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Screen Layout
This section gives an overview of the Excel screen elements, shown on the

previous page. Detalled explanations about thesa elements will be given,
whiere relevant, throughout the Examples within this Module.

Titla Bar
Identifies the application and name of the current worksheat,

Quick Access Toolbar
Provides buttons for the mast frequently used commands.

Tha Ribbon

Access 1o all Excal commands.

The Eibbon includes the [File] tab, which enables you to creale, apen, save
and send files; as well as protecting, previewing and prnting them. It is also
the place to sat options for Excel. The features contained within the [File] tab
are known as Backslage view.

e The Quick Access toolber and Ribbon are the companents of the Ciffice Fluent
w user wrerfoce, This will be described in Exercise &

Formula Bar
Displays the eniry in the currently selected cell, Can be uzed to inzerl or edit
cell entnes.
# Tha [Insert Function| button opans the Insert Function dialog box
o Toaccess all the Excel functions and to give help in using them
# Yvhen you are edifing & cell, a cross and fick will be displayed to the left of
the formuia bar
= The cross can be used o cancel the entry or edit
o Thefick can be used to confirm the entry or edit
Tothe rght of the Formula bar, the [Expand Formuia
Bar] button will nerease the depth of the Formula bar, if you have a long
entry in a call

C W



Mamo box

Displays the aclive cell or range reference and acoesses namad ranges

Work Area
The entire worksheet and all its elements, including cells, gridiines, row and
column headings, scroll bars, and sheet labs.

Each worksheat contains 16,384 columns and 1,048,576 rows, By default, a
workbook contains 3 sheets, The number of sheets that can be inserted into
a workbook is determined by available memory.

Selected Range

It a single cell iz selecied, it is outlined in black.

If a range is selected, tha range is oullingd in black and all cells within that
range are highlighted, with the exception of the cell that is curently displayed
in tha formula bar, which is not highlighted.

Paointer

As you move the polnter, it will change its appearanca according la which
par of the serean il is over and what i cumently selected.

Insertion Paint
When editing, a flashing | beam shows whenz the next character will appear.

Sheet Tab

Tabs at the bottom of the workbook window display the names of sheets.
Click a sheat fab to view that sheet and make it active, To scroll through
sheet tabs, use scrolling buttons o lefl of tabs.



Status Bar
Bar across the bottom of the Excel window displaying information about a
selected command or an operation in progress.

On the left side is the Mode Indicator, which indicates your curent slatus;
« READY Excelis waiting for your next entry or command

» ENTER Press [ENTER] before issuing next command

= EDIT You are ediling an eniry in a cell

Whien a range of cells is selected, by default the status bar displays the
‘average’, ‘count’ and "sum’ of data in the selecled cefls.

The information to be displayed on the Status bar can be amended by right-
elicking over the Status bar, to display a menu of available items.

Page view buttons
Change the way the page is viewed. Options are [Normal], [Page Layout]
and [Page Break Preview],

Zoom lovel
To adjust page magnificalion on screen.

Scroll Bars
Shaded bars to the right and bottom of a window, To view different parts of
the spreadshest.
s Click the scroll bar arrows at top and bottom of & scroll bar
e To move one row or cofumn in any direction
» Click either side of the scroll box
s 10 move ona screean in any direction
= [rag the scroll box
o Tomove to cther pars of the workbook



Other terms and explanations

Dialog Box
A window whera options can be selectad, that relate to a required command.

A typical example is the Font dialog box.

Ribbon [Home] [Font] - clicking the dialog box launcher at the bottom night of
the Font group will open the [Font] dialog box. This gives options o choosa
how and where you want your text formatted.

Other dialog boxes give you similar, task related options.
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Move around in a worksheet

A worksheet consists of columns named with a lettar and rows identified by a
number. The first cell in the top row, left column is therefore A1, Cell Al s
called the HOME cell. The Mame box on the formula bar displays where the
cell pointer 5.

Thie scroll bars can be used to view different parts of a worksheet, without
changing the currently selected range or cedl.

I you prefer to use the keyboard to move around the worksheet, the following
kevhoard combinations are available in Excel:

Action Result

Click & cal To antar of édit dats in thaf call

AITCW WEYS bigve one oell in any direcson

[Tahk] Move one cell bo he right in a warksheet

[Carf] + Arrow kiry Move o tha and of the current data region in any direciion
[Shift] + Arrow key Exlend selectad rangs by one call in any direcion
[Homaj Mowva 1o fhe beginning of the row

[Gtd] + [Home] Move to cell A1

[Ctn] + [Shnidt] + [Homee] Exfend solecied range ko sl A1

jCer] = [End] Meowe 1o tha last weed cell on tho workshast (botiom right

CoImar)

[Cel] + [Shift} + [End]

Extond selectad range to the last vsad call on tha
wirkahaal

o] + A Salect cument range. Press again 1o select enfire
works hesl

[Enter] Comglate data entry and, by defaut, select call below

[F5| Open Go To dialeg box o ener cel referenca required

[Page Up|Page Down] Move one BCIEEn UR or down

JAN] + [Page Up [Page Down]  Move one screen 1o the laftinght in a workshoed

{Ctf] + [Page Up) [Page Down]  Move 1o the previous/next shaet in a warkboak




Enter data using shortcut keys
The following keyboard shortcuts are available when enering and editing

data in cells:

Aetion Result

[ENTER] Complete & cel entry and, by defaull, mave dewn a cel

[CTRL|+[ENTER] Fili the selacied celf range with B current entey

|SHIFT]*|[EMTER] Complata & cad @ntry and mowve up in the aplecthon

[ESC] Cancel a cell entry

[Fd] ar [CTRL]+{Y] Repeat the last action

[ALTIHENTER] Start a now ling i tha sams ool

[BACKSFACE] Dedede the characier fo the left of the insertion point. or delete
the selaction

[BELETE] Defste the characlar to the night of the Ingertion point or delile
the selaction

[CTRL+[DELETE] Dedetes bt 1o the end of tha line

[FZ] Edit @ col gniry

[CTRL+D] Fill down

[CTRL]+[R] Fill o the raght d

IGTRL + [X] Gt the salected range

ICTRL] + [C] Copy the selociod range

ICTRL] + V] = Paste Ihe last clipboard entry




Work in cells or the Formula bar using shorteut keys

In addition o accessing Excel commands through the Ribbon and Quick
Access toolbar, the following keyboard commands are available:

Action Result

= (mgual sign) Srarl a farmus

[ESC) Cancal an eniry in the call ar farmula bar
Fa Edit the actve cal

[BACHIFALE] Edt the active call, clear it, or dekds thé precading

characier in the acfive cell as you edif B coll conlents

[Gel] + 1 Cisplay the Farmat Cells dialog box

[Fa Caloulale all sheels in all cpen workbooks
[SHIFT]+{F Calculale the active workshest

|ALT]#=] {equal sign) Insart the AutoSum formuls

[ETRL]+[] {semicoion) Enter the date

[CTRLI#{SHIFT]+[] (colon}  Enler the time

[CTRLHHIFTE] Copy the velus from tha call above (e actie cell nto Fe
{quotaticn mark) cull or Iha dormula bar

|CTHL}| apastrophe)

Allemate btween dispaying ool values end displaying
call formultas

[CTRLI¥[] {apostrophea)

Cogy a formula from the coll above lhe acive cell inlo the
el ar the formuda bar

Example 1 - Enhancing productivity

Exercise 1

Open a spreadsheet application

= From tha Task Bar at the bottom of the screen, click the [Stard] button
s Select [Al Programs)] [Microsoft Office] [Microsoft Office Excel]
o Miorosolt Excel will open, with a new, blank workbook on screan



Exercise 2 The Ribbon and Quick Access toolbar

The Ribbon and the Quick Access toolbar are located at the top of the Excel
window. They make up the "Office Fluent user interface” — the place o find
all the tasks and funclionality needed to use Excel effectively and efficiently.

The interface, and other Excel options, can ba customized, as will be shown
in this Exercisa, However, this courseware will assume that dafaull settings
are in place throughout Excel.
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The Ribbon gives access to all the Excel commands. 1t consists of tahs,
which contain groups of buttons to carry out Excel commands.



Each tab contains commands based around one type of Excel task.
Each group within a tab contains a set of sub-tasks related lo the tab.

The buttons in each set of sub-tasks either carry out a specific command, or
display a sub-menu of commands. A button is clicked once to activate it.

Dialog box launchers

Some groups have a dialog box launcher at the bottom right of the group.
The dialog box associated with this group will be opened when the launchar
iz clicked. For example, clicking the [Font] group dialog box launcher will
open the [Foni] tab of the Format Cells dialog box.
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Context specific tabs

There are additional tabs that cnly appear whan relevant for the task you are
carrying oul, These are known as contextual tabs.

Contextual fabs contain the tools necessary to work with a selected object,
such as a lable, a piclure or a drawing. When one of these objects is
selected, the name of the contextual tools will appear in a different colour
above the tabs, and the relevant contextual tabs will appesar o the right of the
standard tabs,
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Restore, minimize the Ribbon

It is not possible to remove or hide the Ribbon, but it can be minimized. so
that only the Ribbon tabs appear on screen.

To minimize the Ribbon

« Al the right of the Ribbon, click the [Minimize the Ribbon] button
o Tahide the Ribbon groups and sub-lasks
o Towview only the Ribbon tabs

While the Ribbon is minimized:
» Click a tab heading

o Towview the groups and sub-tasks for that heading
+ Click the heading again

o To hida the groups and sub-lasks for that heading



To restore the Ribbon

= At the right of the Ribban, click the [Expand the Ribbon] button
o« Toview the Ribbon tabs, groups and sub-tasks

The File tab

The: [File] tab is known as ‘Backstage view in Office 2010, and is the place
for all workbook management tasks. It contains commands for opaning,
saving and closing your workbooks. 11 also contains tabs to manage all the
actions thatl need to be carred out for workbooks, such as printing. sharing
and protecting them.
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The Quick Access toclbar

The Quick Access toolbar is intended to display the commands you use most
frequently. By default, it displays the [Save], [Undo] and [Redo] buttons. You
can customize the toolbar by adding to it commands that you use regulsry
These commands will then be permanently on display, regardiess of which

Ribban tab you have selected
‘! - t‘.‘ .ll- e 1

Customize the Quick Access toolbar

* Click the drop down amow to the right of the Quick Access toolbar
o Taview a list of the most common buttons thal you may wish to add
= The buttons that are currently displayed on the Quick Accass toolbar
will have a tick 1o their left
s Click on a button that ia not currantly displayed
o Toput atick to the left of this button
o Todisplay it in the Quick Access oolbar

« Click on a button that is currently displayed
= Toremove the tick from the left of this bution
s Toremove it from the Quick Access toolbar
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If you wish to add further commands that are not shown in this list, the
[More Commands...| button will open tha Excel Options dialog box at the
Customize the Quick Access Toolbar screen. From hera, you can salact any

Excal commands to add to the Quick Access toolbar,
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The Quick Access toslbar drog down butlon also has the opion to
[Show Below the Ribbon], in order to display the Quick Access toolbar below

the Ribbon.



Exercise 3 Use mognification/zoom tools

The zoom level for 8 workshest determines the size that the cells of (hat
worksheel are displayed on screen. This enables you either to see more of a
spreadshest on screen at one time; or lo see greater detail in specific cells.
The larger the zoom percentage selected. the larger the cells are displayed
on screen. The zoom level for each sheel in a workbook can be amended
indapandeantly

The [£oom)] shder bar is located at the right of the status bar.

» Click the [-] sign at the left of the [Zoom)] shider

o Tozoom out and reduce Lhe size of the worksheet cells
« Click the [+] sign at the right of the [Zoom)] slider

s Tozoom inand increase the size of the worksheet cells
» Click and drag the [Zoom] marker to the left or right

a Toamend the zoom level of the worksheet cells

» Click the [Zoom level] percentage at the left of the [Zoom] slider bar
a  Toopen the Zoom dialeg box

* Inthe Zoom dialog box. select a specific magnification percentage for
your worksheet and click [OK]




e Youmay fike to know:

w Alternatively, Ribbon [View] [Zoam] contains the following buttons:
»  [Zoom]
o Toopen the Zoom dalog box
o [100%]
& To zoom the warkshest fo 100% normal size
* [Zoom to Sefeciion]
= Tomake the curently selected range fill the enfing window exactly.
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Exercise 4 Set basic options/preferences in the application

Itis possible to change some of the default options that are used each time
you work with the spreadsheet. However, if the options and preferences

have already been set by your school or organisation, you should adhere o
tham.

These preferences are stored on screens in the Excel Options dialog box:

» Ribbon [File] click the [Options] button M= ==
a Toopan the Excel Options dialog box

User name:

This is the name used when inseding user fields inlo documents.

= In the lefi pane, select [General]
o Toview the most frequently used options in Excel

= In the [User name] field of the 'Personalise your capy of Microsoft Office’
saction, type in the name you wish to be entered any time you insert the
[User name:] field into 8 document

e HE ﬁ aa L e
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Note that this will personalise your user name for all your Microsoft Office
applicatons,



Default folder to open, save spreadsheets:

The default file location is the drive and folder you would normally use to
save workbooks to, and from where you will open existing workbooks.

= In the left pane of the Excel Options dialog box, solect [Save|

o Towvew the ields where you can customise how workbooks are
saved

» |n the [Default file location] of the ‘Save workbooks” section, typea the file
path af the folder you wish 1o view each lime you select to [Open] or
[Save| a file.

s Chick [OK]
o Todose the Excel Options dialog box
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Exercise 5 Use available Help functions

+ Click the [Microsoft Office Excel Help] button at the right of the (%)
Ribbon
e Toview the Excel Help dialog box
o I your computer is online, you will view Office Cnlina help, in addition

ta tha help contained with the Excel program.
| Wytgarsd pariruti
= |F1] |

View a help topic

The Help dialeg box opens with a selection of lopics,
& Click one of the topics
o Towvew sub-menus of help available concerning the toplc you have
selected
v Click 8 sub-menu
o Toview sub-categories of help conceming the sub-menu you have
seleched
s Selact furher sub-categorias, as relevant
o Until you view the halp text for the lopic you have selacled
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Some of the words in the help text may be in a diffarent colour.
«  Chck these words

o Toview an explanation of the words

Click the words again

= To hide their explanation

Click [+ Show All] at the top of a help topic

o Toviaw all the explanations in this lopic

Once you have shown all the explanations for a topic, click |- Hide All)
= To hide the explanations



The Help toolbar buttons

The following bullons are displayed across the top of the Help dialog box:

» [Back]
o Goback o the previous screen
¢ [Forward]
o Relurn to the screen you ware viewing before you clicked [Back]
= [Stop]
e Stop a help page uploading to the Help dialog box
s [Refresh]
» Ralresh an onling help page with the latest information available
s [Home]
= Return to the initial Help screen
» [Prinf]
o Opean tha Print dialog box, in order to print all or part of the current
Help topic
= [Change Foni Size]
= Make the font size in the Halp dialog box larger or smaller
s [Show Table of Contents]
= View the Help Table of Contents to the left of the Help dialog box
= When tha Table of Contents is showing, the tcon will change to an
open book. Click this, to hide the Table of Contents
» [Keep on Top]
= Toggle betwean keaping the Halp dialog box on top of your Excel
workshest whilst you are working and not keeping it on top



Table of Contents

The Table of Contents contains headings for the complete Help manual.

» |i the Table of Contents is not showing, click the E
[Show Table of Contents] buttan at the top of the Help dialog box
= Toview the Table of Contents to the left of the Help dialog box
« Select one of the headings with a book icon 1o its lefl
= Toview the help topics available for that heading
= Select a help topic with a question mark to its left
e Toview the help text for that topic
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Search

Tha Search field is below the toolbar buttons.
= Type the name of the help topic you wish 1o view and press [Enter]
= Toview a list of the help lopics thal maleh the text you entered Into
the Search field
« Select the most appropriate entry from the list
o Toview the help text for that topic
+ Click the [Back] button on the toolbar
= Toretum to the list of help topics
o Tobe able to select a different topic from the list
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Context-sensitive help

The [Help] button appears at the top right of dialog boxes.
s Click the [Help] button in & dialog box
e Towview help on topics specifically relating to the dialog box



Exercise &6 Close a spreadsheet application

When you have finished working with Excel, it is good practice to closa the
program, so that it does not restrict your computer’s performance.

s Ribbon [File] click the [Exit] button | £ e

o Toclose down Excel as well as this workbook R
[ o [AN]+ P4 I

Alternatively, clicking the [Close] button at the top right of the screen will
closa any Excel workbook open in the current window and, if this is the only
Excel workbook open, it will also close down Excel.
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Example 2 - Trip to France
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This Example will create and save a workbook, containing the outline of the
details needed to record attendance on a rip abread.  The workbook will also
be saved as a lemplate. A lemplate is a document containing details you
want to repeat in future workbooks, such as text, layout and formatting.

The next Example will show you how to use a copy of this workbook D
record attendance on a particular trip.

Exercise 1  Open Microsoft Excel

« From the Task Bar at the bottom of the screen, click the [Starf] button
« Select [AN Programs| [Microsal Office] [Microsoft Office Excel]
a  Microsaft Excel will open, with & new, blank workbook on scraan



Exercise 2  Work with cells

This exercise will insen text in cells, select cells and ranges, and apply
formatting to the cell conlents.

Understand that a cell should contain only one element of data

Each cef in this spreadsheet coniains only one element of data. For
example, Column A contains the students' firsl names and Column B, the
sludents’ last names. It is imparant when creating spreadsheels to follow
the practice of only pulting one data element in each cell, in order that each
elemant can be used individually in formulae and calculations,

Recognise good practice in creating lists

When creating lists of information In a spreadsheel, there are several points
of good practice to remembaer, In order that the list funclions available within
Excel can operate comeacily:

* Avecid blank rows and columns in the main body of the list

= The cells bordering the list should be lefi blank

= |f a Total row is to be added at the bottom of the list. insert a blank row
before the Total row

Enter text in a cell

* Click cell A1
o Ta select that call
= Type "Trip to France™ and press [Enter]
= Tocomplete the entry in cell A1
a  The cursor should move to call A2
o The text will be aligned to the left of the cell
By defaull, text is aligned to the leff of a cell: dates and numbers are
aligned fo the right. Numbers and dales can be typed info cells in the
same way as entering texl. This will be shown in the nex! Example,
when the lemplate is used fo recond attendance on a particular trip.



Select a cell, range of adjacent cells

You just selected an individual cell by clicking it. It is possible to select a

range of cells, to camy out an action that affects all the currently selected
cels.

* Move the pointer over cell A1

s Click and drag the pointer across to cell F1
s To select cells A1-F1

You will need to know:

Select a range of pon-adjacent cells

This will select the range AS-F5 in addition to the range A1-FI

= Ensure that the range AI-F1 iz still selected

= Move the pointer over celf A5

*  Hold down the [CHel] key

= Whilst the [Ciri] key = held down, click and drag the pointer across fo cell
F5
o To selecr rhis range in addition to the range AI-FI

This procedure con be used to select as mary non-adjacent cells and ranges as
necessary.

Select an entire worksheet

To select the enfire worksheet. click on the rectangle to the left of column A
and abave Row 1. Any chonges you make while the entire worksheet is selected
will affect olf cells in that workshest
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Exercise 3  Formatting

Merge cells and centre a title in a merged cell

» [Ensure thal only the range A1-F1 is selecled
« Ribbon [Home] [Alignment] - click the [Merge and Center] bution I=E

e ——

s To cenire the heading across columns A - F; the selected range,

which contains the columns to be used in the ragister Boght Click
o fFornat Calle. |
« [Aligrment] fob

= Taad Camiral - cloh
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Change cell content appearance

« Ribbon [Home] [Font] - click the drop down arrow 1o the right of the [Font]
button

« Scroll through the list of available fonts and select W
[Comic Sans M3] -
» Tochange the [Font] for the heading

« Ribbon [Home] [Font] - click the drop down arrow to the right of 4 =1
the [Font Size] button :

» Select [14] from the list of avallable font sizes
= Tochange the [Font Size] for the heading

You may like fo knew: i
Ribbon [Home] {Fant] - the [6row Font] and [Shrink Font] buttans will | A° |
increase or decrease the current font size of the sefected range by ane point

up to point size 12, and subsequenthy 2 points, each time you elick them




You will now enter the column headings in Row 3. Don't worry if the tesa
doesn't fit propery in the cells as you type - this will be addressed latar in
this Exampia.

» In cell C3 type the heading "Confirmed”
« Press the Right armow on the keyboard
s Tomove to cefl D3
» Type the heading ‘Deposit’
= Continue in this way to cell G3., entering the following headings

W

Trip o France

Confirmed Depatii  Balanpe  Presend

» Move the pointer over cell C3
a  Click and drag the poinier across o cell F3
= Toselect cells C3-F3




Apply formatting to cell contents

« Ribbon [Home] [Font] - click the [Bold] button B
& To fermat the selected headings io be boid
« Ribbon [Home] [Alignment] - click the [Center] button =

= Toformat the headings o be centred

Vou will need to know:
Italics
o Ribbon [Home] [Font]- click the [Ttalic] button e
n  Formats entries to be italicised
Underiine 'uﬂﬁ..h.é.“‘
«  Ribbon [Home] [Font] = click the drop down arvow | | eriee .
fo the right of the [Underline] button H
o Formats entries to be underlined or deuble underlined

B | DeunleUndading

—

To obtain the full range of cell formatting available:

o Ribbon [Home] [Font] - click the Dialog Bax [ =i 1@
Launcher
o Opens the Format Cells dialog box

The tabs will give access fo the various formatting options

T

= jiote ]« [1]
w Ty wima Femit (el

E;mdi—'rnm
b Eexn




You may ke to know:

all the cell farmatting aptions.
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Ribton fHome | (Styles] - the fCell Styles] button gives access 1o a lorge |
selection of pre-defined stvles for your selected range. These contain :

Ced
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‘m Foaur may like to know:
%

When you highlight all ar part of ¢ cell entry, & min toalbar s displayed next? fo
rhe highfighted data  This displays the most commoniy used font farmarting.
and is a guick way of fermatting your highlighted entry. The mini toolbar is
very faint untdl you move the pomter over iF, when it becomes mere prominent.

| Eatiem e




Exercise 4 Rows and Columns

This Exercise will insert a column between the Balance' and Presant
columns, in which the dale thal the balance is paid can be entered. The
column widths will then be modified. to fit the headings.

Select a column

= Move the pointer over the column header
o Tochange the pointer to an arow
= Click over the header for column F
s To highlight and select the whole of column F

You will need to know

Select a range of odjacent columns

= Click and heid the pointer over the header for column C ond drag it across
to column &
o Te hghlight columns Cto &

To select non-adjocent columns

s Click over the header of the first column yeu wish fo highlight

»  Holid down the [Chrl] key on the keyvboard and click over the header for the
next colwmne you wish fo highlight

»  Keep the [Cfri] key held down, and click on the headeris) for any other
columns you wish to add fo the sefection

To select a row, adjacent and non-adjacent rows

Rows ore selected using the rew mumbers in the left margin.

* foliow the same procedures as above for columns. selecting the relevant row
number(s) in the feft margin

To deselect rows or columns
»  Click away from your currently select rows or columns to deselect them



Insert a column

= Ensure column F is salected
#+ Ribbon [Home] [Cells] = click the drop down e - |l T

 dale| Ar 4
arrow to the right of the [Insart] button |E=pe
o Toview the Insert options | =
il e 1anik Shipdt Cobam
« Click [Insert Sheet Columns] |
G| et S
e Toinserta new column F
o To move the contents of column F to column G : x
Rt Chack!
w [Lenard]

Al s selecting ke
exfirrni s} To TrARrt

g You may like to know:

H A small brush will be showing fo the right of the inserted column. Move the
] pointer over the brush and ciick the drop down arrow fo i3 rght, fo vew fthe
cokimn formatting aptions. By default, the inserted column will have the same

formatting as the column fo its left

« Selact call F3 and type "Date Balance Paid®, then press Entar



¥You will reed Fo know!

Insert multiple columns

o Select the columnfs) where you need to insert new colummns)

»  Ribbon [Home ] [Cells] - click the drop down arrow to the right of the
[Tnsert] button and select [Tnsert Sheer Columns)]
o Toinsert columnfs) To rhe lefT of rhe highlighted columa(s)
o Tomove the contents of the highlighted columns te the right

Insert rows

s Select the row(s) where you wish to insert new row(s)

s Ribbon {Hame] [Cells] - click the drap down arrow to the right of the
[Insert] button and select [Insert Sheet Rows]
o Toinsert new row(s) above the highlighted rew(s)

Delete rows and colvmns
Rows and columns can be deleted in a similor marner.
o Select the rows or colwnns you wish fo delete
s Ribbon (Howme ] [Cells] = click the drop down arrow fo the right of the
[Delere] butron and select [Delete Sheet Rowsj or [Delete Sheet Columns |
as reqisred
o The selected rows or cokumns and their contents will be deleted
Se gware that ths will defete the entive rows or columns - which could
cantawt emiries i1 rows or columns you cannot see on screen of present

™ [Delets Ceta
B [alete Shees foet | | Migat Tick:
7 & [Beleis |
B Deiete Sheet Coiwnm | « Chstions 40 cilabe
@ Delele fhest I [Calls], [Forms]ar

|eniemra] pre ssaibsie

« Ensure that you do not delete any of the rows or columns you are using!



Apply text wrapping to contents within a cell, cell range

If a cell contains more text than can fit in the cell, as is the case with call F3,
text wrapping will ‘wrap’ the text onto multiple lnes in the cell, rather than it
being ‘cut off or overflowing onto the next cell,

We will apply text wrapping to all the cells containing the headings (cells C3-
G3). Don't worry if the text wrapping splits words onto multiple lines at this
point, we will address this next.

«  Select the range C3-G3
» Ribbon [Home] [Alignment] — click the [Wrap Text] button E
= o wrap the text in the selecied range
o loincrease the depth of the row(s) in the current range as necessary
for the numbaer of lines of text required in the cell containing the mast

text | Right Cuck:
| o [Farmat el |
:  Splect [ Algrmast ] fob
[ = Tiek [frap 2]
You will need to knowr!
Text wrapping in a single celf

It a single celf was selected, text wrapping wouwld be applied to just this cell
Howaver, this action weuld modify the depth of the entire row contaming this
cell

Modify column widths, row heights

Thera are several ways to amend the widths of columns and the depth of
rows, Wae will now ameand the widths of columns C-G to fit the headings
better into the cells, and will increase the depth of the rows into which we will
shorily enter the students’ names
» Select columns C to G and experiment with the foliowing methods

o Togetthe bast fit for each of the columns C-G



Medify column width manually

= With the pointer as a double-ended arow on the line io the right of one of
the highlighted letters, click and drag the pointer slightly o the right
= Taincreasa the width of the salectad columng

= Toview a box showing the changing width of the selaclad columns

To specify an exact value for a column width
= Right click cver the column header
o B quick menu will open next 1o the pointer
« From the guick menu, select [Column Width ...]
« [n the Column Width dialog box, anter the
value requirad for the column width
{The measurament value shown will ba tha default
for your compuster — inches, centimeltres or

millimotres)

Optimal column width

» With the pointer as a double-ended amow an the line o the right of one of
the highlighted letters, double-click
o Tomake each highlighted column exactly wide enough 1o fitits entry

Modify row height manually

« Move the pointer over the row numbers and highlight rows 4 - 13

= With the pointer as a double-ended armow on the line baneath one of the
heghlighted numbers, click and drag the pointer down shghily
s Toincreaze the height of the salected rows
o Toview a box showing the changing height of the salected rows

Teo specify an exact height for a row
= Right click aver the row header
o A quick menu will open next to the pointer

* From the guick menu, salect [Reow Height ...] wwregm  [1EE
Bt JTIE
| ox || cmod |

= |In the Row Height dialog box, enter the value
required for the row height




Optimal row height

» With the peinter as a double-ended srow on the line below a row header,
doubie-click
¢ To make the currently selected row(s) deep enough to fit their entries

o & P
Fifber = Safs

¥ou may ke to know: !IT:"! r'g{..uq__ rh
kibbon [Home] [Ceils] - the [Farmat] button will also i; Call S

M o Hmi
give access to Row Hewght and Column Width aptions, | s
including specific and aptimal width and height, i

‘ BULAFTE Cotumn Wiah

Sutprt Poa Heaigiht

Lhbdnn Cyidthe,

Ealault wWidth.,.

Enter students’ names

= Starting In cell A4 type the name “Sug”

s Prass [Enler] an the keyvboard
o Tomove o call AS

s Type "Paul’

s Continue to enter the students’ first names and last names In columns A
and B, as shown balow:

4 [Sue Kird

& |Pau WMarzhall
6 Mark_ Liones
7 [Wandy HiHar
B lan Themas
8 Jayne karin
13 ' Tina Edwards
11 Alar Hiod

13 _lean Senith
13 | Mary Reberts
i



¥ou will need fo know!

Freeze, unfreeze row and column fitles

When yeu have o worksheet that comfains more rows er columns than can It on
screen aft one fime, i 8 possible fo keep visible the rows and columns that
confain the headings as you seroll through the worksheet,

To freere only the top row or first column of the worksheet:
«  Ribben [View] (Window] - click the [Freeze Panes] butten
o Towvew the freeze panes opfions
= Select [Freere Top Row]
o Tokeep the fop row of the worksheet visible whilst scrofling
s Select [Freeze First Column]
o Tokeep the first column of the worksheet visdble whilst scrolfing

. T L
-;ﬂ*—--ﬁ—ﬂ UL TE TR APt F T
= Frmme Fanas
r B HE 2 D SR SRR NS e R
b wa X sbar] sealh mamd o nient e Fan

l = Twerrs Top AW
—— Wit ixs rew wiitr witiae inigmn g ok
B S SR O R i B
gy Feeee Pesl Qolens
J_ ;  HEapIrE e s e ibibe w80k e nibing
e oad® Hhie il & i vedlihirl

To freeze specific rows and columns:
o Select the cell fn the row below the rows vou wish o freeze, ond the column
fo the right of the columng you wish fo freeze
(For example, To freere rows -3 and colimns A-8, select celi ©4)
o Ribbon [View] [Window] - click the [Freeze Panes] button
o o view the freere panes options
v Select [Freere Pones]
o To view solid lines indicating where the pones are frozen

o To keep the rows above ond the colvmns ke i
LSS

to the feft of your current cell visibie
while sereliing




To unfreeze panes:
o Ribbon [View] [Window] - elick the [Freeze Panes] button
= Towew the freeze panes aptions
o Tosee that [Unfreeze Fones] is an aption. now that yeu have frozen
panes
»  Select {Unfreeze Panes]
o  Tounfreeze the frozen panes

[ mieaen Paries =] 1 unier | | wearsumate g

s UIndrEERE PAAEL
ﬁ Lindanih @il roves mvd olumng o croll
tmraugh thé smlive wearkihast
= Figdere Top Bow
E-‘ :] Esgp bhe op mowe v i white scroding
through the et of the wetkshesl
= Frees Finst Lalumn
== K Uik Pt column veinks yeinde scroiling
through the s of ine workahest




Exercise 5  Align cell contents

By default, text entered into cells is honzontally aligned to the left, whilst
numbers are horizontally aligned to the right. Both text and numbers will be
vertically aligned at the bottom of the cell, The alignment of call contents can
be amended both horizontally and vertically, In addition, the cell contents
can be '‘turned round” by amending their orientation.

Align cell contents horizontally

* Highlight cells A4-B13
= Ribbon [Home] [Alignment] = click the [Align Text Right] buttcn | =|
o Toformat the students’ names o be right aligned

Click the [Align Text Left] and [Center] butfens in HﬁhbnﬂfHumEJ

{Alignment], to setect an aifermative horizonial alignment for your
currantly sedacled range.

Align cell contents vertically

» Highlight cells C3-G3

» Ribbon [Home] [Alignment] — click the [Top Align], | =
[Middie Align] or [Bottom Align] bulton e
= To select a vartical aignmant for cells C3-G3



Adjust cell content orientation

= Ensure cells C3-G3 are still highlighted

« Ribbon [Home] [Alignment] — click the drop down arow o the P |
right of the [Orentation] button
o Toview the crientation oplions available

= Experiment with the differant options

« When you have looked at all the options, select [Angle Counterclockwisa]
» Toamend the crientation of the selected range

el |E] |||Percenmage
B Ahgl Cguniercieckwine
& angle Sooowise
[ | ierbical Ted 1
Bl metats Test g

[B= Botabs Test Pown

& Farmal Cell Alignmem




Exercise &  Add border effects to a cell, cell range

This will add lines around parts of the table, and amend tha colour of those
lines.
* Move the pointer over cell A3
» Click and drag the pointer across and down 1o cell G13
= To highlight the range A3-G13
# Ribbon [Home] [Font] — click the drop down arrow Lo the right of T‘|
the [Borders] button
s Toview the preset border options available
« Click the [All Barders] button (8 smswom |
o Toinser a single fine around every call
= Ribbon [Home] [Font] — click the drop down arraw to the right of the
|Borders] button
e Click the [Line Color] button ey i
o Toviewheline colours available. [ T bt
« Select a calour for the borders you have \ E_IHIIIIII
just inserted around your solected cells s vy gy = =
If your pointer has become a ‘pencll’, click [Esc] on the keyboard
n Torefum the pointer to a cross

gt Click:

| & jForar Calls |

[ » Selezt {Borrsrs] toh
® Rpemge. ol Bovaes [Lin]
el [Cofer] affucts
driai aliby

You will need fo know.
Add border effects to o single cell
The satne procedures would be used to apply boroers fo o single cell




Apply different colours to cell content, cell bockground

This will amend the colour of the font used in some cells and the colour of the
background of some cells.

* Select the range A4-413

Cell content

* Ribbon [Homea] [Font] - click the drop down arrow to the right of E
the [Font Color] button
s Toview the available fonl colours

= Select a colour from those avaiable
= To change the colour of the cell contents in the salected range

eght Chs:

# Premal rala |

» Beleet |Fant] fh

# Shich dirop dowe aree
tw righye o | Colar] feeld

i TE wan fan codord
vplable

Cell background

= Ribbon [Home] [Font | click the drop down arrow to the right of the Iy~
[Fill Color] buttan " &
o Toview the available fill colours

» Click on one of the lighter colours available

o Tochange the colour of the cell background in the selected range
ight Tlick:

= ||Formgt cafi_ ]
w Salwct (K] ful
i T wied [Bachigroumd]
mbairy gailGie

m You may like to know:

g Sorh the (Font Coler] and the [Fill Color] buttans show the mest recently
selected colour. Clicking one of these buttons, rather than the drop down
arrow, will select the colour that is shown for the Font or Fill of the currently

Selected range, rother than showimg the palette of avatlobie colours,



Copy the formatting from a cell, cell range

It would have been possible to format the students’ last names at the same
time as their first names, by selecting the range A4-B13 before applying the
formatting. However, we will now leam how to copy the cell formatting from
one cell or range to another, by copying the formatiing from the students’ first
names to the range containing their last names.

= Select cell Ad
= Ribbon [Home] [Cliphoard] - click the [Format Painter] button
o Tocopy the formatting that is contained in cell A4 1o the
clipboard
v Toattach a paint brush to the pointer
= Click and drag the pointer from cell B4 (o cell B13
= Tocopy the formatting from cell A4 to the range B4-813

7
<]

You will need fo know:

IF you lighlghted a cell range before clicking the [Format Painter] button,
then selected o single cell, the formatiing weuld be copred to a range of the
seme dimensions as the initial range.: starting in pour currently sefected cell

-_-'1:- You may fke fo know:
g s Double-click the [Format Painter] butten, Te apply the same formatting to
muitiple cells or ranges i the workbook
= Once you have finished with the Formaet Panter, press the [Esc] key on the
keyvboard

To furn af " the Format Parmfer



Exercise 7 Save the file

In this exercise, the file will first be saved as a workbook document, and will
then be saved as a template. The template could be used fo creata new
workbooks containing all the data and formalling that you have already
entered into the current file = thus saving tme il you wish fo record detalls for
future trips.

Save a spreadsheet to a location on a drive

it is very important to save your documents regularly while you are working.
This ensures that, i thers is a power cul or some ather problem with your
computer, you do not lose any changes you have made to the documant.

Either

» Ribbon [File] click the [Save] button bed Save |
Or

= On the Quick Access Toolbar, click the [Save] bution [ =)

_— ==

a Toopen the Save As dialog box
The Save As diaiog box opens because this is tha first tima the file
has been saved and Excel needs to know the name for the fite, and
fthe location to which i is being saved. If [Save] is sefected again
once the file has been saved, the dialog box will nol open, bul the

axisting fite will be updated with any changes you have made.
| Erpboard sherizut-
| =T I




* Type an appropriate name in the [File name:] field

= Ensure that [Excal Workbook] is selected in the [Save as type:] fiald
o Sothat the file will be saved as a workbook

Either

» Accepl the file location displayed at the top of the Save As dialog box

o Tosave the workbook in your defaull file location

Qr

»  Mawvigate through the drives and folders in your filing systerm
s Toselect a specific folder in which you wish i save the workbook

s Click [Save]

o Tosave the workbook in the specified folder

[Vt b |4 Documents library
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Save a spreadsheet as another file type

» Ribbon [File] chck the [Save As] button
o Toopen the Save As dialog box, in order to be
able 1o choose an altemative file format

B save A4

= Click the drop down button to the right of the [Save as type:] field and

scroll through the fist to find and select [Excel Template|

= The [Templales] folder will then be selected in the [Save in:] field

. Click [Save|
o Tocomplete the operation

e e

tie = it Al
i

EFENEEIDT ERDE
f
i




You will meed to know:
It is possible fo save Excel files in other formats, as shown on the [Save as

type:] drop down list.
Typrcal exarnples are:
File Type File Use of File
Extension
Tauxt fite txt Convers the spreadsheel o a text file
Frevious .xls A spreadshest thal can be read by older
version of Excel versions of Excel
Weab page htm A spreadshest that will open in a wab
browser
Comima BBV Converts the spreadsheet o a list
Separafed
Valua
OpenDocument | .ods OpenDocuman! spreadsheet filas are
spraadshest supported by a wide variety of spreadsheeat
applications, including free soffware
applications. It is also possible fo save
Excel files as other soffware spacific file
types, as shown in the [Save as type:] ist.

You may ike fo know:
S

~ The file extensions might net be shown on your computer when you are in the
Save As dalog box:



Exercise 8  Close a spreadsheet

= Ribbon [File] click the [Chose] bution | ciose
s Toclosa this spreadsheet
o This will leave Excel apen on screen, ready (o work with another
spreadsheet. ' :T:Nu'.'rm

Exercise 9  Close Excel

If you have finished working with Excel, it is good practice to close the
program, in order that it is not impacting your computer's performance
unnecessarly.

= Ribben [File] click the [Exit] button | 3 em
= Toclose Excel as well as this workbook. =SS

|u.u-—.| drurferul
l- {n] = [Fa)

Alternatively, dicking the [Closa] button at the top right of

the screen will close any Excel workbook apen in the

current window and, if this is the only Excel workbeok (4
open, it will also close down Excel.




Example 3 - Use a trip planner

This Example wil use the Trip o France workbook created during
Example 1. It will keap a record of sludents coming on the trip, along with
how much money is owed and has been recelvad for the trip,

a1t ol Tt dai los ol 8 |t ]
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There Is a copy of the Trip to France workbook with your exercise files. You
can use this, or the workbook you created in Example 1.



Exercise 1  Open Microsoft Office Excel

= From the Task Bar at the bottom of the screen, click the [Start] button
= Selec [All Programs] [Microsoft Office] [Microscft Office Excel]
Microsoft Excel will opan, with a new, blank workbook on screen

Exercise 2  Open a spreadsheet and save under another nome

This Exercise will opan the copy of the Trip 1o France workbook that is stored
with your axercise files.

Once you have opened the document, you will save it with a new name, to a
new location. This will ensura that the original document remains unchanged
in your exercise file location.

Open a spreadsheet

= Ribbon [Flle] click the [Open] button
s Toopen the Open dialog box
» Navigate through the drives and folders in your filing systern and select

: o4 Open I

your exercise file location
» From the list of folders in your exercise file location, select [Module 4]
s Inthe Madule 4 folder, select the file named “Trip to France Example 3°
o Clhick the [Open] button

2 To open ihe workbook an SGheen







Save the spreadsheet under another name

= Ribbon [File] click the [Save As| button l Bl Save as . |I
- Toopen the Save As dialog box

= In the [File name:] field, type an appropriate name for your workbook

= Within your filing system, select an appropriate folder

» Click [Save]
s Tosave the workbook with a new name in the selected folder

w [AAjaF

I Then preed [4]

o T £PER Thi Seve di
ol wenj e

Once you have saved your file in this way, your updates will be saved in the
new folder, under the new name, and the orginal exercise file will be

unchangead.

As you are working on your spreadsheet, it s a good idea to save il al reguiar
intervals. This ensuras that if thare is a power cut, or some other problem
with your computer, you do not lose any changes you have made o the
workbook.

s Dn the Quick Access Toolbar, click the [Save] button
. To save the workbaok in the same |ocation with the same |H

tphsars ooofodt- !
« [CPed] + 6
= Tr gawd Yhe wiraboos

ngme




Exercize 3  Work with cells

The following exercizes will use some of the formulas and functions
contained within Excel to calculate detads such as how many students are
coming on the trip, how much money has been paid and how much is due.

First, we will enter data into cells C4-F13, to show which students are
confirmad as coming on the trip, the deposits and balances that have been
paid, and the date tha balance was paid. Wa will format these cefls, as
appropriate, to display currency and dates effectively. After this, we will
create formulas and funclions that will use this data to calculate how many
students are coming on the trip, how much money they have paid to date,
and how much money is still due.

Use the Auto Fill tool

The Auto Fill tool enables a cell entry to be copied into adjacent cells by
dragging the cursor acrossa the cells in which the anlry is to be copied. This
feature can be used to copy text. formulas and functions. It will be covered in
detail in another Example.

We will enter a Yy into cell C4 to confirm that Sue Kent is coming on the tnp,
and then use Auto Fill 1o copy this 'y to the other stuedents’ rows.
o In call G4, lype “y"
o Tosignify that Sue Kent is coming on the trip
Move the pointer to the bottom right of call C4
= Tochange the pointér o the Auto Fill cross
This is a small black cross
Click and drag the pointer down to cell C13
o Tocopy the “y" into each of cells C5-C13
o To signify that all the students are coming on the trip

Highlight cells C4-C13
Ribbon [Home] [Alignment] — click the [Center] button
o Taocantre the entries in cells C4-013



Exercise 4 Enter and format numbers and dates

This exercize will format the entries in columns D, E ard F to dispiay
currency and dates as appropriate.

Enter a number in a cell

= In coll D4 type "50°

o To begin entering the amount of deposit paid by Sue Kent
+ Move the pointer to the bottom right of cell D4

o Toview the Aulo Fill cross
¢  Click and drag the pointer down to cell D13

o Tocopy the *50° into each of cells D5-013

* Type the number 100" into cells E4, E6, ET, E8, E10 and E11
= Toenter the balance that has been paid by these students

Gamew = A, s
Format cells to display a currency symbol JBE e
nanlom
» Select cells D4-E13
» Ribbon [Home] [Number] - click the drop down

arrow 1o the right of the [Number Format] button
o 1o view the number format options available ~ i D
s Select [Currency| from the drop down list =
= Taselect currency formal for the salected

=i Lomg Cele

cells _ -

o Tainsert a '€ sign and 2 decimal places in <, Eonp———.
gach of the selected cells that contains a 1, fratine
number o e

10

Tegl




Enter o date in a cell

» Incell F4 enter today's date in the format “30/08/2008" and press [Enter]
s Toinserd a date info this cell
o Tochange the number format of the cell to [Date)

«  Enier recent dates into cells F&, F¥, F&, F10 and F11
o Toshow the dales the other students have paid their balance

Format cells to display a date style

= Select cofis F4-F13

* Ribbon [Homs] [Number] — click the drop down Date ( 3

amrow o the right of the [Number Format] fiald

= Teview the 2 date types available {[Short Date] and [Leng Date])
= Select [Short Date]

o Toapply this date style 1o the currently selected celis
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You may ke to knaow:
*ﬁmmﬁﬁmﬁmmmﬁm
»  Ribbon [Home] [Number] - click the Dialog Box | ilumber |r]}
Launcher
& Opens the Format Cells dialog beax with the Number tab selected
« In the Categery: section, select [Date]
o Toview the full ist of date formats available
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Exercize 5 Functions

Formulas perfarm calculations on values in cells in a spreadsheet. They
ahways start with an equals sign (=), Formulas can be very simple {such
as =3"2), or can become vary complicated,

In order to make complicated formulas easier to create and use, you can usa
functions within Excel to create specific formulas. Funclions are prawritien
formuias that camy out specific calculations or operations on cells or ranges
In the spreadsheel

Using the student dala in cells C4-E13, we will first enter 8 couple of
functions to count numbers coming and 1o sum up amounts paid.  After this,
we will create some formulas to work out amounts still owed,

Use COUNT functions

Each function consists of the funclion name, followed by brackets containing
‘arguments’,. The arguments are the values that the funclion uses fo parform
the calcukation or operation. These values can be text, numbers, cell

references and names

The first function we will use is the GOUNT function. There are 3 GOUNT
functions that can be usad 1o add up how many cells in a range contain data,
These are 'COUNT', 'COLUNTA' and 'COUNTBLANK'. This exercise will use
the 'COUNTA’ function. 'COUNT' and 'COUNTBLANK' will be described
b,

The COUNTA function counts how many cells in a given range contain data.
This data can be text or numbears. The COUNTA function that we will use will
look like this:

=COLINTA(C4:C13)

As written above, this function will count how many of the cells in the range
C4-C13 contain an antry — therefore how many paople are confirmed as
caeming on the trp,



« Incell B15 type "Total” and press [Enter]

e ncell G5 type "=COUNTA(C4:C13)" and press [Enter]
o Tocount how many entries in calls C4-C13 contain an antry

o Todisplay in cell C15 how many students are confirmed as coming
on the irip

As you begin to type the function name into cell C15, a list of functions that
begin with the letters vou are typing will be dizplayed. Itis possible to
double click an the function

] 1 '.1:5.-..1 :M—{ S rede o vl e b e L mdie
you raquire in this list, Ezam,

Eoait ] B

rather than typing the P{%. — =

rematnder of its name.

As vou continue creating the function, the make up of the function will be

displayed below the cell. —
Tiatinl =ooeariai
[ [ COUNTA yakiad, fraiued] .. |

s Ribbon [Home] [Alignment] = click the [Centre] button
¢ Tocantre the number in call 515

You will need to know:

=COLINT Funcrion

The =£QUNT function only counts cells w the selected range that contain
aumbers, rather than mclvding those with fext entries.

“COLNTBLANK function

The =COUNTELANK fumction anly counts empty celle in the selected range Tt
cowld, therefore, be used in cells £4-C13 to count how many cells do not contain
a . indicating how many students have nat yer confirmed for the frip.



The Insert Function dialog box
The Insert Function dialog box gives you access o alf available functions, Once
you have selected the function you wish to use, it disploys a second dialog box
which takes you step by step through the process of creating the function

To view the dialsg box for the COUNTA function:
= Ribbon [Formulas [Function Library] - chick the [Tnsert Function] T
buttan IFderd
o To view the Insert Function dialog box ERICR)
* In the Search for a function: field, type “counta” and click (Go]
o T view Functons similar o this in the Select a function: Field
» In the Select a function: field, select [COUNTA ] and click [OK]
o To view the Function Arguments dialog box for the COUNTA function
o To wew gudance on how to craate this function
There s also a [Hejp on this function] link at the bottom left of the dialog box
which would open Microsoft Office Excel Help at the COUNTA help screen

» [ZadH| L F3
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Use SUM function

As deposils and balances paid are enlered into columns D and E, we would

like the total paid to date to be shown in cells D15 and E15. This can be
achieved with the SUM functlon.

This function totals the values in the cells contained within its argurments.
The SUM function that we will use in cell D45 will loak like this:

=SLIM{D4:D13)
This will total the values displayed in cells D4-D13.
Beacausa the SUM function is used so frequently, there is an [AuioSum]
button in the Function Library, to autematically enter the function inio the
current cell, rather than typing it in manually. YWe will use this [AuloSum]

button for this calculation,

o Click in cell D15 — —

= Ribbon {Formulas] [Function Library] - cick the | X "“"“5_"”“ o
[AutoSum] bulton | WH—H.T .
w [AH] e
e« Tobegin inserling the Aulosum function into cell D15 [+ Ta temery Autemum

A run

¢ Toview Excel's suggested cells to use in the sum
(Ey defaull, Excel selects cells that are adjacent to the function and
currently contain valuas)
=  Move the poirter to cell D4
» (Click and drag the pontar down to cell D13
= To highlight these cells
¢ Toamend the calculation to use these cells
« Press [Enter] on the keyboard
e Toadd up the total deposits paid lo date
e The format of cell C14 will automatically be changed to [Currency]
because the cells used in the function already use this format



| 1-':*'.=||!|'_I ;‘EI__:;nEI.I .
| Sullirumbel, nesbed] ]

‘lmu w [Esmeas

Fibisumdt, s | |

| Total 10 ES06.00

# Use the came procedure o insert the [AutaSum) R |
function into cell E15 E (SE |

= Todisplay the total balances paid to date




Exercise &  Arithmetic formulas

We will now create formulas to display the total paid to date, the total due,
the total stdl owing and the percentage paid to dale. These formulas will use
the arithmetic operators — addition, subtraction, multiplication and division,

* Incell D16 type “Total Pald” and press [Enter]

« Incell D17 type “Total Due" and press [Enter]

« In cell D18 type “Total Owing” and press [Enter]

* Incell D19 type "Percentage Paid” and press [Enter]

o Select cells D16-019

* Ribbon [Home] [Alignment] — click the [Align Text Right] button
s Torght align these 4 enfries

= In cell A21 type "Cost per student” and press [Entar{

= | cell C21 type “150° and prass [Enter]

= Select cell C21

= Ribbon [Home] [Mumber] - dlick the drop down L-.',eneul
armow to the right of the [Number Format] button and select [Currency]
= Toformat the cost per student figure as curency

Addition

Total paid
* |n cell E16 type "=D15+E15" and press [Enter]
o To add the total deposit paid to date (in cell D15) plus the total
balance paid to date (in cell E15)
= Towork out how much has been paid in total 1o date

£500.00, £609,903

Total patd =D15+£15



Multiplication

Total due
s Incell E1T type *=C21"C15 and press [Enter]
o To multiply the cost per student shown in cell G217 (£150) by the
number of students coming on the trip (as counted in cell C15)
o Towork out the total due for the irip

| Fotall 10 Ifs0008 £snn.o0
s Tatsl pasd | E1_ 10008
7 Talaf gua =£31%CI8
15 Total awing .
15 Ferrantaps pald _
o
‘Iijlf_l:nit-::-lr shudant £1%0.00
Subtraction
Total owing

+ Incell E18 type "=E17-E16" and press [Enter]
o Tosubtract the amount paid fo date (in call E16) from the amaunt
due (in cell E17)
s Towork oul how much maney = still owed for the trip

15 Total paidi £2,100.008
i Total due £1,500:00
|48 Total owing =E17-E18

Division

Percentage pald
« In cell E19 type "sE18/E17" and press [Enter]
o Todivide the amount paid (in cell E16) by the amount due {in
cell E17)
o To work out the percentage of dua monay that has been paid to date

I 1 Total patd £1, 156008 |
17| Total duset £1 500.06
Total owymg E4D0.00

1
1% Percerdage aald =E16/ELT




Exercise 7 Format numbers

Format cells to display numbers as percentages

« Select call E19 |_n,:,,|
» Ribbon [Home] [Number] - click the [Percentage Style] button o
= Todisplay the value In cell E19 as a percentage

Format cells to display o specific number of decimal places

» Ribbon [Home] [Number] - click the [Increase Decimal] button -5
o Todisplay one decimal place for the percentage figure '
Each time you click the [increase Decimal] or [Decrease Decimal] | w1

buttons, the number of decimal places displayed for tha currently
setected cells will be mereased or decreased by one place.

You will need fo know:

Format cells ro display numbers with, without a separator fo indicate

thousands

»  Ribbon (Home] [Number] - click the [Comma Style] button Wy
o To display the selected cell{s) with a thousonds separator

o Ribbon [Home] Number] - click the drop down arrow to the

right of the [Number Format] field
1 To view the available number formals -
o Select [Number] from the drop down list
s To remove the thousands separator from the selected
cefis g

o To wew the cells in default numbers Farmat



Recognise good practice in formula creation

When you are creating formulas. you should always use cell references in
the arguments, rather than lyping numbers into the formulas. A good
example of this is the multiplication formula above, which refers o the cost
per student that has been entered in cell C21. i the cost per student
changes, it can be edited in cell C21 and the formula in cell E17 will
automatically use this amended value, This will apply to any othar formiulas
thal are created in the spreadsheet that refer to the cost par student



Exercise 8  Close Excel

» En=ure thal you have saved your updated workbook
= Click the [Clase] button at the top right of the screen
e To close your Excel workbook
o If this is the only Excel workbook open, it will also close down Excel




Example 4 - At the Gym

This Example will charl progress at tha gym — displaying how much time is
spent on various exercise machines over a 4 waek paniod,
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The Example will go through the stages of creating the spreadsheet as if it
ware being filled in over the 4 weok pericd. Thus, the basic table and an
‘empty’ chart will be created first. Detailed weekly figures will be added —
showing how the chart will gradually form each week as the data is enfered
into the table.

After this, a second chart will be crealed. Both chans will be edited, to
display their conlent more effectively.



Exercise 1  Open Microsoft Excel

» From the Task Ber at the bottom of the screen, click the [Start] button
« Select [All Programs] [Microsoft Office] [Microsoft Office Excel]
o Microsolt Excel will open, with a new, blank workbook on screen

Exercise 2  Work with cells

This exercise will enter and format the headings in rows 1-6. This will usa
some of the formatting skills keami in Examples 2 and 3,

» Incell A1 type the heading “At the Gym™
= Press [Enter] on the keyboard
a Tocomplate eniry of the heading
= Select cell A1
+ Ribbon [Home] [Font] — change the [Font Size] to [14] [?f - J
= Ribbon [Home] [Font] - change the [Font] o R
[Comic Sans MS] ComicSans ME =
» Ribbon [Home] [Font] - make the cell [Bold)] ||

¢ [ncell &4 type "Minutes per exercise machine:”

= In cell BE type “Treadmill”

* In cell CG type “Bike"

+= In cell DG type "Cross Trainer

+ [n cell EG type "Rowing Machine:"

* |n cell F& type "Average”

+ Select cells B6-FB _

+ [Ribbon] [Home] [Alignment] — click the [Wrap Texl] button | =5 J
o Towrap the texi onto multiple lines where necessary :

+ Ribbon [Home] [Alignment] - [Align Text Right] | --



Exercise 3  Use the Auto Fill tool

In Example 2, the Auto Fill tool was used o copy a text entry from one call o
adjacent cells,

The Auto Fill tool can copy either the entry (with or withoul formatting) or just
the formatting from your cumently selected cell to as many adjacent calls as
required. In addition to the text example used in Example 2, the tool is very
useful to copy formulas and functions from one cell to cthers. The Auto Fill
tool will be used in Exercise 4 fo copy the Average function in column F from
row 7 to rows B-10,

It is also possible to use the Auto Fill 1ool to increment your current entry, in
order o creale a senes of entries in the adjacent calls. This exercise will usa
Auto Fill 1o copy the Weeak headings in column A from row 7 to rows 8-10.

 |n cell AY type the heading "Week 17

= Move the peinterover the botlom rght of cell AT, until the pointer changes
to the Auto Fill cross

= When the Auto Fill cross appears, click and drag the pointer down over
cells AB-A10, until "Week 47 is shown 1o the right of the Auto Fill cross
o Toauomatically enter the Week numbers inlo celts AB-A10
o Toview the [Auto Fill Options] box B

If you hover over the [Auto Fill Options] box, a drop down arrow will appear to
the right of it. Clicking this arrow will display the available choices of how the
highghted cells could be filled, The [Auto Fill Options] box will close when
you star typing in another cell on the spreadshest.

K+

0 Copy Calls
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Exercise 4 Use AVERAGE function

The AVERAGE function displays the average (anthmefic maan) of the
numbers or cell references conlained in its arguments. In call F7, the
AVERAGE function will look like this.

=AVERAGE(BTET)

This will work out and display the average of the numbers currently showing
In calls B7-ET.

Create the formula

You will create the formula by typing the function into cell F7, However, you
shoufd remembier from your work an functions in Exampla 3 that you cowld
use [Ribbon] [Formudas] [Function Library] [Insert Function] to locate the
funiclion you wish fo use. This would display the Function Argumernis dislog
box, which would give pou heip lo creale your funcion.

» In cell F7 enter the function *“=AVERAGE(BT:ET)" and press [Enter]
s To complela entry of the function in cell F7
o To view an error message in cell F7
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Exercise 5 Identify and understand standard error values

The cells in column F containing the AVERAGE functions will show the emor
message ‘H#DIVI0! until the weekly exercise figures begin to be enterad into
calla B7-E10. This indicates that, at present, the AVERAGE calculation is
trying to divide by 0. Don't warry — when the figures are entered Ister in this
Example, the emor message will be replaced by the average figures!

Any cell containing an error will have a small grean trangle in ils top left
comer, as well as the approprate error message. Salecting this cell will
display an error box nexl to it. Allowing the pointer to hover over the error
box will display a tip showing the cause of the emror.

B oo B

ir\-.. FETRIEE o 1.u1r:l.'||-u|ln-'. SR IR N N L

Clicking the error box will display a drop down menu containing options to
help deal with the error if you wish,

% 1 wihl |
Divide by Zers Eron
Help on this serer

Shawr Cakowlation Sheps...

kgnare Errar

Edit in Formauls Bar

Errar Checking Options...

Other common efor messages you may encounter are:

Error Meaning

HHAMEY  Thers i5 lnxt in your calculafion that Excel does nol recegnize. Suggesl you
oheck tha spalkng of formulas and nemed mnges. Also, enclose bext in quotes,

ANUIMI There taa problem with e wuse of & noember in 8 formula o funciion,

#REF]  There is a call reference In fhe calculation hat is not valid. For exampls, a cell
used in calculaiions may be delatled or pasied over,

i T A valiee looked Far ina formula or funciion iz not availsbe,




Exercise &  Understand and use relative cell referencing in
formulas

Think of the formula created in cell F7 as ‘the average of the figures in the 4
cefis 1o the laft of this cell™.

In celis FB-F10, this same formula Is required, to work out the averages lor
Weeks 24 It is possible o copy the formula to these rows, and Excel will
automatically change the formula for each of thesa rows to relate o the calls
in that row. This is called ‘relative’ call referencing - the calculations change
relative 1o the current cell in tha worksheet.

The cells in column F are adjacent to each oiher, therefore it will be easiest
to copy the formula using the Auto Fill tool.

» Select call F7
» LUsa the Auto Fill cross
o To copy this formula to cells F&-F10
o To view #DIV/D! error messages in each of the cells
o For Excel to automatically change the formula for each row 1o work
out the average for the appropriate row
* Select each of the cells FA-F10
o Tosee, in the formula bar, how Excel has changed the formula 1o be
applicable for that row
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Exercise 7  Use SUM function

The SLM funclion, which was fully explained in Example 3, will now ba usad
in calls B12-E12, 1o add up the minutes spent on each exercise machine over
the course of the 4 week pericd. You will type the function into call B12 and
use the Auto Fill ioal to copy it to cells C12-E12. Don't forget that you could
use the Funclion Library or the [AutoSum] butfon to create the function.

Al present, after inserting the SUM function into these cofls, tha figura "D will
be dispiayed in each call, as no exercise figures have been insered so far,
The figure in cells B12-E12 will change as the weekly exercise figures are
inserted for each machine later in this Example.

In cell A12. type “Total Minutes™ and press the [Right Arrow] on the
keyboard

a Tocomplete the entry in call A12

o Temove to cell B12

In call B12, enter the function ‘=SUM({B7:B10)"

o Todispiay in cell B12 the iotal of the values in cells B7-B10

Use the Auto Fill cross

o Tocopy this function across cells C12-E12

o Toamand the cells totalled in the function relative to each of the cells
= 1o display the total minutes spent on each of the exercise machines
You may need to amend the widih of column & o it the entry cell A12
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Exercise 8 Understand and use absolute cell referencing in
formulas

This Exercise will inser into call F2 tha average calores per minute that you
expect to bum whilst exercising.

After this, in c2ll B14, you will insert a formula to calculate the tolal calonies
burned o date for the treadmill. This formula will multiply the ‘Average
calories per minute” (displayed in cell F2) by the Total minutes exercised’ on
the treadmill (as displayed in cell B12],

This formula will then be copled with the Auto Fill tool to cells C14-E14, 1o
display the total calories bumed to date for each of the other machines.

Absolute references

In Exercise 6, you saw that, usually when copying formulas from one cell to
anather, all the cells referanced In the copied formulas need 10 be changed to
take account of the different calls on the worksheet, to which each copied
formula refers.

For the formula you are about 1o create, the cell referencing the Total
minutes exercised’ for each individual machine will vary from column to
column. However, the ‘Average calories per minule’ will always be stored in
cell F2, Therefore, as you create the formula for the treadmill (in column B,
you have 1o ‘fix' the reference to cell F2, so that it does not change when you
copy the formula to columns C-E.

These fised refarances are known as ‘absolute cell references’. They are
created by adding the “§' sign before the column and row reference in the

formula. The formula you will creata in call B14 will look like this:

=3F32"B12



This slaies that references to column F and row 2 are absolule, and must nol
be changed if the formula is copied to other cells. Because the reference to
call B12 does nol confain *§ signs, this will changa when the formula is
copied, (o take account of the diferent cell locations on the worksheet o
which the formula is copied.

= [n cell E2, type “Average calories per minute” and press [Enter|
= Select cell E2 again
» [Ribbon] [Home] [Alignment] - click the [Align Text Right] button | ==
o Toright align this text entry in cell E2 o
s |neall F2, type *15° and prass [Enfer]
» Todisplay the average calones bumed per minube whilst exercising

* |ncell Al4, type "Total calories burned to date” and press [Enter]
= Seloct cell A14 again
= [Ribbon] [Home] [Alignment] - click the [Wrap Tesxd] button
s Towrap ihe text in this cell onlo multiple lines,
= In cell B14, tvpe the formula "=5F32"B12" and press [Enter]
= Zelect cell B14 once again
=  Usze the Auto Fill cross to copy this formula across to celis C14-E14
o Toamend the refarence to the Total in row 12 for each column
o Tokeep the reference to the Average calories per minute as F2 for
each column
o Toview the total calories bumed to date for each exercise machine
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Vou may ke to know:

When creating the formulo, rather thon typing in the § signs, you can fype

"=F2* then press function key [F4] an the keyboard to add the ¥ signs. IT you

repeatediy press [F4] the placement of the 3 signs will change as follows:
SF$2 FE2 §F2 F2

(F$2 fixes the reference to row 2, while allowsng the reference fo column F to
charige af the farmula is copied te ather parts of the spreadshest’ $F2 fixes
the column reference, while allowing the row reference to change. These are

knewn as “mixed’ cell references”)

Fou may like fo know:

When you start the calewlation in cell BI4, having typed "=7, if 15 possible fo
click on the next cell you wish to use in your caleulation, rather than typing its
reference . In the obove exampie:

Select call 814

Type in "="

Click an cell FZ

Press function key [F4] on the keyboard
Tvpe in ™

Elick on cell 812

Fress fEnter]

This can be useful when the cell you wish to use is not visible on screen and you
can'’t see its cell reference; as it allows you te scroll to the cell and ensure you

select the right one



Exercize @ Create charts

Thizs Exercize will create a line char, ready to display the minutes for each
machine each week. This chart will be based on the table you have already
craated. Initially, the chart will dispfay a legend boix, indicating what colour
ine will be used for each maching, but it wil not contain any ines within the
chart area, as you have not yet entered any data into the table.

Once the chart has been created. the weekly figures will be entered. As
each figure & entered, the charl will begin to display the lines for sach
maching, ghowing the trend for minutes exercised over tha weeks.

After this, a pie chart will be created, to display the percentage of calories
bumed on each axercise machine.

Create a line chart from spreadsheet data

= Select cells AB-F10
o Asthese will contain the data you wish 1o use In the line charl
» [Ribbon] [Insert] [Charts] — click the [Line] button
= Toview a drop down menu of the sub-types available for line charts
» Select the [Line] chart at the top left of the [2-D Line] section
o Tocreate a 2-D line charl based on the currently selected cell rangs
o Toview coloured lines around your selected call range, indicating
which calis have been used o create the different parts of the char
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Select a chart

Your chart will prabably still be selected. You can tell i it is, bacausa it will
have a coloured line arcund the outside, the range being used In the chart
will be cutlined in various colours, and the Name Box will contain the chart
name (Chart 1) rather than the current cell reference. However, if you do
need o select the chart:
= Move the pointer over the white area near the edge of the chart

= Taoview the screen tip indicating that this is the "Chari Area”
= When you see the "Chart Area” screen fip, click once

s Toselect the chart

Because a chart is selectad, the contextual

tabs for charts will be displayed to the right of Desgn | R T
the other tabs on the Ribbon. These

contextual tabs contain chart tools, enabling you to work with your char.
These tools will be used in the rest of this Example.

I you click over the legend box, the plot area or one of the axes, these will be
selected, rather than the chart in general. You will need to select individus
parts of the chart when you edit them later in this Exercize.



Switch row/column data

Al present, the chart is displaying the exercise machines from row 6 across
the x-axis, and the Weeks from column A as the data series. Thit means

that, as the figures are input to the table, the chan will display a line far each
week.

You want to see a line for each exercise machine, with the weeks displayed

on the x-axis. To achieve this, you will switch the row and column data in the
chart.

« Ensure the char is selected

* |Ribbon] [Design] |Data] = click the Switch Row/Column bution
= Tosalect the data series from the entries in row B

o To select the x-ais data from the entries in column A it
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Move and resize a chart

At prasent, the char sits in the middle of the scréen. You will move |t to &
undemeath the table, and resize it o be the same width as the table.

Move the chart
= Move the pointer over the Chan Area

= The pointer will change to a black cross with arrow heads
» Click and drag the chari to the left and below the table

s To move it to this location

Resize tha chart

= Move the pointer to the bottom right cormer of the chan
{vou may need lo scroll down sfightly to view the bolfom of the chart)
a  The poinier will change to a double ended arrow

=« Click and drag the bottomn of the chart up and inwards
o To make the chart fit betwesn columns A-F of the workshaat
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Vou wilf nsed to kmow:
Delete o chaort

The easiest way fo delefe o chart o as follows:
« Select the chart
v Press the [Delete] key on the keyboard

o Todelete the selected chart



il Vow may ke to know:

W

g Move the chart to other locations
It is possible to move the chart fo another shee! in the workbook: or fo create
a specific chart sheet, which will contain anly this chart. This i achieved in the
following way:

Select the chart fo be moved

[Ribbon] [Design] [Lecation] - click the [Move Shart] button

o Toview the Move Chart dialog box

Select [New sheet: ] and fype a name for the sheet, o accept the suggested
I

a  Ta¢reate a specific chart sheet for the chart

Select [Obect ] and click the drop down arrow to view the availabie
sheets

a  To move the chart as on object in one of the existing sheets
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e Youmay fike to know:

” Resizing the chart
It is ppssible to specify a particular height or width for o chart. as follows:

Sefect the chart fo be resized
(Ribbonf (Farmat | {Size] - either type the height or width you require inte
the [Shape Height] ond [Shape Width] fields, or use the up and down

arrows To adjust the measurements

“n

il sazm
o (% tm

Il dig= s




If you click the dialog box louncher in the [Size] group, you will view the [Size]
section of the Format Chart Area diolog box, giving access fo all the Size’
aptions for your charts
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Enter data

You will now enier the waekly exercise figures into the table. This will
provide the data for the chart and, as you enter each figure, you will see the
chart lines appear. Each char line is known as a data seres and the
individual values along the line are known as data points.

» Select cell B7
= Type 15" and press [Enter]

To enter the number of minutes of exercise done on the Treadmill in
Week 1

To display the current Average minutes for Week 1 in coll F7

To display the current Total minutes for the Treadmill in cell B12

To display the current Total calories burmed to date for the Treadmill
in cell B14

To create the Treadmil' ine on the chart
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= Enter the figures shown below into cells B7-E10

-

To create the ramainder of the charl
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Create a pie chart from spreadsheet data

You will now create a pie charl to display the percentage of calories bumed
1o date on each exercise maching. A pie chart contains only one dala serles,
and each pig slica is a data point.

This chart will display the calorie figures contained in cells B14-E14. You will
glso need to include in the chart the exercise machine names in cella BE-EB6,
so that you know which figure relates to which machine. To use these 2 non-
adjacent ranges of cells (B6-E6 and B14-E14), you will need lo select them
both before you begin creating the pie chart.

Select the range of non-adjacent cells

= Select the range B6-EG

s Hodd down tha [Ctrl] key on the keyboard and select range B14-E14
s Toselect this second range in addition Lo the firsl range

Create the chart
» [Ribbon] [Insert] [Chars] — click the [Pie] button
= Toview a drop down menu of the sub-types available for pie charls
» Seglect the [Pie in 3-0 chart at the top left of the [3-D Pie] saction
= To create a 3-D pie chart based on the currently selecled call ranges
= Toview coloured lines around your salected call range, indicsting
which cells have been used to creala the different pars of the char
o To have a pie slice for each exercise maching
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« Move the pie char to s alongside the line charl

= Resize the pie chart to be the same height as the line chart
You can click and drag fo resize the chan, or use [Ribbon] [Formal] [Size]
and change the height of your charts with the [Shape Heighl] bution
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¥ou will need to know!
Create different fypes of chart from spreadsheer data
Cther Fypas of chart, such ax column charts ond bar charts are available
withen the [Charts] group. They are crested in the same way as the fine and pie
chart you have already created:
v Select the ranges confamng the data you wish to chart
o [Ribbanl (Tnsert] [Charts]= click the button for the chart fype vou reguire
o To Wew g arap down mend of the sub-Types avarloble for this chart
»  Chick the hype you reguire
o To create the chart on your worksheet
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Change the chart type

Once you have created a chart, it is possible to change the chart type. This

will display the data criginally used in the chart, but with whatever chart lype
you select.

» Select your line chart
* [Ribbon] [Design] [Type] - click the [Change Chart Type|
button
o Toview the Change Charl Type dialog box
= In the left hand pane, salect [Column)
= Ta view the sub-types available for a column chart Right (Cick:
_ | # |Ehirsge Crart Typa )
+ Select [3-D Clustered Column] from the sub-types and dlick [OK] i‘;.-_r;:ﬂ:m
= Tochange your line chart to a 3-D clustered column chart

Each group of similarly coloured columns is a data series, and each
individual column Is a data point.
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For the purposes of our Example, this chart would be better as a line chart,
thersfore repeat the above process to change the chart to a line chart.



$ ¥ou may like To know:

“ Nt alf chart types are suitable to dispiay ail kinds of data For instance, the
pie chart you have created can only disploy ome data series fin this case, the
total calores burned fo daote) It is possible to view suggestions of uses for
each chart fype within the ([Charts] grouey
o [Ribbon] [Tnsert] [Charts] - move the pointer over each button in turn

o Toview the screen tip indicating what each chari type is best used for
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Exercize 10 Edit charts

This Exercise will edit the line and pie charls you have created, in order to
make them easier to read and to provide more information on each chart

Add a chart title

At present, il is not clear what information the pie chart is displaying. You
will, therefore, add a fitle to the charl, 1o give thés information,

»  Salect the pie chart
« [Ribbon] [Layout] [Labels] — click the [Chart Titls] button
= Toviewophons for displaying a chart title
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« Select [Above Chari]
= Todisplay a tite above the chart
o Toresize the chart within the Chart Area to make room for the titks
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s Click in the Charl Title box and select the words [Chart Title]
= Type "Percentage of calories burned to date’
e Toreplace the highlighted words with your tithe
s Click away from the Chart Title box
o Tocompiete entry of the char title
o Torasize the char in the Chart Area to fit the naw title
You may find that part of the Legend box, contaning the pie slice
descriplions, has disappeared now thal the char area Is smailer.
Don't worry — this will be sorfed oul shorlly!

Fercentage of calories
burned to date
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Edit a chart title

If you wish to change the wording of the char fitle:
* Click the Chart Title box
= To selact the Chart Title box
s Click again, at the point where you wish 1o change the text
= Add or delete text as necessary
s To edi the title

¥ou will need to kmow:
Remove a chart title
A chart title would be removed in the following way:
& Chickm the charr Title box
u Toselect the Shart Title box
»  Fress the [Delete] key an the keyboard
o To delete the seiected Chart Title box

By Chel:
o Toresize the chart fo filf the chart Area * s ] I



Add data lobels to a chart

DCata labaels display the data value for each elemant of a charl. You will usae
them to display the actual calorie figures in each slice of the pie. You will

then amend the figures shown, to display the percentage value of each slice
of the pie, rather than the actual calorie figure.

» Selact the pie chart
» |Ribbon] [Layout] [Labels] — click the [Data Labels] button

= Toview the positions in which you can place the data labels for your
chart
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¢ Select [Best Fit]
s Ta display the data labals with bast fit in your curent chart
o To view your pie chart with the calories burned to date figures for
cach exercise machine dsplayed in each pie slica.
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Display as percentages

= Select the pie char

* [Ribbon] [Layout] [Labels] - click the [Data Labels] button

« At the bottom of the drop down list, select [More Data Label Options., ]
o Towview the Formatl Data Labels dialog box

The Label Opbtons section shows the various labels that can be added to
your chart.
« Move the pointer over the Title Bar of the dialog box
# Click and drag the dialog box to the left of the screen
o 30 thal you can see your pie charl as you are working in the dialog
box
= Click tha [Percentage] field
= Toadd a fick in this field
= To add percentage figures to each shice of your pie chart in addition
to the actual calone value figures
o A the label position is [Best Fit], the figures will reposition in the chart
to ba most easily read



= Click the [Value] field
« Tormemove the tick from this field
¢ Toremove the actual calore values from each slice of your pie chart
= Toview only the percentage figures in each slice of your pie chart

* [Close] tha Format Data Labels dialog box

Percentage of calories
burned to date

Bl

# L

Trainer

Change font size of chart title, chart legend text

When you creatad the chart litle, the Legend box became too small 1o display
ihe data seres propery, You will now change the fant size in the Chart Title
box and the Legend box, to display both these elements effectivaly,
» Select the Chart Title box
* |Ribbon] [Home] [Font] - either click tha [Shrink Font] button or fiow
select 8 smaller size from the [Font Size] button @ 7
e Toreduce the size of the char title Lext
o Tofit the chard title oo one line
+  Belect the Legend box
s [Ribban] [Homa] [Font] — either click the [Shrink Font] button or g
select a smaller size from the [Font Size] button
o Toreduce the size of the legend text
o Tofil the legend box more effectively inlo the Charl Area

g =

Parcantage of calories burnad to date
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Change font colour of chart title, chart legend text

The font colour of the chan title and legend text can be changed, if required.

» Select the Chart Title box

+ [Ribbon] [Home] [Font] — click the drop down arrow to the rightof A -
the [Font Color] button .
a  Towview the font colours available

+ Click a cobour fram the selaction
= Tochange the font colour of the char tRie

v  Salect the Legend box

« [Ribhon] [Home] [Font] - click the drop down arrow to the right of | A -|
the [Fonl Color] button
= Toview the font colours available

» Click a colour from the selection
= Tochange the font colour of the legend

Percentage of calories
burned to date
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¥ou will need fo know:
Change font sire and colour of chart axes
In charts such as your line chort, which have a horizontal axis and a vertical
axis, the font size and colour of these axes can be changed in the same way as
o
s Salect aither the horizontal or vertical axis of the chart
= Lige the [Font Size]and [Font Color buttons
o To change the size and colour of the fext i the selected axis



Change the line colours in the chart

Changing the colour of one or more of the fines in your line chart may make
the charl easler 1o read, and can make cerain lines stand oul. You will now
change the colour of the [Average] line.
= Move the painter over the Average line

e Toview a description of the line
= (Click once

= To select the Average line

s To view selection marks at each data point along the line
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= [Ribbon] [Format] [Current Sebection] — click the

basiet g -
[Format Selection] button g*nnla Sadaititn
L LRNTE SR
= Toview the Format Data Series dialog box L tunemsscan_ |
Right Ll=ck!
I |Fermad Data Siins)
| = T ipen The Farrar

Doty Serves dialg Boe

= In the left hand pane, select [Line Colar]
= |n the right hand pana, select [Solid Line]



#  Click the drop down armow 1o the nght of the [Color:] fiald
o Toview the available cosours

« Select [Red] from the available colours and click [Close]
o Tochange the colour of the Average line 1o red

Benrd skl Weskd sl

¥ou will need fo keow:

Change the column, bar, pie slice colours in a chart

The colours of any data series (Such as o 5t of valves within o line, column or o

bar chart) or o dote peint (such as o pie slice or the mdividual valves within o

fime, colume or bar chart) can be changed,  The procedure is as follows:

Either

*  Select the duta series o be changed as shown on the previous page

Or

o  Select o aote series. then select one data pownt within the currently
selected gata series

e [Ribbon] [Format] {Curvent Selection] - click the [Format Selection] button
a  To wew the Farmat Data Series or Format Data Paint dialog box

o In the left hand pane, select [Fill]

v In the right hand pane, select [Solid Fill] ey g -
s Click the drap down arrow To the right of the | = i

[Color:] Field and select the colour you wish fo | 2" o

e e

v Chok the [Clese ] buifton
a  Tochange the colour of the selected
data series or dofa poinf

— —————— En——



Change chart area background colour, legend fill colour

Using the line chart, you will now change the background colour of the Chart
Area and the Legend box,
* Select the line chard
= |Ribbon] [Formal] [Shape Styles] — click the drop down |t znspe Pt = |
arrow o the right of the [Shape Fill] button
o To view the colours available
= Select a colour from those available
a Tochange the background colour of the char area
= Belect the Legend box
» [Ribban] [Formai] [Shape Styles] - click the drop down Br shape Fit =
arrow to the right of the [Shape Fill] button
= Towvew the colours available
# Selact a colour from those available
o Tochange the background colour of the Legend box

- _—
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The background colours can also be changed within the Format Selection
dialog box ([Ribbon] [Format] [Current Selection] = click the
[Formal Selection] button).




Exercise 11 Use ROUND function

The Average figures in column F each contain decimal places. In a previous
Example, you leamed how to show more or fewer decimal places on screen
However, fidden decimal places are still used when a figure is used in =
calculation. If you wish to remove decimal places from a figure, the ROUND
funclion can be used. The Average figures will now be roundead in this way.

The ROUND function rounds the numbers or cell references contained in its
arguments {o & specified number of digits. In coll G7, the ROUND function
will look like this:

=ROUND{F7 .0}

This will take the number in cell F7 and round it in cell GT 1o the nearest
integer (‘0" decmal places). The second argument (the number aftar the
commia) indicates how many decimal places lo round to, Decimal piaces
from 0-4 will be rounded down and decimal places from 5-8 will be rounded
up. It the second argument is a negative number, this will round lo the left of
the decimal point.

* In cell GB, type ‘Round’ and press [Enter]
= In cell G7 enter the function “=ROUND{FT.0)"
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* Use the Autofill cross at the bottom right of cell GT
o Tocomplete entry of the function in call F7
a Tocopy the function down o cell G10
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Exercize 12 Close Excel

» Ensure that you have saved your updated workbook
¢ Click the [Close] button at the lop rght of the screen
o Toclose your Excel workbook
o If this is the only Excel workbook opan, it will also close down Excel




Example 5 - Chess Club Records
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This Example uses 8 workbook containing information about members of a
chess club. The workbook has been created in Excel and stored with your
exercise files. You will amend the workbook, 10 kearmn some of the features

and funchons avallabie within Excel.

The workbook already contains quite a few Excel features and funclions —

which you may find interesting to look through.



Ewxercise 1  Open Microsoft Office Excel

= From the Task Bar at the bottom of the screen, dick the [Start] button

« Select [All Programs] [Microsoft Office] [Microsoft Office Excel]
5 Microsoft Excel will opan, with a new, blank workbook on screen

Exercise 2 Open a spreadsheet and save under another nome

Open a spreadsheet

= Ribbon [File] click the [Ope n] button 5 Open
= Toopen the Open dialog box

=  Mavigate through the drves and folders in your filing system and select
your exercise file location

 From the hist of folders in yvour exercise file location, select [Module 4]

= |n the Module 4 folder, select the file named “Chess Club Racords
Example 5°

* Click the [Open] button T — ——
Il L
= 1o cpen the workbook on screen fis rrT:'...i. Cpar
deading baen




Save the spreadsheet under ancther name

= Ribbon [File] click the [Save As] button
o Toopaen the Save As dialog box
& |n the [File name] feld, lype an appropriate name for your workbook
s Within your filing system, select an appropnate folder
s Click [Save]
o Tosave the workbook with a new name in the selecied folder

ﬂ Save &1

|
= [F1T]

# Tab s Hhii Bt (i
yudag b

Cnce you have saved your file in this way, your updates will be saved in the
new folder, under the new name, and the original exercisa file will ba
unchanged.

Don't forget to [Save)] your workbook at regular Iintervals, as you are updating
it!



Exercise 3 Worksheets

This Exercise will create a copy of the first sheet in the Chess Club
workbook, The copied sheet will be used to store the chess club resulls for
the Spring Term.

The Exercisa will also insert a new worksheet in the workbook and delete an
existing worksheet. The sheets in the workbook will also be renamed.

Copy a worksheet

This wili copy Sheet1 and place the copy after Sheet1 in the workbook.

= Click the sheet tab of Sheeti
o Toensure this sheet is selected
* Ribbon [Home] [Celis] - click the drop down amow to the right of the

[Format] button
o Toview the cell formatting options
Eﬁr—-ﬂ S by
el Sl
r:[_ Riow Hegnt..

EpgnFi R Hilgre

I Cobunm iimtn.

suanFit Column wWidlk
Efaus S,
Wisibiisty
Hida & ntede
Urganize Sheets
Earame Theat
Pharee mr Copy Shae. .,
] Tty Coige L]

| Prozecton
B! Pesmest e
| Lok Cel

j" Famman Cgil Biget Digk:

& Nuve 1he pa=ier avar
rhm st tulioaf Py
ibewd tn b g

= Select [Move or Copy Sheet...] from the drop down menu .mnuk
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In the [Before Sheet... | fiald, click [Sheet2)
So the copied sheet is inserted between Sheet1 and Sheet2

Click [Craate a Copy]
o Toputa fick in this field
Click [OK]

o Toinser a duplicate sheel between Sheetl and Sheet2
This new shael will be called "Sheet (2)

¥ou will need To know:
Move a workshest
To imove & worksheet, rather than copying it:

chick the sheer rab of the sheel you wish To move

Ribbon {Home] fcells] - click the drop down arvew to the right of the

[Farmat | buttan
v To view The cell formarting opfions

Select fMove or Copy Sheet.. | from the drop down memy
o To wew Fhe Move or Copy dialog box
In the [Before Sheet, [ field, click the appropriate sheet

o Toselect where fo move the sheet
Chick fOK]
o Tomove the sheet To the selected

focafionh




‘:E; ¥ou may like to know:
W Aove o sheet using drag and drap
' »  FPlace the pointer over the sheet tab fo be moved
= Click and drag the pointer fo the left or the right of the current sheet fob
o A worksheet signwill appear next to the pointer
o A block arrew will move aleng the sheet tabs as you grag the pointer to
the lef'f or the right
= Drag wahil the black arrow is positioned where you wish the new sheet jo be

placed
o The sheet will be moved to the new location

To copy rather than move the sheep:

» Fress ond hold the [Cfrl] key on the keyboard as you drag the pointer along
the sheet tobs
o The worksheet sign will contan a

= Ensure you let go of the [Crri] key before you step clicking

Switch between worksheets

To switch between worksheets in a workbaok:

= Click tha sheet tab of the worksheet you wish o view
o Tosalect that worksheest
= Taoview the contents of thatl worksheel

& [T + P Lp] o
[{=Tah e L

& T v dhaw 1 o dtae

o bl e

forwards tresuah e
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Recognise good practice in naming worksheets

At present, the worksheets in the Chess Club Records workbook are caled
‘Sheet!’, Sheet! (2], "Sheet2’ and ‘Sheetd’. These ame the default sheet
namas that are crealed by Excel.

It is good practce to give your worksheets meaningful names, rather than
keeping these default ones; as this will make it easier to identify your
worksheets when formatting and editing your workbooks.

You will now, therefore, rename the workshests in the Chess Ciub Records
workbook.

Rename a worksheet

= Click the Sheet1 tab
a Toensure Sheetd is selected

= Ribbon [Home] [Calis] — click the drop down afrow to the right of the
[Farmat] button
o Toview the cell formatting oplions

1 F1ry
Hmiﬂ'_nl wE ™ Fillzr = Sl

Cell Size

i Rew Height.,
SsutaFit Bosw Heght

= Colu=m Yidn.
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|
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| Proteiton w fagle phew anthe
| By Proted Sheet RS R A
gl oo Sl o Tig hghlget the shept
wifie
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» Select [Rename Sheet] from the drop down menu
o 1o highlight the sheet name

*  Type "Summer” and prass [Enter]
= Tarename Sheat! as Summer

» Repesat the process to rename the other sheet tabs as follows:

| Surwrar " Somna -~ Teach=rs | Winners o T3 -

Insert a new worksheet

You have just created a new worksheet by copying an existing sheel. You
will now insert a new, biank worksheet before the Teachers sheel. You will
rename the shaal a5 "Maembers'.
»  Click the Teachers sheet tab
= To ensure the Teachers sheet is selected
* Ribbon [Home] [Cels] - click the drop down arrow 1o the right of the
[Insart] button
o 1o view the Insert options for cells

e [2 A

B [riart Cails

9 Inief Sheet aw

T tngari Sheat Columsng

_-|J IFper Sheet

« Select [Inser Sheot]
o Toinserd a new, blank sheet before the Teachers sheet

Right Clek
» Rename the new sheet as "Members” R d H
ShERT to The kel of
wharw The rew sheat i
ic b nasring

# [Tageet |
s Qe to irgeet SupE
iFdfed oo aemintan




Delete a worksheet

The Winners sheet i not neadad |n the workbook, You will, therefore, delete
it.

s Click the Winners sheet tab
o 1o select the Winners sheet

= Ribbon [Home] [Cells] - click the drop down arrow to the fight of the
[Delate] button
o Toview the Delete options for cells
| Eltretr-:.i_l ;E' .ﬂ?“ :"
I | Detee Cesly,

S Dalste Shesl Bover
- g

&

CW! Deime Snem

= Salecl [Delete Sheet]
o Toview a waming that sheet deletion is parmanant

( This warning will not appear if the sheet to be deleted does not
contain any daia)

»  Click [Delete] —
Bigad M

¢ To parmanently delete the sheat - [late | Shunt
L ﬁﬂun il Ty
rary

Ensure you don't delete any of the other sheets in your current workbook, as
you will need them?



Exercise 4 Work with spreadsheets

The previous Exercise switched between sheets in the same workbook, This
Exercise will create a new workbook, and will show you how to switch
between workbooks, in order 1o use more than one workbook al a time.

Create a new spreadsheet

When you create a new warkbook basad on the default templata, a blank
workbook is opened on screen. This workbook wi have the default layout
and formatting (such as page setup, fort and alignment) that are comtained In
the default template.

s Ribbon [Fike] click the [New] bufton

| Naw
o Toview the New dialog box .
s Toview the workbook templates available o you IR i ey
s
« Select [Blank Workbook] from the list of available templates e
atrhlitok e on et
= Click [Create] stefsit temgiate

s o create a new, blank workbook, based on the default template

= [Save] the new workbook in an appropriale kocation, with the file name
‘Rounders Club”



Switch between cpen spreadsheets

You now have two workbooks open = "Chess Club Records™ and
‘Rounders Club®. These are contained in two separate windows. You will
now switch betwean thezse windows.

» Ribbon [View] [Window] — click the [Switch Windows] button
o Toview your currantly open workbook windows

« Click [Chess Club Records.xlsx]
s Toview the "Chess Club Records” workbook

| i |

Swatch Mincron |
winsn g = 1 |

L Thewi Chitr Recardsslis
V| JRaumde Tl

"ﬁ. ¥ou may hke to know:
” The Taskbar will probably display alf your currently open Excel workbooks:
If they are shown side-by-side:
*  Click the warkbook you wish fo view.
o Inarder te switch te that workbook
I¥ there is only one buiton on the Taskbar for Excel:
s Ohick the Excel button
o To view your currently open Excel workbooks |BE
*»  Select the workbook you wish o view |
= Inarder fo switch fo that workbook

=i N « [Tuh] mrale
Frasgh il S
urTenP iy i n e Pad e
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Exercise 5 Copy, Move and Delete

This Exercise will copy the Students’ names between worksheels in "Chess
Club Records™; and betweean open workbooks inte *Rounders Club'.

After this, you will delele the contents of cells. The Spring sheet was crealed
by copying the Summer sheet. It contains details, such as the numbear of
games won, which will not be relevant for the Spring term. You will,
therefore, delete the contants of this cell range on the Spring sheat.

Copy the content of a cell range between worksheets
This will copy the students” last names and first names to the Membars sheeat
= Ensure that you are viewing the ‘Chess Club Records’ workbook

=  On the Summer sheet, select the range AZ2-B30
s Ribbon [Home] [Clipboarnd] = click the [Copy] bution x

=
o Tocopy the selected range fo the clipboard ——
= [Liel[+C
| Ta |-;\-!'I-r A Fenge T
& Salect the Members shoet ! Fie cipbord

«  Sglect cell A7 on the Membors sheat
= Ribbon [Home] [Clipboard] - click the [Pasle] button

¢ Topaste the copled range to the Spring sheat, staring in im., '
cell A1 e
Eh'fhud-d dhertzat
; & [CH]e

| = T p=tre The wapred
Firgd (1ir ey - The
mrrenily selecies rel




Yeu will meed fa know:

Cepy the content of a cell range within a worksheet

Te copy the content of o cell range within o worksheet:

s Select the cell range fo be moved

o Ribbon fHome] [Elipboard] - chek the [Copy ] button B
o To capy the selected range fo the clipboard

= Select the top. left cell of the range into which you wish to move the range

o Ribbon [Hame] [Clipboard] - click the [Paste] burton
o Topaste the copied range to the additional focation, sTarting
in the currently selected cell Faral

5]

4

Copy the content of a cell within and befween worksheets
The content of an indiwoual cell is copred within and between worksheets i
exactly the some way as a range, affer selecting the imdradual cell To be copred

Move the conrent of o cell, cell range within and between worksheets
Ta move the confent ef a cell ar ranga:
» Select the cell or range To be moved

s Ribbon fHome] [Clipboard] - click the [Cut | burton |ﬂ |
T he el
s Toplace the selected range on the clipbeard = E—
= To view animated dotted lines around the cut ronge [ et e X

| & 18 plare the icierted
rasge nr 18 rEplonms

= Select the rop, left cell of the range into which you wish to move the range
s Ribbon fHome] [Clipboard] - click the [Paste] button

o To remove the cut range from its orignal lecation 3
o Topaste the cul range fe the new location, starting i the Batts |
currently selected cell T I- o
+jorels W

a T pmidte The cul radigi
rarfing n i
exrraml by sehe e ce




Copy the content of a cell, cell range between open
spreadsheets

This will copy the students' names from the Summer sheet of the Chess Club
Records workbook to the Rounders Club workbook. Although this is copying
a cell range, the same procedure would be used o copy the content of 3
single cell between workbooks.

# Intha Chess Club Records workbook, select the Summer shesl

» Select the range AZ-B30

» Ribbon [Home] [Clipboard] - click the [Copy] button v
o Tocopythe selected range to the clipboard @ == —

» Ribbon [View] [Window] — click the [Switch Windows] button
o Toview the currently open Excel workbooks
+ Select [Rounders Club xlsx]
= Toview the Rounders Club workbook
+ Select cell A1 on Sheet! of the Rounders Club workbook
* Ribbon [Home] [Clipboard] - click the [Paste] button T_.]

o Topaste the copied range fo the Rounders Club workbook, R
starting in cell A1 on Sheet1 -

Vou will need to know:

Move the content of a cell cell range between open spreadsheets
To meve the content of a cell or range between workbooks:

o Select the call or range fo be moved

v Ribbon fHome] [Clipboard]] - elick the [Cut] button

o Toplace the selected range on the cfipboard
a  To wew ammated dofted lines around the cut rangs



s Ribbon [View] [Window] - click the [Switch Windows] bution
= To view the currently apen Excel workbooks
o Select the workbook info which you wish fo move the sefected range
I this werkbopk, selecT The Top, fert cell of the range inte whrch yow wish
To move e cut range
o Ribbon [Home] [Chipboard] - click the [Paste] button

—_—

]

o Toremeve the cut range from its ariginal focafion m the other Paits |
workbaok

o Topaste the cuf range to the new location. sfarting in the currentiv
sefected celf

Delete cell contents

This will delete the '‘Games Won' numbers from the cells in column G In the
Spring sheet of the Chess Club Records workbook, sa that these cells are
ampty, ready 1o Inser the actual games won flgures once the Spring term
lakes place,

s |n the Chess Club Records workbook, select the Spring sheal

« On the Spring sheet, salact cells G3-G30 ——

* Ribbon [Home] [Editing] = click the [Clear button| | o
= Taview the clear options availeble e

TS = TIHEl 2%
L= Fithpr= Salecte

A Chags &N
E_p ClEnT Eapmat)

Clear Confent

Claar Comments

« From the drop down menu, select [Clear Contents]

o Todelete the contents from the selected range
o Tokeep any formatting that has boeén applied o the selectad range

Cabioars sartsut:

& [Dalet]

= T adpleTs e quidiEnin
it te endad roage




Exercize 6 Edit and Sort

This Exercise will edit the content of your worksheels in the Chess Club
Records workbook, You will search for and replace contenl, You will also
sor the siudenls’ names on the Members sheet inte alphabetical order.
Finally, yvou will use the undo command.

Edit cell content

The Spring sheet was crealed by copying the Summer sheat You will now
chenge the content of cell L1 on the Spring sheet to show thal these are the
results for the Spring term rather than the Summer Term.

= Select the Spring sheet

»  Select cell L1 of the Spring sheet

o Click in the Formula Bar

« Highlight the word "Summer’ and type 'Spring’, then press [Enter]
» To raplace the word ‘Summar’ with the word "Spring’

You will need 1o know:

Addartional content can be added infe o cell using the same procedure.

« ik in the Formula Bar ot the point of which you wish to insert additiona/
data

o Ingert the dota and press [Enterf
o Tocomplere entry of the additional cata in the cellf



Use the search and replace command

This will find references to Afice Martin on the Summer sheet, and change
her first name to Alcia,

Use the replace command
# Inthe Chess Club Records waikbook, salect tha Summer shesl
« 0 the keyboard, press [Cirl] [Home]

o Togoguickly bo cell A1

* Ribbon [Home] [Editing] — click the [Find and Select] button

e 1o view the find and select options
|m=|-\

J- FIHl
#A fna

e Hephoe,
. GaTa...

=4 Ta Spadal

Fairegilag
Coppmenta
Ernaa g Foimaiting
Cenrimrets
Cisla anidadion
o | Lebext Objeciz
Ry Taleminn pane..

* From the drop down menu, select [Replace. ..
= The [Find and Replace] dialog box will open, with the Replace tab

selected g
T — ———
» Inthe [Find what:] field, type “Alice” b e
- Y il-T'l:lp-p.lnI-.-f.nuw
T Mt ouim 4
| wwter

s Click the [Find Next] button
= 10 find the first cell containing the word “Alice’
* |f necessary, keep clicking [Find Next] until you find a cell containing Alice
Martin's first name




« Click the [Replace] button
o Tochange the entry in the curment cell from Alce to Alicia
(Tha initial capal will ba retained in the raplaced word)
o  Tochange the cell conlaining Alice Martin's full name o Alicia Martin,
as this cell refers 1o the cell containing Akcia's first name
o To select the next cell containing “Alice’
» | this enlry does nol refer io Alice Martin on the spreadsheet, click [Find
Next] 1o select the next cell contaimng 'Alice’
=  Dnce you are happy that all instances of Alice Marin's name have been
changed, click [Close]
o Toclose the Replace dialog box

Vou will need to know:

Selecting [Replace All] would replace every instance of the word Alice on the
worksheer. As (s the case on This workshee?, you maoy not want fo change every
instance automatically - as some of the entries refer to Alice Richards rather
than Alice Martin

Selecting [Find All] would produce a list of each cell that contains ‘Alice’

Crwrn Do Spvaccn Evwrpls §ouh Sheeid e e

|2 ceime) P
e ——— e




¥ou will need to know:
Use the search command
The Find aption in the Find and Replace dialeg bex will enable you te search for
eontent in your worksheet, without replacing it with samething elee
o Ribbon fHome ] (Editing)] - click the [Find and Select] button
o Toview the Find and Select aptions
s From the drop down memy, select [Find ]
o The find and Replace dialog bax will apen with the Find tob selected

o In the [Find what ] freld, fype "Afice” IrmT;hﬂ-'l-
= Chick the [Find Mext] button = Ta spus tha Fint il

Benbice dading dgar wits
fibr Frocd it Sbo g o

o Te find the first cell containing the word Alice’
s Keep chicking [Find Next [ until you find the instance of The word you are
fooking for
s [llose] the Find and Replace dialog box




Sort a cell range

This will sort the students’ names on the Mambers sheat in alphabatical order
by the ‘Lastname’ column.

Because the students” last names and first names are in a list, with no blank
rows of columns in the st iLis possible 1o 2o both columns after selecting
one of the cells in the column that you wish fo sort by. Excel looks at the
rows and columns surrounding the current list and determings the extent of
the list. by stopping when it reaches an emply row or column. It will assume
that the top row is a header row, and will nel include it in the sord.

# In the Chess Club Records workbook, salect the Members sheet
= Salect ona of the cells in column A that contains a last name
o Tospecily that this is the column you wish 1o sort by

= Ribbon [Home] [Ediling] — click the [Sort & Filier] button
o Toview the sort and filter oplions avaitable

87|
ar J Find &
Fiiner~18te ~ |
¥l sinataz
£l sartrems
| Cystom ok
fu | Piter

£

=  From the drop down list, select [Sor A to Z]

o Tasort columns A and B into ascending alphabetical arder by the last
names in column A

Right elah:
& [Sart|

n Sxicr S4vl pedir 'rEn
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¥ou will need fo know:

Zort in descending olphabetic order

Chicking the fSert £ to A button will sert the st in descending alphobetical
arder

Sort in ascending and descending numerical order

If the column by which you wish fo sort confains numbers, rather fhan words,
the drep down menu of the [Sort & Filter] button will display {Sort Smallest to
Largest] and [Sort Largest to Smallest] buttons, in arder fo sart by the
numbers.

H7E)
ot | Pird &
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1 il- Font Taalvet o Leygeit
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Use the undo and redo command

It is possible to ‘undo’ actions you have camied out within Excel, You can
undo as many actions as you wish = but have to indude all actions carred
oul since the one you wish to undo. I, after undoing an action, you wish o
retain it, ii is possible o redo’ actions.

Undo sorting the list
e Onthe Quick Access Toolbar, dick the [Undo} bution | " - |
o  Toretum the list 1o its order befora it was sorted '

Redo the sori
= On the Quick Access toolbar, click the [Redo] button f
2 Toresort the list in ascending alphabetical order e

The Redo bution will be greyed out until you have used the Undo buﬂml“w**'ﬂ" I

w [C1H] & ¥
* Linde reveral actions:

O the Sfandard foelbar, click the drop down arrow fo the right of the
{Undo] button

= Seroll down through the list of actions until you have kighlighted afl those
you wiEsh fo unda

s Click on the earfiest action you wish to unde

Redo several actions:

= On the Standard toolbar, click the drop down arrow to the right of the
[Rede} butfon

»  Scroll down through the list of actons until you have highlighted all those
you wish fo redo

s Ohick on the earfest oclion you wish fo redo

Ensure that anything you have undone” s redone?



Exercise 7 Use minimum, maximum functions

This will use the MIN and MAX functions 1o show the lowest number and the
highest number af wins for any chess club member in the Summer Term, as
listed in rows 3-30 of column G = the [Games Won] column.

MIN function

The MIN function you will use will lcok like this:
=MIN{G3:G30)
This will look for the smallest number in the range G3-G30

« Onthe Summer sheel, in cell P3, type “Lowest number of wins® and
press [Enter]
= Press tha [Afign Text Right] bution E;
To right align the text in this cell '
s Incell O3, ype sMIN[G3:G30) and press [Enter]
= To look for the minimum (lowest) entry In cells G3-G30
. Todisplay in cell Q3 the lowest number of wins for any dub mamber

MAX function

The MAX fundion you will use will look e this:
=MAK{E3530)
This will look for the largest number in the rmnge G3-G30.

» |n cell P4, type “Highest number of wins™ and press [Enter]
= Press the [Align Text Right[ bulton

»  Torght align the text in this cell
s | call Q4. type =MAX(G3:G30) and press [Enter]

s Tologk for the maximum {highast) eniry in cells G3-G30

o To display in cell @4 the highest number of wins for any club member

LEmeEl numbier of wins L
Highest rambs of wins -!‘-M?IG‘E.G'.'E:I



Exercise 8 Use the logical function IF

This exercise will insert a8 column which will be used 1o show those chess
chuby members who have performed well during the term. It will indicate that

all members who have won al least 13 games should receive a Cerificate.

Insert a column

s On the Summer sheet, move the pointer over the column header for
Column H and click
o Tosslect thal column

= Ribbon [Home]| [Cells] - click the [Insert] button
¢ Toinserd a new Column H

» | cell H2, type the heading “Certificate?” and press [Enter]

The IF function

The IF function will be used for this exercise. 1t will look like this:

=IF(G3>=13,"Yes""™)

The funciion will work out the following;

“IF 8 member has won al least 13 games, inser “Yes® in ihe
Caerlificate eolumn; f not, leave the column blank for that member”

There are 3 argumenis within the IF funciion — each ssparaled by a cormma.

= The first argument specifies the criferion fo be met = in this case Took in
the Games Won cell for the curment chess club member (G3) and check
whethar the Gamas Won figure ls grealer than or equal o 13

= The second argument specifies whal valwe o put in the curreni cell if the
criterion is TRUE - in this case 5 the Games Won figure IS greater than
or equal to 13, put the word 'Yes' in the Cerlificate celf”

= The third argument specifies what value fo put in the curment cell if the
criterion Is FALSE - in this case T the Games Won figure 15 NOT greater
than or equal fo 13, feave the Certificate cell blank”,



Insert the IF function

* Incell H3, type =IF{G3>=13,"Yes"") and press [Enter]
o Toinsert the IF function
= Tochack whether the figure in cell G3 is greater than or equal ta 13
o Teoinsert 'Yes' in cell H3, if the figure /s greater than or equal to 13
o Toleave cell H3 blank, if the figure is nof greater than or aqual to 13

The emply speech quotes (") shown for the third argument mean leave tho
cell blank’,

e Youmay like to know
W Comparison Operators
The first argument fn this IF function uses the comparison operaters
* (greater than) and =" (equal to), to check whether the mumber of games won
i5 L3 or tore
It i% also pessible to use the ¢ (less than) sperator in functions. to check
whether a valle is smaller than a given figure.

Copy function to other rows

* Select cell H3 again
» Usea the Auto Fill cross, to copy the calculation down as far as cell H30
o Toinsen the word “Yes' inlo any of these cells where a chess dub
member has won at least 13 games
n Toleave the remainder of these cells blank
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Exercise 9  Close Excel

Ensure that you have saved your updated workbook
Ribbon [File] click the [Exil] button I i3 et
o To close down Excel as well a3 any open

workbooks

= If you have any open workhaoks that have not baen saved since thay
were last updaled, a warmning box will open for each of thesa
workbooks in turn, asking if you want io save the changes you made
te the workbook.

LA o [P



Example 6 - Chess Club Records

This Example uses the Chess Club Records workbook from Example 5, You
will amend the page setup and prinl oplions before outputting parts of the
document to the screen and printer,
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Exercise 1  Open Microsoft Office Excel

= From the Task Bar at the bottom of the screen, click the [Start] bulton
» Sefect [All Programs| [Microsoft Office] [Microsoft Offica Excel]
o Microsoft Excel will open, with a new, blank workbook on screen



Exercise 2 Open a spreadsheet and save under another nome

Open o spreadsheet

= Ribbon [File] efick the [Open] button 3 open
o Toopen the Open dialog box

+ Mavigate through the drives and folders in your filing system and select
YouIr exercise file location

= From the list of folders in your exercise file location, select [Module 4]

= In the Module 4 folder, select the file named "Chess Club Records
Example 6

+ Click the [Opan] button
o Toopen the workbook on screen

Save the spreadsheet under another name

« Ribbon [File] click the [Save As] button | Bl Save As
« Toopen the Save As dialog box
= In the [File name:] field, lype an appropriale name for your workbook
= Within your filing system, select an appropriate folder
» Click [3ave]
e Tosave the workbook with a new name in the selected

Laplwey iherfoat
= [FEX]

® Toepur Hie Suveird
Hreg hem

Onca you have saved yaur file in this way, your updates will be saved in the
new folder, under the new name, and the original exercise file will be
unchanged.

Don't forget to [Save] your workbook at regular intervals!



Exercise 3  Setup

Thiz exercise will amend the page setup of the document, in preparafion for
printing at a later stage.

= Ribbon [Page Layoul] [Page Setup)
= Toview the page setup buttons - to be used for the following actions

Change worksheet margins

= Click the [Margins] button
o Toview 3 preset rmargins oplions g::‘ |: 4 :_' i
«  Click [Custom Margins...] e
o Toview the [Muging] tabof the Page Setup L) B
cialog box L Eome e
o Toview the fields where the [Top], [Bottom], -
[Left] and [Right] margins can be amended | ig- 8
« Inthe [Center on page] section, click [ ]
[Horizontally) and [Vertically] [
= To place the table in the centre of the page when i is printed
o  Click [OK]
= Toclose the Page Selup dalog box
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Change worksheet orientation

e

+ Click the [Orientation] buttan | P | 3
s Towview the [Portrail] and [Landscape] options a;.i;ﬁu.a', T |
» Click [Landscape] —— T
a  Tochange the Orientation from [Portrait] to _1_ weat ||}
[Landscape] B | L-rn:'-al:el
(= Gnmane g
Change paper size

» Click the [Size] bution
= Toview a list of different paper sizes

* [Ensura the correct [Paper size:] for your printer
salacted

Adjust page setup to fit worksheet contents

= Ribbon [Page Layoul] [Scale to Fif] - click the up of [ = an

down arrow te the right of the [Scala] field . oot
o To adjust the size of the table on the page when ol S

it prints

Adjust to a specified number of pages

Eiperalay =
Allemati -

= Amend the [Width] field o [1 page] G wadte Lysge  *
o Toadjust all the data to fit across the widih of | -/ "0 et -
one printed page. | Saiwie =

Amending the [Height] field to [1 page] as well would fit all the data on one
page. However, If 1o many columns and rows are fitled on a page, a

documant can be extremely difficull to read whan it orints oul.



@

As mentioned on Page 6, you may find it easier to carry out the folloiwng

exercised in [Normal] view, rather than the cument [Page Layout] view. To

change to [Normal] view:

* Click the [Normal] view button at the bottom right of the
Status Bar

You may fike fo know:
The Page Sefup dialog box
Ribbon [Page Layoot | (Page Setup] - clhicking the dislog box lmmcher ot the

bottom right of the Page Seitup group will apen the Page Setup dialeg box, with
fabs o access alf the page setup options.
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Headers and footers

Headers and foolers contain text that will appear at the top (header) and/or
bottom (footer) of a document when it Is printed, Entries can be put in text
boxes thal are presel at the left, centre and nght of the header and footer.

When headers and foolers are inseded info a document, the worksheel! will
change lo [Page Layoul] view. The document will be viewed on screen page
by page, as i will print out, You can continue lo work in this vew, or can
relum to [Normal] view by clicking the appropriafe [View] butfan

at the bottom right of the status bar |

Add, edit, delete text in headers, footers

#« Ribhan [Inser] [Texf] - click the [Heador & Footer] button

| =
a Toview the header, contamning 3 text boxes (o the |aft, j‘I |
centre and right of the header, with the centre text box _-'_'f:ﬂ:l, |

currently highlighted
o Toinser the cursor in the centre text box of the header of the
workbook, ready 10 input header text
= Type your name in the header

= Ribbon [Design] [Mavigation] - click the [Go to Footer] ,
button =

| il i

o Tomove the cursar to the footer of the workbook iesa Fah
ligiigaticr. ||

You will meed to know:

Edit or defete text in headers, footers

To edif or defete header ond footer entries, move The pointer over the relevont
entry, click in the appropriate place and amend or delete the enfry as

mecessary



Insert and delete fields in headers, footers

Fields can be input into headers and footers that will be updated each time
the workbook is saved or printed,

& Click the left text box in the footer

= Above the nbbon, click the [Header & Footer Tools] m e
tab -
a Toview the header and footer 1ool butions under the [Design] tab

L L] - " 5 ] - - o - FLll

) _J_ e __'__'I -E b i '_| -y i FAirre=ian Fra -
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The [Header and Footer Elements] group enables you to input fislds into the
header or footer, such as:

o page numbearing

= dale, time

o file path and nama

o workshesl name

= Inthe lefl text box, type "Club members as at”, followed by a space

= Click the [Current Date] button after the space
o The field code will be displayed. This will change to the appropriate

test whan you kbave the header and footer

» Click the centra text box and add a second, different field from the
[Header & Footer Elements] group

= Click the right text box and add a third fiekd from the [Header and Footer
Elements] group

= Usa the verical scroll bar to move up the workbook and click somewhere
in the table
o Toclose the header and footer and return to editing the workbook



Exercise 4 Check and print

This Exercise will check, preview and print different pars of the workbook,
using the worksheet margins, orientation and page setup that yvou have just
changed.

Other print settings will be adjusted, such as printing gridlines and row and
column headings, and repeating title rows on each printed page,

Check and correct spreadsheet calculations and text

It is important to check the content of any spreadsheet before printing. Itis
vary aasy with a spreadsheet io assume that the answers shown must be
right because the spreadsheet has done the calculation. Tharefore, befora
previewing the shoet, it Is possible to audit the cells, to show up common
arrors that may have occurred in the calculations. Spelicheck will check the
text.

Spelicheck
The Spelling dislog box will cnly open if there are emmors in the cument
document.
v Press [Cirl] + [Homea]
o Toretum to the baginning of the worksheet
» Ribbon [Review] [Proofing] - click the [Spelling] bution
= If there are any ermors in the worksheat, tha Spelling dialag Nr':?

Sgelling
box will open |

o auggested comections for the first emor will be displayed
«  Select the correction you requine
» Click the relevant button, as explained below
The options available in the Spelling dialog box will vary, depending on the
type of error found
¢ Cihick [lgnore Once] [Capboand shartes:

= [F7F
«  Toratain your current speling/grammar in this instance { # Tobepn s ol chack




= Click [lgnore All]
o Toignore all instances of this spelling in the worksheet
» Click [Add to Dicticnary]
o 1o add your spelling to the Excel custom dictionary
s Click [Change]
o Tochange the spalling of this word in the worksheet to the highlighted
suggested amendment
= Click [Change All]
= Tochange the spelling of all instances of this word in the worksheet
to the highlighted suggested amendmant
» Click [Deleta]
o Todelete a repeated (duplicated) word in a cell

When the check is complate a dialog box message will be displayed:
= Click the [OK] button




Error Checking

It is impartant to look through worksheets yourselt, 1o check whether any
answers shown are obviously incorrect, and may, thersfore, contain an error
in the calculation.

However, ceriain common errors can be checked for by Excel. By default,
these errors will be checked for as you enter data and calculations into the
waorkbook. Any potential errors will be indicated by a coloured rectangle at
the top left of a cell,

To deal with a cell containing an error indicator:

Salect a cell containing an emor indicator

+  The ermor checking button will be displayed next io he cell | @,

Move the pointer over the error checking button

« Todisplay a message, describing the potential ror

Click the drop down arrow to the right of the error checking button

s Toview the options available for that error

Select the appropriate option for this cell

»  Ifyou select [Ignare Error], the ermor will be permanently ignored in
this cell, even if you do a manual error check

| o - — |

D T T T L

_— Taaram Bl

The Excel Options dialog box enables you to choose whether enrors are
checked as you enter data, o only when you manually carry out an error
check. You can akso select which cammon errors are chacked.



To select emor checking oplions:
* Ribbon [File] — dcick the [Options] button L] Optioes
s Toopen the Excel Options dialog box
» |n the laft pane of the Excel Ogtions dialog box, selact [Formulas)
s Toview the oplions available for formulas
In the Emor Checking section:
s Ensure there is a tick in the [Enable background eror checking] hield
= you wanl error checking to be camied out as you enter data and
calculations into workbooks
= |f you have previously selecled [lgnore Error] for any cells containing the
aerror indicator, click [Reset lgnored Emors]
o If you wish to show these ermors again
» Click the drop down arrow 1o the right of the [Indicate errors using this
colour:] field
= Toselect the colour you wish 1o use for the emror indicator
In the Error checking rules section:
+ Ensure thers is 2 tick o the left of each rule that you wish 1o be checked
=  NMove the mouse pointer ovar the [ | 1o the right of any rule
o Tosee an explanation of that rule
More detailed explanafions of the rultes can be found in Excel Help
= Click [OK]
o Toclose the Excel Options dialog box

Comme— S e v—
-

-
oo H o s s b b i, il i 1

1 h—" —

[,
e T
=1 s [

r—

ror s

- et P
[REG——

fa

T

L

— R




If you have tumed off background error checking. the following will manually
check for those errors ticked in the Excel Options dialog boux.
s Ribbon [Formulas] [Formula Auditing] ~ click the W Ervor Checking +
[Errar Checking] button
¢ 1o begin the eror check

o Todisplay the Ermor Checklng dlalog box if an eror ks found

» Choose the approprate option from the Emor Checking dialog box and
chick [Next]
o Tosearch for the next error

= When the message [The error check is complele for the antire sheel| is
displayed, click [OK]
s Tofinish the emror check




Preview a worksheet

Previewmg a worksheet is very useful, as the screen does not show what the
printed page will look like. First, you will preview the entire Summer
warkshest,

« Ribbon [Fée] clck the [Print] button

= Toopen the Print dialog box

o 1o view the prnt options

= To preview the Summer worksheet on screen as it would print
= Al the bottom of the dialog box, use the left and right arrows

o To move between the pages of the workshest I

o To see how the worksheet would currently print out

Eeydmard sheebon 1

& [Crrl) r #

= Vi pravees the
arehare

1 1 ofl bk

Turn on, off display of gridlines for printing

= Ribbon [Page Layout] [Sheet Options] - dick the [Print] button in the
Gndiines section
= Teinsert a tick in the Gridlines [Print] fieid
o Toinclude the gridlines when the worksheet is printed
» Click the [Print] button again
o To remove the tick from the Gridlines [Print] field

o To um off the printing of gridiines 4| Fring Frind
| Ehast Optiong

arighings  Haadings

o viEw o Wik
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Prnt withourd gridlines

Turn on, off display of row and column headings for printing

« Ribbon [Page Layout] [Sheet Optians] — click the [Print] button in the
Headings section
o Toinsert a tick in the Headings [Print] fiald
o Toinclude the row numbers and column letters when the workshest is
printed
s Click the [Print] button again
o To remove the tick from the Headings [Print] field
o To wm off printing of row numbers and column letters
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IF:T_iI'It'H'i'EDLI‘t columin headings -
Vow may like fo know:
Viewing gridines and headings on screen
Yoy can turn off the viewing of gridlines and headings on screen, by removing
the tick from the Gridlines and Headings [View] frelds above the [Print] fields



Apply automatic title rew printing

When printing worksheels containing long lists, It s uselul o repeat specific
rows as titles at the lop of each printed page.

You will change the setup for the Summer sheet, to repeat rows 1 and 2 on
each printed page.

= Ribbon [Page Layout] [Page Setup] — click the [Print Titles]
button
o Toview the Page Setup dialog box with the Shoetl lab
selecled
= In the [Rows o repeat at top:] fleld of the Print Titles section, type “$1:52
o Tospecify that you wish lo repeat rows 1 and 2 on each printed page
= Click [OK]
¢ Toclose the Page Setup dizglog box

EE N

‘#.'—' ¥ou may lke o know:

The [Coltmns to repeat at left.] field will repear columns on each page

-_ﬂ: ¥ou may fike to know:
“ Click the [Collopse Dialog] button ot the right of the title fields to [
select from the worksheet the rows and columns vou wish to repeat. Then,
click the [Collapse Dialog] button again fo refurn fo the Page Sefup dialag bex,
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¥au may ke to know:!
Page Setup dialog box

*  Ribbon fPage Layout] - chek thefPage Setup] dialog box launcher

o Towew the Page Setup dialog box at any fime

— Page Seiup,

<)

s Move between the tabs of the Page Setup dinlog bax
o To odjust the page setup eptions as required

Fage setup whilst previewing
The Page Sefup dialog box can be opened from
the Settings section of the Print dialag box:
= Ribbon [File] click the [Print button]
o To apen the Print dialog box
e At the bottom of the Settings section of the
Print dialog bax. click [Page Setup]
o Toopen the Page Setup dialog box
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Print a selected cell range

You will now print the club member details from the Summer sheet,

= Select the ranpe A1-130
= This [s the range containing the details for each club member
« Ribbon [File | click the [Print] button
= Towview the Print dialog box
o 10 preview the worksheet
= In the Settings section of the Print dialog box, click the drop down arrow
to the right of [Print Active Sheets] and select [Print Selection]

= To specify that you wish 1o print the currently selected range
¢ Chck [OK]
o Toprint the selecied range to the default printer




It is possible to set’ the print ares, so that the ronge specified as the print

area i automatically printed or previewed, mithout you selecting the range each

Firme:

= Select the range you wish fo set as the print areo

s Ribbon [Page Layout] (Page Setup] - click the [Print Area] button |
o To wview the Print Area options "@

s Select [Set Print Area]

| Prnd |
| AraE |

s Toset the specific range fo use each time you prof

O Pt Aren

CexrPrant Area

lear the print area

s Ribbon [Page Layout] [Page Setup] - click the [Print Area] button

a  To view the Print Area options

o Tosee that [Add to Print Area has been added fo the options, now
that o print area s sef

»  Select [Clear Print Area]

a T clear the print area that was sef

=

F & | ek Print Area
1 Ceaar Faimyl Arpd

gd e Pinb Ares




Print a selected chart

You will now print the Games Won char from the Summer sheet,

= Salect the Games Won char
s Ribbon [File} click the [Print] button
o Toview the Print dialog box
o To preview the worksheet
= Inthe Settings section of the Print Dialog box, ensure that [Print Selecied
Chart] Is selected
o It should already be selected, because you selected the chart before
apening the Prini dislog box
» Click the [Print] button
o To print the selected chart o the default printer

il

L
L]
L ]
L]

T
i




You will need fo know:
Print the entire worksheeP
To print an entire worksheet:

Select the sheet you wish to print

Ensure the page sefup options have been ser for the worksheet
Ribbon [Fife] click the (Print] butfon

o To view the Print diclag box

In the Sertings section, ensure [Frint Active Sheets] is selected
Chicr fOR]

o Toprint the current sheet to the defoult printer

Frint the enfire spreadsheer
To print the entire workboot:

Set the poge setup options for all the worksheets in the workbook
Ribsbon [File] ciick the [Print] button

o Te view the Print dialog bax

In the Seftings section, select [Print Entire Workbook)

o Click fOKT .
o Toprint the entire workbook :‘:
to the defoult printer -
Print o number of copies of a
T Ly v Py aed e
Ta primt more than one copy of your i | i
P Bl = o
p.l'ﬂil* mm.‘ i it - Pl M e A iman
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s Click fOK] [ 2




Exercise 5 Close Excel

» Ensure that you have saved yvour updated warkbook

= Ribbon [File] click the [Exit] button E Eait

a

a

To close down Excel as well as any opan workbooks

If you have any open workbooks that have not been saved sinca thay
wera last updaled, a warning box will epen for each of these
workbooks In tum, asking if you want to save the changes you made
to the workbook,

o vt
« Jair] 1 [Fd]




