the V.rtlca l: list select C.nter and 

click on OK The word Invoice will IlC1W be neatly central wlthm the row 

height. as in Figure 4.9 

, 

Invoice 
10 

~ AcIIuatIna .......... 01 columna ....... heItIM 01 rows c-
- be ........ __ tIUIckIv .... ....., ............. .... 

88 

... P ........ cllb •• , 01' row IIMMJrd. , .................. . 

...... ,... poeIUon .......... ~ ...... ccL,., 

..........,. cI ........................... JOU to adju8t the 

boundafy width., .. rhown In FI8we 4.10. 

116 ;1 • 
A 'f B 

1 Acme Trading Company fJd 

2 12 High Stleel 

3 INewtown 

4 JAnywhere 
5 1Zl9 9XX 

Figure 4 .10 AdJu. tlng • column w idth u.lng the mou.e. 

To make the column width fitlhe contents. double..click the boundary to the 

right of \he cofumn heading. or to maJ<.e a row lit the contents double..cliCk the 

boundary at the bottom on the deSIred row 

11. Our last bit oIlJdylng up invofves formatting the borders 01 the ranges 01 cells 

Select cells A19:13O and click the down arrow next to the Borde,. button 

(Figure 4.11) on the Forma"l"" Toofbar which will display a drop down list .' . 
• E£'m. · ... 



Formettlng ... ~ 
(Figure 4.12). Selecl the second Irom the lell on the boUom row and you will 

see the selected cells now have borders around them, as shown In Figure 

4.13. 

!BO D 

Figure 4.t t Figure 4.t2 

Figure 4. t 3 Thin bord.rs round e.lIs. 

1 2. Next, select cells H3t :13t and this time select the bottom fight hand corner 

border option. The Totels cells now have a thicker border around them as In 

Figure 4.1 4. 

I 0001 01 
Toul [ 132 48 1 

Figure 4.t4 Thick bord .... round e.lls. 

13. Whilst the Bord.r tool on the Formettlng Toolbar prOVides a qUick and 

easy way to add or remove borders to a range of cells, its options are fairly 

limited. The Border tab on the menu option is far lllO(e powerful and flexible. 

14. Select cells Dt2:Ft7 , select Formet I C.II • .•• and choose the Bord.r 

tab. 

1 S. Click on the double line In the Line I Styl.: lisl and then click on the 

Outlin. button. This will creale a double lined border around the Deliv.ry 

Add,.ss box on our invoice, as shown in the preview box. 

16. Now click on the thick line just above the double hne In the Lin. I Sty I.: list 

•• 
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and then click on the Top Border button which IS next to the top left hand 

corner 01 the preview box. Click on OK and the Delivery Addre •• box on 

your Invoice should appear Irke Figure 4 IS . Meanwhile the complete 

Invoice.xl. Worksheet should now look like the example in Figure 4, 16, 

elivery Address: 
7 Main Road 

Fieldstone 
Yorkshire 
YY868WW 

Figure 4.15 Formatting of the Delivery Addre •• : box. 

, , 
• , 
• , , , 
• 

~ ... -.. .., ..... !Ill, 
.-_ lUOoy.oo _._$71 

Invoice 

" ., 

Figure 4.16 The Involce.xls Work.heet atter formatting 

various cell range •. 

17. Once again select File I Save on lhe Menu Bar or click on the Save III 
icon to save the changes we have made so far. 

.' . 
• E(,I'lI • • 
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••• O*e 

4.4. Spelling 
JUSt a:. when u:.ing a word proces:.or to produce documents it is 
important to ensure tlmt .. II the words in :1 spreadsheet arc Spell 
corn.-'Clly if you arc to create a good Impression. 111ercforc we need 10: 

• U~e a l>pcll-cht.'Ck pro/{I"JfJ1 and m:lke Ch:1l1gC'; w here necessary. 

Exercise 4.4 

1. II It IS not already open. then Open the Workbook Invoice.xl • . 

2. Excel has a spelling checker which can be activated by either clicking on the 

~ button on the Standard Toolbar or selecting Tool. I Spelling .•• from 

the menu optionS. 

3. When triggered the Spelling checker option Will check the enllre spreadsheet 

or the currently selected range of cells Therefore If you want 10 check the 

whole of the spreadsheet make sure that the acllve cell IS At 

4. When the Spelling checker encounters what it thinks is an incorrectly spell 

word It highlights the cell and displays a dialogue box. as In Figure 4.17 

............ fCU5":"­
c.I: ....... OoIIoDtlo 

"--

,... 

:a ~t 

Figure 4.17 The Spelling checker In action. 

5. In the example above you can see that the word Order has been typed In as 

Oder and the Spelling checker has presented a lis! of suggested corrections 

II the correct spelling is listed as a suggestlOfl you can Simply double-click on 

it to accept it. However. In thiS particular case the correct word (Order) has 

not been suggested. in which case you can simply type the correct spelling In 

the Change to: box and then click on the Change button. 

6. If the word IS not found in the dictionary but you know that IllS spelt correctly 

you can click on the Ignore button (or Ignore All button If there IS likely to 

be more than one occurrence of the word). 
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7. When you either Change or Ignore an Incorrectly spell word the Spelling 

checker will then move on to search for the next possible incorrect word in the 

spreadsheet. 

8. Save any changes made to the WorKbook. 

Summary 
In this chapter we h:l\"e coverL'd the V:lriOllS w:lys that certain elements 
within a spreadsheet coin he fonnaucd as a means of enhancing its 
appearance. Both numbers and text CLn be altered to produce different 
efft..-cts and you c m often apply formatting options 10 a range of cells. 
In addition. spelling and the w:ly a sprC'oIdshcet is present('"(i on the 
printed page have also ix"'Cn covered as formatting features. 

As you coin now appreciate there are numerous options and choices 
regarding how you coin fonnat a spre:ldsh<'""Ct :lIld with :I little pr:ldice 
you Cdn produce some really professional looking results. 

Review Questions 

I. How can you SfX'Cify the numher of decimal places a value in :1 cell 
should disp1:Jy? 

2. Which Menu Bar option would you usc to display a number in a 
cell as a monetary amount? 

3. Wh,lI is a text attribute? 

4. Why do you sometimes n<."C<i to be cJreful when changing text fonl" 
and cell background colours? 

5. What procedure would you usc to produce verticil text in a cell? 

6. Wh:1t happens 10 the row height when you increase the font size of 
text in a cell? 

7. 111e lrorder tool has limited choices so wh:u Menu Bar option will 
provide better control over cell borders? 

8. When using the Spelling check tool what choices are you given 
when it finds an incoIT<.'Ctly spell word? 

.' . 
• r.c:nt. · .. . 



Printing .... -

Printing 

Modify the margin settings of a spreadsheet 
document. 

Change the document orientation. 

Adjust the document setup to fit 011 one page, 

Add a Header and Footer. 

Select the appropriate basic p,int options, 

Use tbe Pl1'nt Preview tool pl1'or to printing a 
spreadsheet. 

Print a Worksheet or Workbook. 

P,int ptll1 of a Worksheet or a pre-defined cell range . 

• 3 
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5. 1. Document Setup 

.. 

Before we mOH.' on [0 ,lctUJlly pnn[lng our InVOIce It I!<> Ullponant to 

undcl'!>tJnd how we cm control the W'Jy [h:lt ,I \ 1)re:lcbIK'Ct i!> pnnt~>d 

I n thb !><-"Ction rOll will le:Lrn how to; 

• Setup documents for pruning 

• Modify docuillent IIMrgin M:mngs. 
• Change document orientation. specifying ponr:llt Of I.lIld-.c:ape. Illgc 

1>17.0.:: etc. 

• Adjust document -.<.1UP to fit one plgC 

• Add a He:ldcf and Footef 

Exercise 5.1 
Margins are used to contrOl the blank borders around a printed spreadsheet 

on the page. They can be adjusted so that the data pnnted IS poSitioned 

neatly on the page and frequently you may need to reduce the margins so 

that more of a spreadsheet can be prmted on a page 

1. If It IS not already open. then Open the Workbook Invoiee •• ls 

2. Next. select File I Page Setup, •• Irom the menu optionS and then select 

the Margins tab. as shown In Figure 5.1 

-

-~­r_ 

•• --

Figure 5.1 The Page Setup dialogue bo •. 

3. You can adjust the vanous margin senlngs by typing In new vaJues (m ems) CJ( 

by USing the :ij control to Increase 01' decrease the values You need to 

cliCk on the Print Preview bunon In OI'der to see the results 01 any changes 

thai you make ... 
• F.cDl. · ... 



Printing .... -
~ The aN lwo check bo ... on the ......... hIb ............. 
....,. It .. ,. .c.m.r on .,... •• theM ....... d HortaonhIIIr 

and YertIctIIIJ. " ~ ..a.ct theM then the printed d8tII 
wOI ... eutomIItto.Hr oentNd 011 ............. you. 

4. Now click on the Page tab as shown In Figure 5.2. Here you can set the 

Orient.tlon 01 the printed page as either Portr.it (this is the default) or 
L.ndscape Because many spreadsheets are often wider than they are long 

printing them out In Landscape format IS a useful feature 01 Excel 

.. 1-1---1- 1 --A 1" __ 

... 
r. ........ ~ .. __ 

.... r;---3 ..... '-1oo r;---3 .. 

_.. JM;70.:7_ 
-,.....,., t=. 
~-..- ~ 

---

Figure 5.2 Switching between Portrait and Landscape printing. 

5. JUS! below the Orientation section 0f1 the Page tab there is a section 

called Scaling. as shown In Figure 5 3. These settings can be used to adjust 

the size of the print 0f1 the paper For example you can Increase or shflnk the 

print by a percentage using the Adjust to! control. or force the ponl to fit on 

a specifiC number of pages uSing the Fit to: controls Also on the Page tab 

there are boxes 10 select the P.per size: and the Print quality: you want 

to use. However. the senlngs available in these two drop down lists depend 
Of1lhe type and model of ponter that you are uSing 

"'"" (! ~to! ~,IUIIIo!I_ 

(" ~to: ~ p.IOJI(sj..oaby ~ .... 

P_5q!O_ 1A1210x297 ..... 

Pmt~: 1600~ 

Figure 5.3 Adjusting the scale of the print. 
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.. 

6. Next. select the H •• der/Footer lab on the P.g. S.tup dialogue box. as 

shown in Figure 5.4 

_ ..... 
~ ... 

~HMdow .•. CI.,tItoIfIfooter ••• 

Figure 5.4 S.ttlng up the He.ders .nd Foot .... tor. Worksh.et. 

7. Headers and Footers can be printed automatJcally on every page generated 

when you punt out your spreadsheet. This is very useful when a spreadsheet 
spans several pages. On this tab there are a selecllon of predefined Headers 

and Footers that you can choose. or you can define your own by clicking on 

the Custom He.d.r ... or Cus tom Foot.r ... buttons. as shown in Figure 

55 

T. __ . _ ...... ____ lhol«t ........ 

IO_' __ ._,_,""-."~ _ _ lho_wt nlho ........ __ lho __ 

Figure 5.5 Specifying. Custom He.der. 

. .. 
• F.(,OI. ' ... 



Printing .... -
8. Once again you can click on lhe Print PNvl.w button !o see the eHee!s of 

any changes !hal you have made 

9. Save any changes made 10!he Invoic •. xI. WOfItbook 

5.2. Printing Simple Spreadsheet 
Documents 

Now that we have pcrforrTl('d the document S<.1UP pron'dUrt>s we em 

actu:!lly :.Ian to think ahout printing our m,·oice. In tht'> S(.'CUOfI we will 
learn how 10: 

• U:.e ha:.ic print options, 

• Preview :I :.preadshl:.'Ct 
• Print :I WorksIK'\.."t or :1 Workbook. 

• Print pan of:l worbht'ct or a prc-<icfin<.'d ceil r.mge, 

Exercise 5.2 

1. Once again. III! IS nee already open then Open the Workbook Involc •. x ls 

2. Select the optJOn FII. I Print ... on the Menu 8.r and a Print dialOgue box 

like the one shown in Figure 5 6 WIll appear This dialogue box can be used to 

control the ac!ual prlnMg 01 a Worksheet A! lhe lop you can select the 

specific Printer that you want to use for thiS parllcular print job (normally the 

current Windows delault printer IS shown here). There is a Propert'.s button 

that displays the selected printer settings whICh you can alter Note that the 

actual pnnters available III the drop down list WIll depend on what pnmers 

have beeo Installed In your WlOdows system. In the Print r.ng. sectJOn you 

can define how much of the Worksheet IS to be pnnted by selecbng All or a 

range of Pagels) The Copl •• secllon lets you prInt multiple cOptes of a print 

lOb and to ColI.l. (assemble In order) the COPieS II you WIsh. Finally, on the 

Print dialogue box there IS a secllon labelled Print wh.t Here you can 

specify whether you wam to pnnt a Worksh •• t S.I.ctlon, Ihe currem 

Active sh •• tls) , or the Entire Workbook Once you are satisfied With 

the various setllngs contloiling the pnntlOb simply click on the OK button to 

start the printing process 

.7 
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•• 

,.. 
!it.tuI; Ido 

1)'l1li; t'I'~Jot4 

~ I..PTI' 

c-, r I'mtto,.. 

Pr."" ... 
Cos 
(" .1 Er"', n 19. n 

--
Figu ... 5.6 Controlling. print job. 

Inst .... 01 ....... the Fit. I Print ••• option ...... the Menu a­
,ou c.n ...., click on the PrInt Icon on the .......... 

~. No ...... If you do this ...... you....., the 
opportunity of cfaMtIng .., PrInt uttInga ..... the printout 
wHl ... p".duCied ueIntI the ....... ..n ...... which __ the 

current clef .... WIndows print .... print All ,..... print t 

CopJ. ..... print the Active sMetCs) • 

.......... you _ ............ peper ..... thet you print ....... 

the clef ..... Htt .................. you print the ...".. .... 

WortlsMet It Is .. ..,. to print on two ............ the It .... 
Total column on the second ,.... ThIs I. bee ••• the 

Invoice .. too wide to fit on ............. of ..... In I'oIVeft 
format. ,......... If,... •• ~ this p"alll ... ...., 

MIect L ... d.C8", on.ntatIon on the ..... s.tup I ..... hilt 

..... print the doc"""" ... In. 

3. eeiOfe you actually produce any printed pages you can. Ir you WIsh, lOOk at a 

Preview or the document as II will appear on the page, ThiS can be done in a 

number 0' different ways Select FII. I Print Pre",ie""" 'rom the Menu a.r, 
clICk on \he Print Pre",i.""" ICon ~ on \he Stendalrd Toolbat, or click on 

the Pre",i. """ button on the Fil. I Print .•• dialogue box, Whichever method 

you use, a new WIndow Will be displayed in Excel showing you a graphical 

representation 0' the printed page(s) as shown in Figure 5,7 ... 
• E(,OI. · 



Printing .... ~ 
......... _,. 0_---
_ ..... ....... , 
~::: ::""" 

Figure 5.7 The Print PNvlew window. 

4. The Print PNvlew wmdow has a series of 9 control bunons runnIng along 

the top as shoWn In Ftgure 5.8 LooI<.Jng at these buttons from left to right the 
He.t button dIsplays the nell:t page II the document has mote than one 
page, whilst the PNviou. button does the OPPOSite The Zoom button 

aJlOws you to magnily or shrink the page unage being displayed The Print .•. 
bul10n opens the Print dialogue Window The htup ... button displays the 

Page Setup dIalOgue boll:. The Margin. button overlays the page Image 

With the current margin senlllgs so you can see what the Printing boundaries 

are and adjust the margins USIng the mouse The Page Break Preview 

button is probably the most useful, as when you click on It Excel Will display 

the current Worksheet With the page boundanes or print area shown, as in 

Figure 5.9 Finally the Clo.e and Help buttons are self ell:planalory 

Figure 5.8 Print Preview control button •• 

.. 
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."". - ---_ .. ' 

Fig",,. 5.9 The Page a .... k PNvlew display lot' our 

Involce •• I. Worksh •• t. 

5. Normally when pnntmg you WIll need to print an entire WOft(sheet and when 

the document bemg printed is qUite large then Excel will manage the Print ,00 
and produce the relevant number 0( pages However, sometimes you WIll only 
need to print a small secllOO 01 a Workshee, To 00 thiS , lirSI select the range 

of cells you wanl lo pnnt 101" e~ample . D12:F17 In our 'nvoice •• I. 
Wor1I.sheet Next. select File I Print ... ,.. I Set Print ... ,.. on the Menu 

Ba, thiS defines the area to be prmted based solely on the cells selected in 

the Worksheet Now, If you peflOfm a Print PN;vlew you will see that ius! 

the Delivery Add,. •• box on our invoice WIll be printed as shown in Figure 

5.10 

Figure 5 .10 Print Preview 01 •• elected .re. of our Invoice •• '. 
Work ..... t. 

6. Finally, belOt9 we l inlsh with the printing facilities In &cel, you might on 

OCcaSIon need to prlnl out the actual Formulas used in a Worksheet To do .' . 
• [('01. · ... 



Printing .... -
this. tirst select an area oltha Worksheet conlalntng some Formulas. lor 

example. In our Involce.lli. Worksheet select the cell range H2O:131 and 

then select Tool. I Option • ... on the Menu a., and the tabbed dialogue 

box In Figure 5.11 Will be displayed On the View tab make sure that the 

Formul •• box IS ticked and then click on OK The WOf1lsheet Will now 
display all the Rlrmulas. Reset the Print ANI. to the current selectIOn and 
then do a Print PNlvl.w whK;;h looks like the eJo:ampte shoWn in Figure 5. 12 

.- II -- I - ~ I 
0-
p_w p_w --... (:c-....-..., _.--"' .... -- ..... --rl'elJO"""",, P_ .. _ .... 
P,-,", P~.,.. 

P "'*"" P ~ ...... 
"'" I ~ :::J 

FlguNi 5.11 The Tool. Option. View t.b. 

FlguNi 5.12 Printing Fom",' •• Print Previ.w. 

7. Clo .. the Workbook saVing any changes we have made 
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Summary 

Printing Work:,.h. .. -'<.'1s IS pn:tty much an essential o(>l!r.ltion whcn using 

E.'(ccl and in thb SL'CIion we havc Ic:trnt how wc em control and 

1ll.1nage the printing proccss, 111crc :trc lots of things to consider, for 

example, Ihe printcr scuings. thc page :;cttings, the print scnings and 

evcn the \'('ork.'5llL'Cl scllings. Fortunately, thc Print I'revicw oplion 

allows rou 10 chc<:k c\'CT)1hing on scrt'Cn heforc committing :mything 

10 pa(>l!r. 

Review Questions 

1. How em you ea~ily en~lIre Ihat any printing i~ ccntr(:<1 on a IXlge? 

2. Whal procedure would you U!oC to print the dale on evcry page of a 

printout? 

3. What " Icnu nar option would you use to dK'Ck how much of a 

"'ork~hccI will be printed on :1 page? 

4. You n(.'(."<.1 to print ju.-.t the lOp 111Il,:.'C rows of a particular \'('orksheet. 

How would )'ou :Ichicvc th is? 

5. How Cdn you inslmd Execl 10 print on :l partictll:lr printer? 

6. You n(.'(."<.1 10 copic~ of your Workslu .. 'Ct but )'OU don', have access 10 

a ph()(ocopier. How CJIl you ca!>ily produce thesc? 

• F;('t)1 . · .. . 
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More Advanced 

W 0 

Imparl objects into 1I spreadsheet. 

Move and resize impo,ted objects wi/bin a 
spreadsheet. 

Produce differellt types of chmts liNd 8rc1pbs from 
spreadsheet data, 

Edit or modify a chait or graph. 

Change tbe Chal1IY{Je. 

Move lind delete chalts or graphs. 

,.3 D. Stott, ECDL Module 4: Spreadsheets
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Modioli. 4: Sp .... d.heet. 

So far we have look.:.'(j at the way Excel can be used to produce 
spreadsh':'"Cts eonl3ining leXI , numbers, Formul:lS, and Fundions bUI 
Ihere are some more advanced features of Ihe p:lck:ige that will allow 
us to be mueh more cre'Jli\'c. 

6.1. Importing Objects 

104 

As well as allowing us 10 enter various types of data into a Worksh.:."Ct, 
.. :.xed is C'Jpable of imponing renain obj.:.'Cl~ from external flies. 

[n this .s<.'Ction we will Icarn how 10: 

• Impon objeds inlo a spreadsheet, for eX:lmpJc image flies, grJphs 
and text filcs . 

• Move and resize imponcd ohjeds within a sprcad~hcct. 

Exercise 6.1 
For this exercise we will use our Invoice spreadsheet to see how we can add 
a graphical image to a Worksheet. 

1. Once again, (I it is not already open then Open the Workbook Invoic • • xls. 

2. To insert a picture on a Worksheet select Insert I Obj.ct .•. 00 the Menu 

a.r. This displays the Object dialogue 0011 as shown In Figure 6.1, Here 00 

the C .... t. N.w tab you should select Mlcro.ott Clip aall.ry then click 

on OK. 

!!!!!!"------., r twPIr_ """ 

Figure 6. t The In. ert Object dialogue box. 

. .. 
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~ Objtlctl All ~ I • .., ........ on. WorkehMt which Is 
....... not oont.Ined In • cd. 0IIfecb c... ... 0 ...... with bcel 

II .... .", ....................... Dr ...... tooIe. 
AJtenwIhetr OIIj.cts un ..... ¥ artecr ....... _ ........ 
MUrCe." ................ I 0Itfeat- ..... option. 
WIIiahever Method Is ...... to incofpoNIe _ 0IIIect Into • 

WorkahMt, It Is -....d ••• dIscNte .1 ........ which Is 
lep'" tram .... Worbheet: but etONd In the Worldtoolc 
....., II Is ...... You c... NIbe ..wi ..". .., lJpe 01 
Object ... If _ 0IIjeat: Is .... ortHI ....... u.. ... ,... 
cennot ....... ~ ....... ,... eIert .... ........,. .... 
appIIoetIon which ... UMd 10 c....ta It ." ..... cIIcIdItg 
on the 0IIIecI1I .... . 

3. A new dialogue box will appear called the Micro.oft Clip Gallery where 
you can select a category by clicking on it as in Flgure 6.2. 

C"ffi"Nmli 

.... -, . 

- ... 
Figure 6.2 In •• rtlng Clip Art Into a Wor1l:.h •• t. 

4. Selecl a likely category such as Map. and choose an image. 

5. Once you nave found a suitable image, if you click on the In •• rt bullon the 

setected image will be inserted Inlo your Worksheet 

'05 
D. Stott, ECDL Module 4: Spreadsheets
© The British Computer Society 2000



, .. 

De· 4 • wNcIII ......... of ... 'S n o.IiIwJ hM 
...... k " 1I.,..,PCpu ........ lllli11 •• wIIIIoh 
Ie ......, ........... tNIt eItown ill FiIIIn .. 2 wNoiI 
...... to...." ........ ... 

6. II your system IS usll'l9 Gallery verslOl'l 5 you Will see a dialogue bo)( as shown 

In Figure 6.3 and wneo you seleCt a category you WI. see a new dialogue as 
In Figure 6 4 from ....tIefa you can select a specllic Image 

Fi",,,, ... 6 .3 C.tegory dlspl.y In 0.11.". v .... lon 5 . 

... iii ~tIoo ~_ Qt. 
s-...... jl ...... __ 

o-~I 

FI",,,, ... 6 .4 Clip Art Im.g. dlspl.y In a.II.". v .... lon 5 . . . . 
• F.('DL· .. . D. Stott, ECDL Module 4: Spreadsheets
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7. When you select a Clip Art Image In Gallery verSion 5 a pop up menu 

appears as in Figure 6.5 so that you can inSEH"tthe image into your 

WorKsheet. 

... ,.. 
Figure 6.5 The In.ert Image pop up menu in Gallery ve,.lon 5. 

8. Whichever version of the Microsoft GaJlery you are USlflg, the new image will 

appear in the centre of the Worksheet, as shOwn in Figure 6.6. 

--­u* _ --" .... '" -..... .... 

Figure 6.6 Newly in.erted Clip Art image. appear in the 
centre of a Work.heet. 

9. Obviously haVing the imported picture appearing in the centre of our 

WOf1c.sheet is not ideal and therefore it needs to be moved to a more 

appropriate location. To 00 thiS you need to position the mouse pointer on the 

object box boundary so that the cursor changes and then click and drag the 
box 10 position il somewhere else on the Worksheet You can also re-slze !he 

object box by dragging on the box size control handles. as in Rgure 6.7. 

107 
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figure 6.7 A •• izing _n object. 

10. Use the box sIze control handles and the mouse pointer to resIze and move 

the image to an appropriate posmon on the Worksheet For example, as 

shown in Figure 6.8, 

''''''''' --- = -,--,--

Figure 6.8 Our Inwolee.:.I. with _n 1m_g. Ins .rted. 

11. Finally, Clos . the Workbook saVIng any changes we have made. 

Summary 
In Ihis section we h:n 'c !'>(.'Cn how wc can incorpor.ne extern:.1 O~. 
such :.s, Clip An into our \'('orkshcet.s. How(."wr. the cx:.mplc used in 
the exercise only dcmon~u'Jtcs one type of Object :.nd you 1)Chould 

experiment with the In • • rt I Object •.• option to learn more about 
Excel 's :.hility to usc Ohj<.'Cb. . . 

• r.cDL · .. . 
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6.2. Charts and Graphs 
Typically one of the primary uses of spreadsheet packages is (0 

process large amounts of numerical data. However, frt-quently 
analysing numbers scored in a spreadsheet C"Jn be \'cry difftcult and 
even laking into account Excel's powerful Formulas :md Functions il 
can be quile daunting looking III row after row and column after 
column of figures. 

Fortunately Excel has :.orne excellent ft':ltures for creating grJph~ Of 

charts OO.'lo<.'Ci on the data stored in Workshct.'lS :md In this section we 
INiIl look at how we C"Jn 

• Produce difTen·nt types of charts and grJphs from spn.'adsheet 
figures 10 analyse d:lta , c.g. pic chans, column charts and bar charts. 

• Edit or modify a chart Of graph by adding a title or l:.lx:l, :md 
modifying the colours in the chart or grJph. 

• Change the chart type 
• Move and delete charts or grJPhs. 

Exercise 6.2 

1. For this exercise we WIlt need some spreadsheet data thaI IS sullable lor 

analySing and turning into a graph. So, if It is not loaded theo start Excel and 

a new blank Workbook WIll be created for us to work WIth. If Excel IS already 

running then Clo •• any open Workbooks and click on FII. I N.w on the 
Menu Bar Of" the N.w 1J Icon on the Standard Toolbar. 

2. Next, enter the following data 10 the specified cells 

C.II rel .... ne. V.lue 

B2 ACME TradlflQ Company ltd 

B4 Monthly Sales 

86 Joe 

CO F,b 
D6 M., 
EO Ap' 
.7 1025 
C7 998 

D7 1147 

E7 723 

3. Your Worksheet should rtC10N look like the example shown In ~'9ure 6.9 

'09 
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i ...... 

''0 

" • • 
1 oIOI[T .... C-....,.UO , · _ .... 
• • Joro Foil _ .... 
1 1IJ2!i!198 IW ~ 

• • 
Figure 6.9 Th. Initl.1 S.' ••. xI. Wort.:.h •• t . 

4. Belore we proceed to graph !he data, Save the Wcrtbook In the My 

Document. l<>IcIer WIth the name Stlles.xls 

Chert .... lac .. c.. be c.....- ... two.,. ................ . 
an Objecl ..... dd.d .... Work ....... 01''' ...... r .... 
'c ............. within • Workbook. ".. pntC .... for 

c ......... thaN two IypM of c ......... ..., .... ..... 
and .... rou UN .... Chert WIzard rou ... uked which 

type of chart rou wi ... I. c ....... 

5. Creallng Charts., Excel IS very easy thanks to the Chart Wizard which gUIdes 

you step by step through!he '4 step process' of producmo a chart The first 

thing to do IS to decide on the data that WIll be used to creata the Chart and 

in our 5.1 •••• 1. exampte we want to plot the sates figures lor the four 

months Thorafora, select the cell range B6~&7 and then select In •• rt I 

Chart ... on the Menu Bar The Chart Wizard Will now automatically start 

at Step 1 With the Chllrt Type dialogue boll: as shown in Figure 6 to 

' .... ''''~ .. d ".''' ' ,_,_ ro 

--_ .. _-
Figure 6 .10 Step 1 of the Chllrt Wi ... rd - choo.lng the 

chart type. . .. 
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More Advanced Features 

E.C4tI .. c ..... I. of cr.at ... wide variety of dItIeNnt 

types of cMrte ..... you c.n MIact .... "'P~ type 
from Step 1 of .... Chert Wb..a. As ...... colurNt chert 
,ou can c ..... _ chIIrt .. pie chMt: .. 11M ce..ta. ... 
chM • .neII ......, ......... In .......... '""' ctt.rts ..... sub 
types eo you can for IMIarIce have • 3-D _ chart 01' a 

pIec chart willi .... •• ...,.m. split up. Note that the Chert 
waa.d ... 8UtC1M8t1ca., prwnpt you 10 ....... the correct 
InIonnatIon that is t8NctIJ ........ to .... type of chart .............. 

You c.n ......... ca..rt WIard ., click .. _ .... Chart 
WIzard tcon _ .... Itandard TooIItar. 

6. Step 1 allows you to select both the type and the sub-type of the chart 

which you WIsh to creale. For the moment we will simply accept the detaulls 

presented i.e. a clustered cOlumn chart. Because we selected our chart data 

before we started the Chart Wizard you can use the Pre •• and hold to 

view sample bunon and a preview of our chart will be displayed. Click on 

the He. t bunon to proceed 

7. Step 2 displays a new dialogue box called the Chart Source Data as 

shown in Figure 6.11 Here you can Specify the cells where the data tor the 

chart can be found but as we have already done thiS we can proceed 10 the 

next step, so click on the He.t bunon 10 proceed. 

~-~I-I ---- t§] "" --- - " - . 
i -'" • f ... ·_ -- ~ 

Figure 6_11 Step 2 of the Chart Wizard _ selecting 

the data sourc •. 
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8. At Step 3 another dIalogue bolC caned the Chart Options IS dIsplayed as 

Shown In FIQIKe 6 12 ThIS rnuI\J·tabbed dialogue bolC allOws you to specIfy a 

whole range 01 chart optIOns, such as \Illes, allIS labels, grldll0e5, legends. 

data labels. and whether the chart should Include a dala table. For the 

moment we will ignore these optIOnS and proceed to the "nal step of the 

Chart Wizard So. click on the Next button to proceed 

L '-, W~ .. ~ ·,t.", ... . ' .... ' u"''''''. .'" 
-I -1 _ 1 '-'<I 1 Doto ut.ok 1 Cola , .. 1 -.. I '. ,.., .. - -- -
~m!!!: - • 
I • F-' - • ~ = = I • 

• I • .. - • 

Jru ~ I ... I 
_. 

I .,., I 
Figure &.12 Step 3 01 the Chart Wlurd - spec.,.,lntI 
chart options , 

9. Step 4 displays the final dIalogue bolC called Chart Location, as shown in 
Figure 6.13, Here we can decide whether we want the chart to be created As 

new s hut: With tha sheet name Chart1 , or As object In: oor currBfltfy 

active WorkSheet called Sh .. t1 In this Instance we will opt lor the latter. so 
select As objec1 In: il it IS I'IOt already selected and click on the Finish 
button, 

, .... ,w" ... ' ....... . 1 .... '1__ I1I:i -- -... 100'. 

!;i r:".""""" .. 

Jru ~ .... I I I .., 
Figure 6 .13 Step 4 of the Chart Wizard - decldintl on 

the chart location. 

10. As soon as you click on the Finish bunon in the Chart Wizard tha dialogue 

box disappears and the newly created chart appears as an Object in the 
cBfltre of your Worksheet as shown In Figure 6.14. The Chart object IS already 

.' . 
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selected so you can use !he box size control handles and !he mouse pointer 
to resize and move the oblOCl to a different posthon on !he Wor1tsheet If you 

WISh. Notice also !hat the source data range is highlighted With speelSl 

coloured borders but as soon as you de-select the chart objectlhese borders 

disappear. 

i a-t. .••. 1111.11 ....................... ...... 
__ 011 ............... _ ............... _ ..... _ 

..,.r • Ih.,.. .......... _ t .... llae..rt 

....., ....... ..tt,.... ........ ., ... _ ....... 
". __ ............. ae..rt __ ..... 11_ 

............... 11 

-- . 

-~-
~ Ii !!ii .... ~ 

" , 
" 

• 

• 

,a 

' D -a 
a 
a 
D 

0 

r r 
r r r r -,. 

f-
r I~ 
r r 
- ~ 

-,- --- --Flgu,. 6 .14 The n.w chart emHdctH a. an ob~t In our 
WorkshMt. 

11. Just as Formulas change dynarr¥cally when you alter the source data, $0 

Chans In Excel do the same For example, on the Sa ....... Worksheet 

select cell C7 and type In the value 200. As soon as you press the Return or 
Enter key to accept the change, the chart changes to rellect the new data as 
shown in Figura 6 t5 
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"4 

• 

. --­• '" ...... c:::5 '''' 
,~ 

'* _ 
~ 

• --
~ 

\--

'. • ~ 

... -,-,------,. 

l!_'J 

-FigUN 6.15 Chart. chang. when the .ourc. uta chang ••• 

12. Next, select the chart on the Worksheet, then click on Chart I Chart 

Option .... on the M.nu ear This displays the Chart Option. dialogue 

box that we OI'lQlnalJy saw If'I St.p 3 01 the Chart WIzard (see FIgure 6 12) 

and we can use thiS tabbed Window to change varIOUS aspects 01 our chart 

Make sure that the TltI •• tab IS selected and In the Chart tltI.: box type 
Prot/riel Safes by Motl/b. In the CategMy IX) axl.: box type Motltb, and 

In the Value (VI axis: box type U"its, as shown in Figure 6.16 You will 

notice lhal when you make these changes the chart preview Window updates 

automatically 

'''''', "",."" "'''' 
fa I _ IIirOho I ~ I DUI.4IoIo 1,-,..,.1 -.. - _ ..... .. -
~ - ,. ,..., -- I--.... .,;'l- - i : e-! 

• l-
I -• • .. • ~ 

I -
~ I ~ I ~ I 

FlgUN e. H5 IEntering the chart titl ••• 

. .. 
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13. Next. select the Lqend tab and uncheck the Show Lqend tick box, In 

the preview WIndow the legend WIll disappear and the chart will fe-Size itself 

to ! mllle space available, as shown In Figure 6.17. 

'h .. , " ... ." no 

r __ 

-r 
r 
r 

• r 

_ ... .. -

-
Figure 6.17 Removing the Lqend. 

14. Now selecllhe Date La.,..s lab and change the Data Labels senmg from 

None 10 Show value. In the preview window the Untt values will appear 

just above the columns on the chart, as shown in Figure 6.18. 

- - -- -'- I - _ ...... -
I ~: ---

r I: - --r,-.. _ .. _ • . .. - .. -
~ Q:J~ 

Figure 6.18 Adding the Dete Labels. 

15. Finally, click on the OK button and the Chllrt Options dialogue 00)( will 

disappear leaVIng the chart embedded in the WorII.sheet updated with the 

changes that we have made, as shown in Figure 6.19. 

"5 
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• • 
• 

• 

"""-'-'" --... '" - ... .... DI , ,,, II> 

--~-
'0 
,D " -I : 
0 

D 
D 

~ '. ~ -
~ 

~ 

~ " .......... ~ 
Figure 6.t9 The embedded chart efte, chenging the 

Chert Options. 

.... rou ......... oMrt oIIfect on. worbhMt ......... 

............... or •• peR .............. ..,..... of .. X or 
v ....... not ..... If rou ...... to .............. _. 

ca..t rou ....... HIHt ........................ '.,....1 
Select Aa ....................... ~ _ .... , ...... Aa .. 

......... «'ple,ed JOY c.n ..... prepenIH of ...... .. ..................................... " .............. ....,... 

........................ In ......... In ed«1Ion" rou un 

...vene the plettina ....... of .... " ...... or...., • 

......... .c-. If Me ••• .". 

16. Before we proceed further selecl File I San on the Menu Be, or click on 

lhe Seve III icon to save the changes we have made so far. 

17. A chart conSiStS of many different elements, such as the ploned dala series, 

lhe a>ees, and the data labels, Each of these elements can be formaned in 

their own right to change the look of a chart. For example, suppose we 
wanted to change the colour or shading pattern used lOt the columns in our 

Sales.xls chart. We can do this by selecting the columns with a single click 

with the left mouse OOl1on. Now if we select Formet I Selected Data 

Serie .... on the Menu Be, a Format De.e Serie. dialogue box 

appears, as shown in Figure 6_20 

.' . 
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---c_ 
•••••••• •••••••• • • •• o 0 

o 0 0 

•• • ••• 
>t_ I r_,_ 

Figure 6.20 Chllnglng the formatting of the dIIta •• rl ••• 

18. On the Pattern. tab click on the Fill Effect •••• button and a new dialogue 
box called Fill Effects will open as in Figure 6.21 Now, select the Pattern 

tab and then choose 8 prominent pattern to uS(!, such as the diagonal lines, 

as shown In Figure 6.22. 

~1_I_l_1 

-o 
Figure 6.2t The Fill Effect. window. 

Do ....... con:o:..d .............. P8tterM .... on .... 
F....t a.t. ........... _ ......... htMm .... on .... .. 
Ifhtcts ...... they .. Mw.M. ".. .............. ,... 
to .......... ., .................................... . 

ct.rt ............. ooIoun ............... a.tter •••••• 
you ......................... ..-n-n ............ . 
ohMt ......... euch _. c ..... Of' ..... .ace. 
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". 

,. ", ... " no 
... -1,-... ......... 1- 1 -rrp-rrrr 1-"""-

FFrFFFFr IrlfrrFrh 
FE,;FFmrt;Fu; ---
Figure 6 .22 Selec ting a Fill pa tte m. 

19. Click 00 OK 10 close the Fill Effects wmdow and click 00 OK 10 close the 

Format D. t. Series window Your chart should now look Similar to the 

example shown In Figure 6.23 

Product S.I .. by Month 

l 

..... roll ... .... .-
Figure 6.23 P. tte rned c olumns. 

20. Once agalO, before we procood further select File I SIIve on the Menu 

a . r or click 00 the SIIve III Icon \0 save the changes we have made so 

I" 

21 . Despite lhe facl thai we have created a Column chart il is fairly easy 10 

change the type of chart 10 somelhlng else. Select the chart object alld then 

choose Ch. rt I CMrt Type, •• on the Menu a a r. This displays the Ch. rt 

Type dialogue box that we originally saw 10 Ste p t 01 the Ch. rt Wlurd 

(see Figure 6 10) and we can use thiS tabbed Window 10 select a new type 01 

chart to be displayed Click 00 Pie in the Ch. rt type: list and in the CMrt 

sub-type: Window select the top centre 3--D sub-type, as shown in Figure 

6.24. 

. .. 
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••••• 0 
' .... ',_ ru:; 

-r rQol"",,-

-...,""" .. _-
Figure 6.24 Changing the chart type. 

22. In the Options secllOfl select the lick box labelled Default forma"lng as 

shown in Figure 6.25. 

-­r " .. -==~ 
Figure 6.25 Using the default formatting for a chart. 

23. Now click on the OK button and our embedded chart wHi have changed to a 
3-0 Pie chart like the example In Figure 6_26 

__ '" 

• --• • ~ " -• - D ". • • • 
" .. .. 
• 
" • • • 
• 
" • 
• • • • • 
• • 

~ 
~ 

~
~ 

••• .­• 

• _. .d 
Figure 6.26 The S.les.xls chart changed into a 3-D Pie chart. 
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24. We mentioned earlier that charts can eXist as either obiocts on a WQf1(sheet or 

as separate chart sheets wlthm a WOI1<.book. We can convert our embedded 

chart into a chart sheet by first selecting the chart object and then choosing 

Ch.rt I Loe.lion •.. from the M.nu a.r. This. if you remember. displays 

the CMrt Loe.lion dialOgue bOx that we originally saw in Step 4 of the 

CMrt Wiurd (see Figure 6.13). 

25. When the Ch.rt Loe.llon dialogoo bOx is dlsptayed it shows the current 

chart ptacement as an object in Sheet! . To change the location Simply click 

on the As new sheet: optlOl'l as shown In Figure 6.27. 

' ...... '1......... [lEi --tbiJ r. .... _.-: 

1m .... .-r. r.1_=,-------::I~ 

"""I 
Figure 6.27 CMnging the loe.tion 01 • ch.rt. 

26. Now. when you click on the OK button in the CMrt Lac.lion window the 
chart wilt sWItch Irom being an embedded object to become a separate chart 

shoot labelled Ch.rt1 Wlthm the hl.s.xls WQf1(book as shown in Figure 

6.28. 

27. Finally. Clos. the hl.s.xls WOI1<.book. saving any changes made. . . . 
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Summary 

In Ihis chapter we have seen how various types of chan can he 
gcncrJlt.-d from source dna in OJ Worksheet. We h:wc le-J.ml how to 

format charu in lots of different ways and convert :J chan from bemg 

an t.ombedded ob;ect into a chan sheet within OJ Workbook. 
Creating chans in Excel can be \'cry reW",lroing and once you stan 
cxpJonng the capabilities aV;Jil:Jblc you can produce some extremely 
useful results. 

Review Questions 

Wh:1I is an ~ on a Workshet."t? 

2. How do you resize an objL'd to make II smaller? 

3. What happens when you double dick on an oI~ thai has 1x.."Cn 

inS("rtcd from another file? 

4 1·low many Steps arc there In the Excel Chart WIzard? 

5. Excel charts Gm exist In rwo pbces. What :ITC these twO 1000.lIions? 

6. How do you dek'1c :m ot~ or chan on a Worksht.-'Cl? 

7. Which Menu B:lr opeiOns would you use to add a tide [0 a chan? 

8. How would you convcn a Pic chan to a Column chart? 

Final Summary 
Now that you have rc:achl.."(\ the end of Ihis guide you should have 

gamed a good insiglll into the principles of u~mg a sprcadshct.1 
applic:,uK>n HowC\·cr. this guide is noc intcnded to be a fully 
comprehensi ... e tl'"Jining manual for Excel 97 and there are nuny 
asJX.'Cts of the package which have nO( been covered. Excel is the type 
of applicJtion that the more it is used, the more v-.tried tasks you find 
it ~n tackle. Therefore, you arc encourngt.>d to further explore the 
capabilities :md fcatur("S of l':xccJ in order to broaden your knowledge 
of the software. 

If you IU\'e access 10 the Internet then you should Sian by visitmg the 
MIcrosoft Execl web site where you will find plcnlY of :ldditional 
inform:ltion about the produce: 

http://www.microsoftcom/officelcxceVdcbult hUll 
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If you don't have access to the Internet, or if you are happier learning 
from a book, there are numerous published training guides for Excel 
covering every single facet of using the software. 

. .. . . 
• ECOL · 

• . . . D. Stott, ECDL Module 4: Spreadsheets
© The British Computer Society 2000
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European Computer 
Driving Licence ™ 

the e uropeall pc skills s ta"dard 

*** 4D * * * ECDL * 
* .. * ** .. 

............................................... ............ ......... .. .............. 

• • 
• • • • 
• • • • • • • • 

Springer's study guides have been designed ta complement 
the ECDL syllabus. and be consistent with the content 
contained within it. Eoch study guide enables you to 
successfully complete the European Driving Licence (ECDL). 
The books COVel' a range of specific knowledge areos and 
skill sets. with clearly defined learning objectives. broken 
down into seven modules. 

Each module has been VVl'ilten in clear. jargon-free language. with sell­
paced exercises and regular review questions. 10 help prepare you for 
ECDl Tests. 

• ••••••••••••••••••••••••••••••••••••••••••••• • 
Tilles in the series include: • • • • • Module 1: Basic Concepts of Information Technology 

ISBN : 1-85233-442·8 Soflcover £9.95 • • • 
• Module 2: Using the Computer & Managing Flies • • 

ISBN : 1·85233·443·6 Soflcover £9.95 • • 
• Module 3: Word Processing • 

IS BN: 1·85233-444-4 Softcover £9.95 • • • • Module 4: Spreadsheets • • 
IS8N: 1·85233--445-2 Softcover £9.95 • • 

• Module 5: Database • 
IS8N: 1·85233-44Hl Softcover £9.95 • • • • Module 6: Presentation • ISBN: 1-85233-447-9 Softcover £9.95 • • 
Module 7: Informatron & Communication • • • 
ISBN: 1-85233-448-7 Soflcover £9.95 • 

• · ........................................... . 
All books are available. of course. from 011 good bookselle~ (who can 
order them even if they are not in stock). but if you hove diffICulties yOlJ 
can contact the publisher direct by telephoning . 44 {OJ 1483 418822 
or by emoiling Ofdeu@svl.co.uk 

For details of other Springer books and journals, please visit 

www.springer.de 
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The Essential Series 
Editor: John Cowell 
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If you are looking for an accessible and Quick 
introduclion to a new language or orea then these are 
the books for you. 

Covering a wide range of topics including virtual reality, 
computer animation. Java, and Visual Basic to name but a few. 
the books provide a Quick and accessible introduction to the 
subject. Essential books let you start developing your own 
opplications with the minimum of fuss - and fost. 

All books are available, of course, from all good booksellers 
(who can order them even if they ore not in stock). but if you 
have difficulties you can contact the publisher direct by 
telephoning +44 (0) 1483418822 or by emailing orders@svl,couk 

• •••••••••••••••••••••••••••••••••••••••••••••••• • • • • 
• • • 

• • • 
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• • 
• 

• •••••••••••••••••••••••••••••••••••••••••••••••• 

For details of all books in this series, please visi t; 

www.essential-series.com 
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Accessible Access 
Mark Wh itehorn and Bill Marklyn 
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Accessible Access 2000 assumes thol you start with no 
knowledge of Access or databases and tokes you to the point 
where you con create and use 0 multi-table database. 

"These loVO Guthors mw a perfect t eam. 
BiU Mllridyn knows the product imide out ami 
Mark Whitehorn mskn the information accessible." 
Neil FaWttll, Group lkhnkal Edi' or. 
VNU BlISlNW ~UCAnol'S 

• ••••••••••••••••••••• 

"'PCW and AnUW"'.co,,,k contributor 
Marie Whitehorn is ,IuJ, rare 
combilllltion-411 expert in his jUId. 
datll/uues, IUId a fine writer too. with a 
tdknt for Ironing II complex subject 
down to iu ~tUds." 
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Tamsin Todd - Computns 8< Internet Editor, 
AMAzoN.co.ut.: 

All books are available, of course, from 
all good booksellers {who con order 

them even if they are not in stock). 
but if you hove difficulties you con 

contact the publisher direct by 
telephoning +44 (0) 1483 418822 
or by emoiling orders@svl.co.uk 

/llIIe2000. So/tcover • 318pliges • ISBN: 1-85233-3 13-8. £24.50 
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How Computer 
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Dan Appleman 
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Key features Include: 

_ A useful book for future programmers or anyone 
interested in explaining important computer 
programming concepts 

_ Full colour illustrations help to visually explain important 
topics 

• New expanded section on computer programming for 
the Internet 

The book covers how programmers turn ideas into code. the use 
of algorithms to accomplish common tasks. the basic function 
of compilers and interpreters. and even how to program a 
video cossette recorder! 
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All books are available. of course. from 
all good booksellers (who can order 

them even if they are not in stock). 
but if you have difficulties you can 

contact the publisher direct by 
telephoning +44 (0) 1483 418822 
or by emailing orders@syl.co.uk 

}!me 2000 • SO/leover _ 226 pages 

• I SBN: 1· 893 115·23·2 . E17.oo 

For details of all Aprcss books, please visit 

www.apress.com or www.springer.de 


