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How to Use This Book

Who This Book Is For

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

The Conventions in This Book

@ Steps

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

@ Notes

Notes give additional information — special conditions

that may occur during an operation, a situation that
you want to avoid, or a cross reference to a related
area of the book.

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

@ simplify It
Simplify It sections offer additional information,
including warnings and shortcuts.

@ Bold

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

0 Italics

Italic type introduces and defines a new term.

Work with
Excel’s Galleries

Q da-Bucels-Ribbengp-gallery is a collection of

preset options that you can apply to the
selected object in the worksheet. To get the
most out of galleries, you need to know how
they work.

Although some galleries are available all the
time, in most cases you must select an object —
such as a range of cells or a clip art image —
before you work with a gallery.

Work with Excel’s Galleries

Q Work with a Gallery List - — =0 —
[——> @ If necessary, click the object ] e o t

with which you want to apply

an option from the gallery. B

@ Click the tab that contains the
gallery you want to use. Jr"l,.

© Click the gallery’s More -

arrow (). 1
@ You can also scroll through
the gallery by clicking the
—>>Down () and Up (&) arrows.

Excel displays a list of the - =
gallery’s contents.

@ Move the mouse & over a

=

gallery option to see a preview '-_E O oa -
of the effect. = [ = R
aaaB g

@ Excel displays a preview of the & f vy
effect. ; HIL =] b B
@ Click the gallery option you - L

want to use. L

Excel applies the gallery
options to the selected object.

cHAPTER

Working with Excel

o1 5 Work with a Drop?Down Gzl.levy
& @ I necessary, click the object
with which you want to apply
0 an option from the gallery.
@ Click the tab that contains the
gallery you want to use.
o © Click the gallery's drop-down 9

Hs
arrow (b

Excel displays a list of the
gallery’s contents.

@ If the gallery contains one or

more subgalleries, click the
subgallery you want to use.

i Excel displays the subgallery’s
contents.

@ If a gallery has commands that
you can run, those commands

i 420 appear at the bottom of the

= gallery menu.

@ Move the mouse &t over a
gallery option to see a preview

L of the effect.

® Excel displays a preview of the
effect.

@ Click the gallery option you
want to use.

Excel applies the gallery
option to the selected object.

- @\c

1f 1 find the gallery preview feature distracting, can I tum it off?
Yes. The Live Preview feature is often handy because it shows you exactly what
will happen when you click a gallery option. However, as you move the mouse [y
through the gallery, the previews can be distracting. To turn off Live Preview,
click the File tab, click Options, click the General tab, click Enable Live Preview
(v] changes to [ 1), and then click OK.
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Working
with Excel

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

Working with Excel involves two basic tasks: totals, working with series, creating tables for

building a spreadsheet and then manipulating your data, and visualizing data in charts.
the data on the spreadsheet. Building a

spreadsheet involves adding data, formulas, and
functions. Manipulating data involves calculating

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

Build a Spreadsheet -
Add Data
ey L You can insert text, numbers, and other characters into any cell in
Loan Dats the spreadsheet. Click the cell that you want to work with and then
¢ Mo ireared Rate 0.00% type your data in the Formula bar. This is the large text box above
! hanI:mt:: T__W; the column letters. Your typing appears in the cell that you selected.
i \When you are done, press Enter. To edit existing cell data, click the
' cell and then edit the text in the Formula bar.

Add a Formula

A formula is a collection of numbers, cell addresses, and
mathematical operators that performs a calculation. In
Excel, you enter a formula in a cell by typing an equal
sign (=) and then the formula text. For example, the
formula =B1-B2 subtracts the value in cell B2 from the
value in cell B1.

Add a Function

¢ ProdectDefech Makalaes A function is a predefined formula that performs a specific task.
2 | o am For example, the AVERAGE function calculates the average of
- - | o [ a list of numbers, and the PMT function calculates a loan or
e — mortgage payment. You can use functions on their own,
| f Ulwemsl i) Lui oL preceded by =, or as part of a larger formula. Click Insert
Function ([£]) to see a list of the available functions.
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Manipulate Data

’/F

Calculate Totals Quickly

If you just need a quick sum of a list of
numbers, click a cell below the numbers and
then click the Sum button ([E]), which is
available in the Home tab of Excel’s Ribbon.
In Excel, you can also select the cells that you
want to sum, and their total appears in the
status bar.

-
=

Manage Tables

The row-and-column format of a spreadsheet
makes the program suitable for simple
databases called tables. Each column becomes
a field in the table, and each row is a record.
You can sort the records, filter the records to
show only certain values, and add subtotals.
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Fill a Series

Excel enables you to save time by completing a
series of values automatically. For example, if
you need to enter the numbers 1 to 100 in
consecutive cells, you can enter just the first few
numbers, select the cells, and then click and
drag the lower right corner to fill in the rest of
the numbers. Most programs also fill in dates,
as well as the names for weekdays and months.

Add a Chart

A chart is a graphic representation of spreadsheet
data. As the data in the spreadsheet changes, the
chart also changes to reflect the new numbers.
Excel offers a wide variety of charts, including
bar charts, line charts, and pie charts.
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Start
Excel

Before you can perform tasks such as adding
data and building formulas, you must first start
Excel. This brings the Excel window onto the
Windows desktop, and you can then begin
using the program. This task and the rest of

the book assume that you have already
installed Excel 2010 on your computer.

Start Excel

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

@ Click Start.
The Start menu appears.
@ Click All Programs.

The App Programs menu
appears.

@ Click Microsoft Office.

Aok iy
T" ragpug lns
i _i'.. |-

‘: N L
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The Microsoft Office menu
appears.

@ Click Microsoft Excel 2010.

The Microsoft Excel window
appears on the desktop.

Note: When you are finished
with Excel, close the program by
clicking the File tab and then
clicking Exit.

Are there faster methods | can use to start Excel?

Yes. After you have used Excel a few times, it should appear on the main Start
menu in the list of your most-used programs. If so, you can click that icon to start
the program. You can also force the Excel icon onto the Start menu by following
Steps 1 to 3, right-clicking the Microsoft Excel 2010 icon, and then clicking Pin
to Start Menu. If you are using Windows 7, you can also click Pin to Taskbar
to add the Excel icon to the taskbar.




Tour the
Excel Window

To get up to speed quickly with Excel, it helps
to understand the various elements of the
Excel window. These include standard window

Title Bar

The title bar displays the name of the current
workbook.

elements such as the title bar and status bar,
as well as Office-specific elements such as the
Ribbon and the File tab.

Quick Access Toolbar

This area gives you one-click access to a few often-
used features. To learn how to customize this
toolbar, see "Customize the Quick Access Toolbar."

a

Ribbon

'| § B C L]
C=>

15
L}
1
L
ik

b -
EFRER B 45

Sal e -

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

Excel Window
Controls

You use these controls
to minimize, maximize,
restore, and close

- Excel’s application

window.

Workbook Window
Controls

You use these controls to
minimize, maximize, restore,
and close the current workbook
window.

File Tab

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

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

Status Bar

This area displays messages about
Excel’s current status, the results
of certain operations, and other
information.



Work with
Excel’s Ribbon

You use Excel’s Ribbon element to access all of
the program’s features and commands. The
Ribbon is the horizontal strip that runs across
the top of the Excel window, just below the
title bar. The Ribbon is organized into various

Work with Excel’s Ribbon

CHAPTER

tabs, such as File, Home, and Insert, and each
tab contains related controls, which usually
include buttons, lists, and check boxes. There
is no menu bar in Excel, so you do not use
pull-down menus to access commands.
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@ Click the tab that contains
the Excel feature you want to
work with.

Excel displays the controls in
the tab.

@ Each tab is organized into
groups of related controls, and
the group names appear here.

@ In many groups you can click
the dialog box launcher button
(=) to display a dialog box
that contains group settings.

@) Click the control for the feature.

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

Excel runs the command or
sets the option.



Work with
Excel’s Galleries

In Excel’s Ribbon, a gallery is a collection of
preset options that you can apply to the
selected object in the worksheet. To get the
most out of galleries, you need to know how
they work.

Work with Excel’s Galleries

Although some galleries are available all the
time, in most cases you must select an object —
such as a range of cells or a clip art image —
before you work with a gallery.

Work with a Gallery List TR

@ ! necessary, click the object |y
with which you want to apply
an option from the gallery.

@ Click the tab that contains the

gallery you want to use. 9[&7“\
@ Click the gallery’s More B ﬂ

arrow (L]). -
@ You can also scroll through ¥

the gallery by clicking the i
Down ([]) and Up ([]) arrows. |

Excel displays a list of the TChEg
gallery’s contents.

@ Move the mouse s over a
gallery option to see a preview
of the effect.

@ Excel displays a preview of the |«
effect. '

@ Click the gallery option you i
want to use. i L

Excel applies the gallery it
options to the selected object. |
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Work with a Drop-Down Gallery

@ ! necessary, click the object
- with which you want to apply
i an option from the gallery.

@ Click the tab that contains the
gallery you want to use.

@ Click the gallery’s drop-down
arrow ([2]).

Excel displays a list of the
gallery’s contents.

@ If the gallery contains one or

== more subgalleries, click the

subgallery you want to use.

Excel displays the subgallery’s
contents.

@ If a gallery has commands that
you can run, those commands
appear at the bottom of the
gallery menu.

@ Move the mouse Iy over a
gallery option to see a preview
of the effect.

Excel displays a preview of the
effect.

@ Click the gallery option you
want to use.

Excel applies the gallery
option to the selected object.

~

If 1 find the gallery preview feature distracting, can I turn it off?

Yes. The Live Preview feature is often handy because it shows you exactly what
will happen when you click a gallery option. However, as you move the mouse [
through the gallery, the previews can be distracting. To turn off Live Preview,
click the File tab, click Options, click the General tab, click Enable Live Preview

(] changes to | ), and then click OK.




Customize the Quick

Access Toolbar

You can make Excel easier to use by customizing Since there is only so much room for the Quick
the Quick Access Toolbar to include the Excel
commands you use most often. You run Quick
Access Toolbar buttons with a single click, so
adding your favorite commands saves time. By

default, the Quick Access Toolbar contains three

buttons: Save, Undo, and Redo, but you can
add any of Excel’s hundreds of commands.

Customize the Quick Access Toolbar

@ Click the Customize Quick
Access Toolbar button ([]).

@ If you see the command you
want, click it and skip the rest
of the steps in this section.

@ Click More Commands.

The Excel Options dialog box
appears.

@ Excel automatically displays
the Quick Access Toolbar tab.

@ Click the Choose commands
from [-].

@ Click the command category
you want to use.

Access Toolbar in Excel’s menu bar, consider
moving the Quick Access Toolbar below the
Ribbon to gain more space for your custom
commands.
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-
PR — |
4 @ Click the command you want
e e to add.
== ' @ Excel adds the command.
@ To remove a command, click it
@ and then click Remove.
i @ @ Click OK.
o N—. , Crm— . 7| @ Excel adds a button for the
b v Tufe B e W— o A command to the Quick Access
- B Ee S L4 - FERERE - 4 5 - - Toolbar.
. - | ¥ i ¥ [

Can I get more room on the Quick
Access Toolbar to show more buttons?
Yes, you can increase the space available
to the Quick Access Toolbar by moving it
below the Ribbon. This gives the toolbar
the full width of the Excel window, so
you can add many more buttons. Click
the Customize Quick Access Toolbar
button (L]) and then click Show Below
the Ribbon.

Is there a faster way to add buttons
to the Quick Access Toolbar?

Yes. If the command you want to add
appears on the Ribbon, you can add a
button for the command directly from the
Ribbon. Click the Ribbon tab that contains
the command, right-click the command,
and then click Add to Quick Access
Toolbar. Excel inserts a button for the
command on the Quick Access Toolbar.




Customize
the Ribbon

You can improve your Excel productivity by
customizing the Ribbon with extra commands
that you use frequently. The default Ribbon
contains eight tabs, and each of those tabs
contains dozens of commands in the form of
buttons, galleries, lists, and other controls.
However, Excel has many other commands

Customize the Ribbon

available, and you may wish to add one or
more of these other commands if you use any
of them frequently.

To add a new command to the Ribbon, you
must first create a new tab or a new group
within an existing tab, and then add the
command to the new tab or group.

Display the Customize Ribbon Tab [Z <" - i. gy a ‘“'F'

@ Right-click any part of the 2 e

Ribbon. Moy o et

@ Click Customize the Ribbon. | = &

Add a New Tab or Group 14
The Excel Options dialog box s

AL e -

appears.

@ Excel automatically displays
the Customize Ribbon tab.

@ Click the tab you want to
customize.

e

@ You can also click New Tab to
create a custom tab.

@ Click New Group.

@ Excel adds the group.

@ Click Rename.

@ Type a name for the group.
@ Click OK.
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Add a Command

@ Click the Choose commands
from [=].

@ Click the command category
you want to use.

@ Click the command you want
to add.

@ Click the custom group or tab
you want to use.

@ Click Add.
Excel adds the command.

@ To remove a custom
command, click it and then

EE - Bkl WL P e == Click RemOve.
n. [ - - " . . ..|_. .
— - 53 : 3l W : T - i+ | W = e Clle OK.
| S LA mmow T - Wipems+© 0 iy St .
- " | @ Excel adds the new group and

: R AiP- L e command to the Ribbon.

1

[T 4 |

sty ¢

~

Can I customize the tabs that appear only | How do | restore the Ribbon to its default
when I select an Excel object? configuration?
Yes. Excel calls these tool tabs, and you can Right-click any part of the Ribbon and then
add custom groups and commands to any click Customize the Ribbon to display the
tool tab. Right-click any part of the Ribbon Excel Options dialog box with the Customize
and then click Customize the Ribbon to Ribbon tab displayed. To restore a tab, click the
display the Excel Options dialog box with the | tab, click Restore Defaults, and then click
Customize Ribbon tab displayed. Click the Restore only selected Ribbon tab. To remove
Customize the Ribbon [-] and then click all customizations, click Restore Defaults and
Tool Tabs. Click the tab you want and then then click Restore all Ribbon tabs and Quick
follow the steps in this section to customize it. | Access Toolbar customizations. o




Work with
Smart Tags

You can make your Excel work faster and easier
by taking advantage of smart tags. A smart tag
is a special icon that appears when you perform
certain Excel tasks, such as pasting data and
using the AutoFill feature. Clicking the smart
tag displays a list of options that enable you to

control or modify the task you just performed.
Some smart tags appear automatically in
response to certain conditions. For example, if
Excel detects an inconsistent formula, it displays
a smart tag to let you know.

Work with Smart Tags

@ Perform an action that displays |
a smart tag, such as copying |
and pasting a cell as shown '
here.

@ The smart tag appears.

@ Click the smart tag. i

@ The smart tag displays a list of
its options.

ey mrrmmr v e ) [ EIE oo s
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apply.

CHAPTER

@ Click the option you want to

@ Excel applies the option to the

task you performed in Step 1.

Are there other types of smart tags | can use?
Yes, Excel offers a few other smart tag types. For
example, a Date smart tag recognizes a worksheet
date and offers options such as scheduling a meeting
on that date. To turn on these extra smart tags, click
File, click Options, click Proofing, click AutoCorrect
Options, and then click the Smart Tags tab. Click the
Label data with smart tags check box (| | changes
to [v]), and then click the check box beside each
smart tag in the Recognizers list (| | changes to [V/).
Click OK.




Change
the View

You can adjust the Excel window to suit what you printed them out; Page Break Preview,
you are currently working on by changing the which displays the page breaks as blue lines, as
view to match your current task. Excel offers described in the first Tip on the next page; and
three different views: Page Layout, which Normal, which is useful for building and editing
displays worksheets as they would appear if worksheets.

Change the View .
Switch to Page Layout View e ———_——— T

@ Click the View tab. WGy e a—- QU H TS 2R F @

@) Click Page Layout.

@ You can also click the Page
Layout button ().

@ Excel switches to Page Layout

view. lr-:ll-:rl'-rl T Facrn o st
e “Z".’h: ¥ r— " et
: Arpssritraiicn Bchecls e
=L L T
Prir) | L1 | | s =3
Switch to Page Break Preview i E— S -—-*---ﬂ o s
@ Click the View tab. L rlanhy S 2 B L3 s <
e S s [ iy —L & = -~
@) Click Page Break Preview. T I i
@ You can also click the Page A e G N T — 1
Break Preview button (). [i L s o
|8 Parme Ty [ T——
|+ Amorianian S=hedub
|0 e Paged  feRpl R LCE] L E | Bilam
L
:1: -I i L T 5-I-'Il-.h:“.l:'I: _ H_|
1 : 4 vt 1y 1 Emn
- | 1 411 a 1
: | : i : i
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@ The Welcome to Page Break
Preview dialog box appears.

@ Excel switches to Page Break
Preview.

ST R © dlick OK.

I'I_. R i

e i — Switch to Normal View

<-‘jﬂ‘ o e S W e o = & @ Click the View tab.

; AT e T @ Click Normal.

® You can also click the Normal

button ([).
Excel switches to Normal view.

What does Page Break Preview do? What does Full Screen view do?

In Excel, a page break is a position within a Full Screen view is useful when you
worksheet where a new page begins when you want to see the maximum amount of
print the worksheet. When you switch to Page a worksheet on the screen. Full Screen
Break Preview, Excel displays the page breaks view removes many of the Excel

as blue lines. If a page break occurs in a bad window features, including the File
position — for example, the page break includes button, Ribbon, Quick Access Toolbar,
the headings from a range, but not the cells below | Formula bar, and status bar. To return
the headings — you can use your mouse 3 to click | to the Normal view, press (- ], or click
and drag the page breaks to new positions. the Restore Down button ([=]).




Configure
Excel Options

You can customize Excel and set up the
program to suit the way you work by

configuring the Excel options. You use these

options to set your Excel preferences in a
number of program categories, including
formulas, proofing, and saving.

To use these options, you must know how to
display the Excel Options dialog box. These

options are dialog box controls such as check

boxes, option buttons, and lists that enable
you to configure many aspects of Excel.

Configure Excel Options .
. ] ] [T e ] -lﬂ'l
@ Click the File tab. . : @-wt
:. R PR S R s ;:--.-\I .. :: ..-.... :.-.-- ;u:l.. : r &
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The Excel Options dialog box
appears.

@ Click a tab on the left side of
the dialog box to choose the
configuration category you
want to work with.

@ The controls that appear on
the right side of the dialog box
change according to the tab
you select.
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@ Use the controls on the right
side of the dialog box to
configure the options you
want to change.

@ Click OK.

Excel puts the new options into
effect.

Are there faster methods I can use to open
the Excel Options dialog box?

Yes. Some features of the Excel interface offer
shortcut methods that get you to the Excel
Options dialog box faster. For example, right-click
the Ribbon and then click Customize Ribbon to
open the Excel Options dialog box with the
Customize Ribbon tab displayed. From the
keyboard, you can open the Excel Options dialog
box by pressing (L) + (-] and then pressing (.

How do | know what each option
does?

Excel offers pop-up descriptions of
some — but, unfortunately, not all —
of the options. If you see a small i with
a circle around it to the right of the
option name, it means pop-up help is
available for that option. Hover the
mouse ks over the option and Excel
displays a pop-up description of the
option after a second or two.




(Entering and
Editing Excel

Data

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




r

Learning the Layout of a Worksheet

Understanding the Types of Data You Can Use

Enter Text into a Cell

Enter a Number into a Cell

Enter a Date or Time into a Cell

Insert a Symbol

Edit Cell Data

Delete Data from a Cell




Learning the Layout
of a Worksheet

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

where you do most of your work in

Cell Column Row
A cell is a box in which you enter A column is a vertical line of cells. A row is a horizontal line of cells.
your spreadsheet data. Each column has a unique letter Each row has a unique number

that identifies it. For example, the that identifies it. For example, the
leftmost column is A, and the next topmost row is 1, and the next

column is B. row is 2.
9|z Bookl - Microsoft Excel e [ 5. [ Ce"
Home | 1 ; @@ n Address
Use the Excel o | 2 e e e Each cell
mouse (to || 7 "7 g M I TS | o 5 has its own
select cells. a0 < ] - ,”, — & address, which
1 dl % ]G SR ; 1 LB is determined
2 by the letter
3 and number
5 a0 of the
- intersecting
Q-L | column and
10| [ 4+=0 | row. For
o example,
13 the cell at the
- o> intersection of
L column C and
18 3 row 10 has
P> Sheet1  Sheetd  Sheets . ©3 M ] el the address
Ry | 73 R ——— C10.
Worksheet Tab Range
The worksheet tab displays the A range is a rectangular grouping of two or more cells. The range
worksheet name. Most workbooks address is given by the address of the top left cell and the address
contain multiple worksheets, of the bottom right cell. H12:K16 is an example of a range of cells,
and you use the tabs to navigate and it refers to all of the cells selected between column H, cell 12
between the worksheets. and column K, cell 16.

24 ]
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of Data You Can Use

To build a spreadsheet in Excel, it helps to you can enter into a cell: text, numbers, and
understand the three main types of data that dates and times.
—
Text T e - Quantty ver Unit
2 Beverages Chai 10 boxes x 20 bags
Text entries can include any combination of letters, symbols, and e e e 750 per brtle
numbers. You will mostly use text to describe the contents of your e moice 16-S00gums
worksheets. This is very important because even a modest-sized S bovmee ——Lnughing sibarack g 136- 12 e b
spreadsheet can become a confusing jumble of numbers without o S otnia o 2403 otis
some kind of text guidelines to keep things straight. Most text entries | sewse  sdeyesoe 24~ 12 bors
are usually labels such as Sales or Territory that make a worksheet iicondmenss. — Ohat et sy (4= Cotans
easier to read. However, text entries can also be text/number
combinations for items such as phone numbers and account codes.
.
: A 5 c Numbers
1 |Loan Data Numbers are the most common type of Excel data. The numbers
[ Annual interest Rate,_6.00% you enter into a cell can be dollar values, weights, interest rates,
3 Amortization (in years) 15 . .
; Loan Princigal $500,000 temperatures, or any other numerical quantity. In most cases you
- just type the number that you want to appear in the cell. However,
you can also precede a number with a dollar sign ($) or other
currency symbol to indicate a monetary value, or follow a number
with a percent sign (%) to indicate a percentage value.
—

A ] c 1] E F

Dates and Times 2
. . . Work Start Lunch5tart  Lunch  Work End Total Hours
Date entries appear in spreadsheets that include dated data, such | Date Time  Time _ EndTime Time _Worked

as invoices and sales. You can either type out the full date — TR AR TR T T T

11 Wednesday Sep 8, 2010| 9:00AM | 12:15PM | 1:15PM | 5:30PM 7:30

such as August 23, 2010 — or use either the forward slash (/) Or | s Tl s s an | oorm Taooem T <ooem T 718
the hyphen (-) as a date separator — such as 8/23/2010 or . FoeySep10,2010] s00am [ 1za5om | 1asemt | sooem] 700
8-23-2010. Note that the order you enter the date values depends

on your regional settings. For example, in the United States the

format is month/day/year. For time values, you use a colon (:) as a

time separator, followed by either AM or PM — such as 9:15 AM.




Enter Text
into a Cell

Your first step when building a spreadsheet

is usually to enter the text data that defines
the spreadsheet’s labels or headings. This is
particularly important if other people will be
reading or editing the spreadsheet, because the
labels and headings help people make sense of

the data and help them understand the
purpose of the spreadsheet.

Most labels appear in the cell to the right or
above where the data will appear, while most
headings appear at the top of a column of data
or to the left of a row of data.

Enter Text into a Cell <
. . . % - = ookl - Microsoft Excel =N
0 Clle the ce” n Wthh you .q Home | Insert  Page Layout Formulas DatBa HRE:'LW &v\a;w‘ o@ o @ =
% P P General - [ conditional Formatting *  S=Insert ~+ X - A A
want to enter the text. » By e o | (- AT
= B | e T - <8 5% ) Cell Styles - B o B SIS TER
® Excel marks the current cell by |l......” i B e
surrounding it with a thick, Z = = z
A B c D E F G H [} 1) K T
black border. E a ‘*
: [
5
g
:
10 -
M 4V W Sheet1 Sheetz “Sheets /€3 NN |
Reacy | M | |[ED @ 100% (=) ) (%)
. a9~ = Bookl - Microsoft Excel [E=EEE =
g Start typlng your teXt. Home Insert Page Layout Formulas Data Review View o 0 ==
@ Excel opens the cell for LET w oA Sl
editing and displays the et R Bma| - Fict 58
teXt aS OU t e- B2 hA. 4 )'.'-. Interest v
Y ) P ) A S D E F G H I 1 K =
@ Your typing also appears in : 2 |
the Formula bar. :
Note: Rather than typing the Z
text directly into the cell, you :
can also type the text into the 2 |
Formula bar. e e — s &
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-
= 9~ Iz Bookl - Microsoft Excel =] E -
m Home | Inset  Pagelayout  Formulas  Data  Review  View s@o@ R .
o e === = Ay & © \When your text entry is
E R $ 2% De | -
T ‘ o | . 5ot Fotn complete, press (Zi53.
— % € RV et ' ' — If you do not want Excel to
[ —— move the selection, click Enter
% Interest Rata‘J 15 () or press D + :]
. L instead.
6
7
8
9
10 x
W 4% M| Sheetl Sheetz ~Sheets . ¥J BOEN i |
Enter | P4 | | BB O
Do e Micsot s oS @ Excel closes the cell for editing.
Home Insert Page Layout Formulas Data Review View [~ @ o e 2
¥ s S P = !;‘ ¢ General ~ [F conditional Formatting v S=Inset~ X ~ P A
- @~ &AL\ = $-% 1 gFarmalasTab\e' % Delete - [@]- K H{I&& . H: you pressed ':]' Excel
3 L'i'dj B L 1 '; T =T | '?/" *ﬁg ;°.L% —JJCE"S':"?:" EE]F,DTBH @~ HE\:E‘riselect- moves the SeleCtlon to the Cell
- - = : : —— below.
A T D E F G H 1 ] K 7
: *
2 Interest Rate(—. L
—‘3 :‘ =
— a
: |
6
7
8
9
10 x
W 4> vi] Sheeti “Sheets “Sheetd %3 T4l __w |+
Ready | P | |[E@m 100 = ) )

sfpty ¥

When I press Enter, the selection
moves to the next cell down. Can
I make the selection move to the
right instead?

Yes. When you have finished adding
the data to the cell, press (]. This
tells Excel to close the current cell for
editing and move the selection to the
next cell on the right. If you prefer to
move left instead, press [ ]; if you
prefer to move up, press (.

When I start typing text into a cell,
why does Excel sometimes display
the text from another cell?

This is part of an Excel feature called
AutoComplete. If the letters you type
at the start of a cell match the contents
of another cell in the worksheet, Excel
fills in the full text from the other cell
under the assumption that you are
repeating the text in the new cell. If
you want to use the text, click [v] or
press [ J; otherwise, just keep
typing your text.




Enter a Number
into a Cell

Excel is all about numbers, so most of your
worksheets will include numeric values. Some
worksheets store only numeric values, but most

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

use numbers as the basis for one or more
calculations, such as monthly loan payments,
statistical analysis, or budget totals.

Enter a Number into a Cell <
, . . EH9 |- Bookl - Microsoft Excel [E=REEE =
0 Clle the Ce” n Wthh you m Home | Insert  Page layout Formulas Data Review  View a@coF R
= & General - [ conditional Formatting = S=Insert ~ X v
want to enter the number. [T = E [y s B By )
= B r | L ¥ <8 5% ) Cell Styles - Bl porare B~ ST R ITER
© Excel marks the current cell by | ... 3 A o s
surrounding it with a thick, o -G >
A B (5 [T, E F G H ] J K =
black border. : :
2 Interest Rate L
5 Term (Years]l 1‘J r
% Principal L | ‘7
5
:
;
10 -
W €V W] Sheet1 Shestd . Shests %3 T4l |
Ready | B3 | D@ 100% (=) () *)
1 Edo- = Bookl - Microsoft Excel =] E -
g Start typlng your number. Home Insert Page Layout Formulas Data Review View o a =
@ Excel opens the cell for editing CIET CIRIL Y - o g X N
and displays the number as e e ) R
Yyou type. c3 ~(® x| 104—‘ =
A B [ [EE. E F G H I 1 K =
@ Your typing also appears in B F— |
the FormUIa bar. %‘ :s.rm.(YTars} r
rincipa L
Note: Rather than typing the -
number directly into the cell, you | ;
can also type the number into 2 |
the Formula bar. e |N3.j§'fegg" AT — \E@g —
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- = Bookl - Microsoft Excel =] El -
m Home | Inset  Pagelayout  Formulas  Data  Review  View a@c=o@ =
- m o A 7 i %
* T General [ conditional Formatting + 5= Insert = ;? .}}
Ba- - $ - % 4+ [8FomatasTable - 5% Delete - | [g]-
e B @ U | Eie < .00 1 b Sort & Find &
7 £ il 55 Cell Styles - [l Format = | (2~ Filter = Select~
Clipboard 1 < Number & Styles Cells Editing
c3 - v
A M 2 |Eee. 5 E F G H ] 1 K =
1 ‘7
2 Interest Rate 1
3 ‘ Term (Years)| 10k ‘='
4 Principal |
< L
6
7
8
£
10 -
W 4% W] Sheet1 ~Sheatz  Sheets /%3 BIEN] I I |
Ready | 23 | | @@ 100% () [} (%)
- = Bookl - Microsoft Excel [ =] El
Home Insert Page Layout Formulas Data Review View & @ o e 28
=s=_|= - B v g= \ - A 2 |
& i T A =| 5 cumengy 1 conditional Formatting = S*=Insert = ;? .}'}
E=] = B4~ $ - % »  [EErFormatasTable - ¥ Delete - | [g]- &
te B £ U~ F S : fai Sort & Find &
7 U~ 1 % ) celi styles = B Format | 2 Fifter = Select =
Ciipboard ant < Number Styles Celis Editing
c4 - 7
A I [ E F G H 1 1 K =
: 9@ ~ ]
2 Interest Rate 4.50% 17
3 Term (Years) 10 ‘E
4 Principal I 510,000 _I L
5
6
7
8
£
10 o
W A M| Sheetl . Sheet2 ~Sheetd /93 _m{ | ' ] | }_m
Ready | P2 | |[EOM 100% (= ! )
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© \When your number is
complete, press Ei0.

If you do not want Excel to
move the selection, click Enter
([4]) or press D + G

instead.

@ Excel closes the cell for editing.

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

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

Can | use symbols such as a comma, decimal
point, or minus sign when I enter a numeric
value?

Yes. If your numeric value is in the thousands, you can
include the thousands separator (,) within the number.
For example, if you enter 10000, Excel displays the
value as 10000; however, if you enter 10,000, Excel
displays the value as 10,000, which is easier to read.
If your numeric value includes one or more decimals,
you can include the decimal point (.) when you type
the value. If your numeric value is negative, precede
the value with a minus sign (=).

Is there a quick way to
repeat a number rather
than entering the entire
number all over again?
Excel offers a few methods for
doing this. The easiest method
is to select the cell directly
below the value you want to
repeat and then press [© ] + .
Excel adds the value to the
cell. For another method, see
"Fill a Range with the Same
Data” in Chapter 3.




Enter a Date or
Time into a Cell

Many Excel worksheets use dates either as part calculating the total number of hours an
of the sheet data or for use in calculations, such employee has worked in a given period.
as the number of days an invoice is overdue. For these and similar uses, you need to know
Excel worksheets also often use times, such as  how to enter date and time values into a cell.

recording when a transaction took place or

Enter a Date or Time into a Cell <
= e A Bookl - Microsoft Excel [P |
Enter C Date m Home | Insel  Pagelajout  Fomulas  Dsta  Review  View s @ =@ =
@ Click the cell in which you S Al -l Pt 4 )
want to enter the date. U PR 7 B TN e | AL 55
A3 - b v
@ Excel marks t.he current .cell by —— = 5 > e , ;o
surrounding it with a thick, : Orders |
2 Date Taken Time Ta rder Number Account Number Sales Rep £
black border.  ——
‘1 L
B
.
8
5
10 i
4 4» M| Sheetl ~Sheetz , Sheet3 . %3 QoK [ ] »[]
Ready | P9 | |[FAD@ 100% (=) W +)
a9 % Bookl - Microsoft Excel =
e Type the date. Home Insert Page Layout Formulas Data Review View [ a o @ =
Note: The format you use ol i - N
. te - y - A~ S R Find &
depends on your location. Inthe ||~ """ | % = i S
United States, for example, you a3 ~ % v [ 8237200 C
can use the month/day/year e " . S
format — 8/23/2010' See the g ‘:;;:!;;:;n TimeTi'ﬂrder Number Account Number Sales Rep F
Tip on the next page. - i L
5
@ When your date is complete, :
press G- :
\1(]4 L i t heet3 /% | I =
. lf you do not Want EXCel to = l;:‘.s.‘.‘-‘fe.'.:}._ Sheet? . Sheet3 % T« \E@é a0k
move the selection, click Enter
(Iv]) or press @ + GiE3
instead.

Excel closes the cell for editing.
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Enter a Time

@ Click the cell in which you
want to enter the time.

@ Excel marks the current cell by
surrounding it with a thick,
black border.

@ Type the time.

Note: The general format

for entering a time is
hour:minute:second AM/PM; for
example, 3:15:00 PM. See the
following Tip.

® When your time is complete,
press GiT.

If you do not want Excel to
move the selection, click Enter
([¥]) or press (&) + (Z12) instead.

Excel closes the cell for editing.

\

version of Excel accepts?
Follow these steps:

@ Click the Home tab.

© Click the Number tab.
@ Click Date.

@ Click Time.

© dlick Cancel.

How can | tell which date and time formats my

@ Click the dialog box launcher button in the
bottom right corner of the Number group.

@ Click the Locale (location) drop-down arrow [-] and then click your location.
@ Examine the Type list to see the formats you can use to enter dates.

@ Examine the Type list to see the formats you can use to enter times.

o,

ey 2t g e see USSR 05 £ YELES. Dae bty b

e

-:h:-wJ




Insert a
Symbol

You can make your Excel worksheets more
readable and more useful by inserting special
symbols that are not available via your
keyboard’s standard keys. These special symbols

Insert a Symbol

include foreign characters such as 6 and é,
mathematical symbols such as + and o, financial
symbols such as ¢ and ¥, commercial symbols
such as © and ®, and many more.

@ Click the cell in which you
want the symbol to appear.

@ Type the text that you want
to appear before the symbol,
if any.

@ Click the Insert tab.
@ Click Symbol.

<>
WH9-¢- = Bookl - Microsoft Excel =] E -
Home Insert Page Layout Formulas Data Review View o @o@ R
& e a5 ] = A A
Calibri Tz KA S
< $ 3 Dele ¥ o ﬁ
= A-l= a e . Sort& Find&
EE R s (B == e L S ] =, style B Format e | @~ Fijer- Select~
Clipboard Font Alignment Number Styles Cells Editing
Al12 - ® & J| This workbook is Copyright v
A B c D E F G H 1 J Kiz
10
11
12 ‘This workbook is Cupyright‘
13
14 W
15
16 E
17
18 0
19 >
[H 4 ¥ | Sheet1 "Sheetd Sheetd /3 4] i [T
Enter | I | | EHEm o0
Bookl - Microsoft Excel [E=REE

EH9-¢-|=
ry { ¥ P N

Enter | I |

Review View @ = B ER
=R ..‘l J - i =] 4 - £2 Symbol
Tables Hlustrations Charts Sparklines | Filter Links Text Symbols
A2 v ® & J| This workbook is Copyright ]
| A B ¢ D E F & H 1 ] Kbz
10
11
12 |This workbook is Copyright
13 T
14 ]
15
16 3
17
18 b
19 o
H 4 ¥ ¥| Sheetl Shestd /Sheetd ./ #3 4l L, [
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\i_?l' 9~ I= Bookl - Microsoft Excel
Home Insert PagE.las.-':ft Formulas Data Review View - The Symbol dialog bOX
5 e — e appears.
A = Symbols |Sgedal Charactersl .
ez s = = @ Click the Symbols tab.
) s é;;aa 2L BT J‘r bl I @ Click the symbol you want to
i1 ' R T S I s B e B insert.
12 iThisworkbogkisCopyright@ 1 - N @ » || %%\ AlAJAJAIAD N M h b I
1 A|C|E|E|E|E|T|T]|T]T1|P|/N|O]|0|0]|D . ote: Many other symools are
14 . o .
15 Recently used symbols; ava’lable In the \X/ebdlngs and
= (o] - [e]e]¥|o[™[][=]<]|2]+[x[=[u]q] Wingdings fonts. To see these
18 COPYRIGHT SIGN Character cade: | 169 from: |ASCTI (decimal) [7] SymbOlS, CliCk the Font EI; and
19 . . "
B shee: ST r—— then click either Webdings or
Enter | &3 | 4 W- "
ingdings.
K el @ Click Insert
iymbols“'mi . .
cont: [calbe = @ Excel inserts the symbol.
T;TEESW&;YO;SE?W @ Repeat Steps 6 and 7 to insert
| 15 T K :
AR aEa ny other symbol require.
al- [ 1" |el»|%|%]%|c|AlAA|A[A|A ayotesy bosyoueque
£ clele|e[e[N]1]T]T]o]|N][0]6]0]B . © Click Close.
Recently used symbaols:
©lelef¥[e|™|t]#[s]2]|+|x|=[u]a|p]
COPYRIGHT SIGN Character code: [169 from; | ASCII (decimal) E
Close 9
sty ¢

keypad.

Are there keyboard shortcuts available for symbols 1 use frequently?

Yes, in many cases. In the Symbol dialog box, click [=] in the from list and select
ASCII (decimal). Click the symbol you want to insert and then examine the
number in the Character code text box. This number tells you that you can
enter the symbol via the keyboard by holding down (], pressing [}, and then
typing the number. For example, you can enter the © symbol by pressing (] +
é@%]@. Be sure to type all the numbers using your keyboard’s numeric




Edit Cell
Data

Once you enter text, a number, a date, or a
time into a cell, that cell data is not set in
stone. If the data you entered into a cell has
changed or is incorrect, you can edit the data

Edit Cell Data

to the updated or correct value. You can edit
cell data either directly in the cell or by using
the Formula bar.

@ Click the cell in which you
want to edit the text.

@ Press (.

You can also double-click the
cell you want to edit.

@ Excel opens the cell for editing
and moves the cursor to the
end of the existing data.

@ Excel displays Edit in the
status bar.

@ You can also click inside the
Formula bar and edit the cell
data there.

@ Make your changes to the
cell data.

-
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4 4 b W| Sheet1 /Sheetd /“Sheetd /€ - HIKH — | L1
Ready | P13 | |[EO @ 1003 (=) [} (+)

[ [ [t

H 4 b ] SheglSheet> “Sheet /2
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A = Proclucts By Category - Microsoft Excel =] Bl [t
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Is there a faster way to
open a cell for editing?
Yes. Move ¢ over the cell
you want to edit, and center
L_p over the character where
you want to start editing.
Double-click the mouse. Excel
opens the cell for editing and
positions the cursor at the

spot where you double-clicked.

I made a mistake when I edited a cell. Do
I have to fix the text by hand?

Most likely not. If the cell edit was the last
action you performed in Excel, press (* ] +
(] or click the Undo button ([9]) in the Quick
Launch Toolbar. If you have performed other
actions in the meantime, click the Undo []
and then click the edit in the list that appears.
Note, however, that doing this will also undo
the other actions you performed after the
edit.




Delete Data
from a Cell

If your worksheet has a cell that contains data
you no longer need, you can delete that data.
This helps to reduce worksheet clutter and
makes your worksheet easier to read. If you

want to delete data from multiple cells, you
must first select those cells; see “Select a Range”
in Chapter 3. To delete cells and not just the
data, see “Delete a Range” in Chapter 3.

L]

Delete Data from a Cell

Delete Cell Data

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

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

Note: You can also delete cell
data by pressing CEED.
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@ Excel removes the cell data.

Undo Cell Data Deletion
@ Click the Undo [=.
@ Click Clear.

Note: If the data deletion was
the most recent action you
performed, you can undo it by
pressing (1 + (3 or by clicking
Undo ([2).

@ Excel restores the data to the
cell.

When | delete cell data, Excel
keeps the cell formatting intact. Is
it possible to delete the data and
the formatting?

Yes. Excel offers a command that deletes
everything from a cell. First, select the
cell with the data and formatting that
you want to delete. Click Home, click
[2], and then click Clear All. Excel
removes both the data and the

formatting from the selected cell.

Is it possible to delete just a cell’s
formatting?

Yes. Excel offers a command that
deletes just the cell formatting while
leaving the cell data intact. Select the
cell with the formatting that you want
to delete. Click Home, click [2], and
then click Clear Formats. Excel
removes just the formatting from

the selected cell.




Working with
Excel Ranges

In Excel, a range is a collection
of two or more cells that you
work with as a group rather
than separately. This enables
you to fill the range with values,
move or copy the range, sort
the range data, filter the range
to show only certain values,
insert and delete ranges, hide
entire rows or columns, and
merge two or more cells. You
learn these and other range
techniques in this chapter, and
in later chapters you learn techniques such as formatting a range, applying a
formula to a range, and building a chart from a range.




Select a Range

Fill a Range with the Same Data
Fill a Range with a Series of Values
Move or Copy a Range

Insert a Row or Column

Insert a Cell or Range

Delete Data from a Range

Delete a Range

Hide a Row or Column
Freeze Rows or Columns
Merge Two or More Cells

Transpose Rows and Columns




Select a
Range

To work with a range in Excel, you must select

the cells that you want to include in the range.

After you select the range, you can fill it with
data, move or copy it to another part of the
worksheet, format the cells, delete the data,
and so on. You can select a range as a

Select a Range

rectangular group of cells, as a collection of
individual cells, or as an entire row or column.
It is almost always easiest to select a range
using the mouse, but Excel does offer a few
keyboard shortcuts for selecting ranges, as
described in the Tip on the next page.

-
Select a Rectangular Range . . -
0.0 . Trria Taar bt
@ Position O over the first cell s IS73 By Seon
5 . fm i = |
you want to include in the s b
range_ g Een Eiel v 1 W ek
aiw biarem rhll Licfwy Saom
Chetmir s Casl FFE] Bedn A

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

@ Excel selects the cells.

N E LT e

@ Release the mouse button to
end the range selection.

o i s - ——

Select a Range of Individual Cells

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

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

o5

B

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

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

ks L
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@ Position O over the header of

70 By S
R0 Bay Erwrighi
I Pareie Wi |
Ll wpangim mdarkj
i iy Seom
551 Belan M
EEE P g
I8 Sewniey Cubrick
] s By T
0 lamapd Crape
IRl s Brossl
BT bl ] 1 i |
W0 Tama S i
A afiEy Ll
FFa amegm L arveion

= ] s T

the row you want to select.
t» changes to = .

@ Click the row header.

@ Excel selects the entire row.

To select multiple rows, click
and drag across the row
headers or hold down (0
and click each row header.

= — —

2] Select an Entire Column

navigate to the first cell that you

want to include in the range, hold down [}, and then
press () or () to extend the selection. To select an
entire row, navigate to any cell in the row and press

Shift |15

). To select an entire column, navi%ate

to any cell in the column and then press (* ] +

i
. s @ Position i over the header of
3 oy gy the column you want to select.
L I P Wi P |
i EEl mengid = dark
4 [T T T - {;' Changes to ‘
L] ES5] Beidn Mo 0
. 0 Pres s S @ Click the column header.
" ET] Seaniey Eubrick
i P51 b W Pl @ Excel selects the entire column.
B RO nrmam Craps
L} [ Ldsifa Bepasl .
: s L T(? select multiple columns,
" FYE Pama Srmenas click and drag across the
= [ e L S AT ot |
i iy —— column headers, or hold down
- . (27 and click each column
s : [T e ’ header.
sty ¢
-
Are there keyboard techniques R _ Is there an easy way to
I can use to select a range? : = select every cell in the
Yes. To select a rectangular range, |, il ket worksheet?

Yes. Excel offers two methods
ou can use. Either press
+ (], or click the Select
All button ([E) in the upper
left corner of the worksheet.




Fill a Range with
the Same Data

If you need to fill a range with the same data, However, Excel also offers an alternative method
you can save time by getting Excel to fill the that enables you to fill any selected range.
range for you. The most common method for See "Select a Range,” earlier in this chapter,
filling a range in this way is to use Excel’s to learn how to select a range of cells.

AutoFill feature, which makes it easy to fill a
vertical or horizontal range with the same value.

Fill a Range with the Same Data <
Fill a Vertical or Horizontal Range p
@ In the first cell of the range = L“L: g e g meporer 2
you want to work with, enter  ThTE— L_b-‘- S o4 i
. | Thas] M. - L2 B
the data you want to fill. I b 0 por e
L i L oe g IF - Tl b
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@ Release the mouse button. ' o e -
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Fill a Selected Range

i
: @ Select the range you want
. to fill.
§ @ Type the text, number, or
w 1 0 other data.
i
2 © Press @D + E.
]
-1
[y
it
Mpart] ] L| i
i 1= K
B ' B ] C " [ -] @ Excel fills the range with the
e o value you typed.
] 3] L L&) L] L= L&) a3 E [ q
i oa L L L] s £3 L& ok LR 04 0
4 ol | L [ L] ik [ 4] L] A 15 L] 4]
L] 03 [ 3] L L] s [ 1) | ] s 1 K] ik ] [
¥ ns [ 1] | L] s [ B £ ] as LS O a
L] [ ] =d ui 2k 3 ] L] Y ] 2 vk Y ]
;| o4 a8 B as [ L B as HL] L a
1] o3 s L L] s o] L s L] s n
(] as | L | L] as [ L] { L s L 6] L i B
- Lk LR L2 ] LB = = La EE ] ud Wi
I 4] [ L} 5] as [ 4] L L] is HL] B4 [: 1
(] o3 [ L] L L] s [ L] L L] s [ & ] OS o
= ol { i1 L L] 0% [ L] | & s LS 0% i |
It =] =4 wh Ak 23 LE] db ER vk LR
1 Ak as u Ak s ] A% 1% B4 A
Searil ] L| g
B o = W1 L s | i —_—

p\'\w It

How do 1 fill a vertical or horizontal
range without also copying the
formatting of the original cell?
Follow these steps:

@ Perform Steps 1 to 4 to fill the
data.

@ Excel displays the AutoFill Options
smart tag ().

@ Click the AutoFill Options [].
© dlick Fill Without Formatting.

-E' By Cadt§rtidi
||.: i Al

s -1- WS

llli.rﬂ:-u.;. ooy
Fay .-ln\i.p Pamutimy |

Excel removes the original cell’s formatting from the copied cells.




Fill a Range with
a Series of Values

If you need to fill a range with a series of values such as Chapter 1, Chapter 2, Chapter 3,
values, you can save time by using Excel’s and so on.

AutoFill feature to create the series for you. You can also create your own series with a
AutoFill can fill a series of numeric values such  cystom step value, which determines the

as 5, 10, 15, 20, and so on; a series of date numeric difference between each item in the
values such as January 1, 2011, January 2, series.

2011, and so on; or a series of alphanumeric

Fill a Range with a Series of Values .
AutoFill a Series of Numeric, Date, | . -
or Alphanumeric Values Qﬁ

b3
@ Click in the first cell and type : SO
the first value in the series. ; g l
|
@ Click in an adjacent cell and : ’

type the second value in the

series. i
© Select the two cells. ' - (5)
Q Position o over the bottom O Erimriessriotcvere SN e — -

right corner of the second cell.

. changes to 4.

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

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

0 Release the mouse button.

@ Excel fills the range with a

series that continues the
pattern of the initial two
cell values.

D
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Fill a Custom Series of Values

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

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

@ Click the Home tab.
@ Click Fill ().
@ Click Series.
The Series dialog box appears.

O In the Type group, select the

= . . .-' A
"':' - '"‘_""' Writing Sohaduls bar P11
= - e T T E— T T
L} T L] w—_l
e—>1 = e :
[ e -
L |
Tww v
- 4—9-—1 i
(o T )
[ -
i
i
Ll

type of series you want to fill
(© changes to @).

@ !f you selected Date in Step 6,
select an option in the Date
unit group (© changes to @).

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

© Click OK.

@ Excel fills the range with the
series you created.

@) Click Options.
@ Click Advanced.

@ Click Edit
Custom Lists.

@ Click NEW LIST.

Can | create my own AutoFill series?
Yes. You can create a custom list. When you add the first value in your custom list, you can
then use AutoFill to fill a range with the rest of the series. Follow these steps:

@ Click the File tab. @ In the List entries

box, type each
item in your
list, and press
(£ after each
item.

@ Click Add.
@ Click OK.

50— - <9

......




Move or Copy
a Range

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

Move or Copy a Range

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

<>
Move a Range [ Lomn Peyment Ambyse h:'H e -
@ Sclect the range you want to |3 ™ et s S e
move. o S i ) g A
i . : s : :'.; LAT) (347 1
@ Position & over any outside B i o [ s :
border of the range. 4] A ey i
III: [ ] 151 1 11
w» changes to %. il Pt } 1513
* 180 BT}, i 1
@ Click and drag the range to 5 /
o |
the new location. g @ .7 o
|
% changes to [;. i
@ Excel displays an outline of .
the range. Ry e e | T e
@ Excel displays the address of = ¥ - g
the new location. S g
Y - E
@ Release the mouse button. Priegisl 10,00
Harthily Peenast 1
@ Excel moves the range to the _ S
new location. .
) -
i :
[ i
e
:i ]
L 'l
£ 5
L} i
» )
{9 % v 5|yl il IV TostnWies Foritn § Slwad . deetnil| 4 + i
Bl | ¥ gy SEMTIR =i = JH 1 e 1 e
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Copy a Range

@ Select the range you want
to copy.

@ Press and hold (.

@ Position T over any outside
border of the range.

t» changes to .

@ Click and drag the range to the

Lown Peymerrt Anabysls

Somnarie &1
=ttt Brrin [En=ur] 1 TS
Parizdr (Va1 1

;- location where you want the
copy to appear.

Excel displays an outline of
the range.

@ Excel displays the address of
the new location.

@ Release the mouse button.
O Release (1.
@ Excel creates a copy of the

range in the new location.

Can | move or copy a range to
another worksheet?

Yes. Click and drag the range as
described in this section. Remember
to hold down (-] if you are copying
the range. Press and hold (] and
then drag the mouse pointer over the
tab of the sheet you want to use as
the destination. Excel displays the
worksheet. Release (] and then
drop the range on the worksheet.

Can | move or copy a range to another
workbook?

Yes. If you can see the other workbook on-screen,
click and drag the range as described in this
section, and then drop it on the other workbook.
Remember to hold down (=] if you are copying
the range. Otherwise, select the range, click the
Home tab, click Cut ([]) to move the range or
Copy ([-1]) to copy it, switch to the other workbook,
select the cell where you want the range to appear,
click Home, and then click Paste (__|).




Insert a Row
or Column

You can insert a row or column into your
existing worksheet data to accommodate more
information. This is particularly useful if the
information you need to add fits naturally
within the existing data, rather than at the end.

When you insert a row, Excel shifts the existing
rows down, so you must first determine the

row above where you want your new row to
appear. Similarly, when you insert a column,
Excel shifts the existing columns to the right, so
you must first determine the column to the left
of where you want your new column to appear.

Insert a Row or Column <
Insert a Row _"' i 2 i A —
@ Cdlick in any cell in the row b i SR 9_> = I A 8

above where you want to y B BAc mE = WA o | T st -
insert the new row. - : -
| AL | Fagmgal Tpss | - =
@ Click the Home tab. |\ Loan Data g
@ Click the Insert [-]. i — 4
0 B0 ()
@ Click Insert Sheet Rows. b
Emgrtipat o Tmaduls
L Pereses Saies
3 o 0 SATESIRAD
i 5 LT
" 1 i i 3183107
i i ' TR
11 % 317 ST 15
in -i.. 1§ SIS TeDAD -
oy v— TN

© Excel inserts the new row. H“ . i S 5

@ The rows below the new row T R i e e Y. I
are shifted down. } EoBA- (RME W WA @9 “r v
@ Click the Format smart - = - :
@ Select a formatting option for U LA T
the new row (© changes : "y~
to @). | e 4—6 @
- =}H;_‘l-l-#|_| it 0 isn SAMESIRAT
I ' LT
" - | 3 L 44 =11E11ET
i 1 5 (T e
I i 317 ST 45
@ i 5 M [ i G IR0ED [ =
e | i it Doy i S0 e
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| EE N 4w o e T
y BIRIEZSBA mm e WA e IR Click any cell in the row to the
(4 1N
= : 0 i W left of where you want to
o e s e | Tl insert the new column.
N s O 370 @ Click the Home tab,
d Wathie vl Timdind D o T o AT a 1] a 1] 10 .
Rl U . R e | | il
L s e okl 5. 1 © & | @ dicklInsert Sheet Columns.
B i Sk Tl dbriegy, T
1F bacert b rad T s Doy Ry, Kl TR | o o L] n "
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o] R Rl Ty r— WAL o ] n L. 2
4 Bl banbesird Treders Besd WATE 14 1E 1 o 1] 1k &
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columns.

Can | insert more than one row or column at a time?

Yes. You can insert as many new rows or columns as you need. First, select the
same number of rows or columns that you want to insert. (See “Select a Range”
earlier in this chapter to learn how to select rows and columns.) For example, if
you want to insert four rows, select four existing rows. Follow Steps 2 to 4 in
“Insert a Row” to insert rows, or Steps 2 to 4 in “Insert a Column” to insert




Insert a Cell
or Range

If you need to add data to an existing range,
you can insert a single cell or a range of cells
within that range. When you insert a cell

or range, Excel shifts the existing data to
accommodate the new cells.

Excel can either shift the existing data down or
to the right. Therefore, you need to decide in

Insert a Cell or Range

advance where you want the new range to be
inserted. You then tell Excel where you want
the insertion to take place by selecting existing
data either below or to the right of where you
want the new range to appear.

.4
1 N u T e = W = -
@ Sclect the cell or range where =n - PR, .
you want the inserted cell or A ot v S e - 0 -
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The Insert dialog box appears.

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

bk o ] iasd

CAl™ | ] [ [

i Loan Faymaant Analysis
¢ neraa Raaa pasnc ]

Parriguls [Puaril
] Prizcizad

W

S I (I

to accommodate your new
cells (O changes to @).

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

O Click OK.
Excel inserts the cell or range.

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

@ Click the Format smart
tag (F3).

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

Under what circumstances would

I insert a cell or range instead of
inserting an entire row or column?
In most cases, it is better to insert a cell
or range when you have other data
either to the left or right of the existing
range, or above or below the range.
For example, if you have data to the
left or right of the existing range,
inserting an entire row would create a
gap in the other data.

How do I know which cells to select
to get my inserted cell or range in
the correct position?

The easiest way to do this is to select
the existing cell or range that is exactly
where you want the new cell or range
to appear. For example, if you want
the new range to be A5:B5 as shown in
this section’s example, you first select
the existing A5:B5 range. When you
insert the new range, Excel shifts the
existing cells down (in this case) to
accommodate it.




Delete Data
from a Range

If your worksheet has a range that contains
data you no longer need, you can delete that
data. This helps to reduce worksheet clutter
and makes your worksheet easier to read.

Note that the technique in this section only
applies to deleting the data that exists within

each cell in a selected range; it does not apply
to deleting the actual range. If you want to
delete cells and not just the data, see “Delete a
Range” later in this chapter.

Delete Data from a Range

<>
Delete Range Data ' " . A
. 1 12 brmmn v 16 by
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1 a3 g
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Are there faster ways to
delete the data from a
range?

Yes. Probably the fastest
method is to select the range
and then press (* . You can
also select the range, right-click
any part of the range, and then
click Clear Contents.

Is it possible to delete a cell’s numeric
formatting?

Yes. Select the range with the formatting
that you want to delete, click Home, click
=, and then click Clear Formats. Excel
removes all the formatting from the selected
range. If you prefer to delete only the
numeric formatting, click Home, click the
Number Format [-], and then click General.




Delete
a Range

If your worksheet contains a range that you no
longer need, you can delete that range. Note
that when you delete a range, Excel deletes not
just the data within the range, but the range
cells themselves. Excel shifts the remaining
worksheet data to replace the deleted range.

Delete a Range

Note that the technique in this section deletes
the actual cells from the selected range. If you
want to delete only the data in the range, see
“Delete Data from a Range” earlier in this

chapter.
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The Delete dialog box appears.

@ Select the option that
corresponds to how you want
Excel to shift the remaining

&rmewe oy

B BN N

&

O e S Lr ladeT g ddl -0 oo iy
ST Wi H - Bl
P | B e iy 100 -pe i
[T I T b B
ey ey = Pegperieay 0 - 1 czperm
L s el Rgee Cirn 3 -0 =

PETTTSLCL ARTHITY Hyts H - e jow
Swgral Farkfones e tola 1 b
LR -

BT 15 LM g purs
o 12 piggn
e PR ST L L 158~ o g e
T TH i o g g
PPl s S Rp [ M ] f pleas

z cells after it deletes the range
(© changes to @).

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

O Click OK.
@ Excel deletes the range and

P‘.‘W\ \t

shifts the remaining data.

Are there faster ways to
delete a range?

Yes. Probably the fastest method
is to select the range and then
press [~ ]+ (). You can also
select the range, right-click any
part of the range, and then click
Delete. Both methods display

the Delete dialog box.

How do I delete a row or column?

To delete a row, select any cell in the row,
click the Home tab, click the Delete [*], and
then click Delete Sheet Rows. To delete a
column, select any cell in the column, click
the Home tab, click the Delete [7], and then
click or Delete Sheet Columns. Note, too,
that you can delete multiple rows or
columns by selecting at least one cell in each
row or column.




Hide a Row
or Column

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

hiding the row or column.

Hiding a row or column is also useful if you are

showing someone a worksheet that contains

Hide a Row or Column

private or sensitive data that you do not want
the person to see. For example, if a row or
column contains salary data, passwords, or
Social Security numbers, you should hide the
row or column to protect this data from non-
authorized viewers.

Hide a Row

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

@ Click the Home tab.
@ Click Format.

@ Click Hide & Unhide.
@ Click Hide Rows.

Note: You can also hide a row
by pressing &0 + @.

@ Excel removes the row from
the worksheet display.

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

Another way to hide a row is
to move . over the bottom
edge of the row heading

(¢ changes to +) and then
click and drag the edge up
until the height displays O.

(=
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Hide a Column

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

@ Click the Home tab.
@ Click Format.

@ Click Hide & Unhide.
@ Click Hide Columns.

Note: You can also hide a
column by pressing (Z1 + (.
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@ Excel removes the column
from the worksheet display.

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

Another way to hide a column
is to move ¢ over the right

edge of the column heading
(w2 changes to ++) and then
click and drag the edge left

until the width displays O.

How do I display a hidden row or column?
To display a hidden row, select the row above and the row below the hidden
row, click Home, click Format, click Hide & Unhide, and then click Unhide
Rows. Alternatively, move o3 between the headings of the selected rows

(< changes to &) and then double-click. To unhide row 1, right-click the top
edge of the row 2 header and then click Unhide.

To display a hidden column, select the column to the left and the column to the
right of the hidden column, click Home, click Format, click Hide & Unhide, and
then click Unhide Columns. Alternatively, move o between the headings of the
selected columns (L changes to +p) and then double-click. To unhide column
A, right-click the left edge of the column B header and then click Unhide.




Freeze Rows
or Columns

As you vertically scroll a worksheet, you can
keep your column labels in view by freezing the
row or rows that contain the labels. This makes
it easier to review and edit the existing data
and to insert new data to the worksheet
because you can always see the column labels.

If your worksheet also includes row labels,
you can keep those labels in view as you
horizontally scroll the worksheet by freezing
the column or columns that contain the labels.

Freeze Rows or Columns

Freeze Rows

@ Scroll the worksheet so that - : - P ———— ’
the row or rows that you want i Prud Hase b e gy O A I “:Q
to freeze are visible. Y T T T — o ¥
k § Rpriiwaine] Trmdien faron P M 1] ] kit
@) Position T over the horizontal | * Wb T Capn Sktinieng e e
Iit bar (E) ! 3 :r\-n...ﬁ-d r:u i.l.-n‘.'h =2 1] 1|-| 1.-: I: E‘
S . & o Wirat Fesived Tv il § B eriarbaiep Rpa sl o 15
p T T nieARed Teadntn Onad Padey ] 1] o ' ]
& changes to +. s -
. . i@ [t Novibeyred Tradwen i 2 oekigll ] 1] [} [\] fa
e Clle and drag % and dl’Op lt 1 EF Aorthesind Trsdesn Chocoieis Bacem Wis 1] o o m 3
i B Rt rern] T malld § Bl s o i L [ i (] F i) =
]lc)elow the row you want to . I i inaris g s > — 2 S - 3
reeze- Lo, 2 M | ;.II-\:II:.JI N = 3 ‘l. E ¥
L =] Badd #
@ Excel splits the worksheet into  [H =" = i e -
two horizontal panes. ~u el e T e
. : RN 2 S o i~ W
@ Click the View tab. bt e 2 - 5 - e e
. J frerrr v
@ Click Freeze Panes. T w . . :‘::':.“.:’.:.'.'.':;.':.'.“.";'.:':.:!.4—a
=z ] 1] brerrn Tiag i ’ =
e Cllck Freeze Panes' |'..;;h|l P ||I|I. e Il e L :
= Frmipr @l i
@ If you want to freeze just the e Pt Macne o e —— .
first row, you can bypass Steps | * 1 Werttuabe Tradars bt TR LR B
5 ¥ i Rpnhaing Tradey fanem (1] B [ L] [ 1] ki
1 to 3 and click the Freeze 1 4 NP Peree] Temiet L Sdnering o o il T ]
Top Row Command 3 L:r\r.!'\-u'\d"r:ﬂ [ 1= Ra - El 1% 1% o ;“‘
: i Fpetieaiad Tr 1 By i g e 1] i 1] 1n 2%
T ¥ tiprttaird Trudurn Cwiwal Fuary b fi L1} fi 2
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Freeze Columns

=] 0 B . ; | @ Scroll the worksheet so that
s dep Fem Ml mcew s My o o the column or columns that
Bk B Mra ceae moss (U] tuwd b swted (RMLEST] riaw Gk you want to freeze are visible.
D i Sk MG EOE T1 G 25 0 o] 2 TSl B IT ki 1 250
P ST SRR . ST (2] Position ¢ over the vertical
rrabiulll Br- -l By T split bar ().
el n e xR e
4 ;E:l WEE  TED WA JE o] lfun:- 0] i:ﬂ: HES  H2H q d} changes to “””
LN =H =N - 1 - 1 = L e ) ]

A

@ Click and drag < and drop
it on the right edge of the

column you want to freeze.

@ Excel splits the worksheet into
two vertical panes.

@ Click the View tab.
@ Click Freeze Panes.
O Click Freeze Panes.

@ If you want to freeze just the
first column, you can bypass
Steps 1 to 3 and click the
Freeze First Column
command.

Excel freezes the panes.

Can | adjust the position of a
frozen row or column?

Yes. Begin by unfreezing the panes: Click
View, click Freeze Panes, and then
click Unfreeze Panes. Excel unfreezes
the panes and displays the split bar.
Click and drag the split bar to the new
location. Click View, click Freeze
Panes, and then click Freeze Panes.

How do | unfreeze a row or
column?

If you no longer require a row or
column to be frozen, you can unfreeze
it by clicking View, clicking Freeze
Panes, and then clicking Unfreeze
Panes. If you no longer want your
worksheet split into two panes, click

View and then click Split (=]).




Merge Two
or More Cells

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

merging cells is to create a label that applies to

Merge Two or More Cells

@ Select the cells that you want
to merge.

@ Click the Home tab.

@ Click the Merge and
Center [-].

@ Click Merge Cells.
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-
- s ("] =
L
1
L e T e A My e W he i 0u e oe woma || @ Excel merges the selected cells
Liwluiai | S0 S R Oes im0 500 el BS.a0 R0 Eeoorel B 0G0 Eane Bl DO0 L0 Kie B Intoa S|ngle ce“
i e i SO0 T ORET D TR 5B NNLOOE JOAEN) DNDOOE ML SO TSI L0 SNT ST R LOSOE RSN P
TR LA RN DI IO DA ST LT TR I I SR GO IR DL MR
SLE P 0N e BFL RS R e DAL FOR i 6ea BAL. A0 (S §RN, P LR TRG Baddce EVLTEA R, e ped o
| CIOCHCIE ) T T S LT T4 = '
b | 2 T e
e —Y | @ Type your text in the
lmam lon Feb N  Agr May e I Mg Sy D= Now D TOTAL merged Ce”_
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How do I center text across multiple columns?

This is a useful technique for your worksheet titles or headings. You can center a
title across the entire worksheet, or you can center a heading across the columns
that it refers to. Follow Steps 1 to 3 and then click Merge & Center. Excel
creates the merged cell and formats the cell with the Center alignment option.
Any text you enter into the merged cell appears centered within the cell.




Transpose Rows
and Columns

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

Transpose Rows and Columns .
@ select the range that includes | s :
the data you want to - T iy S ™
transpose. :
' 2 il ¥
I = - alin _—
. ~ M - =
@) Click the Home tab. e 7 s g e e
© Click Copy (E). T 3 T [ BT il il
¥y, |-H - iEir »- aa 8 i b EFwmmp + | i Pr it
1} ' 3 "
: - i i F [ - =
E =
|3 Cach
.
.
: :|. | L | (P | 1
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-
i SN ¥ il - Verwerd Bard s,
e e B - 5 b | @ Click where you want the
B A LA bl AR ) o Teereel - " transposed range to appear.
EFET I - | @ dlick the Paste [.
s | R RPN B RO T, @ Click Transpose ().
o [E£5] Ce ] e Epiinh |:
. |:<—9
.:-'_".:I::: 1P I:llh ':'llr'r - ALl 1N I
' o | @ Excel transposes the data and
i e ek then pastes it to the worksheet.
il'.ln-u
SRR LM Rk '
L] trEw Tmarem Fynd Lo
1 Lo
':Il
| Bl m
= g e < . ; i3 ——r—
) a \ t
fy V
S p\ W -

How do 1 know which cells to select? | Can I transpose range values as well

The range you select before copying
depends on what you want to transpose.
If you want to transpose a single
horizontal or vertical range of cells, then
select just that range. If you want to
transpose a horizontal range of cells and
a vertical range of cells at the same time,
select the range that includes all the cells,
as shown in this section’s example.

as range labels?

Yes, Excel’s Transpose command works
with text, numbers, dates, formulas, and
any other data that you can add to a cell.
So if you have a rectangular region of
data that includes row labels, column
labels, and cell values within each row
and column, you can select the entire
range and transpose it.




Working with
Range Names

You can make it easier to
navigate Excel worksheets and
build Excel formulas by
applying names to your ranges.

A range name is a text label that
you apply to a single cell or to
a range of cells. Once you have
defined a name for a range,
you can use that name in place
of the range coordinates, which

has several benefits. For
example, range names are
more intuitive than range coordinates, particularly in formulas; range names are
more accurate than range coordinates; range names are easier to remember than
range coordinates; and range names make it easier to navigate a worksheet.

This chapter explains range names and shows you how to define, edit, and use
range names.




Define a Range Name

Use Worksheet Text to Define a Range Name

Navigate a Workbook Using Range Names

Change a Range Name

Delete a Range Name




Define a
Range Name

Before you can use a range name in your
formulas or to navigate a worksheet, you must
first define the range name. You can define as
many names as you need, and you can even
define multiple names for the same range.

Define a Range Name

You can create range names by hand, or you
can get Excel to create the names for you
automatically based on the existing text labels
in a worksheet. For the latter, see “Use
Worksheet Text to Define a Range Name.”

@ Select the range you want
to name. ——
iniareat Ao
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@ Click the Formulas tab.
€@ Click Define Name.
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The New Name dialog box
appears.

9 Type the name you want to
use into the Name text box.

Note: The first character of the

rLENE . i ik imeEsn Ane A |
-]

Loan Paymend Analysis

Scenario =1
Inbareat Madw [Annusl}  A00%
P [Waary) 4
Principsl 10,000
Manthiy Pwgment 110

- name must be a letter or an

underscore (_). The name cannot
include spaces or cell references,
and it cannot be any longer than
255 characters.

@ Click OK.

Excel assigns the name to the
range.

@ The new name appears in the
Name box whenever the range

is selected.

Is there an easier way to define a
range name?

Yes, you can follow these steps to bypass
the New Name dialog box:

@ Seclect the range you want to
name.

@ Click inside the Name box.
© Type the name you want to use.

@ Press 10).

Excel assigns the name to the range.

T maara J E s

ol e R




Use Worksheet Text

to Define a Range Name

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

Text labels make a worksheet easier to read

and understand, but in this section you see that
they also make it easier to define range names.

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

Use Worksheet Text to Define a Range Name

[] [ n
@ Select the range or ranges
F Py 508 Sabm 3000 Sahmx
you want to name. F iy Trmsbnfm - TR TTE T
. 4 Midlim Civain LTI ERTTH
@ Be sure to include the text : b LIS deac
labels you want to use for 3 Smuan There fanwan  gay per
the range names. : teobyoga B
1 Limid 1Ry SI]05E SR AN
LE Errs Hel urg F1es b L ﬂT.'I!I< ¢ "
il o warpss (17T B T
ifl Tl Sy TS FTT  ShEhbE
14 =l Wttt aRE4T  SeEN
| Errpms i Rhdfidis il
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1 Ahgtam N
L ]
1d
|
L
":n = [ T e —_——
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QCC the Formulas tab e - . J T all =@ 8
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The Create Names from
Selection dialog box appears.

@ Select the setting or settings
that correspond to where the

‘_r"--J--J‘—rJ i Farcy Freshefs
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Argh Fe Carem N LR L

It ok EIL M - T

WgFvi S e M5 1LY - 5T

biwonn Frorps M50 MBITDIR

Wi Pl pose fme e Sers s

oot Jiiw AL AE e REEE

| i b i P15 | §5TL AT

‘ Erram Hpl ung - mmen LLTRT U T PR L E]
Epm Harper 1" T L AT

Pl gy T TTT  REEREN

“wad WoredTIH polk S PRl

Errirws e (LEE) DI ]

TR AT S¥A0 710 SEI3ENd

CEEs Bl gipr Ell i (1FER T

i, = kb Pl LRSS PATE RS

w Cusbi LU L L LT

Ppal B chaigazs famrar  iseenan

B R

=i | 4

: text labels are located in the
' selected range (/| changes
to [w]).

If Excel has activated a check
box that does not apply to
your data, click it ([¥| changes
to [O)).

@ Click OK.

Excel assigns the text labels as
range names.

@ When you select one of the
ranges, the range name

y assigned by Excel appears in

L e the Name box.

P‘“Y 1®

Note: If the label text contains
any illegal characters, such as a
space, Excel replaces each of
those characters with an
underscore (_).

Is there a faster way to run
the Create from Selection
command?

Yes, Excel offers a keyboard
shortcut for the command.
Select the range or ranges you
want to work with and then
press (= 4+ )+ (). Excel
displays the Create Names from
Selection dialog box. Follow
Steps 4 and 5 to create the
range names.

Given a table with labels in the top row and left
column, is there a way to automatically assign a
name to the table data?

Yes. The table data refers to the range of cells that does
not include the table headings in the top row and left
column. To assign a name to the data range, type a
label in the top left corner of the
table. When you run the Create
from Selection command on the
entire table, Excel assigns the top
left label to the data range, as
shown here.




Navigate a Workbook
Using Range Names

One of the big advantages of defining range
names is that they make it easier to navigate
a worksheet. You can choose a range name
from a list and Excel automatically selects the
associated range. This is much faster than

scrolling through a workbook by hand, or by

Navigate a Workbook Using Range Names

Navigate Using the Name Box

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

@) Click the Name box [=.

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

@ Excel selects the range.

entering a cell or range reference into Excel’s
Go To command.

Excel offers two methods for navigating a
workbook using range names: the Name box
and the Go To command.
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-
u' o S i sqecssn e Navigate Using the Go To
e e TR i 3 1 d Command
o W T A l_l = il -. b P — P F bremr iy
: iy X = a = @ Open the workbook that
Fo ™y e T | L - contains the range you want
i [Laan Payrment addivils Favid Priinsl_imiusent _Tomud Mime to work with.
| il BalE o] s | . : Bremgm .
B e | i @ Click the Home tab.
Plamriaky Pagraesi i 1 i 1 . .
Pl e 5 |famm s @ Click Find & Select.
p |man geas S @ Click Go To.

Note: You can also select the

C T
o - Go To command by pressing
Fen e+6,
@_..:'“_ The Go To dialog box appears.
b @ Click the name of the range
= 6 you want to select.
| S " [ el FLITE i 'l'_ e Click OK.
Loan Feyment Analsis - @ Excel selects the range.

\
==
Is it possible to navigate to a named range in a
different workbook? oy bl g
Yes, but it is not easy or straightforward: _1'.:";??‘;.3:':.;.'"""' o
@ Follow Steps 1 to 4 on this page to display the o
Go To dialog box. o
@ In the Reference text box, type the following: e = (3

'[workbook]worksheet'name

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

name.
@ dlick OK.




Change a
Range Name

You can change any range name to a more Excel generated automatically from the
suitable or accurate name. This is useful if you  worksheet labels.

you applied to a range, if the data changes and  ;550ciated with a range name, see the second
the original name is no longer suitable for the  Tjp on the next page.

new data, or if you do not like the name that

Change a Range Name .
(1) Open the workbook that BoHTE Q= =
contains the range name you = - - 2 v D @c#t
want to change. B B R, (e i ) B
. e ':I.. B i sk ik B r:::, BT ! i s ol [ S .','I.. rorma -
@ Click the Formulas tab. - - -
il w F 4 .
lick Nam nager. f i . : ' ; , : -
@ Click Name Manage =
1 Salan Enz 2008 Sabex  E110 Salar
i liprey Frypiwt ERFL DS D AN
L Erdrrw Ladis SeaTi 55779
[ ] {um iwinn 4411 Tl ST S00
B EairE SEig ek ETRE ITT LT
¥ St Thisied SELEER  SITRIE
B Melfbi! i oapa STELLiB Lokl 1o
B Boner Lass ST Te0 TS
4 LEwp Suaeard EFrLDAR AT
i Grvii P e | . RREE AN LEEREE]
I3 Egmw Sarm LU WL
-IJI S ki i'a-.-ul_=||rr- SHET.ITT 1:!:';! -]
Sy | 3 dpdioad S
The Name Manager dialog "a“‘-ﬂ" R
box appears. o Mo o] T
@ Click the name you want to N ———
Change L R e ol D R W
@ Click Edit.
B
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[EREITE o
T — _J...-<_e The Edit Name dialog box
appears.
s O Use the Name text box to edit
the name.
Srie e R Y e Click OK.
L sl Lo
F—— = @ The new name appears in the
- B p— —— Name Manager dialog box.
. e e e T e e @ Repeat Steps 4 to 7 to rename
T —— other ranges as needed.
] e e e ES A - g Q Click close'
[T e S -
w1 B R 1) m
Q—> Climie

fy It

Is there a faster method |
can use to open the Name
Manager dialog box?

Yes, Excel offers a shortcut key
that enables you to bypass Steps
2 and 3. Open the workbook
that contains the range name
you want to change, and then
press (- ]+ (). Excel opens
the Name Manager dialog box.

Can | assign a name to a different range?
Yes. If you add another range to your
workbook and you feel that an existing name
would be more suited to that range, you can
modify the name to refer to the new range.
Follow Steps 1 to 5 to open the Edit Name
dialog box. Click inside the Refers to
reference box, and then click and drag the
mouse & on the worksheet to select the new
range. Click OK.




Delete a
Range Name

If you have a range name that you no longer
need, you can use Excel’s Name Manager to
delete it. This is a good practice, because you
do not want to have unused range names in
a workbook. Getting rid of unneeded range

later on.

names reduces clutter in the Name Manager

Delete a Range Name

dialog box, and it also makes the Name box
easier to navigate. It is also a good idea to
delete unused range names because you may
need to reuse the names for different ranges

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

@ Click the Formulas tab.
@ Click Name Manager.

Note: You can also select the
Name Manager command by
pressing (20 + @.

The Name Manager dialog
box appears.

@ Click the name you want
to delete.

@ Click Delete.
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Excel asks you to confirm the
deletion.

O Click OK.

@ Excel deletes the range name.

@ Repeat Steps 4 to 6 to delete
other range names as needed.

@ dClick Close.

Is there a faster way to delete multiple range names?

Yes, you can delete two or more range names at once. First, follow Steps 1 to 3
to display the Name Manager dialog box. Next, select the range names you
want to delete: To select consecutive names, click the first name you want to
delete, hold down [ ], and then click the last name you want to delete; to
select non-consecutive names, hold down (=) and click each name you want to
delete. When you have selected the name you want to remove, click Delete and
then click OK when Excel asks you to confirm the deletion.




Ranges

Microsoft Excel 2010 offers many
commands and options for
formatting ranges, and you learn
about most of them in this chapter.
For text, you learn how to change
the font, the font size, the text color,
and the text alignment, as well as
how to center text across columns
and rotate text within a cell. You also
learn how to change the background
color, apply a number format, apply
an AutoFormat and a style, change
the column width and row height,
add borders, and more.

rFormatting Excel




Change the Font and Font Size

Apply Font Effects

Change the Font Color

Align Text Within a Cell

Center Text Across Multiple Columns
Rotate Text Within a Cell

Add a Background Color to a Range
Apply a Number Format

Change the Number of Decimal Places Displayed
Apply an AutoFormat to a Range
Apply a Conditional Format to a Range
Apply a Style to a Range

Change the Column Width

Change the Row Height

Wrap Text Within a Cell

Add Borders to a Range




Change the Font

and Font Size

When you work in an Excel worksheet, you can
add visual appeal to a cell or range by changing

the font and font size.

In this section, the term font is synonymous

with typeface, and both refer to the overall

look of each character. By default, Excel offers

Change the Font and Font Size

@ Select the range you want to

format.
@ Click the Home tab.

® To change the typeface, click
[] in the Font list and then
click the typeface you want

to apply.

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

nearly 200 different fonts in a wide variety of
styles. Also, the font size is measured in points,

where there are roughly 72 points in an inch. In
some cases, formatting a range with a larger
font size can make the range text easier to

read.
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In the Theme Fonts section of the Font
list, what do the designations Body and
Headings mean?

When you create a workbook, Excel
automatically applies a document theme to
the workbook, and that theme includes
predefined fonts. The theme's default font is
referred to as Body, and it is the font used
for regular worksheet text. Each theme also
defines a Headings font, which Excel uses for
cells formatted with a heading or title style.

Can I change the default font
and font size?

Yes. Click the File tab and then
click Options to open the Excel
Options dialog box. Click the
General tab, click the Use this
font [=], and then click the
typeface you want to use as the
default. Click the Font size [-]
and then click the size you prefer
to use as the default. Click OK.




Apply Font
Effects

You can improve the look and impact of text in
an Excel worksheet by applying font effects to
a range.

Excel’s font effects include common formatting
such as bold, italic, and underline, which are
available on the Ribbon for easy application.
Excel also offers a dialog box tab that includes

Apply Font Effects

many more font effects, including special
effects such as strikethrough, superscripts,
and subscripts.

In most cases, you should not need to apply
more than one or two font effects at a time. If
you use too many effects, it can make the text
difficult to read.
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The Format Cells dialog box
appears with the Font tab

@ To format the text as
strikethrough, click
Strikethrough (/1| changes

@ To format the text as a
superscript, click Superscript
(| changes to V).

@ To format the text as a
subscript, click Subscript
(| changes to V).

Excel applies the font effects.

-
[y, )
g | B R e | N | e
L L pRE e g
Lo Bz T L] .
== o e = displayed.
-a i 19 h THT HE
iy FE ] [
L ] i | ]
B i L
L o ¥ " ]
] [
e +] .| e
e_ ™3 . to )
- i
e R T —
Tl
Tem g e T B Trw e b sl SR T S W FT RS
i L
Rcarrt ks [
e | Sl e e | B | e
L= L b =
i o ] [
:D—H-ﬁﬂlz w | [ m
- TH iE
ey FH o] [
e ] i | A
L e -
L £ F] Ll
g e
S | e :
- > = - Click OK.
3 L
G_ Pl T
L il gt
.——> Tl
T e T T R Tha e b sl e SRl T B L W ET R T
Q—» i [ -]

Are there any font-related keyboard shortcuts I can use?
Yes. Excel supports the following font shortcuts:

Press

To

(Ctri EY B

Toggle the selected range as bold

ED-0

Toggle the selected range as italic

(CtriFq U]

Toggle the selected range as underline

D8

Toggle the selected range as strikethrough




Change the
Font Color

When you build an Excel worksheet, you can workbook’s theme. You learn more about
add visual interest to the sheet text by workbook themes in Chapter 9.

changing the font color.

You can also select a color from Excel’s palette

By default, each Excel workbook comes with a  of standard colors, or from a custom color that
theme applied, and you can change the font you create yourself.
color by applying one of the colors from the

Change the Font Color

Select a Theme or Standard Color

@ Select the range you want to
format.

@ Click the Home tab.

@ Click [] in the Font Color
list (@l).

@ Click a theme color.

@ Alternatively, click one of
Excel’s standard colors.

@ Excel applies the color to the
range text.
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Formatting Excel Ranges

-| @ Click the Home tab.
@ Click [] in the Font Color

@ Click the color you want

CHAPTER

3

@ Select the range you want to

The Colors dialog box appears.

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

Excel applies the color to the

selected range.

How can | make the best use of fonts in my documents?
Do not use many different typefaces in a single document. Stick to one, or at

most two, typefaces to avoid the ransom note look.

Avoid overly decorative typefaces because they are often difficult to read.

Use bold only for document titles, subtitles, and headings.

Use italics only to emphasize words and phrases, or for the titles of books

and magazines.

Use larger type sizes only for document titles, subtitles, and, possibly, the

headings.

If you change the text color, be sure to leave enough contrast between the
text and the background. In general, dark text on a light background is the

easiest to read.




Align Text
Within a Cell

You can make your worksheets easier to read

by aligning text and numbers within each cell.
By default, Excel aligns numbers with the right
side of the cell, and it aligns text with the left

side of the cell.

You can also align your data vertically within

each cell. By default, Excel aligns all data with
the bottom of each cell, but you can also align
text with the top or middle.

Align Text Within a Cell

Align Text Horizontally

@ Select the range you want to
format.

@ Click the Home tab.

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

Click Align Text Left (=]) to
align data with the left side of
each cell.

Click Center ([#]) to align data
with the center of each cell.

Click Align Text Right (=]) to
align data with the right side
of each cell.

Excel aligns the data
horizontally within each
selected cell.

@ In this example, the data in
the cells is centered.
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How do | format text so that it aligns
with both the left and right sides of
the cell?

This is called justified text, and it is useful if
you have a lot of text in one or more cells.
Select the range, click the Home tab, and
then click the dialog box launcher ([=]) in
the Alignment group. The Format Cells
dialog box appears with the Alignment tab
displayed. In the Horizontal list, click [=] and

then click Justify. Click OK to justify the cells.

How do | indent cell text?

Select the range you want to indent, click the
Home tab, and then click the Alignment
group’s dialog box launcher ([.]). In the
Alignment tab, click the Horizontal list [-]
and then click Left (Indent). Use the Indent
text box to type the indent, in characters,
and then click OK. You can also click the
Increase Indent ([¥]) or Decrease Indent
([=]) button in the Home tab’s Alignment

group.




Center Text Across
Multiple Columns

You can make a worksheet more visually
appealing and easier to read by centering text
across multiple columns. This feature is most
useful when you have text in a cell that you

Center Text Across Multiple Columns

use as a label or title for a range. By centering
the text across the range, it makes it easier to

see that the label or title applies to the entire
range.
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Excel opens the Format Cells

dialog box with the Alignment
tab displayed.

@ Click the Horizontal [:] and
then click Center Across
Selection.

© Click OK.

Formatting Excel Ranges

@ Excel centers the text across
the selected cells.

Is there an easier way to center text across multiple columns?

Yes, although it does require you to merge the selected cells into a single cell.
(See Chapter 3 to learn more about merging cells.) Follow Steps 1 and 2 and
then, in the Alignment group, click the Merge & Center button ([=]). Excel
merges the selected cells into a single cell and centers the text within that cell.




Rotate Text
Within a Cell

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

Excel offers several predefined rotations, such
as Angle Counterclockwise, which angles text

Rotate Text Within a Cell

upward at a 45-degree angle; or Rotate Text
Up. which displays the text vertically with the
letters running from the bottom of the cell to
the top. You can also make cell text angle
upward or downward by specifying the degrees
of rotation.
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@ You can click the vertical text
area to display your text
vertically instead of
horizontally in the cell.

O Click OK.

Formatting Excel Ranges

@ Excel rotates the cell text.

@ The row height automatically
increases to contain the slanted
text.

@ You can reduce the column
width to free up space and
make your cells more
presentable.

How does the Degrees spin box work?
If you use the Degrees spin box to set the text orientation, you can set the text
orientation to a positive number, such as 25, and Excel angles the text in an
upward direction. If you set the text orientation to a negative number, such

as —40, Excel angles the text in a downward direction.

You can specify values in the range from 90 degrees (which is the same as
clicking the Rotate Text Up command in the Orientation menu) to —90 degrees
(which is the same as clicking the Rotate Text Down command).




Add a Background
Color to a Range

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

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

Add a Background Color to a Range P
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A to format.
| @ Click the Home tab.

@ Click [] in the Fill Color
list ().

@ Click More Colors.

I e

=

The Colors dialog box appears.

@ Click the color you want to
use.

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

O Click OK.

Excel applies the color to the
selected range.

Are there any pitfalls to watch out
for when 1 apply background
colors?

Yes. The biggest pitfall is applying a
background color that clashes with the
range text. For example, the default
text color is black, so if you apply any
dark background color, the text will be
very difficult to read. Always use either
a light background color with dark-
colored text, or a dark background
color with light-colored text.

Can I apply a background that
fades from one color to another?
Yes. This is called a gradient effect.
Select the range, click the Home tab,
and then click the Font group’s dialog
box launcher ([-]). Click the Fill tab
and then click Fill Effects. In the Fill
Effects dialog box, use the Color 1 [=]
and the Color 2 [-] to choose your
colors. Click an option in the Shading
styles section (() changes to @), and
then click OK.




Apply a
Number Format

You can make your worksheet easier to read by Excel offers ten number formats, most of which

applying a number format to your data. For apply to numeric data. However, you can also
example, if your worksheet includes monetary apply the Date format to date data, the Time
data, you can apply the Currency format to format to time data, and the Text format to
display each value with a dollar sign and two text data.

decimal places.
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T : ] 4 1] I : I - =
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Is there a way to get more control over the
number formats?
Yes. You can use the Format Cells dialog box to

numbers, the currency symbol used, and how
dates and times appear. Follow these steps:

@ Seclect the range you want to format.
@ Click the Home tab.

@ Click the Number group’s dialog box
launcher ([=]).

The Format Cells dialog box appears
with the Number tab displayed.

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

@ Use the controls that Excel displays
to customize the number format.

control properties such as the display of negative

-
T Rk L B o - B i b B |
o o TREE e | W o E g | ® Excel applies the number
e F f_.:-u*- en i o @ 5 format to the selected range.
i EE e B o s d° i ey
o . ST .| @ For monetary values, you can
=l . N -| also click Accounting Number
3 Sl Fup
1 Pany Crpanber SO NS POl Format (m)
M e i i S Tiimd WAFR RS
[ o e @ For percentages, you can also
r et | click Percent Style ([=]).
5 tals] i Vi i TP LR T L
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The controls you see vary depending
on the number format you chose in
Step 4.

0 Click OK.
Excel applies the number format.




Change the Number of
Decimal Places Displayed

You can make your numeric values easier to

read and interpret by adjusting the number of
decimal places that Excel displays. For example,

you might want to ensure that all dollar-and-
cent values show two decimal places, while
dollar-only values show no decimal places.
Similarly, Excel often displays values with a

Change the Number of Decimal Places Displayed

large number of decimal places. If you do not
require the extra decimals — for example, if
the values are simple temperatures or interest
rates — you can make them easier to read by
reducing the number of decimals.

You can either decrease or increase the number
of decimal places that Excel displays.
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Increase the Number of Decimal
Places

@ Select the range you want to
format.

@ Click the Home tab.

@ Click the Increase Decimal
button ([d]).

@ Excel increases the number of
decimal places by one.

@ Repeat Step 3 until you get
the number of decimal places
you want.

My range currently has values that display different numbers of decimal
places. What happens when I change the number of decimal places?

In this situation, Excel uses the value that has the most displayed decimal places
as the basis for formatting all the values. For example, if the selected range has
values that display no, one, two, or four decimal places, Excel uses the value with
four decimals as the basis. If you click Decrease Decimal, Excel displays every
value with three decimal places; if you click Increase Decimal, Excel displays
every value with five decimal places.




Apply an AutoFormat
to a Range

You can save time when formatting your Excel = The AutoFormats are designed for data in a

worksheets by using the AutoFormat feature. tabular format, particularly where you have
This feature offers a number of predefined headings in the top row and left column,
formatting options that you can apply to a numeric data in the rest of the cells, and a
range all at once. The formatting options bottom row that shows the totals for each
include the number format, font, cell column.

alignment, borders, patterns, row height,
and column width.

Apply an AutoFormat to a Range .

@ Select the range you want
to format.

‘:-: : -'“_'T'-! oiarias B i gt [ 71 Wi e -.‘- Ll | iI:_l il —_—"‘_

@ Click AutoFormat ([). ﬂ"'. :4—9 I - c.?i]
Note: See Chapter 1 to learn A R P A et | oA |0 A
how to add a button to the Quick . et A e WA o Jiremn- | - ot Bl
Access Toolbar. In this case, you u - £ e |

must add the QuickFormat
button.
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The AutoFormat dialog box
appears.

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

@ Click OK.
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@ Excel applies the AutoFormat
to the selected range.

Is there a way to apply an AutoFormat
without using some of its formatting?
Yes. Excel enables you to control all six
formats that are part of each AutoFormat:
Number, Font, Alignment, Border, Patterns,
and Width/Height. Follow Steps 1 to 3 to
choose the AutoFormat you want to apply.
Click Options to expand the dialog box and
display the Formats to apply group.
Deselect the option for each format you do
not want to apply ((¥| changes to IIT) and
then click OK.

How do | remove an
AutoFormat?

If you do not like or no longer
need the AutoFormat you applied
to the cells, you can revert to a
plain, unformatted state. Select
the range and then click [ to
display the AutoFormat dialog
box. In the format list, click None,
and then click OK. Excel removes
the AutoFormat from the selected
range.




Apply a Conditional
Format to a Range

When you set up your conditional format, you
can specify the font, border, and background
pattern, which helps to ensure that the cells
that meet your criteria stand out from the other
cells in the range.

You can make a worksheet easier to analyze by
applying a conditional format to a range. A
conditional format is formatting that Excel
applies only to cells that meet the condition
you specify. For example, you can tell Excel to
apply the formatting only if a cell’s value is
greater than some specified amount.

Apply a Conditional Format to a Range

@ Select the range you want to :
Work W|th R e i : : ; 1 T A s g e ey 1 ay
g I A _—I Tppmt smn Lo '—-‘m
@ Click the Home tab. e i . &
| (] a AT ITT T = E i i i - |
@ Click Conditional Formatting. | - EIpSETE——— . =
. . g ae | @0P—Annual Growth Rate [Source; http/
@ Click Highlight Cells Rules. s e 3 i
| B el b F ] a L
@ Click the operator you want to | = i Cn G fen  im om lH—— R
L B | Bk 158 Bk 1EW [ TR
use for your condition. 7| Famaa EA Ls iR LN I : 3 Aiere——
B Frasds Lifs 1M 1 Hs LY { e
| B | mrmary 1 L% s i i 0 e | -
:ﬂ [P LY el LR (N 1 T a.Is
| 13 | Hargary LR e 1IN am 1% a14% AN o iy
| PIL 1N &8 e 1EN «11% &% 1I% 5. 1IN L
|11 | e [ £ 11T s LI LWL 1T, 4% 17 4N LR
. Cwe A S R R
An operator dlalog box | 16 manasp Lés Eve hEs 1P LW DR 2ER 15 L LW
appears, such as the Greater B e S S lie LW G oM . am % i
PP s FL— AN LW RE BT i EIN AR idm RPN Wik
Than dialog box shown here. [ e o
J: e (- [T Y i Rl 1N LEN 1 146 LN
e Type the Value You want to 10 e reriamd I iER Lk 1Pk 0 OFe O 10K AEw 1aW L]
e 2d  urmsd wrgdos 1% LS 1.1%. LR 10 £ Y 10% 1 L L
use fOI' your condition. 1% | v et 4PE MU A% LE% 1¥% ITH AI% 1¥S  I%% LT,
® You can also click the collapse =2 — e :

dialog box button (=) and Temr =
then click in a worksheet cell. (6 .

— 9

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

@ Click this [z] and then click the
formatting you want to use.

@ To create your own format,
click Custom Format.

©
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@ Click OK.

-] @ Excel applies the formatting to

T — cells that meet your condition.
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Can | set up more than one
condition for a single range?

Yes. Excel enables you to specify
multiple conditional formats. For
example, you could set up one
condition for cells that are greater than
some value, and a separate condition
for cells that are less than some other
value. You can apply unique formats to
each condition. Follow Steps 1 to 8 to
configure the new condition.

How do | remove a conditional
format from a range?

If you no longer require a conditional
format, you can delete it. Follow Steps
1 to 3 to select the range and display
the Conditional Formatting menu, and
then click Manage Rules. Excel
displays the Conditional Formatting
Rules Manager dialog box. Click the
conditional format you want to remove
and then click Delete Rule.




Apply a Style
to a Range

You can reduce the time it takes to format your
worksheets by applying Excel’s predefined
styles to your ranges. Excel comes with more

than 20 predefined styles for different

worksheet elements such as headings, as well

Apply a Style to a Range

document theme.

as two dozen styles associated with the current

Each style includes the number format, cell

alignment, font typeface and size, border,

and fill color.
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Note: If the style is not exactly
the way you want, you can right-
click the style, click Modify, and
then click Format to customize
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Are there styles | can use to
format tabular data?

Yes. Excel comes with a gallery of
table styles that offer formatting
options that highlight the first
row, apply different formats to
alternating rows, and so on. Select
the range that includes your data,
click the Home tab, and then click
Format as Table. In the gallery
that appears, click the table format
you want to apply.

Can | create my own style?

Yes. This is useful if you find yourself
applying the same set of formatting
options over and over. By saving those
options as a custom style, you can apply
it by following Steps 1 to 4. Apply your
formatting to a cell or range, and then
select that cell or range. Click Home,
click Cell Styles, and then click New
Cell Style. In the Style dialog box,

type a name for your style, and then
click OK.




Change the

Column Width

You can make a column of data easier to read
by adjusting the column width. For example, if
you have a large number or a long line of text

in a cell, Excel may display only part of the cell
value. To avoid this, you can increase the width

of the column.

Change the Column Width

@ Click in any cell in the column
you want to resize.

@ Click the Home tab.
@ Click Format.
@ Click Column Width.

Similarly, if a column only contains a few
characters in each cell, you can decrease the
width to fit more columns on the screen.
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The Column Width dialog box
appears.

Formatting Excel Ranges

@ In the Column width text
Sake Frp 2009 Jalmr  IULD dmdmm 1
sy atepitor box, type the width you
Pr———— ShG 711 S5TT.NER want to use.
L L SEIETEL  EET.EEG
W gy hamperin HELNT ITLYIN g
Mo Thars TTERTER T PRET e Click OK.
[E e - SISGREIR  BRED IS o
ot Lars SN0 S @ Excel adjusts the column
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Brwe bl bang-Laman BEEE A 1 B e Wldth'
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Al vy 437777 - ESGAG @ You can also move o over
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wimig Curinr K30 JE NNE] .
T LTTRTIF  SEWE.A53 edge to set the width.
gy - Crag i ANSERfE  BRAR 1T

Is there an easier way to
adjust the column width to fit
the contents of a column?

Yes. You can use Excel’s AutoFit
feature, which automatically
adjusts the column width to fit the
widest item in a column. Click any
cell in the column, click Home,
click Format, and then click
AutoFit Column Width.
Alternatively, move .3 over the
right edge of the column heading
(d%l changes to «+) and then
double-click.

Is there a way to change all the column
widths at once?

Yes. Click (or press (= ]+ [)) to select
the entire worksheet, and then follow the
steps in this section to set the width you
prefer. If you have already adjusted some
column widths and you want to change all
the other widths, click Home, click Format,
and then click Default Width to open the
Standard Width

dialog box. Type it s | b
the new standard R T
column width, and T -
then click OK. — =




Change the
Row Height

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

Change the Row Height

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

[ W s

! ' 7| @ In the Row height text box,
GDP—Annual Growth Rate (Source: hitp://swivel.com/) .
. s s e s e e e e type the height you want to
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Is there an easier way to
adjust the row height to fit
the contents of a row?

Yes. You can use Excel’s AutoFit
feature, which automatically
adjusts the row height to fit the
tallest item in a row. Click in any
cell in the row, click Home, click
Format, and click AutoFit Row
Height. Alternatively, move o
over the bottom edge of the row
heading (= changes to +) and
then double-click.

Is there a way to change all the row
heights at once?

Yes. Click (or press (- )+ (]) to select
the entire worksheet. You can then either
follow the steps in this section to set the
height by hand, or you can move ¢ over
the bottom edge of

any row heading

(< changes to +)
and then click and
drag the edge to

set the height of all
the rows.




Wrap Text
Within a Cell

You can make a long cell entry easier to read
by wrapping the text within the cell.

If you type more text in a cell than can fit
horizontally, Excel either displays the text over
the next cell if that cell is empty, or Excel
displays only part of the text if the next cell

Wrap Text Within a Cell

contains data. To prevent Excel from showing
only truncated cell data, you can format the cell
to wrap text within the cell. In most cases,
Excel increases the row height just enough so
that it can display all the text given the cell’s
current width.

<>
@ Select the cell that you want to
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for the selected cell.
© If the cell has more text than
e can fit horizontally, Excel
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My text is only slightly bigger than the cell. —* S
Is there a way to view the entire text o P it
without turning on text wrapping? = e,
Yes. There are several things you can try. For = 3 H=
example, you can widen the column until you see =~ i

all your text; see "Change the Column Width" e S
earlier in this chapter. Npbdien.

Alternatively, you can try reducing the cell font

size. One way to do this is to choose a smaller

value in the Font Size list of the Home tab’s Font — T

group. However, an easier way is to click the
Alignment group’s dialog box launcher ([:]) to
open the Format Cells dialog box with the Alignment tab displayed. Click
the Shrink to fit check box (|| changes to ) and then click OK.




Add Borders
to a Range

You can make a range stand out from the rest
of your worksheet data by adding a border
around the range. You can also use borders to
make a range easier to read. For example, if
your range has totals on the bottom row, you
can add a double border above the totals.

Add Borders to a Range

Borders are also useful if a worksheet has
several ranges that appear close to each other.
By surrounding each range with a border, you
make it clearer that your worksheet consists of
multiple, separate ranges.

-
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How do | get my borders to stand out
from the worksheet gridlines?

One way to make your borders stand out is
to click the Borders [-], click Line Style, and
then click a thicker border style. You can also
click Line Color and then click a color that

is not a shade of gray. However, perhaps
the most effective method is to turn off the
worksheet gridlines. Click the View tab, and
then in the Show group click the Gridlines
check box (V| changes to [ ).

None of the border types is quite right
for my worksheet. Can I create a
custom border?

Yes. You can draw the border by hand.
Click the Borders [-] and then click Draw
Border. Use the Line Style and Line Color
lists to configure your border. Click a cell
edge to add a border to that edge; click
and drag a range to add a border around
that range. If you prefer to create a grid
where the border surrounds every cell, click
the Draw Border Grid command instead.




(Building
Formulas and

Functions

Are you ready to start creating

powerful and useful worksheets

by building your own formulas?

This chapter explains formulas,

shows you how to build them,

and shows you how to

incorporate Excel’s versatile

worksheet functions into your

formulas. You also learn useful

formula techniques such as how

to sum a row or column of

numbers, how to create quick

formulas using the AutoSum

feature, how to use range names and range from other workbooks in your
formulas, and how to move and copy formulas.
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Understanding Excel Formulas

Build a Formula

Understanding Excel Functions

Add a Function to a Formula

Add a Row or Column of Numbers

Build an AutoSum Formula

Add a Range Name to a Formula

Reference Another Worksheet Range in a Formula

Move or Copy a Formula




Understanding
Excel Formulas

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

to know the components of a formula, you formula.

Formulas

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

Operands

Every Excel formula includes one or more operands, which are the data that
Excel uses in the calculation. The simplest type of operand is a constant value,
which is usually a number. However, most Excel formulas include references
to worksheet data, which can be a cell address (such as B1), a range address
(such as B1:B5), or a range name. Finally, you can also use any of Excel’s
built-in functions as an operand.

Operators

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

An arithmetic formula combines numeric operands —

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

numeric constants, fqnctions that return numeyic Operator | Name Example Result
results, and fields or items that contain numeric " Y T 01 s s
values — with mathematical operators to perform a ttion =
calculation. Because Excel worksheets primarily deal - Subtraction =10-5 5
with numeric data, arithmeticlformulas are by far the _ Negation =_10 ~10
most common formulas used in worksheet . e .
. Multiplication | =10 * 5 50

calculations. ——

/ Division =10/5 2

% Percentage =10% 0.1

A Exponentiation | =10~ 5 100000

~
Comparison Formulas There are six operators you can use to construct
A comparison formula combines numeric comparison formulas:
operands — numeric constants, functions that TS T SR —
return numeric results, and fields or items P a
that contain numeric values — with special = Equal to =10=5 0
operﬁtors to compare o]rcwe ope[ranld with < Less than —10<5 0
another. A comparison formula always - Less than or equal 0 “10< -5 o
returns a logical result. This means that if the
comparison is true, then the formula returns | > Greater than =10>5 !
the value 1, which is equivalent to the logical | > = Greater thanorequalto | =10 > =5 1
value TRUE; if the comparison is false, then < > Not equal to _10< 5 ]
the formula returns the value 0, which is
equivalent to the logical value FALSE.
~

Operator Precedence

Most of your formulas include multiple
operands and operators. In many cases,
the order in which Excel performs the
calculations is crucial. Consider the
formula =3 + 5 2. If you calculate
from left to right, the answer you get is
64 (3 + 5 equals 8, and 8 N 2 equals
64). However, if you perform the
exponentiation first and then the
addition, the result is 28 (5 A 2 equals
25,and 3 + 25 equals 28).

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

formula operators:

Operator Operation Precedence
() Parentheses 1st
- Negation 2nd
% Percentage 3rd
A Exponentiation 4th
*and/ Multiplication and division | 5th
+ and - Addition and subtraction 6th
=< < =>>=< > | Comparison 7th




Build a
Formula

You can add a formula to a worksheet cell
using a technique similar to adding data to a
cell. To ensure that Excel treats the text as a
formula, be sure to begin with an equal sign
(=) and then type your operands and

operators.

Build a Formula

When you add a formula to a cell, Excel displays
the formula result in the cell, not the formula
itself. For example, if you add the formula

=C3 +C4 to a cell, that cell displays the sum of
the values in cells C3 and C4. To see the formula,
click the cell and examine the Formula bar.

@ Click in the cell in which you
want to build the formula.

@ Type =.
@ Your typing also appears in
the Formula bar.

Note: You can also type the
formula into the Formula bar.

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

@ Excels inserts the address of
the clicked cell into the
formula.
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F @ Type an operator.
WM - Rk i | @ Repeat Steps 3 and 4 to add
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If Excel displays only the result of the
formula, how do I make changes to the
formula?

Excel displays the formula result in the cell,
but it still keeps track of the original formula.
To display the formula again, you have two
choices: Click the cell and then edit the
formula using the Formula bar, or double-
click the cell to display the original formula
in the cell and then edit the formula. In both
cases, press (] when you finish editing
the formula.

If 1 have many formulas, is there an easy
way to view the formulas?

Yes. You can configure the worksheet to show
the formulas instead of their results. Click File
and then click Options to open the Excel
Options dialog box. Click the Advanced tab,
scroll to the Display options for this
worksheet section, click the Show formulas
in cells instead of their calculated results
check box (|| changes to [v]), and then click
OK. You can also toggle between formulas and
results by pressing +0).




Understanding
Excel Functions

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

Functions

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

| Function Advantages

Functions are designed to take you beyond the basic arithmetic and comparison

formulas by offering two main advantages. First, functions make simple but

cumbersome formulas easier to use. For example, calculating a loan payment requires

i a complex formula, but Excel’s PMT function makes this easy. Second, functions enable
you to include complex mathematical expressions in your worksheets that otherwise

h would be difficult or impossible to construct using simple arithmetic operators.

Function Structure

Every worksheet function has the same basic structure: NAME(Argument1,
Argument2, ...). The NAME part identifies the function. In worksheet
formulas and custom PivotTable formulas, the function name always appears
in uppercase letters: PMT, SUM, AVERAGE, and so on. The items that appear
within the parentheses are the functions’ arguments. The arguments are the
inputs that functions use to perform calculations. For example, the function wn e |
SUM(A1,B2,C3) adds the values in cells A1, B2, and C3. e —

Xk =\
3 e Sl
H+u|!
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Statistical Functions
The following table lists some common statistical functions:

Function Description

AVERAGE(number1,number2,...) | Returns the average of the arguments

COUNT(number1,number2,...) Counts the numbers in the argument list

MAX(number1,number2,...) Returns the maximum value of the arguments

MEDIAN(number1,number2,...) | Returns the median value of the arguments

MIN(number1,number2,...) Returns the minimum value of the arguments

MODE(number1,number2,...) Returns the most common value of the arguments

STDEV(number1,numberz,...) Returns the standard deviation based on a sample

STDEVP(number1,number2,...) Returns the standard deviation based on an entire population

\

Financial Functions

Most of Excel’s financial functions use the following arguments:

Argument Description

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

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

pmt The periodic payment or deposit

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

fv The future value of the loan or investment

type The type of payment or deposit: O (the default) for end-of-period payments or deposits; 1 for beginning-
of-period payments or deposits

The following table lists some common financial functions:

Function

Description

FV(rate,nper,pmt,pv,type)

Returns the future value of an investment or loan

IPMT(rate,per,nper,pv,fv,type)

Returns the interest payment for a specified period of a loan

NPER(rate,pmt,pv,fv,type)

Returns the number of periods for an investment or loan

PMT(rate,nper,pv,fv,type)

Returns the periodic payment for a loan or investment

PPMT(rate,per,nper,pv,fv,type)

Returns the principal payment for a specified period of a loan

PV(rate,nper,pmt,fv,type)

Returns the present value of an investment

RATE(nper,pmt,pv,fv,type,guess)

Returns the periodic interest rate for a loan or investment




Add a Function
to a Formula

To get the benefit of an Excel function, you
need to use it within a formula. You can use a
function as the only operand in the formula, or
you can include the function as part of a larger
formula.

In “Understanding Excel Functions,” you
learned that Excel has many functions and that

Add a Function to a Formula

most functions take one or more arguments,
but it is often difficult to remember a function’s
arguments and the order in which they appear.
To make it easy to choose the function you
need and to add the appropriate arguments,
Excel offers the Insert Function feature.

@ Click in the cell in which you
want to build the formula.

FRET -

Q Type =.
© Type any operands and

operators you need before !
adding the function. [+

@ Click the Insert Function
button ([£]).

_ U [

B
Calenlaving Al Loan Payvimsnes |

i e

The Insert Function dialog box
appears.

@ Click [1 and then click the
category that contains the
function you want to use.

@ Click the function.
@ Click OK.
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The Function Arguments
dialog box appears.

@ Click inside an argument box.

© Click the cell that contains the
argument value.

You can also type the
argument value.

(O Repeat Steps 8 and 9 to fill as

[ s . FlaThad R G
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many arguments as you need.

The function result appears
here.

@ dClick OK.

@ Excel adds the function to the
formula.

@ Excel displays the formula result.

Note: In this example, the result
appears in the parentheses to

indicate a negative value. In loan
calculations, money that you pay
out is always a negative amount.

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

your formula.
=

Do I have to specify a value for
every function argument?

Not necessarily. Some function
arguments are required to obtain a
result, but some are optional. In the
PMT function, for example, the rate,
nper, and pv arguments are required,
but the fv and type arguments are
optional. When the Function Arguments
dialog box displays a result for the
function, then you know you have
entered all of the required arguments.

How do | calculate a monthly financial result
if I only have yearly values?

This is a common problem. For example, if your
loan payment worksheet contains an annual
interest rate and a loan term in years, how do you
calculate the monthly payment using the PMT
function? You need to convert the rate and term to
monthly values. That is, you divide the annual
interest rate by 12, and you multiply the term by
12. For example, if the annual rate is in cell B2,
the term in years is in B3, and the loan amount is
in B4, the function PMT(B2/12, B3*12, B4)
calculates the monthly payment.




Add a Row or
Column of Numbers

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

Adding a range of numbers is probably the
most common worksheet calculation, so it
is useful to know how to use Excel's SUM
function. Although you can use SUM to add

Add a Row or Column of Numbers

individual cells or a rectangular range of cells,
you will most often need to add a row or a
column of data. In this case, when you use the
SUM function in a formula, you can specify as
the function’s argument a reference to either a
row or a column of numbers.

@ Click in the cell where you P L. . , |
Yalus 8a 00 ailay OO Nk 7}
want the sum to appear. R Syt e
9 Type =sum( b Cailad HEITL T
- . S L BT T TN
yp L 1] I-r-lll_u EMER LT ETT1, i
® When you begin a function, g e . T
Excel displays a banner that ikt SE g
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EyiE SRR S
arguments. Cnd 7T :1:.3_«:
i Paid saymrr kL Ol P
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0 Sgren Herrod 3 454
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square brackets are optional. b s
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to sum.

Can | use the SUM function to total
rows and columns at the same time? | certain values in a row or column?
Yes, the SUM function works not only
with simple row and column ranges, but | arguments, so you can enter as many cells or
with any rectangular range. After you
type =sum(, use the mouse o to click down (=] and either click each cell that you want

and drag the entire range that you want | to include in the total, or use the mouse o to click

Can I use the SUM function to total only
Yes. The SUM function can accept multiple

ranges as you need. After you type =sum(, hold

and drag each range that you want to sum.




Build an AutoSum

Formula

You can reduce the time it takes to build a

function arguments based on the structure of

worksheet as well as reduce the possibility of the worksheet data. However, you can also use
errors by using Excel’s AutoSum feature. By AutoSum to quickly create simple formulas that
default, the AutoSum tool adds a SUM function use common functions, such as AVERAGE,
formula to a cell and automatically adds the COUNT, MAX, or MIN.

Build an AutoSum Formula

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

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

@ Click the Sum button ([x]).

@ If you want to use a function
other than SUM, click the Sum
[] and then click the operation
you want to use: Average,
Count Numbers, Max, or Min.
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formula to the cell.

] 3930 IBC0. FAI0) JADNN IO Note: You can also press
(10 + @ instead of clicking [=].

@ Excel guesses that the range
above (or to the left) of the cell
is the one you want to add.

i Erwuom i N BAOME G FRIE MATIA IRGOM 18340 BADNY 1RG0 PUERD
¢ BaLEl TORAL P

o ITHE I N 1IN0 IS 1NN 3NN 4000 D300 IBDDED D000 JEDDT TR0
-y M ITED MMM LA00 335N MO0 S0 100 M50 13606 PeS  1BE0E MhMSD
5

2080 10w | Excel displays the sum.

the correct range.
@ Click = or press EE.
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@ Excel adds a SUM function

If Excel guessed wrong, select

Is there a way to see the sum of a range
without adding an AutoSum formula?

Yes. You can use Excel’s status bar to do this.
When you select any range, Excel adds the
range’s numeric values and displays the result on
the right side of the status bar — for example,
Sum: 75200. By default, Excel also displays the
Average and Count. If you want to see a different
calculation, right-click the result in the status bar
and then click the operation you want to use:
Numerical Count, Maximum, or Minimum.

Is there a faster way to add an
AutoSum formula?

Yes. If you know the range you want to
sum, and that range is either a vertical
column with a blank cell below it or a
horizontal row with a blank cell to its right,
select the range (including the blank cell)
and then click [€] or press (] + (). Excel
populates the blank cell with a SUM
formula that totals the selected range.




Add a Range Name
to a Formula

You can make your formulas easier to build,
more accurate, and easier to read by using
range names as operands. For example, the
formula =SUM(B2:B10) is difficult to decipher
on its own because you cannot tell at a glance
what kind of data is in the range B2:B10.
However, with the formula =SUM(Expenses), it

is immediately obvious that the formula is
adding a range of expense values.

If you are not sure what range names are or
how to define a range name, see Chapter 4 to
learn more about range names, including how
to define names for ranges in Excel.

Add a Range Name to a Formula

<>
@ Click in the cell inwhichyou  [@e™ " ol T = -4
want to build the formula, : == - T A
type =, and then type any g i
operands and operators you P
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. i+ Boemaro &1
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@ Excel inserts the range name
into the formula.

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

@ If you need to insert other

PR ™ L g iimeren Pew e Tems Low_Beoreiosd|

-,
Loan Paymeant ﬂ.r\kln
Scenarta &f

intmwt Ruiw [fnmanl) A (05

= range names into your
= formula, repeat Steps 2 to 5
for each name.

O Click = or press EI5.

Parizain [Yaars) o
Principal i1 i)
Moy Preymest{spmy Excel calculates the formula
—————— L L — : result.
cea 1t
st ¥

If I create a range name after | build my
formula, is there an easy way to convert the
range reference to the range name?

Yes. Excel offers an Apply Names feature that
replaces range references with their associated
range names throughout a worksheet. Click the
Formulas tab, click the Define Name [-], and
then click Apply Names to open the Apply
Names dialog box. In the Apply names list, click
the range name you want to use, and then click
OK. Excel replaces the associated range
references with the range name in each formula
in the current worksheet.

Do I have to use the list of range
names to insert range names into my
formulas?

No. As you build your formula, you can
type the range name by hand, if you
know it. Alternatively, as you build your
formula, click the cell or select the range
that has the defined name, and Excel adds
the name to your formula instead of the
range address. If you want to work from a
list of the defined range names, click an
empty area of the worksheet, click
Formulas, click Use in Formula, click
Paste Names, and then click Paste List.




Reference Another Worksheet
Range in a Formula

You can add flexibility to your formulas by
adding references to ranges that reside in other
worksheets. This enables you to take advantage

of work you have done in other worksheets so
you do not have to waste time repeating your

work on the current worksheet.

Reference Another Worksheet Range in a Formula

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

reference.

@) Press 07 + E] until the

worksheet you want to use

appears.

You can even add references to ranges that
reside in other workbooks, as described in the
second Tip on the following page.
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sfloptty ¢

Can I reference a range in another
worksheet by hand?

range with your mouse, you can type

example: "Expenses 2010°!B2:B10.

Yes. Rather than selecting the other worksheet

the

range reference directly into your formula.
Type the worksheet name, surrounded by
single quotation marks (') if the name contains
a space; type an exclamation mark (!); then

type the cell or range address. Here is an

Can | reference a range in another
workbook in my formula?

Yes. First make sure the workbook you want
to reference is open. When you reach the
point in your formula where you want to add
the reference, click the Excel icon (=) in the
Windows taskbar, and then click the other
workbook to switch to it. Click the worksheet
that has the range you want to reference, and
then select the range. Click = and then click
the original workbook to switch back to it.
Excel adds the other workbook range
reference to your formula.

6
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. . . .. . .. @ Press G + L until you
1" AN LN ] ATy [ ! sS4
: “‘r::; i Gmum E‘; i E;;E o E return to the original
3 ;.ﬂ l-:h'i:\.l .'I:.i.lr:l :I.' ik [+ II.'-IllI:. I-.‘I'; k :IH‘?:'- [T ] WorkSheet'
i [ =] i Tl T ILEE [ i) ik kil ik ek T
. EEETEETE 2 EFhyas s @ A reference to the range on
Theie | s wess  wie | eoen | ims e woms | G .
(T ]Sl S uaGd | e | Seell Mok e | Sami the other worksheet appears in
i (4 ) your formula.
= = @ Type any operands and
N I e T T : operators you need to
e o] am mp miweew e me  ew ges e complete your formula.
ot rren O sl Ryl O Click [4] or press E.
Memiyimes | N TR ho %l ] =% '_m LI ™ IN - Te mm
o | s Excel calculates the formula
it aly BT B0 L] (L] (N L] L] nmm | TEE result
By 20 L e asm e e || .
My 118 118 ] L8] LI LI LI L8] .
g 1.4 L3 1 L8] .28 1.3 14wy e 180
LT groem sromw gromo | ECEE | trosn  itam e | SAEW | ETLSE
My Thome  jaswe  Waao |skoso | [aTsd jnase jdsao | REsan | praso
A T | Ll [l sl LR 1] 1] x| Lo e,
= e
] | TROR0 | DTRN RN TN | PATR | TR |
i # gy free Lot P s Profifa 10 s 10| 0 Pl 1018
—L S = TEY =il B T Lo aLl
=1 TF ———




Move or Copy
a Formula

You can restructure or reorganize a worksheet
by moving an existing formula to a different
part of the worksheet. When you move a
formula, Excel preserves the formula’s range

references.

Excel also enables you to make a copy of a
formula, which is a useful technique if you

Move or Copy a Formula

require a duplicate of the formula elsewhere or
if you require a formula that is similar to an
existing formula. When you copy a formula,
Excel adjusts the range references to the new
location.

Move a Formula

@ Click the cell that contains the
formula you want to move.

@) Position T over any outside
border of the cell.

w» changes to %.

@ Click and drag the cell to the
new location.

% changes to [;.

@ Excel displays an outline of the
cell.

@ Excel displays the address of
the new location.

@ Release the mouse button.

@ Excel moves the formula to the
new location.

@ Excel does not change the
formula’s range references.
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. ! B3+ B4 -
p -| Copy a Formula
s e e g s el g e genganasaeasien 1 e e i
Dt iogey W1 L Jiann 153 7S MTSH ITOD ISTS] WSTsR TBRD PSIED ISISO MM .
ALl ROTAL 34_3 formula you want to copy

@ Position T over any outside
border of the cell.

L L @) Press and hold E10.

t» changes to .

@ Click and drag the cell to the
3 - e A My e A M Bee Ge Wew (Des T location where you want the
I (S 13900 1M J400N] =108 Y80 0 0D NN MR D A48T J400D J5

B0 I7RO0 16A00 KIDOE BOESD BSSLO 1000 IORD0 JELLS IS0 GO0 J6S00 NEE COpy to appear.

1 15050 @RN0R TAM0 TS0 1T000 ISIS) SRR RMO ISR 25150 BN

Dbt g B
* bALS POTAL @ Excel displays an outline of the
cell.

@ Excel displays the address of
| i ‘ _ o the new location.

@ Release the mouse button.

O Release (1.

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

@ Excel adjusts the range
references.

Note: You can make multiple

copies by dragging the bottom-
right corner of the cell. Excel fills
the adjacent cells with copies of

p\'\fY it the formula.

N

Why does Excel adjust the range references when I copy a formula?

When you make a copy of a formula, Excel assumes that you want that copy to reference
different ranges than in the original formula. In particular, Excel assumes that the ranges you
want to use in the new formula are positioned relative to the ranges used in the original
formula, and that the relative difference is equal to the number of rows and columns you
dragged the cell to create the copy.

For example, suppose your original formula references cell A1, and you make a copy of the
formula in the cell one column to the right. In that case, Excel also adjusts the cell reference
one column to the right, so it becomes B1 in the new formula.

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




(Manipulating
Excel

Worksheets

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

to know how to navigate a
worksheet as well as how to
perform useful worksheet tasks,
such as renaming worksheets;
creating new worksheets; and
moving, copying, and deleting
worksheets. In this chapter you

also learn how to change the
gridline color, and how to
toggle gridlines and headings
on and off.




Navigate a Worksheet
Rename a Worksheet
Create a New Worksheet
Move a Worksheet

Copy a Worksheet

Delete a Worksheet
Change the Gridline Color

Toggle Worksheet Gridlines On and Off

Toggle Worksheet Headings On and Off




Navigate a
Worksheet

You can use a few keyboard techniques that cell you want to work with. However, if you are
make it easier to navigate data after it is entering data and your hands are already on
entered in a worksheet. the keyboard, then it is often faster to use the
After you enter data into a cell, it is usually keyboard to navigate to the next cell.

easiest to use your mouse to click in the next

Keyboard Techniques for Navigating a Worksheet

To Move

Left one cell

Right one cell

Up one cell

Down one cell

To the beginning of the current row

Down one screen

Up one screen

DDDDDDDg

C] One screen to the right
|-
D One screen to the left
At B
Ctrl P Home | To the beginning of the worksheet
(Ctri 9 End | To the bottom right corner of the used portion of the worksheet
(&1 + arrow keys In the direction of the arrow to the next non-blank cell if the current cell

is blank, or to the last non-blank cell if the current cell is not blank




Rename a
Worksheet

You can make your Excel workbooks easier to
understand and navigate by providing each
worksheet with a name that reflects the
contents of the sheet.

Excel provides worksheets with generic names
such as Sheet1 and Sheet2, but you can change

Rename a Worksheet

CHAPTER
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these to more descriptive names such as Sales
2010, Amortization, or Budget Data. You can
use any combination of letters, numbers,

and symbols in a worksheet name, but the
maximum number of characters you can use
in the name is 31.

>
R 4___@ P ST ) b o @ Display th ksheet
- A T c@cwn ISplay the worksheet you
_ - - : :': '-r A I bt by~ e}~ ;7 i want to rename.
S i il | el iy .
L o Q_>_I::. e - @) Click the Home tab.
1 - B ¥ =1 = .
! & (] £ Fl [ igmadn b o '_'I e Clle Format
i | I "
: Wiy . S o e @ Click Rename Sheet.
i e g 303 TR 5 T .
: inn dezaa [HPE o @ You can also double-click the
4 Bl Eras ey wrss SERAI SRR ’
7 v Thaps AL R ¢I ——_—— worksheet’s tab.
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_ R e @ Type the new worksheet name.
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Create a New
Worksheet

Excel supports multiple worksheets in a single
workbook, so you can add as many worksheets
as you need for your project or model.

Each new Excel workbook comes with three
worksheets, but it is not uncommon to require
four or more worksheets in a workbook. In

Create a New Worksheet

most cases, you will add a blank worksheet,
but Excel also comes with several predefined
worksheet templates that you can use. Note
that there is no practical limit to the number
of worksheets you can add to a workbook.

-
Insert a Blank Worksheet 1]l i # e el 0 Beakd - Uasereft Exeel T -
“ B Puziva F s s dind e L] e el g 0

0 Open the WOI’kbOOk tO WhiCh __ | s 13 L™ - o LB A 4 +i

you want to add the e SR B X ﬁ: AL =T .

worksheet. s N 5 . e B
@ Click the Home tab. = e, (il ~<—9 |
@ Click the Insert []. 3 I

@ Click Insert Sheet.

Bnly | o

i
AR Nl e

& O o =

@ Excel inserts the worksheet. A
- —

Note: You can also insert a
blank worksheet by pressing
€D + Gl.

Note: You can also create a new
worksheet by clicking the Insert
Worksheet button ().

- gl N, B
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Insert a Worksheet from a
Template

@ Open the workbook to which
you want to add the
worksheet.

@ Right-click a worksheet tab.
@ Click Insert.

wial —_—
et a =] The Insert dialog box appears.
_ i i o o @ Click the Spreadsheet
J _;] i _.44—6_| Solutions tab.
— e e N
g w _ @ dlick the type of worksheet
:’ e A LM A% MUK SR you want to add.
Myl @ You can also click Templates
——- on Office Online to download
worksheet templates from the
‘——> T O L L il \X/eb'
O Click OK.
I b . .
| R T | @ Excel inserts the worksheet.
: o, s |
h'-:'s'*"?'“'--- Blmib oz u FT —

How do I navigate from one worksheet to another?
Click the tab of the worksheet you want to use. Press

=) + C] to move to the next worksheet, and
O+

You can also click the following controls:

to move to the previous worksheet.

Move to the first worksheet.

Move to the previous worksheet.

Move to the next worksheet.

E = E|E

Move to the last worksheet.




Move a
Worksheet

You can organize an Excel workbook and make
it easier to navigate by moving your worksheets
to different positions within the workbook.

Although you will most often move a

Move a Worksheet

worksheet to a different position within the
same workbook, it is also possible to move a
worksheet to another workbook.

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

@ Click the tab of the worksheet
you want to move.

@ Click the Home tab.
@ Click Format.
@ Click Move or Copy Sheet.

@ You can also right-click the tab
and then click Move or Copy
Sheet.

The Move or Copy dialog box
appears.
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@ I you want to move the sheet
to another workbook, click the
To book [-] and then click the

workbook.

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

When Excel moves the

worksheet, it will appear to the
left of the sheet you selected

in Step 7.
@ Click OK.

@ Excel moves the worksheet.

Is there an easier way to move a worksheet within the same workbook?
Yes. It is usually much easier to use your mouse to move a worksheet within the same

workbook:
@ Move I; over the tab of the

worksheet you want to move.

@ Click and drag the worksheet
tab left or right to the new

position within the workbook.

s changes to (.
@ As you drag, an arrow shows

the position of the worksheet.

@

A

SIS LA it F v

b

o

@ When you have the worksheet positioned where you want it, drop the

worksheet tab.
Excel moves the worksheet.




Copy a
Worksheet

Excel enables you to make a copy of a
worksheet, which is a useful technique if you
require a new worksheet that is similar to an
existing worksheet. Rather than re-creating the
new worksheet from scratch, you can make a

copy of an existing worksheet and then edit
the copy as needed.

Although you will most often copy a worksheet
within the same workbook, it is also possible to
copy the worksheet to another workbook.

Copy a Worksheet <
Q If you want to copy the P e — £
worksheet to another memias 10
workbook, open that D | ey Febnewy ek Toia
workbook and then return i o e T [ T
to the current workbook. Tbel. . LES ABR. LA NN
@) Click the tab of the worksheet | TR TR
you want to copy. E 183 TTETIE THY i
- .I.l.llrl ol h-ln " i
T R —— L
@ Click the Home tab. FIERS : i LA o gy
Click Format. 11 o B R B e e .
s S TR (g e e
@ Click Move or Copy Sheet. _J p— e :
@ You can also right-click the tab’ [ ar s ot i T 5
and then click Move or Copy | ! R iy
Sheet. [ e et larusry Pabrusy  Mach  Toisl _
. ] Bdww i ] o i LiE RIS
The Move or Copy dialog box |- . 2m ZiM | 1w e =il
appears. ' e S s e . A
¥ LHi ey =00 L] [ ] 1. 700
i MIATONAL, | LA GRIM | JLADE i :-' -
, mnwomt[EIE] mm K el - s
_....-. Byl - Bl mele B i | LAl L]
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-
"T— |
- 1l O 0 If you want to copy the sheet
T:?': to another workbook, click the
Lfﬂ_ To book [] and then click the

ol P

Expanes Bedgwt Cakoulatien - 1ag Quanrier
[Lh= THLT] i

workbook.

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

When Excel copies the
worksheet, the copy will
appear to the left of the sheet

DPIGEL ey Py Mens  Tes .
Rdesdidg  RE@ H3M L jlaw you selected in Step 7.
Parvi LE 1M 100 XD
e T e @ Click the Create a copy check
T T T RT3 ) box (] changes to [¥)).
g muwoar[_son] aam Jin e e Click OK.
RN ] W a— @ Excel copies the worksheet.

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

Note: See "Rename a
Worksheet" earlier in this chapter
to learn how to edit the name of
the copied worksheet.

svﬁy\ \t
4

Is there an easier way to copy a worksheet within the same workbook?
Yes. It is usually much easier to use your mouse to copy a worksheet within the
same workbook:

@ Move I} over the tab of the worksheet you want to copy.

@ Hold down (.
s mntan e 4

@ Click and drag the ow | = :
worksheet tab left or right. b b

s changes to .

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

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

Excel copies the worksheet.




Delete a
Worksheet

If you have a worksheet that you no longer
need, you can delete it from the workbook.
This reduces the size of the workbook, reduces
clutter in the worksheet tabs, and makes the
workbook easier to navigate.

It is important to note that you cannot undo a
worksheet deletion. Therefore, it is always a

Delete a Worksheet

good practice to check the worksheet contents
carefully before proceeding with the deletion.
If the worksheet contains any data you need
but you still want to remove the worksheet, cut
or copy the data and paste it into another
worksheet.
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Mueon i bus ——r
. o e A R B B o 0, D If the worksheet contains data,
ey Excel asks you to confirm that
you want to delete the
. - worksheet.
Gross Margin Calculstion '
— @ Click Delete.
s B2 X5
" r— ﬁ @ Excel removes the worksheet.

I have several worksheets | need to delete. Do I have to delete them
individually?

No. You can select all the sheets you want to remove and then run the deletion.
To select multiple worksheets, click the tab of one of the worksheets, hold down
(-], and then click the tabs of the other worksheets.

If your workbook has many worksheets and you want to delete most of them, an
easy way to select the sheets is to right-click any worksheet tab and then click
Select All Sheets. Hold down (= ], and then click the tabs of the worksheets
that you do not want to delete.

After you have selected your worksheets, follow Steps 3 to 5 to delete all the
selected worksheets at once.




Change the
Gridline Color

You can add some visual interest to your
worksheet by changing the color that Excel uses
to display the gridlines. The default color is
blank, but Excel offers a palette of 56 colors

that you can choose from.

Change the Gridline Color

@ Click the tab of the worksheet
you want to customize.

@) Click the File tab.

€@ Click Options.

Changing the gridline color also has practical
value because it enables you to differentiate
between the gridlines and the borders that you
add to a range or a table.
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The Excel Options dialog box
appears.

@ Click Advanced.

@ Scroll down to the Display
options for this worksheet
section.

@ Click the Gridline color [=].

@ Click the color you want to
use.

@ Click OK.

@ Excel displays the gridlines
using the color you selected.

Sheets.

You can now follow Steps 2 to 8 to apply the new gridline color to all your
worksheets. Once you have done that, right-click any worksheet tab and then

click Ungroup Sheets to collapse the grouping.

Can I change the gridline color for all the sheets in my workbook?

Yes. One method would be to follow the steps in this section for each worksheet
in your workbook. However, an easier method is to first select all the sheets in
the workbook. To do this, right-click any worksheet tab and then click Select All




Toggle Worksheet
Gridlines On and Off

You can make your worksheet look cleaner and If you find you have trouble selecting ranges
make the worksheet text easier to read by with the gridlines turned off, you can easily
turning off the sheet gridlines. When you do turn them back on again.

this, Excel displays the worksheet with a plain

white background, which often makes the

worksheet easier to read.

Toggle Worksheet Gridlines On and Off

Turn Gridlines Off l'-f"-m Y .u.ilil
@ Click the tab of the worksheet i | Srgip = e § I} I3t 3 5 3
you want to work with. e &’ el Pl - B
@ Click the View tab. SERI——¥—rrr— e
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Headings On and Off

You can give yourself a bit more room to work If you find you have trouble reading your

by turning off the worksheet’s row headings — worksheet or building formulas with the
the numbers 1, 2, and so on to the left of the = headings turned off, you can easily turn them
worksheet — and column headings — the back on again.

letters A, B, and so on above the worksheet.

Toggle Worksheet Headings On and Off .
g g S . D _==| Turn Headings Off
L iy e B0 B piepegl e = & | @ lick the tab of the worksheet
[ e St e, i) lmateema —he oy you want to work with,
| e I | @ Click the View tab.
@ Click Headings ([v changes
i to [OI).
:.-I-h ':u"“ - - ECHiE =
:-_.m-___ D e K == @ Excel turns off the headings.
el it —n % [ - rpmracgle- —_| = Turn Headings On
: iy S fey— = R @ To turn the headings back on,
o — 2 = click Headings (/| changes

to [w]).
b ':-‘h‘“ . BB -




(Dealing
with Excel

Workbooks

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




r

Create a New Blank Workbook

Create a New Workbook from a Template

Save a Workbook

Open a Workbook

Arrange Workbook Windows

Find Text in a Workbook

Replace Text in a Workbook




Create a New
Blank Workbook

To perform new work in Excel, you need to first If you prefer to create a workbook based on
create a new, blank Excel workbook. Excel one of Excel’s templates, see “Create a New
automatically creates a blank workbook each Workbook from a Template.”

time you start the program, but for subsequent

files you must create a new workbook yourself.

Create a New Blank Workbook
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.- ' . © Click Blank Workbook.

@ Click Create.

e A e

o Q-» e

Famm = Frarmd l_.-n..-.'
_..- -

B

ave d e by s ki e -

e By s Ty e #

| TP

3 e il
B Bark - Chcromet B == @ Excel creates the blank
= . e R A it A workbook and displays it

- n v f" . .
s T XS wERE b enm « | - & S in the Excel window.
F a = o = e =[BT &y -

Is there a faster
method I can use
to create a new
workbook?
Yes. Excel offers a
keyboard shortcut
for faster workbook
creation. From the
keyboard, press

+ 0.

When I start Excel and then open an existing workbook, Excel
often removes the new, blank workbook that it opened
automatically. How can | prevent this?

Excel assumes that you want to use a fresh workbook when you start
the program, so it opens a blank workbook for you automatically.
However, if you do not make any changes to the blank workbook and
then open an existing file, Excel assumes you do not want to use the
new workbook, so it closes it. To prevent this from happening, make a
change to the blank workbook before opening any existing file.




Create a New Workbook
from a Template

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

colors, fonts, styles, and more.

Create a New Workbook from a Template

@ Click the File tab.

@ Click New.
@ Click Sample templates.

@ To use an Office Online
template, click a category
in the Office.com Templates
section. Click the template
you want to use, and then
click Download.

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

-
il Lol i ]|
S I TIPS gy e e (9] ]
_ [ [T, B oy B e i iE }r H
: BS R s FEX=E- &% ' e !
F o Er - A EiE - - | 3 A~ Plere
| [ 5] 9 |
v |
1 = [ ] [= = E E 14 i L
| s
¥ —
'}
i
i
15
]
?
L ]
1
ar
11
11
1%
it
11
if
LR "
Famis | T8 Sl A
= [T r— —
_ T = e o
ol
e L ]
-
= LI -
o == =
- |
- D 3
Wi e L ] e
p e —er e
-
LT ,ai
Laww s L AN bl i bs
irm
T i =8 TEegmasi &
I oot
el L]
= i miear




CHAPTER

- Dealing with Excel Workbooks 8
i il b v |
“ it - w mm - s i . (v .
o IS @ Click the template you want to
-: [ _ M Fe St 3 ' u.;:r;l:mun!d\-l; use.
. - = -~ ® @ A preview of the template

= appears here.

P s ey & @ Click Create.

= e s

o 2 edule: ‘| @ Excel creates the new
workbook and displays it
: e = e in the Excel window.
: |rm-|. DFr | By Bikime | BT |I|nr|u-|l |1:-u.h|.-l| Fmipi | [T ] | HOS T

Can I create my own template? Can I create a new workbook based
Yes. If you have a specific workbook structure on an existing workbook?
that you use frequently, you should save it as a Yes. This is useful if you want to create a

template so that you do not have to re-create the | new workbook that is the same or similar
same structure from scratch each time. Open the | to an existing file. Click File, click New,

workbook, click File, and then click Save As. In and then click New from Existing. In the
the Save As dialog box, click the Save as type New from Existing Workbook dialog box,
[-] and then click Excel Template. Type a File click the existing workbook and then click

name and then click Save. To use the template, Open.
click File, click New, and then click My
Templates.




Save a
Workbook

After you create a workbook in Excel and make
changes to it, you can save the document to
preserve your work.

When you edit a workbook, Excel stores the
changes in your computer’s memory, which is

Save a Workbook

erased each time you shut down your
computer. Saving the document preserves your
changes on your computer’s hard drive, so to
avoid losing your work, you should save a
workbook as often as is practical.

i

@ Click the File tab.

@) Click Save ([=).

You can also click [&] in the
Quick Access Toolbar, or you
can press (& + @.

If you have saved the document
previously, your changes are
now preserved, and you can
skip the rest of these steps.

The Save As dialog box
appears.

|y Sermrirppiier], = by frucyd

ncaTnahon about Losan Amorhizad

Hagidwi -

Bt o iy Wl b
s

If this is @ new document that

you have never saved before,
the Save dialog box appears.

@ Click in the File name text box

i i O e
and type the name that you cadl
want to use for the document. .

@ Sclect a folder in which to o
store the file. g

@ Click Save. i iing
el

Excel saves the file.

Note: To learn how to save a
workbook in an older Excel
format, see Chapter 13.
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Open a
Workbook

To view or make changes to an Excel workbook
that you have saved in the past, you can open

the workbook in Excel.

CHAPTER

8

If you have used the workbook recently, you
can save time by opening the workbook from

Excel’s Recent menu, which displays the most
recent 22 files you worked with in Excel.

Open a Workbook
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@ Click the File tab.

@ You can click Recent to see
a list of your recently used
workbooks. If you see the file
you want, click it and then skip
the rest of these steps.

@ Click Open ().

You can also press (&) + (.

The Open dialog box appears.

@ Select the folder that contains
the workbook you want to
open.

@ Click the workbook.
@ Click Open.

The workbook appears in a
window.



Arrange Workbook
Windows

You can view two or more workbooks at once
by arranging the workbook windows within the
main Excel window. This enables you to easily
compare the contents of the workbooks.
Arranging workbook windows also enables you

to more easily copy or move data among
workbooks.

Excel offers four view modes for arranging
workbook windows: Tiled, Horizontal, Vertical,
and Cascade.

Arrange Workbook Windows <
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@ Click a view mode (© changes

to @).

Tiled arranges the workbooks

evenly within the Excel

ot i

1 ] - i
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1. Fort e Trmsdars Cha
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L T
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window.

Horizontal stacks the

other.

Vertical displays the
workbooks side by side.

Cascade arranges the

cascade pattern.
@ Click OK.

windows.

This example shows two

sfaptiy

workbooks one above the

workbooks in an overlapping

- Excel arranges the workbook

workbooks arranged with the

Horizontal view mode.

How do I return to viewing one
workbook at a time?

Click the workbook you want to use,
and then click the workbook window’s
Maximize button ([=]). This maximizes
the workbook within the Excel window,
so you only see that workbook. Excel
also maximizes the other open
workbooks, but you only see them if
you switch to them.

Is it possible to view two different sections of
a single workbook at the same time?

Yes. Excel enables you to create a second window
for a workbook, and you can then arrange the two
windows as described in this section. To create the
second window, switch to the workbook you want
to view, click the View tab, and then click New
Window (). Follow Steps 1 to 4 to open the
Arrange Windows dialog box and select a view
option. Click the Windows of active workbook
check box (| changes to [v]), and then click OK.




Find Text in
a Workbook

If you need to find specific text in a workbook,
you can save a lot of time by using Excel’s Find
feature, which searches the entire workbook in
the blink of an eye.

In a workbook that has only a small amount of
data and just a few worksheets, you can usually

find the data you want fairly quickly. However,
in a large workbook with multiple sheets, it can
be time-consuming to find specific text, so
Excel’s Find feature can help.

Find Text in a Workbook

-
@ Click the Home tab. e .. PR o _H, -
@ Click Find & Select. N e T a A maal o | e QLT
. . '] - R w o A e L g ] e
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The Find and Replace dialog ~ |"=t=== —
box appears. S
@ Click in the Find what text
box and type the text you e e
want to find. feiS | Lo e

@ Click Find Next.
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@ Excel selects the next cell that

contains an instance of the
search text.

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

O If the selected instance is not

the one you want, click Find
Next until Excel finds the
correct instance.

@ Click Close to close the Find

and Replace dialog box.

@ Excel leaves the cell selected.

When | search for a particular term,
Excel only looks in the current
worksheet. How can I get Excel to
search the entire workbook?

In Excel’s Find and Replace dialog box, click
Options to expand the dialog box. Click the
Within [=] and then click Workbook. This
option tells Excel to examine the entire
workbook for your search text.

When I search for a name such as Bill,
Excel also matches the non-name bill.

Is there a way to fix this?

In Excel’s Find and Replace dialog box, click
Options to expand the dialog box. Select the
Match case check box (|| changes to [V]).
This option tells Excel to match the search text
only if it has the same mix of uppercase and
lowercase letters that you specify in the Find
what text box. If you type Bill, for example,
the program matches only Bill and not bill.




Replace Text in
a Workbook

With Excel’s Replace feature, you can quickly
and easily substitute one bit of text with
another throughout a workbook.

Do you need to replace a word or part of a
word with some other text? If you have several

instances to replace, you can save time and do
a more accurate job if you let Excel’s Replace
feature substitute the text for you.

Replace Text in a Workbook

-
. 0l ¥ Trm b
@ Click the Home tab. A 1 SR R
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The Find and Replace dialog frsi g LS
X rs. il
box appears — [4) f
@ In the Find what text box, type | === -8 =
the text you want to find. -
i e e ey & Eorw Form il
@ In the Replace with text box,

type the text you want to use
as the replacement.

@ Click Find Next.

©
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@ Excel selects the cell that
contains the next instance of
the search text.

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

@ !f the selected instance is not
the one you want, click Find
Next until Excel finds the
correct instance.

@ Click Replace.

@ Excel replaces the selected text
with the replacement text.

@ Excel selects the next instance
of the search text.

© Repeat Steps 7 and 8 until you
have replaced all of the
instances you want to replace.

(O Click Close to close the Find
and Replace dialog box.

Is there a faster way to replace every instance of the search text with

the replacement text?

Yes. In the Find and Replace dialog box, click Replace All. This tells Excel to
replace every instance of the search text with the replacement text. However,
you should exercise some caution with this feature because it may make some
replacements that you did not intend. Click Find Next a few times to make sure
the matches are correct. Also, consider clicking Options and then selecting the
Match case check box (|| changes to [V]), as described in “Find Text in a

Workbook."”




(Formatting Excel
Workbooks

Excel offers several settings that enable
you to control the look of a workbook.
These include the workbook colors for
things like text and borders; fonts that
govern the look of headings and regular
cell text; and special effects that you can
apply to charts and graphic objects. You
can also format workbook colors, fonts,
and effects all at once by applying a
workbook theme.




-
Modify the Workbook Colors

Set the Workbook Fonts

Choose Workbook Effects

Apply a Workbook Theme




Modify the
Workbook Colors

You can give your workbook a new look by
selecting a different color scheme. Each color
scheme affects the workbook’s text colors,
background colors, border colors, and more.

To get the most out of Excel’s color schemes,
you must apply styles to your ranges, as
described in Chapter 5.

Excel offers more than 20 color schemes.

Modify the Workbook Colors

@ Open or switch to the
workbook you want to format.

@) Click the Page Layout tab.

© Click Colors ().

-
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@ Click the color scheme you
want to apply.
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-] @ Excel applies the color scheme
to the workbook.
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Can I create my own color scheme?
Yes, by following these steps:

@ Click the Page Layout tab.
@ Click .
@ dlick Create New Theme Colors.

@ For each theme color, click [=] and then click the
color you want to use.

@ The Sample area shows what your theme colors
look like.

@ Type a name for the custom color scheme.
0 dlick Save.
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Set the Workbook

Fonts

You can add visual appeal to your workbook by To get the most out of Excel’s font schemes,

selecting a different font scheme. Each font
scheme has two defined fonts: a heading font

for the titles and headings, and a body font for
the regular worksheet text. Excel offers more

than 20 font schemes.

Set the Workbook Fonts

particularly the heading fonts, you must apply
styles to your ranges, as described in Chapter 5.

@ Open or switch to the
workbook you want to format.

@) Click the Page Layout tab.

@ Click Fonts ([).
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Can I create my own font scheme? T ;
Yes, by following these steps:
. [ o T P o
@ Click the Page Layout tab. o 2 *| Msading
S By o Sl Ther™ Dasiiy ThaT
g C“Ck . = P | By o= oy e
@ Click Create New Theme Fonts. en | [ o

@ Click Save.

@ Type a name for the custom font scheme.

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

@ Click the Body font [-] and then click the font you want to use for regular sheet text.
@ The Sample area shows what your theme fonts look like.
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Choose Workbook
Effects

You can enhance the look of your workbook by To get the most out of Excel’s effect schemes,

selecting a different effect scheme. The effect
scheme applies to charts and graphic objects,
and each scheme defines a border style, fill
style, and added effect such as a drop shadow
or glow. Excel offers more than 20 effect
schemes.

Choose Workbook Effects

you must apply a style to your chart, as
described in Chapter 12.

@ Open or switch to the

workbook you want to format. e . T
1 B rE oA EEE N
@ Click the Page Layout tab. " ¥ |G A EEw
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Can | create a custom effect scheme?
No. Unlike with the color schemes and
font schemes described earlier in this
chapter, Excel does not have a feature
that enables you to create your own
effect scheme.

Why are all the effect schemes the same color?
The color you see in the effect schemes depends

on the color scheme you have applied to your
workbook. If you apply a different color scheme, as
described in “Modify the Workbook Colors,” you
will see a different color in the effect schemes. If
you want to use a custom effect color, create a
custom color scheme and change the Accent 1
color to the color you want.




Apply a Workbook
Theme

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

To get the most out of Excel’s workbook
themes, you must apply styles to your ranges,
as described in Chapter 5; and to your charts,
as described in Chapter 12.

Apply a Workbook Theme .
@ Open or switch to the . gm0 ot e
workbook you want to format. ' R E 9ETT WA

AW DA B s WA S B, av o bt
@ Click the Page Layout tab. : ; ]

I

) 5= srtnies s

IR J i

. ]]]]]l]]liill]']iiiill

- :

IR W PEPPPEPPIELEPPECPPLEOEEE
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ZaFL - = A want to apply.
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— | @ Excel applies the theme to the
workbook.
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Formatting Excel Workbooks

Can I create my own workbook theme?
Yes, by following these steps:

@ Format the workbook with a color scheme, font scheme, and effect
scheme, as described in the previous three sections.

@ Click the Page Layout tab. e
@ Click 1. e ——— f :
@ Click Save Current Theme. e pm—

The Save Current Theme
dialog box appears.

.

6 Type a name for the custom theme.
O Click Save.




Analyzing
Excel Data

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

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




r

Sort a Range

Filter a Range

Set Data Validation Rules

Convert a Range to a Table

Create a Data Table

Summarize Data with Subtotals




Sort a
Range

You can make a range easier to read and easier the values alphabetically from A to Z, or

to analyze by sorting the data based on the numerically from O to 9; a descending sort
values in one or more columns. arranges the values alphabetically from Z to A,
You can sort the data in either ascending or or numerically from 9 to 0.

descending order. An ascending sort arranges

Sort a Range

@ Click any cell in the range you  |gu . “rr e e o e
want to sort. i o e 50 T = 3" I *l asuas

@) Click the Data tab. . g Rt S et R

@ Click Sort (). !
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The Sort dialog box appears. o_ - * i)
. o 1T IS T T ey e | T B e b
@ Click the Sort by [=] and then e - @) o 5
. . Wby | caam - =TT -
click the field you want to use T 0l
for the main sort level. e
@ Click the Order [z] and then e
click a sort order for the field. = g

@ To sort on another field, click
Add Level.
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e

@ Excel adds another sort level.

— @ Click the Then by [=] and then
click the field you want to use
Q _ for the sort level.
@ dlick the Order [] and then
e S e e vam e click a sort order for the field.
| t e ¥ WETEL LA S e TG kiR (SRS ) (S L] L
B e e e IR
e e e it g i MU s more sort levels as needed.
OO Ferpria i rrr Trmieey 4 Rtrirery SIS s
bt npiman i it 2y owes | bum ween || (O Click OK.
e S et b @ Excel sorts the range.
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Is there a faster way to sort a range?

How do I sort a range using the values

Yes, as long as you only need to sort your range
on a single column. First, click in any cell inside
the column you want to use for the sort. Click
the Data tab and then click one of the following
buttons in the Sort & Filter group:

]
]|

Click for an ascending sort.

Click for a descending sort.

in a row instead of a column?

Excel normally sorts a range from top to
bottom based on the values in one or
more columns. However, you can tell
Excel to sort the range from left to right
based on the values in one or more rows.
Follow Steps 1 to 3 to display the Sort
dialog box. Click Options to display the
Sort Options dialog box, select the Sort
left to right option (() changes to @),
and then click OK.




Filter a
Range

You can analyze table data much faster by
filtering the data. Filtering a table means that
you configure a field so that you only view the
table records that you want to work with. One

which presents you with a list of check boxes
for each unique value in a field. You filter the
data by activating the check boxes for the
records you want to see.

way to do this is to use the AutoFilter feature,

.
Filter a Range <
. 0 g ol ull #0e kT ]
@ Click inside the table. B e e o-an
. | 1 e - r- ¥ P o i Ay s sy
@) Click the Data tab. i T SR ek N P
[ = L G iy D [1F il B~ e
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@ Excel displays a list of the
unique values in the field.

@ Click the check box for each
value you want to see
(| changes to [V]).

O Click OK.

@ Excel filters the table to show
only those records that have
the field values you selected.

@ Excel displays the number of
records found.

@ The field's drop-down list
displays a filter icon ([=]).

@ To remove the filter, click
Clear ([%]).

Yes, by following these steps:
@ Follow Steps 1 to 4.

@ Click Number Filters.

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

@ Click the filter you want to use.

Can | create more sophisticated filters?

\

b i | S . |- iy

S W g e
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=" EPaHELD ".-I'\-I'.I.'-I..F il

B L e F 1

= - e i L
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@ Type the value you want to use, or use the list
box to select a unique value from the field.

@ Click OK.




Set Data Validation
Rules

You can make Excel data entry more efficient
by setting up data entry cells to accept only
certain values. To do this, you can set up a cell
with data validation criteria that specify the

Excel also lets you tell the user what to enter
by defining an input message that appears
when the user selects the cell.

allowed value or values.

Set Data Validation Rules

@ Click the cell you want to
restrict.

@ Click the Data tab.
€@ Click Data Validation ().

The Data Validation dialog box
appears.

@ Click the Settings tab.

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

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

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

Note: The criteria boxes you see
depend on the operator you
chose in Step 6.
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@ Click the Input Message tab.

© Make sure the Show input
message when cell is
selected check box is clicked

(1)

(@ Type a message title in the
Title text box.

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

@ Click OK.

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

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

Can I configure the cell to display a message
if the user tries to enter an invalid value?
Yes. Follow Steps 1 to 3 to open the Data
Validation dialog box, and then click the Error
Alert tab. Make sure the Show error alert after
invalid data is entered check box is clicked
(1), and then specify the Style, Title, and Error
Message. Click OK.

How do | remove data validation from
a cell?

If you no longer need to use data
validation on a cell, you should clear the
settings. Follow Steps 1 to 3 to display the
Data Validation dialog box and then click
Clear All. Excel removes all the validation
criteria, as well as the input message and
the error alert. Click OK.




Convert a Range
to a Table

You can apply Excel’s powerful table tools to
any range by first converting that range to a
table. In Excel, a table is a collection of related
information with an organizational structure
that makes it easy to add, edit, and sort data.

A table is a type of database where the data is
organized into rows and columns: Each column
represents a database field, and each row
represents a database record.

Convert a Range to a Table <
@ Click a cell within the range e : =
that you want to convert to a . Parts Database
table.
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| Parts Database The Create Table dialog box

e e e e ey appears.

ioividey e b £ . i .
- Y | e @ Excel selects the range that it
i ] ey T T i o L L 5 2 L 5

l will convert to a table.

| T Ty e bl
T

4w el e | 2

i L igngriers T Nareh [

@ If you want to change the

| 1 Thorgman decam [ | T T .
| rvwmwe o wen s wmm  w e range, click [, drag the
mouse . over the new range,
:.:.T'_.'.'.hll.'_l Tl Y 15| e W and then click @
=== S — B = e Click OK.
MR = i Reles e S e e wese— . =8ed Excel converts the range to a
oL ey oo RS L el o] [ table.
—— i | @ Excel applies a table format to
i — : : ' , : N—— the range.
@ The Table Tools contextual tab
P SR . O appears.
BIDAT B METE iTHE s .
i £o0i b T A B @ AutoFilter drop-down lists
1 Sinkey Sescuiey Cooll B b 1w o3 o mom b e (PN . . .
FE ] Badi B LR § Lk § (R ¥] i appear in each field headlng.
1 47 Langrieos T Wirmath u-;u: ™ [T £ Lm e s . .
O Lo . S L 01 S LR o @ Click the Design tab to see
R T—— e e - Excel’s table design tools.
:.;: _.,'1 I.J--:I fita i
£y 1€
sty ¥
How do | add records to the table? How do I convert a table back into a
To add a record to the end of the table, click | range?
inside the table, press (-] + (] and then If you no longer require the table tools, you

(- )+ () to move to the last field in the last | can convert the table back into a regular
record, and then press [ ]. To add a record | range. Select any cell within the table, click the
within the table, right-click the record above | Design tab, and then click Convert to Range

where you want to insert the new record, ([Z). When Excel asks you to confirm, click
click Insert, and then click Table Rows Yes. Excel removes the AutoFilter drop-down
Above. lists and hides the Table Tools contextual tab.




Create a
Data Table

If you are interested in studying the effect a

range of values has on the formula, you can set
up a data table. This is a table that consists of

the formula you are using, and multiple input

values for that formula. Excel automatically

Do not confuse data tables with the Excel
tables that you learned about in “Convert
a Range to a Table.” A data table is

a special range that Excel uses to calculate
multiple solutions to a formula.

creates a solution to the formula for each

different input value.

Create a Data Table

@ Type the input values:

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

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

@) Select the range that includes
the input values and the
formula.

@ Click the Data tab.
@ Click What-If Analysis ().
@ Click Data Table.
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Loan Payment Analysis .
..:..:}':,u..u.uﬁg';gg: The Data Table dialog box
Tt it appears.
I vy — ! 0 Specify the formula cell you
5 Lo AR - want to use as the data table’s
& i B [ input cell:
: e If the input values are in a
5 g column, enter the input cell’s
- Elx address in the Column input
TR . cell text box.
- = If you entered the input values
s - A | [-TarL oz in a row, enter the input cell’s
o Pt Al address in the Row input cell
Imfarest Bate [nousl]  &00% text box.
PFasia [Yunr] : L
Frnsmal 10000 e Cllck OK
Bdeaifvly Pagmmam
" @ Excel displays the results.
cafiiine] Py
i s
;

What is what-if analysis?

The technique called what-if analysis is perhaps
the most basic method for analyzing worksheet
data. With what-if analysis, you first calculate a
formula D, based on the input from variables A,
B, and C. You then say, "What happens to the
result if | change the value of variable A?”, “What
happens if | change B or C?”, and so on.

When I try to delete part of the data
table, I get an error. Why?

The data table results are created as an
array formula, which is a special formula
that Excel treats as a unit. This means that
you cannot move or delete part of the
results. If you need to work with the data
table results, you must first select the
entire results range.




Summarize Data
with Subtotals

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

Although you can use formulas and worksheet
functions to summarize your data in various
ways, including sums, averages, counts,

Summarize Data with Subtotals

maximums, and minimums, if you are in a
hurry, or if you just need a quick summary of
your data, you can get Excel to do most of the
work for you. The secret here is a feature called
automatic subtotals, which are formulas that
Excel adds to a worksheet automatically.
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Analyzing Excel Data I o

The Subtotal dialog box
appears.

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

@ In the Add subtotal to list,
click the check box for
the column you want to
summarize (|| changes to [¥]).

O Click OK.

Jowe | @ Excel caleulates the subtotals
= and adds them into the range.
in o | @ Excel adds outline symbols to
Hrmgn & the range.

H b

LS LN

Do I need to prepare my worksheet to use
subtotals?

Excel sets up automatic subtotals based on data
groupings in a selected field. For example, if you
ask for subtotals based on the Customer field,
Excel runs down the Customer column and
creates a new subtotal each time the name
changes. To get useful summaries, then, you
need to sort the range on the field containing
the data groupings you are interested in.

Can | only calculate totals?
No. The word “subtotal” here is a bit

misleading because you can summarize
more than just totals. You can also count
values, calculate the average of the values,
determine the maximum or minimum
value, and more. To change the summary
calculation, follow Steps 1 to 4, click the
Use function [=], and then click the
function you want to use for the summary.




Visualizing Data
with Excel Charts

You can take a worksheet full of
numbers and display them as a
chart. Visualizing your data in
this way makes the data easier
to understand and analyze. To
help you see your data exactly
the way you want, Excel offers
a wide variety of chart types,
including pie charts, column
charts, and stock charts. Excel
also offers a large number of

chart options that enable you to
add chart titles and data labels,
control the chart legend and
gridlines, format the chart layout
and style, change the chart type,
and more.




Examining Chart Elements

Understanding Chart Types

Create a Chart

Add Chart Titles

Add Data Labels

Position the Chart Legend

Display Chart Gridlines

Display a Data Table

Change the Chart Layout and Style

Select a Different Chart Type




Examining Chart
Elements

A chart is a graphic representation of the spreadsheet changes, the chart also changes
spreadsheet data that uses columns, points, to reflect the new numbers. To get the most
pie wedges, and other forms to represent out of charts, you need to familiarize yourself
numbers from a select range. As the data in with the basic chart elements.
Category Axis Chart Title Data Marker
The axis (usually the X axis) that The title of the chart. A symbol that represents a
contains the category groupings. specific data value. The
symbol used depends on the
chart type.
r:r%t Data Series

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

.4 Data Value

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

Gridlines

<*0 Optional horizontal and
vertical extensions of the
axis tick marks. These make
data values easier to read.

Plot Area Legend

The area bounded by the category ~ The axis (usually the Y axis) that A guide that shows the
and value axes. It contains the contains the data values. colors, patterns, and
data points and gridlines. symbols used by the

markers for each data series.
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Understanding 11
Chart Types

Excel offers 11 different types of charts, select a particular chart type when you first
including column charts, bar charts, line charts,  construct your chart, you can quickly and easily
and pie charts. The chart type you use depends change to a different chart type later on if you
on the type of data and how you want to need to.

present that data visually. Although you must

Chart Type Description

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

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

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

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

Doughnut A chart that, like a pie chart, shows the proportion of the whole that is contributed by each value in

a data series. The advantage of a doughnut chart is that you can plot multiple data series.

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

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

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

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

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

XY A chart that shows the relationship between numeric values in two different data series. It can also

plot a series of data pairs in XY coordinates. (Also called a scatter chart.)




Create a
Chart

You can create a chart from your Excel means there should always be a type that best
worksheet data with just a few mouse clicks. visualizes your data.

As shown in “Understanding Chart Types,” Regardless of the chart type you choose

Excel comes with 11 main chart types. originally, you can change to a different chart
However, each of these types has several type at any time. See “Select a Different Chart

predefined varieties, so in all Excel offers more  Type” |ater in this chapter.
than 70 default chart configurations, which

Create a Chart <

£l L] ! ] %

@ Select the data that you Want | cuies sy oivisian
to visualize in a chart. -

. . | §13.000 573000 24 000
@ If your data includes headings, |« |west si87:0 s22500 32950

be sure to include those
headings in the selection.

198 [t i

@ Click the Insert tab. _— 2 “r i P
@ Click a chart type. LR L il et e , Q @34
i 1 | g e o 5 s e B

| & Sabes By Divislon

panuary Februsry March
Bast 523500 523000 SHLOOO
Wt SI07N0 577900 519500
Morth. 524400 £38.300 525350

oo e e |
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-

' o - R ks Fheael lul |-m
i~y ST bt [ = s [ -
il e L a - .2 -

ot T | i G o o == | @ Excel displays a gallery of
il o . configurations for the chart

e .-e—?h_, mfl | 80| . F type.

» Sabes By Division e : . :

[ e i o 9 @ Click the chart configuration

{1 |e=mt su;m:m.:mm___ —= =
| |t SJ;-B,J'E{I L7 o0 ¥,

IR B s

you want to use.

L SILH- By Dlultlﬂl‘l
hnu-rr Februsry March |

| .I-‘ 573,500, 523,000 ,‘:H-.UII i
| & Wast (528,750 L3750 5500 [TEEES
i Morth | 524,400 524,300 585350, e
LLHiCui

.—V:nr---

B Y

Tar

-1 @ Excel inserts the chart.

The tasks in the rest of this
chapter show you how to
configure, format, and move
e the chart.

Is there a way to create a chart on a separate sheet?

Yes. You can use a special workbook sheet called a chart sheet. If you have not
yet created your chart, select the worksheet data, right-click any worksheet tab,
and then click Insert to display the Insert dialog box. Click the General tab, click
Chart, and then click OK. Excel creates a new chart sheet and inserts the chart.




Add Chart
Titles

You can make your chart easier to read and
easier to understand by adding one or more
titles to the chart. For example, you can add a
chart title, which is a title that appears at the
top of the chart and is usually a word or short
phrase that describes the chart data.

Add Chart Titles

You can also add titles to the chart axes. The
primary horizontal axis title is a title that
appears below the chart’s category (X) axis; the
primary vertical axis title is a title that appears
the left of the chart’s value (Y) axis.

-
@ Click the chart. e i g A e coanr . 2 Sy
@) Click the Layout tab. ':"" @2 sl ad o = b=
@ Click Chart Title (_). [ e =
3 " | Ve B — |
@ Click Above Chart. |+ sales Bygggrisie 2 SEEesE i
. III1 Capiy Nrie o o o
© Excel adds the title. B i hhwmn‘_@
J « Wast 578,750 537,300 529,500
e Type the title. i ‘Morth 524,400 524,300 525,250 ::E
: -~ II 'I =
O Click Axis Titles (-1). g
0 Sy b ] byl
@ dlick Primary Horizontal Axis [« ' L
Title. £ T— ot mmam sesy e G@d e ik
@ Click Title Below Axis. Taa L ot
@ Excel adds the title. e @_,L_I D = I 4] .
© Type the title. e "m Qo mee T e |
@ Click - R T e o .
' | Sales By Division ~ :_:'_."__:,.._.,_.......__ -
@ Click Primary Vertical Axis : Banuary Frbrusry March
Title |1 Emst 523500 523,000 523,000 Gales By Dewiasan
. s Wast 578,750 537,300 529,500 i
(® Click Rotated Title (not i i e sl W _
shown). ' Q@ juom ' e
LILS e ] | ey
@ Excel adds the title. EB::
® Type the title. i ey, it
i}
@ :“"'- T | e i
omaid - _:-#w."a.a-_-_-.-_-_-_—L_ TEr e




Add Data
Labels

You can make your chart easier to read by
adding data labels. A data label is a small text
box that appears in or near a data marker and
displays the value of that data point.

Excel offers several position options for the

data labels, and these options depend on the

Add Data Labels

CHAPTER

chart type. For example, with a column chart
you can place the data labels within or above
each column, and for a line chart you can place
the labels to the left or right, or above or
below, the data marker.
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@ Click the chart.
@ Click the Layout tab.
@ Click Data Labels ([).

@ Click the position you want to
use for the data labels.

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

© Excel adds the labels to the
chart.



Position the
Chart Legend

You can change the position of the chart
legend, which is a box that appears alongside
the chart and serves to identify the colors
associated with each data series in the chart.
By default, the legend appears to the right of
the chart’s plot area, but you might prefer a
different location.

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

Position the Chart Legend P
: el W T [ r——y re— |
@ Click the chart. — . . L —— T
@) Click the Layout tab. S L '__I'"..- et =) e
@ Click Legend (). - - | BN ]
@ Click the position you wantto |, s T
use for the legend. I 4] Smnre e ftlom
o - [ e
n £ J ot e '
| g S |
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{f* "
|G [ ol g
o e
.fu R | e ® . i
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® Excel moves the legend. ' -]
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Display Chart
Gridlines

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

Display Chart Gridlines

CHAPTER

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

B e . ° @ Click the chart.

._, - Ay i 3 TN = @) Click the Layout tab.
- ; L__ e < e © Click Gridlines ().

H w_c_u “ﬂm&:-_- ?Z npee | @) gli.cerrimary Horizontal
e o ] E i ridlines.
By == e @ Click the horizontal gridline
B e — option you prefer.

S ® Excel displays the horizontal
B b gridlines.

J' o

o - L e o ey O dlick =l

¢ a5l el ST il Sl bl g 1 @ Click Primary Vertical

I.". R ok Even e el l:ll = A GridlihES-

1 Chart | - i L_ e R ] b i

o e e el @ Click the vertical gridline
. Logastite Limfied — Claaing Sieck Pac, Auguat 300 5| b =e option you prefer.

- % @ Excel displays the vertical
EL | Lo rim——— gridlines.

- i

g T
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Display a
Data Table

You can make it easier for yourself and others Excel gives you the option of displaying the
to interpret your chart by adding a data table.  data table with or without legend keys, which
A data table is a tabular grid where each row is are markers that identify each series.

a data series from the chart, each column is a

chart category, and each cell is a chart data

point.

Display a Data Table P
@ Click the chart. S e R S ) . areg T4t
@ Click the Layout tab. i S Toeiel N BE = i

5 v i By i Pk i =1 r: . - o B s :
© Click Data Table ([). T 7
@ Click Show Data Table with | = .
Legend Keys. ¥
s HEm
@ If you prefer not to display the n -
legend keys, click Show Data | ° oocied
E' ] 4
| = ia |
E
|
|t e m v | [ e R ¥ L L1
|i-|| o g SHIESHE et s el AR - kil
@ Excel adds the data table =l :
below the chart. Sales By Division
| [
! aa
g
oRE o
i == e
: i 1A A i 0d (1.5
CEIE T AT e i e —
-2_‘: Mg - —— Bl




Change the Chart
Layout and Style

You can quickly format your chart by applying
a different chart layout and a different chart
style. The chart layout includes elements such
as the titles, data labels, legend, gridlines, and
data table. Excel’s Quick Layouts feature

CHAPTER

enables you to apply these elements in
different combinations with just a few mouse
clicks.

The chart style represents the colors used by
the chart data markers and background.

Change the Chart Layout and Style

r.l'-

i R G
u*!- 9_>

b bd lill-i 4__6

—I._-l

@ Click the chart.
@ Click the Design tab.
@ Click Quick Layout ( -1).

@ Click the layout you want to
use.

Excel applies the layout.
@ Click the Chart Styles [].

== @ Click the chart style you want

u-:. TET I T A T AT I quIJ
btk bd bl bd b hd bd ki

T 1

1o use.

@ Excel applies the style to the
chart.



Select a Different
Chart Type

If you feel that the current chart type is not
showing your data in the best way, you can
change the chart type with just a few mouse
clicks. For example, you might want to change
a bar chart to a pie chart or a line chart to a
stock chart.

Select a Different Chart Type

As you will see in the Tips on the following
page, you can also save yourself some work by
configuring Excel with a new default chart
type. and by saving the current chart type and
chart formatting as a template that you can
reuse later on.

@ Click the chart.
@ Click the Design tab.
@ Click Change Chart Type (a1)).

s s
=%
o

-
ol - v e | g+ W et P g T |
— Lt i e == Lmm - -g——»: - - i [¥] & I
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The Change Chart Type dialog
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to use. E -

| § e
|ar e
::F 1SS B Nl
ﬂ T B0
II. (=4 --1
L
(p 5
" FEPEPFEEPEL L PP EFEPEEFFLESL
H
I-:-- - = [l S D 1 y
L. 7128 SECHN w
E e e T |
¢! - 9 & T e eE *
[
—— | - = [
= — AR = wal
ko i - = e | | "
e - | g - — | | -
. -
..u -_'_ .
% R | HI g A “
ok T L [ L




CHAPTER

Visualizing Data with Excel Charts I I

Excel displays the chart type
configurations.

@ Click the configuration you
want to use.

O Click OK.

Iortgage Principal vs. interest

-]

e E

IEL ]

i

APPSR PP PEFEPEPE

T @ Excel applies the new chart
type.

F o _1._'. __._1 -.ﬁlr -?r

ol Bl

S"““Y\t

Can I tell Excel to always use
a particular chart type each
time | create a new chart?
Yes, you can configure that chart
type as the default type for new
charts. Follow Steps 1 to 5 to
open the Change Chart Type
dialog box and select a chart
type and configuration. Click the
Set as Default Chart button,
and then click OK.

Can | save the chart type and formatting so that I
can reuse it later on a different chart?

Yes. You do this by saving your work as a chart template.
Follow the steps in this section and in the previous few
sections of this chapter to set the chart type, titles, labels,
legend position, gridlines, layout, and style. Click the
Design tab, click Save as Template (i), type a name for
the template, and then click Save. To reuse the template,
follow Steps 1 to 3, click Templates, click your template,
and then click OK.




(Formatting
Excel Charts

You use Excel charts to visualize worksheet data, and you can make these
visualizations more eye-catching and more effective by formatting chart elements.
In this chapter, you first learn
the general technique for
formatting any chart elements.
In the rest of the chapter,

you learn specific chart
customization techniques,
including formatting the chart
background, customizing a
chart element’s outline,
applying special effects to a
chart element, and applying a
style to a chart element.




Format Chart Elements

Customize a Chart Element Background

Set a Chart Element’s Outline

Add Effects to a Chart Element

Apply a Style to a Chart Element




Format Chart
Elements

You can customize the look of your chart by You can format chart elements using either the
formatting the various chart elements. These Format dialog box or the Ribbon. The rest of
elements include the axes, titles, labels, legend, the sections in this chapter provide you with
gridlines, data series, plot area (the area where more detail on using the Ribbon commands.
the chart data appears), and the chart area (the

overall background of the chart).

Format Chart Elements <

Format Chart Elements Using the

i = S i - k] Y il .,‘-
Format Dialog Box e s .. > il
@ Click the chart element you St 4_@ e Py P e -
want to format. Sre v umm 3 T

@ Click the Format tab. | e Tt ; —

@ You can also select a chart
element by clicking the Chart | .
Title [:] and then clicking the ! P
object. -

@ Click Format Selection ([Z]). e

-y | IR

The Format dialog box appears ==ms T |
for the object you selected. s -
Here, it is the Format Chart

Title dialog box. ‘ O
@ Click a tab. o

@ Change the formatting e
options.

O Repeat Steps 4 and 5 to set
other formatting options.

@ Click Close.
Excel applies the formatting.
7
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2| e .

8 | . @ Click the chart element you

5 || oo ‘ I l | I ‘ want to format.

g r-!‘ .|J'.I"'_.-\..- "":-""&F.'-"'-!-"-'-"'.!- 5':"_,._\. _._'L'.""'"""

:I.'.h' ‘- mrteamen hheweiw T i -

" g R 4_9 == @ Click the Format tab.

et [ =) (] g W 2 @ Use the Ribbon controls to

o —lF i change the formatting options.

=R - I Bl B ; : g Note: Not all of the Ribbon

controls will be available for each
chart element.

Excel applies the formatting.

p\'\w\ I

Are there any formatting shortcuts I can use?
Yes. Excel offers several methods you can use to
quickly open the Format dialog box. If you are
using your mouse, position ks over the element
you want to format, and then double-click. From
the keyboard, first click the chart element you
want to format and then press (© ) + (]. You can
also right-click the chart element and then click
Format Element (where Element is the name of
the element).

How do | know where to click to
select a chart element?

The easiest way to be sure you are clicking
the correct element is to position Ly over
the object. If s is positioned correctly, a
banner appears and the banner text
displays the name of the chart element.
If the banner does not appear, or if the
banner displays a chart element name
other than the one you want to format,
move 3 until the correct banner appears.




Customize a Chart
Element Background

You can add visual interest to a chart element
by customizing the element’s background, or
what Excel calls the fill.

Most fills consist of a single color, but you can
also apply a color gradient, a texture, or even a
picture. However, you should be careful about

Customize a Chart Element Background

the background you choose for certain chart
elements. Since some chart elements —
particularly the chart area, plot area, value axis,
and category axis — display data, be sure to
choose a background that does not make that
data difficult to read.

Apply a Color Fill H‘ " G : e g?]
@ Click the chart element you e [ = Ql:l""':: & -
want to format. . = v [ R
@ Click the Format tab. Duet = 5 Q‘T»llllim e 4
: . [1 ' i i A
@ Click the Shape Fill []. : [
¥ ThreeVg® = =Ran o
@ Click the color you want to ¥ e
: (5] = I B
:i T Y
= ieling [0
| % o wtoh
1 7 Ik -]
1 I'
;: L1
:l_ (LR Eal a0 frd ey
:::-- = oo ey ke iy ep— " - L} . z i
R MR | R
@ Excel formats the element’s |
background with the color you ;
] Three Year Sales Comparsan
selected.
)
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Apply a Gradient Fill

@ Click the chart element you
want to format.

@) Click the Format tab.
@ Click the Shape Fill [].
@ Click Gradient.

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

background with the gradient
you selected.

Apply a Texture Fill

@ Click the chart element you
want to format.

@ Click the Format tab.
@ Click the Shape Fill [].
@ Click Texture.

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

background with the texture
you selected.

How do I use a picture as an element’s background?
Follow these steps:

@ Follow Steps 1 to 3.
@) Click Picture.
@ Click the folder that contains the image file.

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

@ dlick Insert.




Set a Chart
Element’s Outline

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

gridlines and axes.

Set a Chart Element’s Outline <
@ Click the chart element you B o e e
want to format. “zer <] [=] [=] - s SN 3 -
@ Click the Format tab. T i
| i 1 - £ N W g, L, o D 0500
Click the Shape Outline []. | p— - I -
o . P : | || T
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@ Click the Shape Outline [].
© Click Dashes.

(O Click the line style you want
to apply.

@ Excel formats the element’s
outline with the color, weight,
and style you selected.

Can | display my chart with a rounded outline?
Yes. Follow these steps:

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

@ Click the Format tab.

@ Click Format Selection ([Z]).

@ Click the Border Styles tab.

@ Click Rounded corners ([ | changes to [v]).
0 Click Close.




Add Effects to
a Chart Element

You can make your chart elements more edges, or bevel. In all cases, however, make
visually striking by customizing them with sure that the effects you apply do not make
special effects. the element more difficult to read or to

For most chart elements, you can add one or decipher, and that the effects you use do not
more effects, including a shadow, glow, soft distract the reader from the chart itself.

Add Effects to a Chart Element

<>
Add a Shadow Effect e —_— —<_g'“"
@ Click the chart element you pvmme =] [=] 5 _...54:_9 v py e
want to format. s § o |
@ Click the Format tab. : it v e-»_;.-.. el s
€@ Click the Shape Effects []. B " =
@ Click Shadow. ‘,’—»::f il
@ Click the shadow effect you - e =l &
want to apply. ' P j oot e :
@ Excel formats the element with L ¥ e -_.. =MeRr
the shadow you selected. i G0
5 B a g
Add a Glow Effect F--i- T — —4_.@-'
. i v : [T F [
(1] \Svlécnli ttgef;t‘;f;t.e'emem you broeme (=] (=] (5] .,4_’3 Sl |
@ Click the Format tab. Sy e g 7 A : ey
@ Click the Shape Effects [-]. I - e_: .“
@ Click Glow. 8| = v [£]
@ Click ti;e glow effect you want - HE - Z I s
to apply. 1 | e b— ) i
@ Excel formats the element with . e . -_- = U 5
the glow you selected.
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Add a Soft Edges Effect

@ Click the chart element you
want to format.

@) Click the Format tab.
@ Click the Shape Effects [].
@ Click Soft Edges.

@ Click the soft edges effect you
want to apply.

@ Excel formats the element with
the soft edges you selected.

Add a Bevel Effect

@ Click the chart element you
want to format.

@ Click the Format tab.
@ Click the Shape Effects [].
@ Click Bevel.

@ Click the bevel effect you want
to apply.

@ Excel formats the element with
the bevel you selected.

The shadow | selected is not very noticeable. How can 1 get a better shadow effect?
Excel offers several controls that enable you to manually adjust various aspects of the shadow.

Follow Steps 1 to 4 in "Add a Shadow Effect” and then click Shadow Options. Either use the
Size spin box to increase the size of the shadow, or use the Distance spin box to increase the

space between the chart element and the shadow. Click Close when you are done.




Apply a Style to
a Chart Element

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

Each style includes one or more of the
following formatting features: a background,

which is usually either a solid color or a color
gradient; an outline, which is usually a solid line
with a color that matches or complements the
background; and one or more special effects,
such as a shadow or bevel.

Apply a Style to a Chart Element

@ Click the chart element you
want to format.

Thes Bibd{{ Faractian [VeRidon|

@ Click the Format tab. M

@ Click the Shape Styles [1. e
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Excel displays the Shape
Styles gallery.

@ Click the style you want
to apply.

@ Excel applies the style.

How do I remove a style from a chart element?

Unfortunately, Excel does not offer a simple method for removing a style.

Instead, you must remove the background, outline, and effects individually.
To begin, click the chart element you want to work with, and then click the
Format tab.
For the background, click the Shape Fill [-] and then click No Fill. For the

outline, click the Shape Outline [-] and then click No Outline. For the special
effects, click the Shape Effects [-], click Preset, and then click No Presets.




Collaborating
with Other

People

Although you will most often
create and edit an Excel
workbook on your own, you
may have some workbooks
that require input from other
people. For those times when
you need to collaborate with
other people on a workbook,
Excel has the tools to get the
job done.

In this chapter, you learn
many ways to collaborate on
a workbook, including adding
comments to a cell, sharing a workbook, e-mailing a workbook, and even
working on a spreadsheet online. You also learn ways to make collaboration safer
by protecting any data you do not want changed, tracking whatever changes are
made by others, and accepting or rejecting those changes.




Add a Comment to a Cell

Protect a Worksheet’s Data

Protect a Workbook's Structure and Windows

Share a Workbook with Other Users

Track Workbook Changes

Accept or Reject Workbook Changes

Send a Workbook as an E-Mail Attachment

Save Excel Data as a Web Page

Make a Workbook Compatible with Earlier
Versions of Excel

Collaborate on a Workbook Online




Add a Comment
to a Cell

If you have received a workbook from another
person, you can provide feedback to that
person by adding a comment to a cell in the
workbook. A comment is often the best way to
give feedback because it does not change
anything on the worksheet itself.

Add a Comment to a Cell

Comments are attached to a particular cell, and
Excel displays an indicator on any cell that has
a comment. When you hover your mouse
pointer over such a cell, Excel displays the
comment in a balloon.

-
i o 3 ¥ [T T e r— =
Add a. Comment e e R SR ) . G=an
@ Click the cell you want to VE R J @aof B2 eganm
comment on. T T — i o e St BT
@ Click the Review tab. - e : - |
. | % Tesml Taam1  Tesmd B
@ Click New Comment (). 3 Bas
1 D | il D00 11300 T 30
- [ i 4 Dhiviain @ LR LN T AT S S
Note: You can also right-click faton 8 i sl o s
the cell and then click Insert Erpasses
T of Coasdn T oA B, | TLI=N
Comment. 1 Afwwsiviyg B0 8, 502 .5
§ Wpmi i T bl
10 Sppplas L] T LR KLY
|1 Balorien 191428
1! Shinwry (8 B T T 14730
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- 1 11 Selwiss bl 0
@ dlick outside the comment e rogr
balloon. ':‘ ires 16
i LR ] - [ =31 5 b L |
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Collaborating with Other People

Can | edit or remove a
comment?

Yes. To edit an existing comment,
click the cell that contains the
comment, click the Review tab,
click Edit Comment (_.|) to open
the comment in a balloon, and
then edit the balloon text. To
remove a comment, click the cell
that contains the comment, click
the Review tab, and then click
Delete ([x]).

How do | change my Excel user name?
When collaborating, your user name is
important because it tells other people
who added the comments. If your current
user name consists of only your first name
or your initials, you can change it. Click
File and then click Options to open the
Excel Options dialog box. Click the
General tab and then use the User name
text box to edit the name. Click OK. Note,
however, that this does not change your
user name in any existing comments.

CHAPTER
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Protect a
Worksheet’s Data

If you will be distributing a workbook to other

people, you can enable Excel’s options for
safeguarding worksheet data by activating

the sheet’s protection feature. You can also
configure the worksheet to require a password

to unprotect it.

Protect a Worksheet’s Data

There are two main methods you can use to
safeguard worksheet data: You can unlock

only those cells that users are allowed to edit,

and you can configure a range to require a
password before it can be edited.

@ Display the worksheet you = -
want to protect. = H

@ Click the Review tab.
@ Click Protect Sheet ( 9).

Excel displays the Protect
Sheet dialog box.

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

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

D
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@ Click the check box beside
each action that you want to
allow unauthorized users to
perform ([_] changes to [v]).

@ Click OK.

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

@ Type the password.
© dClick OK.

If you want to make changes
to a worksheet, click the
Review tab, click Unprotect
Sheet (1), type the unprotect
password, and then click OK.

When | protect a worksheet, no
one can edit any of the cells. Is
there a way to allow users to
edit some of the cells?

Yes. This is useful if you have a
data entry area or other range that
you want other people to be able
to edit, but you do not want them
to alter any other part of the
worksheet. First, unprotect the
sheet if it is currently protected.
Select the range you want to
unlock, click Home, click Format,
and then click Lock Cell to turn off
that option for the selected range.

When I protect a worksheet, can

I configure a range to require a
password before a user can edit the
range?

Yes. First, unprotect the sheet if it is
currently protected. Select the range you
want to protect, click the Review tab, and
then click Allow Users to Edit Ranges.
In the Allow Users to Edit Ranges dialog
box, click New to open the New Range
dialog box. Type a title for the range,

use the Range password box to type a
password, and then click OK. When Excel
prompts you to reenter the password, type
the password and then click OK.




Protect a Workboolk’s
Structure and Windows

You can prevent unwanted changes to a
workbook by activating protection for the
workbook’s windows and structure. You can
also configure the workbook to require a

password to unprotect it.

You should protect a workbook’s structure
when you do not want others to perform

Protect a Workbool’s Structure and Windows

@ Display the workbook you
want to protect.

@ Click the Review tab.

@ Click Protect Workbook ( 1).

Excel displays the Protect
Structure and Windows
dialog box.

@ Click the Structure check box
to protect the workbook’s
structure (] changes to [V]).

@ Click the Windows check box
to protect the workbook’s
windows (| changes to [¥]).

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

@ Click OK.

216

actions such as adding or deleting worksheets;
you should protect a workbook’s windows

when you do not want others to perform

actions such as splitting a window or freezing
panes. See the Tips on the following page to

learn what Excel does when you protect a

workbook’s structure and windows.
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If you specified a password,
Excel asks you to confirm it.

© Type the password.
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What happens when I protect
a workbook’s structure?
Excel disables most worksheet-
related commands, including
Insert Sheet, Delete Sheet,
Rename Sheet, Move or Copy
Sheet, Tab Color, Hide Sheet,
and Unhide Sheet. Excel also
prevents the Scenario Manager
from creating a summary report.

What happens when I protect a
workbook’s windows?

Excel hides the window's Close, Maximize,
and Minimize buttons. If the workbook is
not maximized, Excel also disables the
window borders, which means the window
cannot be moved, sized, or closed. Excel
also disables the View tab’s New Window,
Split, Freeze Panes, and View Side By Side
commands when the window is active.




Share a Workbook

with Other Users

You can allow multiple users to modify a
workbook simultaneously by sharing the

workbook. Once you have shared a workbook,

other users can open the workbook via a

network connection and edit the file at the

same time.

Share a Workbook with Other Users

@ Display the workbook you

want to share.

@ Click the Review tab.
@ Click Share Workbook (..1).

The Share Workbook dialog

box appears.

@ Click the Editing tab.

@ Click the Allow changes
by more than one user
at the same time check
box ([ changes to [¥).

O Click OK.

216

When you share a workbook, Excel automatically
begins tracking the changes made to the file.

For more information on this feature, see "Track

Workbook Changes” later in this chapter. Note,

as well, that this task assumes you have saved

the workbook in a folder that other people can
access over the network.
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R i o ik e e et Excel tells you that it will now
7 save the workbook.
ML byl ] - Pl el il il e Clle OK
ay B A = - ] Wt ' Excel saves the workbook and
r— . e an activates sharing.
= e e —— .| @ Excel displays [Shared] in the
- Fiadiat asar Frodm Caie " ":"'I'_ . ‘:I:I"_ I:III_'.___: II;:_II tltle bal'.
[ T ——— TATE-1 =] I 1 i H
T i3 A — - You and users on your network
it i A T8 AT noa % 6 . can now edit the workbook at
e —— KT i - the same time.
] B Hardesdud Trmciern Camry B s AT [ ] 1] 1]
7 e W
How do | know if other people currently have a i -
the workbook open? e s e
The Editing tab of the Share Workbook dialog box S
maintains a list of the users who have the workbook P

open. To see this list, follow these steps:

@ Display the shared workbook.
@ Click the Review tab. —
@ Click ...
The Share Workbook dialog box appears.
@ Click the Editing tab.

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

@ Click OK.




Track Workbook

Changes

If you want other people to make changes to a stores that reviewer’s cell edits, row and
workbook, you can keep track of those changes column additions and deletions, range moves,

so you can either accept or reject them (see worksheet insertions, and worksheet renames.
"Accept or Reject Workbook Changes”). Excel’s When you open the workbook later on, you see
Track Changes feature enables you to do this. all of these changes onscreen, along with the

When you turn on Track Changes, Excel

name of each person who made the change.

monitors the activity of each reviewer and

Track Workbook Changes

@ Display the workbook you
want to track.

@ Click the Review tab.
@ Click Track Changes (1))
@ Click Highlight Changes.

The Highlight Changes dialog
box appears.

@ Click the Track changes while
editing check box (|| changes
to [w]).

@ Leave the When check box

activated ([¥]) and leave All
selected in the list.

@ To learn more about the Who
and Where options, see the
Tips on the next page.

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

O Click OK.
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Is there a way to avoid having my
own changes highlighted?

Yes, you can configure the workbook
to show every user’s changes but your
own. Follow Steps 1 to 4 to open the
Highlight Changes dialog box. Click
the Who check box (|| changes to [v]),
click the Who [=], and then click
Everyone but Me. Click OK to put the
new setting into effect.

Can | track changes in just part of
the worksheet?

Yes, you can modify this task so that
Excel only tracks changes in a specific
range. Follow Steps 1 to 4 to open the
Highlight Changes dialog box. Click
the Where check box (Iﬁ changes

to [v]), click inside the Where range
box, and then select the range you
want to track. Click OK to put the
new setting into effect.




Accept or Reject
Workbook Changes

After you turn on Excel’s Track Changes
features (see "Track Workbook Changes”), you
can then accept or reject the changes that other

users make to the workbook.

Track Changes enables you to see exactly which
parts of the workbook others have changed and

Accept or Reject Workbook Changes

@ Display the workbook you are
tracking.

@ Click the Review tab.
@ Click Track Changes (1))

@ Click Accept/Reject Changes.

If your workbook has unsaved
changes, Excel tells you it will
now save the workbook.

@ Click OK.

The Select Changes to Accept
or Reject dialog box appears.

who made each of those changes. Track
Changes also enables you to accept those
changes that you think are useful or accurate,
as well as reject those changes that are not
needed or that are incorrect.
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@ Leave the When check box
activated ([¥]) and leave
Not yet reviewed selected
in the list.

@ If you only want to review
changes made by a particular
user, click the Who check box
(] changes to [¥l), click the
Who [z], and then click the
user’s name.

O Click OK.

The Accept or Reject Changes
dialog box appears.

i, @ Excel displays the details of the
ll'::::::-:r. :.:ﬁ:—::m 230 Pl |'.J'.- ﬁ--l.l .'.-H- Tt -r-.-: .r:-.'-u- current Change'

i |t e | e @ Click an action for the change.
P [ L] Lo s

g0 | oee | eoo | owe @ dlick Accept to leave the

100 ralel [ o] [ir- ] 5

= change in the workbook.

=1

@ Click Reject to remove the
change from the workbook.

Excel displays the next change.

@ Repeat Step 7 to review all the
changes.

@ You can also click Accept All
or Reject All to accept or
reject all changes at once.

~

What happens if | and another user
make changes that affect the same cell?
In this situation, when you save the
workbook, Excel displays the Resolve Conflicts
dialog box, which shows the change you
made as well as the change the other user
made. If your change is the correct one, click
Accept Mine; otherwise, click Accept Other.
If there are multiple conflicts, you can save
time by clicking either Accept All Mine or
Accept All Others.

When | complete my review, should |
turn off the tracking feature?

Unless you know that other people still
require access to the workbook, you should
turn off the tracking feature when your
review is complete. To do this, click the
Review tab, click [], and then click
Highlight Changes to open the Highlight
Changes dialog box. Click the Track
changes while editing check box

(V| changes to | ), and the click OK.




Send a Workbook as
an E-Mail Attachment

If you want to send an Excel workbook to
another person, you can attach the workbook
to an e-mail message and send it to that
person’s e-mail address. The other person can
then open the workbook in Excel after receiving
your message.

Sharing a workbook via e-mail is useful in
situations where the other user does not have

Send a Workbook as an E-Mail Attachment

access to your network. This enables the
recipient to examine the workbook, make
changes to it, and then send the workbook to
you via e-mail. If you want the other user to
make changes, consider activating Excel’s Track
Changes feature, as described in “Track
Workbook Changes.”

@ Open the workbook you want
to send.

@) Click the File tab.

@ Click Save & Send.
@ Click Send Using E-mail.

Excel displays the Send Using
E-mail commands.

@ Click Send as Attachment.
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T - [ PR RS Wy R, [ —|
sy - - Outlook creates a new e-mail
e A a RN | ot ‘I Il"- | |
R S IR LFRE R R message.
= 5 @ Outlook attaches the workbook
e to the message.
T S O Type the address of the
(P PUPRESITY recipient.
N N @ Type your message text.
. |
TLL - T RS @ Click Send.
= I u
m—taci gy memen B O oo X Outlook sends the message.
y "I T 4 FEE EF i
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Are there any restrictions related to sending
file attachments?

There is no practical limit to the number of
workbooks you can attach to a message. However,
you should be careful with the total size of the files
you send. If you or the recipient has a slow Internet
connection, sending or receiving the message can
take an extremely long time. Also, many Internet
service providers (ISPs) place a limit on the size of
a message’s attachments, which is usually between
2 and 5MB.

What can I do if the recipient does
not have Excel?

If the other person does not use Excel,
you can send the workbook in a
different format. One possibility would
be to save the workbook as a Web Page
(see "Save Excel Data as a Web Page”).
Alternatively, if your recipient can view
PDF (Portable Document Format) files,
follow Steps 1 to 4 to display the Send
Using E-mail options, and then click
Send as PDF.




Save Excel Data
as a Web Page

If you have an Excel range, worksheet, or

workbook that you want to share on the Web,
you can save that data as a Web page that you
can then upload to your Web site. The other

When you save a document as a Web page,

person will not be able to edit the data directly,
but the user can at least examine the data and

offer comments.

Save Excel Data as a Web Page

you can also specify the title text that appears
in the browser’s title bar and the keywords that
search engines use to index the page.

@ Open the workbook that
contains the data you want to
save as a Web page.

@ If you want to save a
worksheet as a Web page, click
the worksheet tab.

@ If you want to save a range as
a Web page, select the range.

| TR

T A

@ Click File.
@ Click Save As.
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The Save As dialog box
appears.

@ Click the Save as type [=]
and then click Web Page.

@ Select the folder where you
want to store the Web page
file.

0 Click Change Title.

The Enter Text dialog box
appears.

@ Type the page title in the
Page title text box.

@ Click OK.

© dlick Tags and then type one
or more keywords, separated
by semicolons.

(® Choose which part of the file
you want to save as a Web
page (© changes to @):

@ dlick Entire Workbook to
save the whole workbook.

Click Selection to save either
the current worksheet or the
selected cells.

@ Click Save.

S@“Y 1

Yes. Follow these steps:
@ Sign in to your Windows @ Click Save to Web.

Live account. O Click the Web
@ Open the workbook you folder you want to

want to share. use.
@ Click the File tab. @ Click Save As.
@ Click Save & Send. @ Click save.

Can I save an Excel workbook to my Windows Live SkyDrive?




Make a Workbook Compatible
with Earlier Versions of Excel

You can save an Excel workbook in a special
format that makes it compatible with earlier

versions of Excel. This enables you to share

your workbook with other Excel users who do

not have the most recent versions of the
program.

Make a Workbook Compatible with Ea

If you have another computer that uses a
version of Excel prior to Excel 2007, or if the
people you work with use earlier Excel versions,
those programs cannot read documents in the
standard format used by Excel 2010 and Excel
2007.

rlier Versions of Excel

@ Open the workbook you want
to make compatible.

@) Click File.
€@ Click Save As.
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The Save As dialog box
appears.

@ Select the folder in which to
store the new workbook.

@ Click in the File name text box
and type the name that you
want to use for the new
workbook.

0 Click the Save as type [=1.
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@ Click the Excel 97-2003
Workbook file format.

Bt - == @ dlick Save.
§ * Linss # Mocwreniy » =y =
- Excel saves the file using the
TR Excel 97-2003 Workbook
format.
tlr:q i , :
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Can people using Excel 2007 open
my Office documents?

Yes. The file format used by both Excel
2010 and Excel 2007 is the same. If
you only work with people who use
either or both of these Excel versions,
then you should stick with the default
file format — which is called Excel
Workbook — because it offers many

benefits in terms of Excel features.

Which versions of Excel are compatible with the
Excel 97-2003 Workbook file format?

For Windows, the Excel 97-2003 Workbook file
format is compatible with Excel 97, Excel 2000, Excel
XP, and Excel 2003. For the Mac, the Excel 97-2003
Workbook file format is compatible with Excel 98,
Excel 2001, and Office 2004. In the unlikely event
that you need to share a document with someone
using either Excel 5.0 or Excel 95, use the Microsoft
Excel 5.0/95 Workbook file format instead.




Collaborate on a
Workbook Online

If you have a Windows Live account, you can
use the SkyDrive online storage feature to store
an Excel workbook in an online folder, and
then allow other users to collaborate on that
workbook using the Excel Web App.

Collaborate on a Workbook Online

To allow another person to collaborate with you
on your online workbook, that person must
have a Windows Live ID. If the person does not
have a Windows Live ID, he or she can go to
https:/Isignup.live.com/ to register for a free
account from Microsoft.

-
@ Log on to your Windows Live [ rmesiy Sl P — D
account. | Fadl MFeckie:
, Mot L workd 1 owler plas o boak al oo

@ Click SkyDrive.

YOUT \X/IndOWS lee SkyDerE Winorel Lo S n- Fai Dl Malls UMY WIH o d :.I.!| "
appeal’s Paiils SkyCrive
| S e
@ Click the folder that contains
the workbooks you want to
share. L . L I ,_4_9 ]
: [ | |
= |
T ‘ £y ‘
. Im—ﬂm
1A e TEPAST an. o P b P DA LTS i Y ! W berw PeraeSbah L 1.
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Workbooks
et + Syl o @ Click More.

e l @ Click Edit permissions.

| @] E The folder’s Edit Permissions
] el s page appears.

—

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

@ Press @.

@ Windows Live adds the person
Py ikl el iy e el 4—9 to ‘the llSt

Q... o @ Click [z] here and then click
: Can add, edit details, and
delete files.

© dlick Save.

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

Indrsgduals

v gerared iy = AJ

P A S | elerhial | Fade L

(@ Type a message to the user.
@ Click Send.

Windows Live sends an e-mail
message to the user. The user
clicks the link in that message,
logs on to Windows Live, and
can then edit a workbook in
the shared folder.
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How do | know when other people are
also using a workbook online? Peasi et i ook
When you open a workbook using the Excel : .

Web App, examine the lower right corner of
the Excel screen. If you see 1 person editing,
it means you are the only user who is working . 2 peapie sty .1_1
on the file. However, if you see 2 people Bl s W
editing, then it means another person is

collaborating on the workbook with you. To see who it is,

click the 2 people editing message ( € ), as shown here.
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Symbols

+ (addition operator), 113

, (comma), 29, 93

/ (division operator), 113

= (equal sign) in formulas, 4, 112, 114

= (equal-to operator), 113

A (exponentiation operator), 113

> (greater-than operator), 113

> = (greater-than or equal-to operator), 113
< (less-than operator), 113

< = (less-than or equal-to operator), 113

* (multiplication operator), 113

- (negation operator), 113

() (parentheses, and operator precedence), 113
% (percentage operator), 113

+ (plus sign), 113

- (subtraction operator), 113

A
absolute cell reference format, 129
Accounting Number format, 93
active or current cell, 26
adding
background color to worksheet, 90-91
blank worksheet to workbook, 134-135
border to worksheet range, 108—109
chart to worksheet, 5, 188—-189
column to worksheet, 48—49
command
to Quick Access Toolbar, 12-13
to Ribbon, 15
comment to cell, 212-213
data to cell, 4, 26-27
Excel icon to Windows 7 taskbar, 7
formula to cell, 4, 114-115
function to formula, 4, 118-119
group to existing Ribbon tab, 14-15
range name to formula, 64, 124-125
record to Excel table, 179
row to worksheet, 48—-49
special effect to chart element, 206-207
tab to Ribbon, 14-15
text label to chart, 191
title
to chart, 186, 190
to chart axis, 190
worksheet
template to workbook, 135
to workbook, 134-135
addition
AutoSum feature, 122-123
Sum button, 5, 122-123
SUM function, 120-121, 122, 123
addition operator (+), 113
address, cell
absolute reference format, 129
defined, 24
relative reference format, 129

aligning text
within cell, 84-85
centering across columns, 61, 86-87
analysis of data
converting range to table for, 178-179
creating data table for, 180-181
defined, 170
filtering data for, 174-175
rules for data validation, 176-177
sorting data for, 172-173
summarizing data, 182-183
Apply Names feature, 125
applying
conditional formatting, 98-99
font effect, 80-81
formatting by using AutoFormat feature, 96-97
percentage number format, 93
range name by using Apply Names feature, 125
styles, predefined
to chart, 195, 208-209
to worksheet, 100-101
theme to workbook, 79, 168-169
area chart
description, 187
horizontal gridlines for, 193
arithmetic formula, 113
Arrange Windows dialog box, 154-155
array formula, 181
arrow keys, using to navigate worksheet, 132
ASCIIl code symbol, 33
attachment, e-mail, sending workbook as, 224-225
AutoComplete feature, 27
AutoFill feature
customizing, 45
invoking, 44
AutoFilter feature, 174-175
AutoFit feature, 103, 105
AutoFormat feature, 96-97
automatic subtotals feature, 182
AutosShape, style, applying to chart element, 208-209
AutoSum feature, 122-123
AVERAGE function, 4, 117
axis
category, 186, 193
formatting, 200-203
value, 186

B
background

adding color to ranges, 90-91

customizing chart element, 202-203
bar chart

description, 187

vertical gridlines for, 193
bevel effect, adding to chart element, 207
blank workbook, creating, 148-149
blank worksheet, adding to workbook, 134-135
body font, 79, 164, 165



bold, applying font effect, 80-81
border
adding to cells and ranges, 108-109
custom, creating, 109
selecting line style, 109
bubble chart
description, 187
horizontal gridlines for, 193
building formulas, 114-115

C
Cascade workbook view mode, 154, 155
category axis, 186, 193
cell
absolute or relative compared to mixed reference formats,
129
active or current, 26
adding
background color, 90-91
border, 108-109
comment, 212-213
data to, 4, 26-27
formula, 4, 114-115
aligning text within, 84-85
applying style, 100-101
AutoComplete feature, 27
changing
column width, 102-103
font and font characteristics, 78-83
row height, 104-105
columns
adding up numbers using SUM function, 120-121
changing width, 102-103
defined, 24
deleting, 55
as element of row-and-column spreadsheet format, 5
freezing and unfreezing, 58—59
hiding and unhiding, 56-57
multiple, centering text across, 61, 86-87
new, inserting one or more in worksheet, 49
selecting, 41
toggling A-Z headings on and off, 145
transposing with rows, 62-63
width, changing, 102-103
copying and pasting using smart tags, 16—17
data validation rules for, 176-177
defined, 24
deleting
comment, 213
data and formatting, 37, 52, 53
data but not formatting, 36-37
formatting but not data, 37, 53
editing
comment in, 213
data, 4, 34-35
entering
data, 4, 26-31
date, 30-31

formula, 4, 112-113
numbers, 28-29
text, 26-27
time of day, 30-31
filling series, 5, 44-45
formatting, 76-109
inserting special symbol, 32-33
locking, 214-215
merging, 60-61
multiple, calculating SUM, 120-121
new, inserting one or more into existing range, 50-51
nonadjacent
selecting cells, 40
totaling values, 121
protecting data, 214-215
range
adding up row or column using SUM function, 121
aligning text within cells, 84-85
applying style, 100-101
background color, adding, 90-91
border, adding, 108-109
column width, 102-103
converting to table, 178-179
copying, 46, 47
data and formatting from range, 52, 53
data in range but not formatting, 52-53
defined, 24, 38
deleting, 54-55
existing, inserting new cell into, 50-51
filling, 5, 42-45
filtering, 174-175
font and font characteristics, 78-83
formatting, 76—109
locking and unlocking, 214-215
moving, 46, 47
name, changing, 72-73
naming, 64-69
protecting data, 214-215
range name, 74-75
rectangular, 40
referencing in another workbook, 127
referencing in another worksheet, 126-127
row height, 104-105
saving data as Web page, 226-227
selecting, 40-41
sorting, 172-173
tracking changes, 221
transposing rows and columns, 63
rotating text within, 88-89
row
adding up numbers using SUM function, 120-121
changing height, 104-105
defined, 24
deleting, 55
as element of row-and-column spreadsheet format, 5
freezing and unfreezing, 58—59
hiding and unhiding, 56-57
merging cells to create title row, 60-61
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new, inserting one or more in worksheet, 48, 49 formatting, 200-209
selecting, 41 gridlines on, 186, 193, 200-203
toggling 1, 2, etc., headings on and off, 145 inserting into worksheet, 188-189
transposing with columns, 62-63 list of types, 187
selecting removing style effect, 209
all cells, 41 saving as template, 197
range of cells, 40-41 selecting
unlocking, 214-215 chart type, 188-189
viewing formula in, 115 data for, 188
wrapping text within, 106-107 chart area
cell address customizing background, 202-203
absolute reference format, 129 defined, 200
defined, 24 formatting, 200-201
relative reference format, 129 chart categories, in chart data table, 194
centering text across columns, 61, 86-87 chart legend
changing defined, 186
chart formatting, 200-203
layout, 195 positioning, 192
type of, 196-197 chart (data) series
color in worksheet, 82-83, 142-143, 162-163 in chart data table, 194
column width, 102-103 defined, 186
editing formatting, 200-203
cell data, 4, 34-35 chart sheet, defined, 189
comment in cell, 213 chart title
formula, 115 adding
Excel user name, 213 to axis, 190
font to chart, 190
characteristics of, 78-83 defined, 186
scheme for, 164-165 formatting, 200-203
range name, 72-73 closing Microsoft Excel, 7
row height, 104-105 collaborating on a workbook
Track Changes feature accommodating earlier Excel version format, 228-229
accepting or rejecting change, 222-223 cell comments, 212-213
Everyone but Me option, 221 online, 230-231
limiting task to specific range, 221 protecting
resolving change conflict, 223 cell data, 214-215
tracking workbook changes, 220-221 structure, 216-217
turning off, 223 saving data as Web page, 226-227
turning on, 220 sending as e-mail attachment, 224-225
width, column, 102-103 setup for, 218-219
chart tracking changes, 220-223
adding color
special effect to element, 206-207 adding to background, 90-91
title, 186, 190 changing
applying style, 195, 208-209 workbook scheme, 162-163
changing for worksheet font, 82-83
layout, 195 for worksheet gridlines, 142-143
type, 196-197 color scheme, 162-163
clicking on element to select, 201 Colors dialog box, 91
creating column
as part of worksheet, 188-189 adding up numbers using SUM function, 120-121
on separate sheet, 189 changing width, 102-103
customizing defined, 24
element background, 202-203 deleting, 55
element outline, 204-205 as element of row-and-column spreadsheet format, 5
defined, 5, 186 freezing and unfreezing, 58-59

element, defined, 186 hiding and unhiding, 56-57



multiple, centering text across, 61, 86-87
new, inserting one or more in worksheet, 49
selecting, 41
toggling A-Z headings on and off, 145
transposing with rows, 62-63
column chart
description, 187
horizontal gridlines for, 193
comma (,), 29, 93
command, Excel
adding
to Quick Access Toolbar, 12-13
to Ribbon, 15
removing
from Quick Access Toolbar, 13
from Ribbon, 15
comment
adding to cell, 212-213
editing in cell, 213
removing from cell, 213
comparison formula, 113
conditional format
applying, 98-99
defined, 98
multiple, specifying, 99
removing, 99
copying
cell, using smart tag, 16-17
formula, 128, 129
range, 46, 47
worksheet, 138-139
COUNT function, 117
Create Names from Selection dialog box, 69
Create Table dialog box, 179
creating
chart
as part of worksheet, 188-189
on separate sheet, 189
data table, 180-181
PDF file from workbook, 225
range name
automatically, 68-69
manually in New Name dialog box, 66-67
template, 151
title row for worksheet, 60-61
workbook
based on existing workbook, 151
new, blank, 148-149
from template, 150-151
worksheet
based on existing worksheet, 138-139
new, blank, 134-135
from template, 135
Currency format, 92
customizing
AutoFill feature, 45
chart element
background, 202-203
outline, 204-205

Excel options, 20-21
formatting
adding to new row or column, 48, 49
by applying AutoFormat feature, 96-97
chart element, 200-209
clearing from cell, 37, 52, 53
conditional, 98-99
date and time, 30, 31
deleting along with data, 37, 52, 53
filling range without copying, 43
keeping when deleting cell data, 37, 52-53
number, 92-95
predefined, 96-97
workbook, 160-169
worksheet range, 76-109
wrapping text within cell, 106-107
Quick Access Toolbar, 12-13
Ribbon, 14-15
worksheet style, 101

D
data analysis
converting range to table for, 178-179
creating data table for, 180-181
defined, 170
filtering data for, 174-175
rules for data validation, 176-177
sorting data for, 172-173
summarizing data, 182-183
data label
adding to chart, 191
defined, 191
data marker
defined, 186
label for, 191
data point
in chart data table, 194
defined, 186
labeling, 191
data series
in chart data table, 194
defined, 186
formatting, 200-203
data table
comparison with Excel table, 180
creating for use with formula, 180-181
defined, 180
displaying in chart, 194
data type, 25
data validation rules, 176-177
data value, defined, 186
database, spreadsheet as, 5
date
description of data type, 25
entering into cell, 30-31
filtering, 175
formatting options, 30, 31
decimal place, controlling display, 94-95
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default buttons, Quick Access Toolbar, 12
default configuration, Ribbon, restoring, 15
default font, changing, 79
Degrees spin box, 88, 89
deleting
cell, 54-55
data from, 36-37
data from range, 52-53
cell formatting
along with data, 37, 52, 53
while keeping data, 37, 53
column, 55
command
from Quick Access Toolbar, 13
from Ribbon, 15
comment in cell, 213
conditional format, 99
range, 54-55
range name, 74-75
row, 55
style effect from chart, 209
displaying
data table in chart, 194
decimal places, 94-95
gridlines
on chart, 193
on worksheet, 144
row and column headings, 145
division operator (/), 113
doughnut chart, defined, 187
drop-down galleries, 11

E

editing. See also changing
cell data, 4, 34-35
comment in cell, 213
formula, 115

effect scheme, choosing, 166-167

e-mail attachment, sending workbooks as, 224-225

entering into cell
data, 4, 26-31
date, 30-31
formula, 4, 112-113
numbers, 28-29
text, 26-27
time of day, 30-31
equal sign (=) in formula, 4, 112, 114
equal-to operator (=), 113
error message alert, 177
Excel. See also specific topics
adding icon to Windows 7 taskbar, 7
commands, 12-13, 15
description, 4-5
quitting, 7
starting, 6-7

version file format compatibility, 228-229

window, 7, 8-9

Excel Options dialog box
changing Excel user name, 213
customizing
Excel, 20-21
Quick Access Toolbar, 12-13
Ribbon, 14-15
ways to open, 21
exiting Microsoft Excel, 7
exponentiation operator (A), 113

F
File tab, 8
Fill Effects dialog box, 91
filling of range
AutoFill feature, 44
by creating custom AutoFill list, 45
customized series of values, 45
same data, 42-43
standard series of values, 5, 44-45

fills

without copying original cell’s formatting, 43

adding background color to worksheet range, 90-91
customizing chart element background, 202-203

filtering data, 174-175
financial function, 117
financial symbol, inserting, 32-33
Find and Replace dialog box
finding text, 156157
replacing text, 158-159
finding text in workbook, 156-157
font
applying effect, 80-81
changing
color, 82-83
default, 79
size, 78-79
typeface, 78-79
workbook scheme, 164-165
creating new workbook scheme, 165
font scheme, defined, 164
foreign character, inserting, 32-33
formatting. See also customizing
adding to new row or column, 48, 49
by applying AutoFormat feature, 96-97
chart element, 200-209
clearing from cell, 37, 52, 53
conditional, 98-99
date and time, 30, 31
deleting along with data, 37, 52, 53
filling range without copying, 43

keeping when deleting cell data, 37, 52-53

number, 92-95

predefined, 96-97

workbook, 160-169

worksheet range, 76-109
wrapping text within cell, 106-107



Formula bar
adding data to cell, 4, 26

defined, 4

editing data in cell, 4, 34-35
formulas

absolute cell reference in, 129

adding

to cell, 4, 114-115
function to, 4, 118-119
range name to, 64, 124-125
array-type, 181
building, 114-115
copying, 128, 129
defined, 4, 112
description, 112-113
editing, 115
entering in cell, 4, 112-113
moving, 128
referencing range
in another workbook, 127
in another worksheet, 126-127
relative cell reference in, 129
viewing
formula in cell, 115
result in cell, 114
freezing worksheet row or column, 58-59
Full Screen view, 19
Function Arguments dialog box, 119
functions
adding to formula, 4, 118-119
advantages of, 116
defined, 4, 116
description of, 116-117
financial, 117
listing of, 4, 118
statistical, 117
structure of, 116
FV function, 117

G
galleries, Ribbon, 10-11
glow effect, adding to chart element, 206
Go To dialog box, 71
gradient effect, 91, 202, 203
greater-than operator (>), 113
greater-than or equal-to operator (> =), 113
gridlines
on chart
defined, 186
displaying, 193
formatting, 200-203
on worksheet
changing color, 142-143
toggling on and off, 144

H
heading
font for, 79, 164, 165
row and column
toggling 1, 2, etc., on and off, 145
toggling A-Z on and off, 145
height, changing row, 104-105
hiding
selected row or column, 56-57
unhiding row or column, 57
Highlight Changes dialog box, 220-221
Horizontal workbook view mode, 154, 155

|
image, as chart element background, 203
indenting cell text, 85
inserting
chart into worksheet, 188—-189
column into worksheet, 48-49

new cell into existing worksheet range, 50-51

nonkeyboard symbol into cell, 32-33
row into worksheet, 48—-49

IPMT function, 117

italic, applying font effect, 80-81

justifying cell text, 85

K
keyboard shortcuts and techniques
creating
new workbook, 149
range name, 69
entering symbol, 33
font-related, 81
navigating worksheet, 132
range
deleting, 55
selecting, 41
label (title)
chart

adding to axis, 190

adding to chart, 190

defined, 186

formatting, 200-203
column

creating range names based on, 68-69

freezing, 58-59
unfreezing, 59

data label, 191

range name
adding to formula, 64, 124-125
Apply Names feature, 125
basing on text label, 68-69



Index

benefits, 64-65 converting
changing, 72-73 back to range, 179
creating, 66-67, 68-69 range to, 178-179
defined, 64 defined, 178
defining, 66-67 formatting tabular data, 101
deleting, 74-75 in spreadsheet, described, 5
ease of use, 64 Microsoft Windows Live
navigating between workbooks, 71 collaborating on workbooks online, 230-231
navigating within worksheet, 70-71 saving Excel workbooks to SkyDrive, 227
row MIN function, 117
creating range names based on, 68-69 minus sign (-), 113
freezing, 58-59 MODE function, 117
unfreezing, 59 moving
text label formula, 128
adding to chart, 191 range, 46, 47
creating range name based on, 68-69 worksheet, 136-137
worksheet, merging cells to create, 60-61 multiplication operator (*), 113
legend, chart
defined, 186 N
formatting, 200-203 Name Manager dialog box
positioning, 192 changing range name, 72-73
less-than operator (<), 113 deleting range name, 74-75
less-than or equal-to operator (< =), 113 naming
line range, 64-69
page break, previewing, 18, 19 renaming
wrapping text within cell, 106-107 range, 72-73
line chart worksheet, 133
description, 187 worksheet, 133
vertical gridlines for, 193 navigating
Live Preview feature, 11 between workbooks, using range name, 71
locking and unlocking cells, 214-215 within worksheet
keyboard shortcuts and techniques, 132
M range name, 70-71
marker, data between worksheets, using keyboard shortcuts and
defined, 186 techniques, 135
label for, 191 negation operator (-), 113
mathematical symbol, inserting, 32-33 new worksheet, creating, 134-135
MAX function, 117 nonadjacent cells
maximizing window, 155 selecting, 40
MEDIAN function, 117 totaling, 121
merging cells, 60-61 Normal view, 18, 19
message, error, 177 NPER function, 117
Microsfot Windows 7 numbers
adding Excel icon to taskbar, 7 adding up row or column using SUM function, 120-121
starting Microsoft Excel, 6-7 decimal place in, 94-95
Microsoft Excel description of data type, 25
adding icon to Windows 7 taskbar, 7 entering into cell, 28-29
commands, 12-13, 15 filtering, 175
description, 4-5 formatting in cell, 92-95
quitting, 7 including symbol in, 29
starting, 6-7 repeating, 29
version file format compatibility, 228-229
window, 7, 8-9 o
Microsoft Excel table. See also data table online workbook collaboration, 230-231
adding record to, 179 opening
assigning name to table data, 69 cell for editing, 34, 35

comparison with data table, 180 Excel Options dialog box, 21



Excel program, 6-7

new worksheet, 134-135

workbook, 153
operand

in Excel formula, 112

function as, 116-117
operators

arithmetic, 113

in comparison formula, 113

defined, 112

order of precedence, 113

symbol, nonkeyboard, inserting, 32-33
orientation, rotating text within cell, 88-89
outline (border)

adding to cells and ranges, 108-109

custom, creating, 109

selecting line style, 109

P
page break, previewing, 18, 19
Page Layout view, 18
parentheses, and operator precedence, 113
password-protecting worksheet, 214-215
pasting
copying
cell, using smart tag, 16-17
formula, 128, 129
range, 46, 47
worksheet, 138-139
moving
formula, 128
range, 46, 47
worksheet, 136-137
PDEF file, creating from workbook, 225
percentage
applying number format, 93
entering directly into cell, 29
percentage operator (%), 113
picture, as chart element background, 203
pie chart, defined, 187
pinning Excel icon to Windows 7 taskbar, 7
plot area
defined, 186
formatting, 200-203
plus sign (+), 113
PMT function, 4, 116, 117, 119
point, data
in chart data table, 194
defined, 186
labeling, 191
pop-up help, 21
positioning chart legend, 192
PPMT function, 117
preview
enabling Live Preview feature, 11
page break, 18, 19
turning Live Preview feature off, 11

protecting
workbook structure, 216-217
worksheet data, 214-215

PV function, 117

Quick Access Toolbar
adding command to, 12-13
customizing, 12—-13
default buttons, 12
defined, 8
increasing available space on, 13
moving below Ribbon, 13
Redo button, 12
removing command from, 13
Undo button, 12, 35

quick filter, 175

quitting Microsoft Excel, 7

R
radar chart, defined, 187

range

adding

background color, 90-91
border, 108-109

adding up row or column using SUM function, 121
aligning text within cells, 84-85
applying style, 100-101
changing

column width, 102-103

font and font characteristics, 78-83
name, 72-73

row height, 104-105

converting to table, 178-179
copying, 46, 47
defined, 24, 38
deleting, 54-55

data and formatting from range, 52, 53
data in range but not formatting, 52-53
range name, 74-75

existing, inserting new cell into, 50-51
filling

AutoFill feature, 44

by creating custom AutoFill list, 45
customized series of values, 45

same data, 42-43

series of data values, 44-45

standard series of values, 5, 44-45

without copying original cell’s formatting, 43

filtering, 174-175

formatting, 76-109

locking and unlocking, 214-215
moving, 46, 47

naming, 64-69

protecting data, 214-215
rectangular, 40

referencing

in another workbook, 127
in another worksheet, 126-127



Index

saving data as Web page, 226-227
selecting, 40-41
sorting, 172-173
tracking changes, 221
transposing rows and columns, 63
range name
adding to formula, 64, 124-125
Apply Names feature, 125
basing on text label, 68-69
benefits, 64-65
changing, 72-73
creating
automatically, 68-69
manually in New Name dialog box, 66-67
defined, 64
defining, 66-67
deleting, 74-75
ease of use, 64
navigating
between workbooks, 71
within worksheet, 70-71
RATE function, 117
Redo button, on Quick Access Toolbar, 12
reference format for cell address
absolute or relative, 129
defined, 24
relative cell reference format, 129
removing
cell, 54-55
data from, 36-37
data from range, 52-53
cell formatting
along with data, 37, 52, 53
while keeping data, 37, 53
column, 55
command
from Quick Access Toolbar, 13
from Ribbon, 15
comment from cell, 213
conditional format, 99
range, 54-55
range name, 74-75
row, 55
style effect from chart, 209
renaming
range, 72-73
worksheet, 133
replacing text in workbook, 158-159
Ribbon
adding
command to, 15
new group to existing tab, 14-15
new tab to, 14-15
customizing, 14-15
defined, 8, 9
description, 9
formatting chart element, 200, 201, 202-203
galleries in, 10-11
moving Quick Access Toolbar below, 13

removing command from, 15
restoring default configuration, 15

as source of commands for Quick Access Toolbar, 13

rotation, slanting text within cell, 88—-89
row
adding up numbers using SUM function, 120-121
changing height, 104-105
defined, 24
deleting, 55

as element of row-and-column spreadsheet format, 5

freezing and unfreezing, 58-59

height, changing, 104-105

hiding and unhiding, 56-57

merging cells to create title row, 60-61

new, inserting one or more in worksheet, 48, 49
selecting, 41

toggling 1, 2, etc., headings on and off, 145
transposing with columns, 62-63

S

Save button on Quick Access Toolbar, 12
saving
Excel data as Web page, 226-227
workbook
in Excel 2010 format, 152
in format compatible with earlier Excel
version, 228-229
scheme, workbook
color, 162-163
effect, 166—167
font, 164-165
searching for text in workbook, 156-157
securing worksheet data, 214-215
selecting
all cells, 41
chart element, 201
chart type, 188-189
column for displaying sum in status bar, 5, 123
data for chart, 188
keyboard techniques for, 41
nonadjacent cells, 40
range of cells, 40-41
sending workbook as e-mail attachment, 224-225
series
chart (data)
in chart data table, 194
defined, 186
formatting, 200-203
filling automatically, 5, 44-45
shadow effect, adding to chart element, 206, 207
shape style, applying to chart element, 208-209
sharing workbook. See collaborating on a workbook
sheet, chart, 189. See also worksheet
SkyDrive, saving Excel workbook to, 227
smart tag, 16-17
soft edges effect, adding to chart element, 207
sorting worksheet range, 172-173
special symbol, inserting, 32-33



spreadsheet overview, 2, 4-5. See also worksheet template

Start menu, Windows, 6-7 creating
starting new workbook from, 150-151
cell for editing, 34, 35 new worksheet from, 135
Excel Options dialog box, 21 new, creating, 151
Excel program, 67 saving chart as, 197
new worksheet, 134-135 text
workbook, 153 aligning within cell, 84-85
statistical function, 117 centering across multiple columns, 61, 86-87
status bar description of data type, 25
defined, 8 entering into cell, 26-27
displaying sum of selected range, 5, 123 filtering, 175
Edit indicator, 34 formatting within cell, 84-85
STDEV function, 117 label
STDEVP function, 117 adding to chart, 191
stock chart, defined, 187 columns (See title, column)
strikethrough, applying font effect, 80-81 creating range name based on, 68-69
style rows (See title, row)
customizing for worksheet data, 101 replacing in worksheet, 158-159
deleting style effect from chart, 209 rotating within cell, 88-89
for formatting tabular data, 101 searching worksheet for, 156-157
predefined ways to view without wrapping, 107
applying to chart, 195, 208-209 wrapping within cell, 106-107
applying to worksheet, 100-101 theme, workbook, 79, 82, 90, 168-169
removing effect from chart, 209 Tiled workbook view mode, 154, 155
subgalleries, 11 time and date
subscript, applying font effect, 80-81 description of data type, 25
subtotal, summarizing data by using, 182-183 entering into cell, 30-31
subtraction operator (-), 4, 113 filtering, 175
Sum button, 5, 122-123 formatting options, 30, 31
SUM function, 120-121, 122, 123. See also AutoSum feature title
summarizing data, 182-183 chart
superscript, applying font effect, 80-81 adding to axis, 190
surface chart, defined, 187 adding to chart, 190
symbol, nonkeyboard, inserting, 32-33 defined, 186
formatting, 200-203
T column
tab, Ribbon, 14-15 creating range names based on, 68-69
tab, worksheet freezing, 58-59
defined, 24 unfreezing, 59
renaming, 133 data label, 191
table, data range name
comparison with Excel table, 180 adding to formula, 64, 124-125
creating for use with formula, 180-181 Apply Names feature, 125
defined, 180 basing on text label, 68-69
displaying in chart, 194 benetits, 64-65
table, Excel changing, 72-73
adding record to, 179 creating, 66-67, 68-69
assigning name to table data, 69 defined, 64
comparison with data table, 180 defining, 66-67
converting deleting, 74-75
back to range, 179 ease of use, 64
range to, 178-179 navigating between workbooks, 71
defined, 178 navigating within worksheet, 70-71
formatting tabular data, 101 row
in spreadsheet, described, 5 creating range names based on, 68-69
tabular data, formatting, 96, 101 freezing, 58-59

taskbar, Windows 7, adding Excel icon to, 7 unfreezing, 59



Index

text label
adding to chart, 191
creating range name based on, 68-69
worksheet, merging cells to create, 60-61
title bar, 8
toggling
row and column headings on and off, 145
worksheet gridlines on and off, 144
tool tab, 15
total, with Sum button, 5, 122-123
Track Changes feature
accepting or rejecting change, 222-223
Everyone but Me option, 221
limiting task to specific range, 221
resolving change conflict, 223
tracking workbook changes, 220-221
turning off, 223
turning on, 220
transposing rows and columns, 62-63

U
underline, applying font effect, 80-81
undoing

cell edit, 35

data deletion, 37, 53

worksheet deletion, 140
unfreezing row or column, 59
unhiding hidden row or column, 57
unlocking cells, 214-215
user name, in Excel, changing, 213

\)

validation rules for data, 176-177
value axis, 186

Vertical workbook view mode, 154, 155
view options, Excel window, 18-19
viewing

formula

in cell, 115

result of, in cell, 114
preview

Live Preview feature, 11
page break, 18, 19
workbooks
multiple, arranging windows for viewing, 154-155
single, separate sections in separate windows, 155

w
\Web page, saving Excel data as, 226-227
Webdings font, 33
what-if analysis, 181
width, changing cell, 102-103
window, Excel
basic elements, 8
Full Screen view compared to, 19
view options, 18-19

viewing

multiple workbooks within, 154-155

two sections of single workbook within, 155
worksheet elements, 24

Windows Live

collaborating on workbooks online, 230-231
saving Excel workbooks to SkyDrive, 227

Windows 7

adding Excel icon to taskbar, 7
starting Microsoft Excel, 6-7

Wingdings font, 33
workbook. See also worksheet

adding
blank worksheet to, 134-135
worksheet template to, 135
applying theme to, 79, 168-169
changing
color scheme, 162-163
font scheme, 164-165
choosing effect scheme, 166-167
collaborating on
accommodating earlier Excel version format, 228-229
cell comments, 212-213
online collaboration, 230-231
protecting cell data, 214-215
protecting structure, 216-217
saving data as Web page, 226-227
sending as e-mail attachment, 224-225
setup for, 218-219
tracking changes, 220-223
copying worksheet within, 138, 139
creating
based on existing workbook, 151
from template, 150-151
defined, 24, 146
deleting worksheet, 140-141
formatting, 160-169
moving worksheet within, 136, 137
multiple
arranging windows for viewing, 154-155
copying range between, 47
copying worksheet between, 139
moving range between, 47
moving worksheet between, 137
navigating between by using range name, 71
navigating between worksheets in, 135
new, blank, creating, 148—149
online collaboration using Windows Live SkyDrive,
230-231
opening, 153
protecting structure and windows, 216-217
referencing range between, 127
replacing worksheet text, 158-159
saving
data as Web page, 226-227
in Excel 2010 format, 152
in format compatible with earlier Excel version, 228-229



searching for text, 157 inserting

sending as e-mail attachment, 224-225 new cell into existing range, 50-51
tracking changes, 220-223 new row or column, 48-49
viewing second section in separate window, 155 moving
window elements, 8, 24 range between, 47
worksheet tabs, 24, 133 within a workbook, 136, 137
worksheet. See also workbook between workbooks, 137
adding navigating
background color, 90-91 within same sheet by using range name, 70-71
chart to, 5, 188-189 between sheets, 135
row or column to, 48—49 new, creating, 134-135
to workbook, 134-135 overview, 2, 4-5
aligning text within cells, 84-85 page break, 19
applying style, 100-101 protecting data, 214-215
centering text across multiple columns, 61, 86-87 referencing range between, 126-127
changing renaming, 133
column width, 102-103 replacing text, 158-159
font and font characteristics, 78-83 rotating text within cell, 88-89
row height, 104-105 saving data as Web page, 226-227
collaborating on, 212-231 searching for text, 156—157
copying selecting
range between, 47 all cells, 41
within a workbook, 138, 139 range of cells, 40-41
between workbooks, 139 sorting range, 172-173
defined, 2, 8, 24 tabs
deleting from workbook, 140-141 defined, 24
editing cell data, 4, 34-35 renaming, 133
entering data into cell, 4, 26-31 toggling headings A-Z and 1, 2, etc., on and off, 145
filtering data, 174-175 transposing rows and columns, 62-63
formatting overview, 160-169 wrapping text within cell, 106-107
freezing row or column, 58-59
gridlines on, 142-143, 144 X

hiding row or column, 56-57 XY charts, defined, 187
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