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Section 1

Introduction to

Microsoft Excel

A. Introduction to Spreadsheets

Spreadsheet application programs, more so than any other category of software, are responsible for the success of personal computers in business environments. 

Microsoft Excel is one of the most popular and powerful spreadsheet programs available. Among its many features, it is primarily known for:

1. Automatic Calculation of Formulas

Once you have typed in a column of numbers, a spreadsheet program can total the numbers for you, and if the numbers change the total will automatically be recalculated. Imagine the amount of time this could save during forecasting, where only one number is normally changed, but dozens of formulas need to be recalculated.

2. Data Management

Microsoft Excel allows you to sort your data in a variety of ways, and to search for very specific information. The data organizing features of Microsoft Excel makes it relatively easy to find out more information about Part Number 1248, even if there are 10,000 parts listed in your spreadsheet.

3. Charting Numerical Data

Microsoft Excel provides you with the ability to easily transform rows and rows of numbers into visually appealing and informative charts.

4. Macros

Microsoft Excel can record and automate repetitive tasks for you. Instead of repeatedly typing in the same information each day, you can record a macro to do it for you automatically.

B. Starting Microsoft Excel




1. Click on the Start button displayed at the bottom left corner of the Windows 95 Desktop.

2. Select the Programs menu item.

3. Select the Microsoft Excel sub-menu choice.

Identifying Microsoft Excel Screen Components
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Figure 1-1:
Identifying Microsoft Excel Screen Components

Application Title Bar

Identifies that we are using Microsoft Excel.

a. Menu Bar

Contain various Microsoft Excel menu items.

b. One or more Toolbars

Iconic shortcuts for common menu choices such as saving and printing worksheets.

By default, Microsoft Excel displays two toolbars on the screen, the Standard toolbar and the Formatting toolbar.




c. Formula Bar

The Formula Bar is where all data is initially entered. To accept the data that you have typed in, press the e key or click on the [image: image2.png]1]



 button on the Formula Bar.

To disregard what you have typed in, press the | key or click on the [image: image3.png]


 button on the Formula Bar.

d. Workbook Title Bar

Identifies which workbook is in use. Microsoft Excel allows you to have multiple spreadsheets available at the same time.

e. Mouse Pointer

The Microsoft Excel mouse pointer changes shape and purpose, depending on where it is located on the screen. 

In most situations, the mouse pointer will be a large white cross-hair used for selecting parts of workbook. When placed on the formula bar, the mouse pointer will be an I-beam used for editing data. Lastly, when placed on the menu bar, the mouse pointer will be a left facing arrow suitable for choosing menu items.

f. Column and Row Headings

Each Microsoft Excel sheet is divided into columns going down the screen, and rows going across. Column headings are labeled alphabetically with capital letters starting with the letter “A.” There are 256 columns available, with the last column labeled with the letter “IV.” There are 16,384 numbered rows.

g. Sheets

Each Microsoft Excel workbook can contain more than one sheet or “page” of information. The sheet tabs displayed near the bottom of the Microsoft Excel screen indicate the available sheets.

As an example, January data can be placed on Sheet1, while February data can be placed on Sheet2.

h. Cells

Each intersection between a column and a row is referred to as a cell. Cells are the basic building blocks of any workbook. 

Only one item of data should be typed into a cell. The active cell is the cell you are currently using, and is identified by a border surrounding the cell. 

The active cell reference is also indicated at the far top left-hand corner of the Formula Bar.

i. Horizontal and Vertical Scroll Arrows

Scroll arrows are used in all Windows applications to move through a workbook. The arrow keys on the keyboard can also be used for cell movement, as can a number of other keys. 

A useful keyboard shortcut to know is that pressing b and g together will force Microsoft Excel to return to cell A1.

j. Status Bar

The Microsoft Excel Status Bar provides information on current activities such as whether the Numeric Lock and Capitals Lock keys are in use.
Activity: 
Getting Familiar with Microsoft Excel

1. Select the File, menu. Select another menu bar heading such as Edit or Format. To remove a menu from view, click on its menu heading once again.

2. Move your mouse pointer into the workbook area, and click on cell D4. This is now your active cell.

3. Use the (, (, (, ( keys on the keyboard to move the active cell.

4. Use the horizontal and vertical scroll arrows on the far bottom and right hand sides of the screen. See if you can reach column IV.

5. Press b and g together to return to cell A1, the beginning of the workbook.

Section 2

Creating

Workbooks

C. Creating a New Workbook

A new workbook is displayed everytime you start Microsoft Excel. If you have closed the workbook, or would like to create another workbook, you can choose the File, New menu item, and select Blank Workbook, or click on the 

 New tool.

Choosing the File, New menu item will create a new workbook. Each new workbook is sequentially numbered Book1, Book2, Book3, etc.

Activity: Creating a New Workbook

1. Close the current workbook by choosing the File, Close menu item.

2. Choose the File, New menu item, and select Blank Workbook, to create a new workbook called Book2.

	Tip
	The Window menu can be used to manage multiple workbooks that are open at the same time.

The Window menu numbers all open workbooks, and allows you to switch between them. In addition, the Window, Arrange menu item provides a number of options for displaying the workbooks together.


D. Entering Data

1. Types of Data used in Microsoft Excel

There are three types of data that can be used in Microsoft Excel:

1.
Text

2.
Numbers

3.
Formulas

There is no special procedure required for typing in text or numbers. It is as simple as clicking on a cell and typing. 
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Figure 2-1:
Spreadsheet Data

Activity: 
Creating a Sample Spreadsheet.

1. In cell A2, type:
Calgary
2. In cell A3, type:
Toronto
3. In cell A5, type:
Total
4. In cell B1, type:
Boxes
5. In cell C1, type:
Quantity
6. In cell D1, type:
Total
7. In cell B2, type:
50
8. In cell B3, type:
87
9. In cell C2, type:
3
10. In cell C3, type:
5
Working with Formulas

A formula always begins with an equal sign. Creating proper formulas is the key to using Microsoft Excel's automatic calculation capabilities.

When creating formulas, mathematical operators are represented by the following symbols:

	Addition
	+

	Subtraction
	-

	Multiplication
	*

	Division
	/

	Exponents
	^


Figure 2-2:
Mathematical Operators

Typing in the formula =1+2 will give you the answer 3, but typing in the formula =B1+B2 will always add the contents of cells B1 and B2 even if the numbers occasionally change. 

When creating a formula, it is always better to type in the cell reference that indicates where the number is, rather than making use of the actual number itself. 

Using cell references allows you to create dynamic formulas; formulas will automatically recalculate whenever a referenced number is changed.

	=B1+B2

	=E5-G7

	=A1*A4

	=D4/E4


Figure 2-3:
Examples of Valid Formulas

Activity: 
Creating Simple Formulas

1.
In cell B5, type:
=50+87
2.
In cell C5, type:
=3+5
3.
In cell D2, type:
=b2*c2
4.
In cell D3, type:
=b3*c3
5.
In cell B2, change the number 50 to 65. 

The formula in cell B5 does not change, but the formula in cell D2 recalculates to the new answer. This is because the formula in cell D2 used the cell references B2 and C2, while the formula in cell B5 used the actual numbers 50 and 87.
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Figure 2-4: The FRUIT.XLS Worksheet Using Simple Formulas

E. Saving Workbooks

Workbooks are initially stored in the computer’s temporary RAM memory. In order to retrieve and edit workbooks, you must permanently save the workbook using one of the following permanent forms of storage:

· Floppy disk (Drive A: or B:)

· Hard disk drive (normally C:)

· Network drive (usually F: through Z:).

There are two primary methods of saving a workbook in Microsoft Excel; File, Save As and File, Save. 

1. File, Save As

The File, Save As menu items should be used in the following situations.

1. Whenever you are creating a new document.

2. Whenever you would like to change the:

a. Name of the document.

b. Drive used to save the document on.

c. Directory used to organize the document.

The Save As dialog box requests a file name of up to eight characters in length. File names can include letters and numbers. Spaces are not allowed in file names. 

The Save As dialog box also provides the option of specifying which drive and directory the document should be saved in. To change the current drive, click on the Drives drop-down arrow to display a list of available drives. Clicking on a choice in the list selects that drive as the current drive.
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Figure 2-5:
The Save As Dialog Box

Activity:
Saving Your Work

1. Choose the File, Save As menu item.

2. In the File Name text box, name the workbook FRUIT
3. Click on the Drives drop-down list.

4. Select the C: hard disk drive.

5. Press the OK button to save the workbook on Drive C: as FRUIT.XLS
	Tip
	Microsoft Excel automatically provides a three letter XLS extension for all workbooks. All Microsoft Windows applications display the file name of the active workbook in the application or workbook title bar.


File, Save

After you have used the File, Save As menu item once to specify a file name, it is faster to use the File, Save menu item each subsequent time the workbook is saved. 

The File, Save menu item quickly updates workbooks without forcing you to break from your work routine.

The Save tool on the Standard toolbar is [image: image7.png]


.

Activity:
Using File, Save to Update the FRUIT Workbook

1. Click in cell C2 

2. Type in 7, to indicate 7 boxes.

3. Choose the File, Save menu item to update the workbook.

F. Closing a Workbook

To close a Microsoft Excel workbook, choose the File, Close menu item. 

If the workbook has been changed since it was last saved, Microsoft Excel will display a dialog box asking if you would like to save the changes. Answering Yes will save and close the workbook.

Closing a workbook only removes it from the screen. A closed workbook can be later opened for editing.
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Figure 2-6:
The File, Close Save Changes Dialog Box

Activity:
Closing a Workbook

1. Choose the File, Close menu item.

2. Answer Yes if asked to save changes

G. Opening a Workbook

Microsoft Excel’s File, Open menu item displays a dialog box listing all Microsoft Excel workbooks in the current drive and folder.

To Open a Workbook:

1. Choose the File, Open menu item or click on the 

 Open tool.

2. Select a workbook in the file list on the left side of the Open dialog box.

3. Click on the OK button.
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Figure 2-7:
The File, Open Dialog Box

Activity:
Opening the FRUIT.XLS Workbook

1. Choose the File, Open menu item.

2. Click on the FRUIT.XLS workbook displayed in the file list, and then press the OK button to open the workbook.

3. Close the FRUIT.XLS workbook.

Section 3

Working with

Workbooks

H. Examining Completed Workbooks

The following workbooks only use cell references in their formulas. By not using actual numbers in formulas, you can be sure that when the numbers change, the formulas will automatically recalculate.

1. Performing “What If” Analysis

A properly designed workbook can save you a great deal of time by eliminating the drudgery of recalculating formulas when doing “what if” type analysis. The following example involves a loan analysis, and allows you to change the principal, interest rate and the term of the loan.
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Figure 3-1: The LOANCALC.XLS Workbook

Activity:
Opening the LOANCALC.XLS Workbook

1. Choose the File, Open menu item.

2. Click on the LOANCALC.XLS workbook displayed in the file list, and then press the OK button to open the workbook.

3. Examine the formula in cell F9. Although it is more involved than the ones we have seen so far, notice that it does not contain the actual loan amount, interest rate or term.

4. Change the loan amount in cell B7 to 80000.

5. Close the LOANCALC.XLS workbook.

I. Navigating in a Workbook

There are a number of mouse and keyboard methods available for scrolling through a workbook.

1. Mouse Techniques

a. Scroll Bars and Arrows

Scroll bars and scroll arrows are displayed on the right hand side and bottom of a workbook window. Scroll arrows allow you to move through the contents of a workbook window.
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Figure 3-2:
Identifying Scroll Bar Features

Identifying Scroll Bar Features

The scroll arrows at the beginning and end of each scroll bar are used to move precisely and slowly through a workbook.

The scroll box found on each scroll bar allows for quick movement through a window. Dragging the scroll box to the very beginning of the vertical scroll bar would position you at the beginning of the workbook. Positioning the scroll box in the middle of the scroll bar would position you approximately in the middle of the workbook.

Clicking in the shaded areas above or below the scroll box will result in the workbook moving up or down one screen at a time.

Activity:
Scrolling in a Workbook

1. Select the File, Open menu item.

2. Click on the FORECAST.XLS workbook displayed in the file list, and then press the OK button to open the workbook.

3. Click on the down scroll arrow repeatedly to move down through the FORECAST.XLS workbook.

4. Drag the scroll box to the end of the workbook by placing the mouse pointer on the scroll box and dragging straight down the scroll bar.

5. Click directly above the scroll box to move up one screen.

	Tip
	Moving the scroll arrows displays different areas of a workbook, but does not reposition the active cell. To reposition the active cell, click where you would like to place the active cell.


Navigating using the Menus

The Edit, Go To menu item displays a dialog box that allows you to specify the cell reference you would like to move the active cell to.
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Figure 3-3:
The Edit, Go To Dialog Box

When using the Edit, Go To dialog box, you can type in the exact cell reference you would like to display. 

Activity:
Using the Edit, Go To Menu Item

1. Select the Edit, Go To menu item.

2. In the Reference text box type in F23

3. Press the OK button.

Keyboard Methods

In addition to the scroll bars and arrows, there are a number of keyboard methods that can be used to navigate in a workbook. Unlike the scroll bars and scroll arrows, using the keyboard to navigate in a workbook does move the active cell.

	Feature
	Key

	Up, down, left, right
	(, (, (, (

	Beginning of a range
	b-(

	End of a range
	b-(

	Top of a range
	b-(

	Bottom of a Range
	b-(

	Beginning of row
	g

	Beginning of workbook
	b-g

	End of workbook
	b-d

	Edit, Go To
	p


Activity:
Using Keyboard Methods to Move the Active cell

1. Press b-g to move to the beginning of the workbook.

2. Press b-d to move to the end of the workbook.

J. Ranges

Adding up two or three numbers is relatively easy by using formulas similar to the ones we used earlier, but adding up five or ten numbers becomes much more tedious. There is nothing wrong with =a2+a3+a4+a5+a6+a7+a8+a9+a10, but typing such a long formula is prone to error.

In English, we would deal with this formula by saying "Add from a2 to a10." This is a range, and ranges can be used in Microsoft Excel. The symbol used to indicate a continuous range in Microsoft Excel is the colon (:). A2:A10 refers to all of the cells from A2 to A10.

	Example
	Description

	A1:F4
	A rectangular range going across six columns and down four rows.

	B1:G1
	A one row range extending from B1 to G1

	C1:C10
	A one column range extending from C1 to C10


Figure 3-4:
Examples of Valid Ranges
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Figure 3-5:
A Range of Cells

1. Selecting Ranges

a. Dragging

Ranges can be typed in as above, or selected with the mouse by placing the mouse pointer on the first cell, holding the left mouse button down, and dragging until you have reached the last cell. During this procedure, the mouse pointer will look like a 

white cross-hair.

This method is usually referred to as dragging. The first cell in a range does not turn black as it is the active cell in the range.

Ranges are used for:

· Clearing cells

· Printing specific areas of a worksheet

· Formatting

· Creating functions.

Activity:
Dragging to Select Ranges

1. In the FORECAST.XLS workbook, select the range B10:F11.

2. On the Standard Toolbar, click on the [image: image14.png]


 Bold button.

3. Click in a blank cell to remove the selection.

Using the Shift-Click Method

An alternative way of selecting cells is to use the Shift-Click method. This technique can be more accurate, and makes it easier to select large numbers of cells.

Selecting Cells with the Shift-Click Method

1. Click on the left mouse button to place the cell pointer in the first cell to be selected.

2. Position the mouse pointer on the last cell to be selected. You can use the scroll arrows to move up or down through the workbook.

3. Hold down the j key and click on the left mouse button to select from the first cell to the last cell.

b. Selecting Non-Contiguous Cell Ranges

You can select multiple, non-contiguous cell ranges by holding down the b key when selecting cell ranges.

Selecting Non-Contiguous Cells Using the b key

1. Drag to select the First cell range.

2. Hold down the b key and drag to select the next cell range.

3. As long as you continue to hold down the b key, you can select as many cell ranges as you like.

Activity:
Selecting Ranges Using Other Methods

1. Click in cell B10.

2. Position the mouse pointer on cell F11.

3. Hold down the j key and click on the left mouse button to select from cell B10 to cell F11.

4. Click on a blank cell to remove the selection.

5. Select the range A13:A21.

6. Hold down the b key and drag to select the range F13:F21.

	Tip
	You can select an entire column or row by clicking on the appropriate column or row heading.

Multiple columns and rows can be selected by using the j-Click method and the b key.


Clearing Cell Ranges

Cell ranges can be cleared (or emptied)by using the Edit, Clear menu item or by pressing the c key on the keyboard.

When clearing cell ranges, you can selectively clear the following parts of a cell:

1. Contents

2. Formatting

3. Notes

4. All
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Figure 3-6:
Clearing Cell Ranges

Clearing selective parts of a cell can be very useful for removing the formatting from a cell range without affecting the cell contents.

To clear all, or specific parts of a cell range, you must use the Edit, Clear menu item and choose which part(s) of the cell range to clear.

Pressing the c key will only clear the cell contents. It will not clear any formatting or notes.

Activity: Clearing Cell Contents

1. In the FORECAST workbook, select the range B13:B21.

2. Press the c key on the keyboard to clear the cell contents.

Activity: Clearing Cell Formatting

1. Select the range B10:F11.

2. Choose the Edit, Clear menu item.

3. Choose the Formats option to clear the formatting but leave the cell contents.

K. Editing Cells

You can change the contents of a cell entry by either typing over the original contents or by editing the original contents.

You can edit the contents of a cell by either double-clicking on the cell, or by selecting the cell and pressing the m key on the keyboard. In either case, Microsoft Excel will display a cursor that can be used for editing the cell contents.

	Tip
	Like all Microsoft Windows’ programs, Microsoft Excel has an undo feature that reverses the last action performed.

The Undo feature can be activated by choosing the Edit, Undo menu item or by clicking on the 

 Undo tool.


Activity: Editing Cell Entries

1. Select cell D7.

2. Edit cell D7 by double-clicking on cell D7 or by pressing the m key on the keyboard.

3. While editing, select the word Forecasted and replace it with Estimated.

4. Press the e key to finish editing.

L. Moving Cell Entries

1. Cut and Paste

Cell entries can be moved from one area in a workbook to another by using the Edit, Cut menu item to place cell entries in the Clipboard. Using the Edit, Paste menu item will then transfer the information from the Clipboard to the active cell’s current location.

The Clipboard is a temporary storage area available to all Microsoft Windows applications.

Using Cut and Paste

1. Select the cell range to be moved.

2. Choose the Edit, Cut menu item or click on the 

 Cut tool.

3. Position the active cell where you would like to place the cell range.

4. Choose the Edit, Paste menu item, or click on the 

 Paste tool.
Activity:
Moving Text Using the Clipboard

1. In the FORECAST.XLS workbook, select the range D7:F7.

2. Choose the Edit, Cut menu item.

3. Click in cell D8.

4. Choose the Edit, Paste menu item.

	Tip
	Positioning the mouse pointer on a selected area and clicking on the right mouse button will display a context-sensitive shortcut menu.

You can use the right-mouse button shortcut menu as an alternative to using the Edit Cut, Copy and Paste menu items. 


Using the Drag and Drop Feature

Another way to move cell entries in Microsoft Excel is to use the “drag and drop” feature. “Drag and drop” uses the mouse to drag cell ranges to a different location in a workbook.
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Figure 3-7:
Using Drag and Drop

Using “Drag and Drop” to Move a Cell Range

1. Select the cells to be moved.

2. Position the mouse pointer on a border of the cell range until the mouse pointer turns into a left facing arrow.

3. Press and hold the left mouse button down. The mouse pointer will display a small box to indicate that it is ready to move the cell range using the “drag and drop” feature.

4. While holding the left mouse button down, place the gray cell border that is displayed to where you would like to drag the selection to.

5. Release the left mouse button to drag the cell range to the new location.

Using “Drag and Drop” to Copy a Selection

1. Select the text to be moved.

2. Position the mouse pointer on the selection until the mouse pointer turns into a left facing arrow.

3. Hold down the b key. Do not let go of the b key until after the copying is finished.

4. Press and hold the left mouse button down. The mouse pointer will display a small box and a plus sign to indicate it is ready to copy the selection using the “drag and drop” feature.

5. While holding the left mouse button down, position the gray cell border that is displayed to where you would like to drag the selection to.

6. Release the left mouse button to drag the text to the new location.

Activity:
Moving a Selection Using the “Drag and Drop” Feature

1. In the FORECAST.XLS workbook, select cell F1.

2. Position the mouse pointer on the active cell until the mouse pointer turns into a left facing arrow.

3. Press and hold the left mouse button down. The mouse pointer will display a small box.

4. While holding the left mouse button down, position the gray cell border in cell E3.

5. Release the left mouse button.

M. Inserting and Deleting Rows and Columns

Microsoft Excel allows you to insert or delete rows and columns in a very intuitive manner.

Inserting Rows or Columns

1. Select the row or column where you would like to insert the new row or column.

2. Choose the Insert, Row or Insert, Column menu item to insert a row or column.

To insert multiple rows or columns, select more than one row or column before you choose the Insert menu.

Rows are inserted above the current row, while columns are inserted to the left of the current column in use.

Deleting Rows or Columns

1. Select the row or column you would like to delete.

2. Choose the Edit, Delete menu item to delete the row or column.

To delete multiple rows or columns, select more than one row or column before you choose the Edit, Delete menu item.

Activity:
Inserting Rows

1. In the FORECAST workbook, select row 16.

2. Choose the Insert, Row menu item to insert a new row above row 16.

3. In cell A16 type in, San Jose
4. In cell B16 type in, 27650
Activity:
Inserting Columns

1. In the FORECAST workbook, select column B.

2. Choose the Insert, Column menu item to insert a new column to the left of column B.

Activity:
Deleting Rows and Columns

1. In the FORECAST workbook, select row 2.

2. Choose the Edit, Delete menu item to delete row 2.

3. Select column B.

4. Choose the Edit, Delete menu item to delete column B.

5. Close the FORECAST.XLS workbook.

	Tip
	Formulas will automatically adjust when inserting or deleting rows or columns, providing that you are not inserting before the first row or column or after the last row or column.


Section 4

Developing

Workbooks

N. Using Functions

Functions are pre-built formulas designed to quickly calculate things such as totals, averages, and monthly payments. There are over three hundred functions available in Microsoft Excel. Each function has been specifically designed to perform one task.

Among the many functions available, the most common include:

	Function
	Description

	=sum()
	Totals the cells in a cell range

	=average()
	Averages the cells in a cell range

	=max()
	Finds the largest number in a cell range

	=min()
	Finds the smallest number in a cell range

	=count()
	Counts the number of items in a cell range


The syntax for a function consists of the function name, followed by the range name of the cells to be calculated in parenthesis.


Syntax:
=function(range)


Example:
=sum(b2:b4)
Figure 4-1:
Function Syntax

A complete list of worksheet functions can be found in the Microsoft Excel help system. To use the help system, choose the Help, Contents menu item.

Entering Functions

A function is typed in the cell that will contain the result of the formula. Functions can be entered into a workbook in three different ways.

a. Typing in Functions

Both the function and the appropriate cell range can be typed in.
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 Figure 4-2:
Typing in Functions

Activity:
Typing in Functions and Cell Ranges

1. Open the CALGARY.XLS workbook.

2. Select cell B10.

3. Type in, =sum(B5:B8)
4. Select cell C10.

5. Type in, =sum(C5:C8)
Selecting Ranges

One of the most popular ways to enter in a function is to type the function name followed by the left parenthesis and then select the cell range.

Activity:
Typing in Functions and Selecting Cell Ranges

1. Select cell D10.

2. Type in, =sum(
3. Select the cell range D5:D8. There will be a marquee around the selected cells.

4. Press the e key to complete this function. The right parenthesis is not necessary, Microsoft Excel will automatically include it for you.

5. Select cell G5.

6. Type in, =sum(

7. Select the cell range B5:E5.

8. Press the e key to complete the function.

	Tip
	The 

 AutoSum tool will sum the range above or to the left of the active cell.


The Function Wizard

In situations where you are not sure which function should be used, you can request a list of all available functions by using the Function Wizard.

[image: image18.png]Funct

n Wizard - Step 1 of 2 [z1x]
Chonse a function and press Nextto il in s arguments.

Function Category: Function Name

Math & Trig
Statistical

Lookup & Reference
Database

Text

Logical

Iinformation
AVERAGE (numberl.number2. )

Returns the average ofts arguments

Help Cancel ceee [ Nex>. Einish





Figure 4-3:
The Function Wizard

The Function Wizard groups worksheet functions into a number of different categories, including: Most Recently Used, Financial, Statistical and Math. The Function Wizard is accessed by clicking on the Function Wizard button that is displayed on the Formula Bar once you press the equal sign key.

Using the Function Wizard

1. In the cell that will contain the result of the formula, press the equal sign key.

2. Click on the [image: image19.png]


 Function Wizard button that is now displayed on the Formula Bar.

3. Choose a category on the left side of the Function Wizard dialog box.

4. Scroll through the list of available functions on the right side of the dialog box.

5. When you locate the appropriate function, click on the Next button at the bottom of the dialog box. Step 2 of the Function Wizard dialog box should now be displayed.

6. Using the mouse, select the cell range you would like to perform the calculation on. This may require you to move the Function Wizard dialog box to another location on the screen.

7. Click on the Finish button to enter in the function.

Activity:
Using the Function Wizard

1. Select cell A12.

2. Type in, Highest
3. Select cell B12.

4. Type in, =
5. Click on the Function Wizard button on the Formula Bar.

6. Select the Most Recently used function Category on the left side of the dialog box.

7. Select the MAX function on the right side of the dialog box.

8. Click on the Next button at the bottom of the dialog box.

9. In the number 1 text box, select the cell range B5:B8.

10. Click on the Finish button at the bottom of the dialog box.
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Figure 4-4:
The Complete CALGARY.XLS Workbook

O. Copying Cell Entries

1. Relative References

Unlike text and numbers, when Microsoft Excel copies formulas, they are copied relatively. A relative reference is where the formula automatically adjusts to reflect how many rows or columns it has been copied to. For example, copying a formula from column B to column C will result in the cell references in the formula adjusting one column.

What is actually happening is that Microsoft Excel is employing a patterning technique. If a formula is copied to the right four columns, the cell references in the formula adjust by four columns to the right as well.

Because Microsoft Excel automatically uses relative referencing when copying formulas, you are only required to develop the first formula in a series. Microsoft Excel can then copy and relatively adjust the remaining formulas for you.

	Action
	Result

	=E4*12
	original formula

	copy two columns to the right
	G4*12

	copy one row down
	E5*12

	copy one column to the right, and three rows down
	F7*12


Copy and Paste

Copying cell ranges is exactly the same as cutting, with the exception that the copied cell range also remains in its original position. 

The copy and paste method of copying cell entries is most suitable for copying cell entries from one area of the workbook to another unconnected area of the same or different workbook. 

Using Copy and Paste

1. Select the cell range to be copied.

2. Choose the Edit, Copy menu item, or click on the 

 Copy tool.

3. Position the active cell border where you would like to place the cell range.

4. Choose the Edit, Paste menu item, or click on the 

 Paste tool.

Activity:
Copying Text Using the Clipboard

1. In the CALGARY.XLS workbook, select cell A10.

2. Choose the Edit, Copy menu item.

3. Select cell G4.

4. Choose the Edit, Paste menu item.

	Tip
	A selection remains in the Clipboard even after using the Edit, Paste menu item. You can repeatedly insert the same selection into a workbook by choosing the Edit, Paste menu item again.


The Edit, Fill Menu Items

The Edit, Fill menu items are best used for copying cell entries to other adjacent cell entries either down or to the right. Using the Edit, Fill menu items is quicker than using the copy and paste method, but it can not be used to copy to non-adjacent cells.

Using the Edit, Fill Menu Items

1. Select the cell entry you would like to copy.

2. Also select the cell entries you would like to copy (fill) to.

3. Select the Edit, Fill menu item, and select either the Down or Right choices as appropriate.

4. Microsoft Excel automatically fills the adjacent cells with the cell entry. If the original cell entry was a formula, the formula is adjusted relatively.

Activity:
Using the Edit, Fill Down Menu Item

1. Select the cell range G5:G8.

2. Select the Edit, Fill menu item.

3. Select the Down choice.

Activity:
Using the Edit, Fill Right Menu Item

1. Select the cell range C10:E10.

2. Press the c key on the keyboard to clear the cell contents.

3. Select the cell range B10:E10.

4. Select the Edit, Fill menu item.

5. Select the Right choice.

AutoFill Handle

The AutoFill handle, located at the bottom right corner of the current cell range, provides a quick way to copy information from a cell range to adjacent cells. 

The AutoFill handle is a directly replacement for the Edit, Fill menu item.




The AutoFill handle is especially useful for copying formulas either to the right or below the current cell range.

The AutoFill handle also recognizes simple patterns such as January, February and March.. If January was copied using the AutoFill handle, Microsoft Excel will automatically display February, March, April, etc., in the adjacent cells.

Activity:
Copying Formulas Using the AutoFill Handle

1. Select cell B12.

2. Place the mouse pointer on the AutoFill handle until the mouse pointer becomes a black thin cross-hair.

3. Drag the mouse across to cell E12.

Activity:
Copying Patterns Using the AutoFill Handle

1. Select cell B4.

2. Place the mouse pointer on the AutoFill handle until the mouse pointer becomes a black thin cross hair.

3. Drag the mouse across to cell E4.

4. Close the CALGARY.XLS workbook.

P. Absolute References

Relative referencing is one of the most powerful features available in Microsoft Excel, but not every situation in a workbooks call for copied formulas to be automatically adjusted. 

An Absolute reference is where the cell reference is never adjusted, even when the formula is copied. Absolute references are essential whenever a formula refers to a cell reference that is “locked” in one specific cell location. This arises most commonly when dealing with cell definitions such as when specifying interest rates, commissions and forecast percentages.

To indicate an absolute reference, place a $ in front of the column letter and a $ in front of the row number as in the following example: $E$8.

	Tip
	Pressing the o function key after typing in a cell reference will automatically make it absolute.
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Figure 4-6: The Completed COMM.XLS Workbook

Activity:
Using Relative References

1. Open the COMM.XLS workbook.

2. Select cell H5.

3. Type in, =G5*H1
4. Press e
5. Place the mouse pointer on the AutoFill handle.

6. Drag the mouse down to cell H8.

Activity:
Using Absolute References

1. Select cell H5.

2. Type in, =G5*$H$1
3. Press e
4. Place the mouse pointer on the AutoFill handle.

5. Drag the mouse down to cell H8.

6. Close the COMM.XLS workbook.

Section 5

Printing

Workbooks

Q. Using Print Preview

The Microsoft Excel print preview feature allows you to preview how your printing will actually look like on paper.

The print preview feature can be turned on by:

1. Choosing the File, Print Preview menu item. Normally prints the current sheet(s).

2. Clicking on the Print Preview tool [image: image22.png]


 on the Standard Toolbar. Normally prints the current sheet(s).

3. Choosing the File, Print menu item and selecting the Print Preview button available on the Print dialog box. This method is the most flexible because it allows you to print preview the selected sheet(s), the entire workbook, or just a specific cell range.
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Figure 5-1: Print Preview

Activity:
Using Print Preview

1. Open the DETAILED.XLS workbook.

2. Choose the File, Print Preview menu item.

1. Zooming

When previewing, the printed area is displayed in a reduced view that allows you to see the entire page. Moving the mouse pointer into the printed page area changes the mouse pointer into a magnifying glassing. Clicking will now display an enlarged view that allows you to focus in on a specific area of the page. Clicking again will return you to the reduced view. 

The 

 Zoom button at the top of the Print Preview screen can also be used to reduce or enlarge the view of the page.

Activity:
Zooming in Print Preview

1. While in the Print Preview screen, click on the Zoom button to magnify the view.

2. Click on the Zoom button again to reduce the view.

2. Moving Between Pages

If the area being previewed is more than one page, you can click on the 

 or 

 buttons to move forward or backward one page.

Activity:
Moving Between Pages in Print Preview

1. Click on the Next button to view page 2.

2. Click on the Previous button to return to page 1.

R. Printing a Workbook

The File, Print menu item is used to print Microsoft Excel workbooks. 
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Figure 5-2: The Print Dialog Box

In addition to being able to specify the number of copies to print, Microsoft Excel also provides options for printing the selected sheet(s), the entire workbook or just a specific selection.

In most cases, you would choose the default option of selected sheet(s). This will print everything on the current sheet.

Clicking on the 

 Print tool will always print the selected sheet(s).

Activity:
Printing or Print Previewing the Selected Sheet

1. In the DETAILED.XLS workbook, choose the File, Print menu item.

2. In the Print dialog box, click on the Selected Sheet(s) radio button.

3. Click on the OK button to print, or click on the Print Preview button to print preview the selected sheet.

Printing Specific Parts of a Workbook

In situations where you need to print a specific range in a workbook, you would first select the range, and then choose the File, Print menu item and click on the Selection option.

At this point, you can either click on the OK or Print Preview button available on the Print dialog box to print or preview the range.

Activity:
Printing a Selection

1. In the DETAILED.XLS workbook, select the cell range A8:F14.

2. In the Print dialog box, click on the Selection radio button.

3. Click on the OK button to print, or click on the Print Preview button to print preview the selection.

S. Page Setup

The File, Page Setup menu item allows you to modify a number of options relating to printing your workbook. Page Setup can be chosen by:

1. Choosing the File, Page Setup menu item.

2. Clicking on the 

 button while in the Print Preview screen.

3. Choosing the File, Print menu item and selecting the Page Setup button available on the Print dialog box.

It is normally most convenient to use Page Setup from the Print Preview screen because you can immediately see the results of any Page Setup options you may have changed.
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Figure 5-3: The Page Setup Dialog Box

The Page Setup Dialog Box consists of four tabbed sections called Page, Margins, Header/Footer and Sheet. The Header/Footer tabbed section is discussed later.

Activity:
Viewing Page Setup from Print Preview

1. While in the Print Preview screen, click on the Page Setup button.

2. When the Page Setup dialog box is displayed, click on each of the four tabbed sections.

1. Page
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Figure 5-4: The Page Tabbed Section

There are a number of useful options available from the Page section including:

Orientation:
Printing the pages in Portrait (upright) orientation, or Landscape (sideways) orientation.

Scaling:
Being able to adjust the size of the cell entries being printed. The Fit to page options will automatically scale the size to allow you to fit all of the cell entries on the number of pages you specify.

Paper Size:
Allows you to choose letter, legal or another paper size.

Activity:
Changing the Page Orientation

1. Select the Page tabbed section of the Page Setup dialog box.

2. Click on the Landscape orientation radio button.

3. Click on the OK button to view the results in the Print Preview screen.

4. While in the Print Preview screen, click on the Page Setup button.

5. Click on the Portrait Orientation radio button.

Activity:
Changing the Paper Size

1. Select the Page tabbed section of the Page Setup dialog box.

2. Click on the Paper Size drop-down arrow.

3. Click on the Legal size paper option.

4. Click on the OK button to view the results in the Print Preview screen.

2. Margins
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Figure 5-5:
The Margins Tabbed Section

The Margins section allows you to change the top, bottom, left and right margins. Alternately, you can choose to either center the cell range horizontally, vertically or both within the existing margins.

Activity:
Using the Margins Section

1. While in the Print Preview screen, click on the Page Setup button.

2. Select the Margins tabbed section of the Page Setup dialog box.

3. Change the Top Margin to 2 inches.

4. Change the Bottom Margin to 2 inches.

5. Click on the OK button to view the results in the Print Preview screen.

Activity:
Centering the Print Area on the Page

1. While in the Print Preview screen, click on the Page Setup button.

2. Select the Margins tabbed section of the Page Setup dialog box.

3. Change the Top Margin and Bottom Margin back to 1 inch.

4. Turn on the Center on Page Horizontally and Vertically check boxes by clicking on them.

5. Click on the OK button to view the results in the Print Preview screen.

3. Sheet Options
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Figure 5-6:
The Sheet Tabbed Section

Among other options, the Sheet section allows you to turn on or off the grid-lines that are displayed during printing and print previewing. 

	Tip
	Turning off the grid-lines in the Sheet section of the Page Setup dialog box does not affect the display of grid-lines in the workbook.

To turn off the display of grid-lines in the workbook, choose the Tools Options menu item. In the View section turn off the Grid-lines check-box.


Activity;
Turning off Grid-lines When Printing

1. While in the Print Preview screen, click on the Page Setup button.

2. Select the Sheet tabbed section of the Page Setup dialog box.

3. Click on the Print Grid-lines check box to turn off printing grid-lines.

4. Click on the OK button to view the results in the Print Preview screen.

T. Headers and Footers

Headers and Footers are titles that can appear at the top (headers) or bottom (footers) of each page in your printed workbook. Headers and Footers are not displayed on the screen, they only appear during printing or when you are using the print preview screen.
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Figure 5-7: The Header/Footer Tabbed Section

1. Pre-defined Headers and Footers

Microsoft Excel has a number of pre-defined headers and footers suitable for most titles. The default header is the name of the sheet being used, while the default footer is the page number.

To change the default header or footer, click on the appropriate drop-down arrow for the header or footer and choose from the available options.

Activity:
Using Pre-defined Headers and Footers

1. While in the Print Preview screen, click on the Page Setup button.

2. Select the Header/Footer tabbed section of the Page Setup dialog box.

3. Click on the Header drop-down arrow.

4. Choose a header that includes the current date.

5. Click on the Footer drop-down list.

6. Choose a footer that includes the total number of pages to be printed.

7. Click on the OK button to view the results in the Print Preview screen.

2. Creating Custom Headers and Footers

If the pre-defined header and footer options are not suitable, you can create your own custom headers and footers by clicking on the Custom Header or Custom Footer buttons in the Header/Footer section.
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Figure 5-8: Customizing Headers and Footers

The Custom Header and Custom Footer dialog boxes are divided into three sections: left, center and right. You can type a title in any one of these sections by clicking in the section and entering in the title.

In addition, you can make use of the Header and Footer tools provided to include items such as the page number, total page numbers, the date and the name of the workbook.







Activity
Creating a Custom Header

1. While in the Print Preview screen, click on the Page Setup button.

2. Select the Header/Footer tabbed section of the Page Setup dialog box.

3. Click on the Custom Header button

4. In the Left Section, type in your name.

5. Select and delete any text in the Center section.

6. In the Center Section, click on the Date tool.

7. In the Right Section, click on the Time tool.

8. Click on the OK button.

9. Click on the OK button in the Page Setup dialog box to view the custom header in the Print Preview screen.

10. Close the DETAILED.XLS workbook.

Section 6

Formatting

Workbooks
U. Number Formatting

In Microsoft Excel, you can format numbers as you type them by including dollar signs, commas and decimals. You can also type in numbers without formatting, and then apply specific number formatting to cell ranges afterwards.

Most people find it is quicker to format cell ranges after typing in the numbers.

1. Applying Number Formatting Using the Formatting Toolbar

The Formatting toolbar contains a number of tools that allow you to quickly format a cell range with dollar signs, the percentage sign, commas and decimals.
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Figure 6-1: Numeric Formatting Tools

To use a numeric formatting tool, select the cell range first and then click on the appropriate tool. The number of decimal places can be increased or decreased by clicking on the Increase and Decrease decimal tools.

Activity:
Using the Currency Formatting Tools

1. Open the LA.XLS workbook.

2. Select the cell range B10:G10.

3. Click on the Currency tool on the Formatting Toolbar.

4. Click twice on the Decrease Decimals tool to display no decimal places.

Activity:
Using the Comma Formatting Tool

1. Select the cell range B5:E8.

2. Click on the Comma tool on the Formatting Toolbar.

3. Click twice on the Decrease Decimals tool to display no decimal places.

2. Applying Numeric Formatting Using the Format Menu

While the numeric formatting tools provide a convenient way to format numbers, they do not allow you to customize the formatting other than changing the number of decimal places.

The Format, Cells menu item provides a wider array of formatting options than is available by using the Formatting toolbar.
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Figure 6-2: The Number Format Tabbed Section

The Format, Cells dialog box displayed above contains multiple pages, each one indicated by a tab marker near the top of the dialog box.

The first tab marker is the Number section.

 Number Format Categories

Number format codes are organized into a number of different categories. As an example, the Currency category provides the following options:


· Number of decimals to be displayed

· Whether parenthesis are to be displayed for negative numbers such as ($124)

· Whether dollar signs are to be displayed.

Activity:
Using The Currency Number Formats

1. Open the LA.XLS workbook.

2. Select the cell range B5:E8.

3. Choose the Format, Cells menu item.

4. Select the Number tabbed section of the Format, Cells dialog box.

5. Choose the Currency category on the left side of the dialog box.

6. Ensure that two decimals will be displayed.

7. Ensure that dollar signs will be displayed.

8. In the Negative Numbers list box, select the fourth item to display negative numbers in the color red with parenthesis.

9. Click on the OK button to view the results. Any negative numbers will automatically be displayed in red and parenthesis.

10. Select cell B5.

11. Type in, -5000
Activity:
Formatting Dates Using Number Formatting Codes

1. Select cell F1

2. Choose the Format, Cells menu item.

3. Select the Number tabbed section of the Format, Cells dialog box.

4. Choose the Date category on the left side of the dialog box.

5. Select a date format.

6. Click on the OK button to view the results.

V. Column Widths

Each column in a Microsoft Excel workbook has a defined column width of approximately 8.5 characters in width. 

When typing in text that is wider than the width of a column, the text will “spill over” into the next column if that column in not being used. If the next column is being used, Microsoft Excel will display as much of the text as it can in the column.

When typing in numbers wider than the width of a column, Microsoft Excel will not display the numbers. Instead, a series of pound signs are displayed to indicate that the column width is too small.

The width of a column or columns can be changed in a number of different ways.

Activity:
Entering Text Wider than the Column Width

1. In the LA.XLS workbook, select cell H2.

2. Type in your name. Notice the cell contents extend into the next cell.

3. Select cell I2.

4. Type in your initials. Your name no longer extends into cell I2.

5. Clear the cell contents of cell I2 by pressing the c key on the keyboard.

The Format, Column Menu Item

The Format, Column menu item has a sub-menu option called Width. The Width option allows you to specify an exact number of characters that can be displayed in a column at one time.
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Figure 6-3: The Column Width Dialog Box

Activity:
Changing Column Widths Using the Format, Column Menu Item

1. Select cell G10. The ##### displayed indicates the column width is too small.

2. Choose the Format, Column menu item.

3. Choose the Width option.

4. Type in a cell width of 14 characters.

5. Click on the OK button.

1. Changing Column Widths using the Mouse

It is generally easier to use the mouse to change the width of a column. 

Changing Columns Widths by Dragging

1. Select the column or columns you would like to change the column widths for.

2. Position the mouse pointer to the right of the column heading you would like to change the column width for. The mouse pointer will change into a 

 double‑headed arrow.

3. Hold down the left mouse button and drag to adjust the column width. The column width is displayed on the left side of the Formula Bar.

Using AutoFit (Best Fit)

1. Select the column or columns you would like to change the column widths for.

2. Position the mouse pointer to the right of the column heading you would like to change the column width for. The mouse pointer will change into a double-headed arrow.

3. Double-clicking on the left mouse button will automatically adjust the column width to fit the largest entry in that column.

Activity:
Changing Column Widths by Dragging

1. Position the mouse pointer to the right of column E. The mouse pointer should change into a double-headed arrow.

2. Hold down the left mouse button and drag to the right to adjust the column width.

Activity:
Changing Column Widths Using AutoFit

1. Position the mouse pointer to the right of column E. The mouse pointer should change into a double-headed arrow.

2. Double-click on the left mouse button to perform an AutoFit.

W. Alignment Features

Text and Numbers in Microsoft Excel can be aligned within a column, or across a range of columns. 

By default, text is left aligned, while numbers and formulas are right aligned.

1. Using the Alignment Tools
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Figure 6-4: Alignment Tools

To use an alignment tool, select the cell range first and then click on the appropriate tool. The text or numbers will be aligned within their columns.

Activity:
Using the Alignment Tools

1. In the LA.XLS workbook, select the cell range B4:G4.

2. Click on the Center alignment tool on the Formatting toolbar.

3. Click on the Right alignment tool on the Formatting Toolbar.

Centering Across Columns

The Center Across Columns tools is used to center text or numbers across more than one column.

Using the Center Across Columns Tool

1. Select the cell range that you would like to center the text or numbers in, beginning with the cell that contains the text or numbers.

2. Click on the Center Across Columns Tools.

Activity:
Using the Center Across Columns Tools

1. Select the cell range A1:G1.

2. click on the Center Across Columns tool on the Formatting Toolbars.

3. Select the cell range A2:G2.

4. Click on the Center Across Columns tool.

Using the Format, Cells Alignment Page

The Format, Cells dialog box contains an Alignment page.
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Figure 6-5: The Alignment Tabbed Section

In addition to the alignment options that we have already seen, the Alignment page provides choices for:

1. Justification

2. Wrapping text in a cell

3. Vertical alignment

4. Orientation

Activity:
Using the Format, Cells Alignment Page

1. Select the cell range B4:G4.

2. Choose the Format, Cells menu item.

3. Select the Alignment section of the Format, Cells dialog box.

4. Click on a sideways text alignment option.

5. Click on the OK button.

6. Close the LA.XLS workbook.

X. Text Formatting

Microsoft Excel has extensive formatting options for changing the appearance of cell entries. In order to format cells, you must first select the cells to be formatted.

1. Using the Formatting Toolbar

Most formatting features can be accessed from the Formatting Toolbar displayed below.
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To emphasis a cell range , click on the Bold, Italic or Underline tools. Clicking on a formatting tool a second time will remove the emphasis. 

To change the font (text style) or size of the cell range, click on the Font or Size drop-down arrows on the Formatting Toolbar.

Activity:
Emphasizing a Cell Range using the Formatting Toolbar

1. Open the VANCOUV.XLS workbook.

2. Select the cell range A5:A8.

3. Click on the Bold tool on the Formatting Toolbar.

4. Click on the Font Size drop-down arrow.

5. Select Size 14.

Using the Format, Cells Font Section

All character formatting features are available in the Format, Cells Font section.

The Font section includes all emphasis features. It also displays a preview of what the selection will look like.
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Figure 6-6:
The Font Tabbed Section

Activity:
Using the Format, Cells Font Section

1. Select the cell range A1:A3.

2. Choose the Format, Cells menu item.

3. Select the Font section of the Format, Cells dialog box.

4. Click on the down scroll arrow in the Font list box until the Times New Roman font is displayed.

5. Click on the Times New Roman Font.

6. Click on the Color drop-down arrow.

7. Choose a shade of green.

8. Click on the OK button.

Y. Borders and Patterns

The occasional use of borders and patterns can enhance a workbook’s appearance.

Like all other types of formatting, borders and patterns can be applied from the Formatting toolbar and from the Format, Cells dialog box.

1. Using the Borders and Color Tools

The Borders and Color tools on the Formatting Toolbar contain drop-down arrows that provide a number of formatting options.
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Figure 6-7: The Borders Drop-Down List

Applying Borders or Color to a Cell Range

1. Select the cell range.

2. Click on the 

 Border or 

 Color tool drop down arrow.

3. Click on one of the available choices.

Activity:
Using the Borders or Color Tools

1. Select the cell range G5:G10.

2. Click on the Borders drop-down arrow on the Formatting Toolbar.

3. Choose the last border in the second column.

4. Select the cell range A5:A8.

5. Click on the Color drop-down arrow on the Formatting Toolbar.

6. Choose a shade of blue.

2. Using the Format, Cells Border and Patterns Pages

The Format, Cells dialog box contains a Border section and a Patterns section. Both of these pages provide more choices than are available by using the Formatting Toolbar.

a. The Border Section
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Figure 6-8: The Borders Tabbed Section

The Border section allows you to specify what side or sides of a cell range will have a border. In addition, you can choose a weight (thickness) for the border and a color for the border. All of this is done by clicking on the choices that you want on the Border section.

Activity:
Using the Format, Cells Border Section

1. Select the cell range A4:G10.

2. Choose the Format, Cells menu item.

3. Select the border section of the format Cells dialog box.

4. In the Border area, click on the Outline box.

5. In the Style area, click on the thicker line.

6. Click on the OK button.

b. The Patterns Page
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Figure 6-9: The Patterns Tabbed Section

The Patterns section allows you to pick a background color, and to also choose a pattern from the pattern drop-down arrow near the bottom of the Format, Cells dialog box.

Activity:
Using the Format Cells Pattern Section

1. Select the cell range B10:E10.

2. Choose the Format Cells menu item.

3. Select the Patterns section of the Format Cells dialog box.

4. Click on a color. This color will be the background in the pattern.

5. Click on the Pattern drop-down arrow.

6. Choose a pattern.

7. If desired, click on the Pattern drop-down arrow again and choose a foreground color for the pattern.

8. Click on the OK button.

Z. Using the Format Painter

The Format Painter tool provides an easy way to copy formatting from one cell range to another.

Using the Format Painter Tool

1. Select the formatted cell range.

2. Click on the Format Painter 

 tool on the Standard toolbar.

3. Select the cell range you would like to copy the formatting to.

Activity:
Using the Format Painter

1. Select cell A5.

2. Click on the Format Painter tool on the Formatting toolbar to copy the formatting of cell A5.

3. Select cell B4 to paste the formatting into that cell.

4. Close the VANCOUV.XLS workbook.

	Tip
	You can “lock” the Format Painter tool by double-clicking on it. This allows you to format as many cell ranges as you would like.

When finished using the Format Painter tool, you can click on the button again to turn it off.


AA. AutoFormat

The Microsoft Excel AutoFormat feature automatically formats a worksheet in one of a number of possible different styles. The AutoFormat feature can apply the following types of formatting:

	· Number
	· Border

	· Font
	· Patterns

	· Alignment
	· Width/Height


To use the AutoFormat feature, select the appropriate cells in the worksheet and choose the Format, AutoFormat menu item.
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Figure 6-10:
The AutoFormat Dialog Box

Activity:
Using AutoFormat

1. Open the TROPFRT.XLS workbook.

2. Select from cells A4 to D12.

3. Choose the Format, AutoFormat menu item.

4. Select the Classic 1 Table Format.

5. Choose OK.

6. Try some of the other AutoFormat selections.

Section 7

An Introduction to

3-D Workbooks

AB. Using Three-Dimensional Workbooks

1. Understanding Three-Dimensional Workbooks

Microsoft Excel uses three-dimensional (3-D) workbooks to make it easier and more modular to manage large amounts of information. 

Older spreadsheet programs required all data to fit within a two-dimensional grid of columns and rows. This often made it awkward to produce summaries when, for example, January through December data is scattered all over the workbook.

	
	A
	B
	C
	D
	E
	F
	G

	1
	
	January
	
	
	
	February
	

	2
	
	
	
	
	
	
	

	3
	
	Calgary
	L.A.
	
	
	Calgary
	L.A.

	4
	Starfruit
	126
	754
	
	Starfruit
	122
	765

	5
	Rambutan
	63
	327
	
	Rambutan
	62
	237

	6
	Durian
	49
	250
	
	Durian
	43
	351

	7
	
	
	
	
	
	
	

	8
	Total
	238
	1331
	
	Total
	227
	1353

	9
	
	
	
	
	
	
	

	10
	
	March
	
	
	
	April
	

	11
	
	
	
	
	
	
	

	12
	
	Calgary
	L.A.
	
	
	Calgary
	L.A.

	13
	Starfruit
	134
	851
	
	Starfruit
	162
	554

	14
	Rambutan
	103
	369
	
	Rambutan
	69
	421

	15
	Durian
	41
	259
	
	Durian
	74
	253

	16
	
	
	
	
	
	
	

	17
	Total
	278
	1479
	
	Total
	305
	1228


Figure 7-1:
A Two-Dimensional Workbook

3-D workbooks are more natural. Instead of placing January through December data on one large piece of paper, you can place each month’s data on its own separate sheet as if you were using a workbook. In fact Microsoft Excel refers to this 3-D capability as a workbook.
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Figure 7-2:
A Three-Dimensional Workbook

When using a 3-D workbook, not only can you use functions to perform calculations going down a column or across a row, you can also perform calculations including more than one page in the workbook. This makes it much easier to produce summaries of similarly structured data.

	Example
	Description

	=SUM(A1:A10)
	Formula going down a column

	=SUM(B4:F4)
	Formula going across a row

	=SUM(Sheet1:Sheet2!A1)
	Formula spanning two pages in the workbook


Working with a Three-Dimensional Workbook

When creating a new workbook, Microsoft Excel automatically provides the user with sixteen sheets in the workbook. The sixteen sheets are named Sheet1, Sheet2, etc. and are displayed at the bottom of the screen as tabbed pages.
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Figure 7-3:
Microsoft Excel Tabbed Sheets in a Workbook

Navigating through the Sheets in a Workbook

Sheet1 is the default sheet in a workbook. To display another sheet, click on the tabbed page for that sheet at the bottom of the screen. 

Only six or seven tabbed pages can be displayed at once. To display the other tabbed pages, click on the “VCR buttons” at the bottom left-hand corner of the screen.

Activity:
Displaying Different Sheets in a Workbook

1. Open the FRTSUMM.XLS workbook.

2. Observe that Sheet1 is Calgary Sales.

3. Click on the Sheet2 tabbed page at the bottom of the screen. Sheet2 is Vancouver Sales.

4. Click on Sheet3.

5. Click on Sheet4. Sheet 4 and the rest of the sheets are blank.

6. Click on Sheet10 by clicking on the Forward “VCR button.”

7. Return to Sheet1 by clicking on the Beginning “VCR button.”

Renaming Sheets

Because sheets are all saved together in the same workbook, only the name of the workbook must conform to the standard eight-letter file name limitation. The names of the individual sheets can be as long as 31 characters. Spaces are allowed in sheet names.

The easiest way to change the name of a sheet is to double-click on the tabbed page for the sheet. The resulting Rename dialog box will allow you to type over the default sheet name.
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Figure 7-4:
The Rename Sheet Dialog Box

Activity:
Renaming Sheets

1. Change the name of Sheet1 to Calgary by double-clicking on the Sheet1 tabbed page and typing in Calgary in the Rename dialog box.

2. Rename Sheet2 Vancouver.

3. Rename Sheet3 LA.

4. Rename Sheet4 Summary.

Copying Information between Sheets

Sheet4 was just renamed Summary to allow us to consolidate the Calgary, Vancouver and LA sheets into one Summary sheet. Because this summary sheet will be structurally identically to the other sheets, it will be easier to copy the headings from another sheet than to type them again.

Cutting or copying data from one sheet to another is done in exactly the same way as if we were cutting or copying within the same sheet. The only difference is you will paste the information into another sheet.

Activity:
Copying From One Sheet to Another

1. Select the Calgary sheet by clicking once on the Calgary tabbed page at the bottom of the screen.

2. Select from cells A1 to G10.

3. Choose the Edit, Copy menu item.

4. Select the Summary sheet

5. Make sure that cell A1 is the active cell.

6. Choose the Edit, Paste menu item.

7. Delete the Calgary data from the Summary sheet by selecting cells B5:E8 and press the c key.

8. Edit the headings to reflect that this is the Summary sheet.

Using Three-Dimensional Formulas

Not only do 3-D workbooks make it easier to manage information, it is also easier to summarize data across different sheets in a workbook.

The structure of 3-D formulas is a little different from normal formulas. 3-D formulas include both the sheet names and the cell references of the sheets being calculated. Sheet names are separated from cell references with an exclamation mark.

Examples of 3-D formulas include:

	Example
	Description

	=Sheet1!A4
	Displays cell A4 on Sheet1

	=SUM(Sheet1:Sheet3!B5)
	Totals cell B5 in Sheet1, Sheet2 and Sheet3

	=MAX(Calgary:LA!B5)
	Finds the highest B5 cell value in the Calgary through LA sheets


3-D formulas and functions can be typed in or created using the mouse.

Creating Formulas using the Mouse

1. Click on the sheet and cell where you would like to enter the formula.

2. Press the equal (=) key.

3. If required, type in a function name and the left parenthesis key.

4. Click on the sheet and cell(s) you would like to include in the formula.

5. To include a range of cells from different sheets, hold down the j key and click on the tabbed sheet page for the last sheet to be included in the formula.

Activity:
Creating a 3-D Formula Using the Keyboard

1. Select cell B5 in the Summary sheet.

2. Type in the following formula, =SUM(Calgary:LA!B5). 

This adds together cells B5 in the Calgary, Vancouver and LA sheet.

3. Delete the formula in cell B5.

Activity:
Creating a 3-D Formula Using the Mouse

1. Select cell B5 in the Summary sheet.

2. Type in =SUM(
3. Click on the Calgary tabbed page at the bottom of the screen, and select cell B5.

4. Hold down the j key, and click on the LA tabbed page. 

This will automatically create the formula =SUM(Calgary:LA!B5.

5. Press e to complete the formula.

6. Copy the formula in cell B5 to the other cells in the Summary sheet.
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