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Tutor Setup Information

e Copythe sample files folder, Excel 2010 Basics to the Documents folder on the
PC.

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

e At the end of the course, reset all program and operating system defaults thatmay
have been modified during the course, prior to re-running the course.
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Using Excel 2010

Starting the Excel program

e Click on the Start button (bottom-left of the screen). Click on All Programs. Click on
Microsoft Office. Click on Microsoft Excel 2010. The Excel window will be
displayed, as illustrated.

ﬂ d = Boekl - Microsoft Excel

= =]
m Home TInsert Page Layout Formulas Data Rewiew View Add-Iny [~ 0 e

=

\ Calitri -1l - AN = = - =F  Genenl

Parte f B I U-| - W-A- EESEEE SH- $-% + WM Con

i Al > 13

B
m
N
o
m

|
o

-
il

=
=
2
o
»

W om oo bW e

|W 4 M| Sheetl <Sheet2 - Sheet3
Ready

What is the Active Cell?

e Excel identifies the active cell with a bold outline around the cell and highlighting the

column heading letter and row heading number of the cell. In the following example,
B2 is the active cell:

9~ |=
Home Insert Page Layout Formulas Crat
j & Calibri 1l v AN = g’;‘
Paste B J U-~|iiv| M- A =E ==
. S 4 L8] o = ===
Clipboard Font Alignn
B2 - J | =200042
A B C D E
1
2 I ZDDEI
L]
3
A
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In the above illustration, notice that B2 is displayed in the Name Box and the

contents of the cell is displayed in the Formula Bar. In this case, 2002 is a
calculated value, 2000+2.

In order for you to enter data into a cell, it needs to be the active cell. The active cell
will accept keyboard entries. You can make a cell active by clicking on it or
navigating to it.

The Excel cell referencing system

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

Xl
File Home Insert Page Layout Formulas Data
S °* Calibri cu - A A === e
Past = fy+ A :
e B I U-~| i~ A E== #E:
- j = HE = :
Clipboard Font Alignment
B3 - b
A B C D E F
1
2
2 I
a
5
5]
7

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

9~
Home Insert Page Layout Formulas
= °* Calibri ‘i AN ==
_.év
Paste B J U~ | ilir|M-A- ==
e | - = =
Clipboard Font A
D2 hd 5
A B 5 D E
1
2 ]
L
3
a4

If you look carefully you will see that the current cell reference is displayed just
above the actual worksheet.
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Entering numbers and text
e Click on cell B2, as illustrated.

(=] & - -

m Home Insert Page Layout Foamuilas
& Calibri 1 - A A g
.

Faste D J - - Ty - A - Ej
e I-H =
B2 - &
A ] C D E
—1

LRL S - T Y I

e Typeinthe word 'Region’. Press the Enter key. When you press the Enter key you
will automatically drop down to the next cell within the worksheet. Your screen will

now look like this.

A9 -+
Home Insert Page Layout Formula

J Calibri T11 v A AT
E

Paste B 7 U- #H-~- &-A- E
s 4 = FEEE —
Clipboard Font
B3
A

b
5 D

m

e |
Region
—

RS S )

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

e The active cell is now B6. Type in the word 'West'. Press the Enter key.

Your screen will now look like this:

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com



Excel 2010 Basics Page 11

9 -Is
Home Insert Page Layout Formulas Data
B L Calibri 11 v A A = 5(; »
CF .
Paste B I U- #- h-A- EEEE
. = 4 = ] — :
Clipboard Font Alignmen
B7 - fx
A B C D E F
1
2 Region
2 North
4 South
5 East
6 West
7]
L]
8
a

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

Your screen will now look like this:

EI A
Home Insert Page Layout Formulas
& Calibri 1l v A = o=
53 S A
B I U~ i - 7 A
j (S —
Clipboard Font
c7 - Je
A B C D E
1
2 Region  Sales
3 Morth 10488
a4 South 115973
5 East 13841
3] West 16284
7]
8

Default text and number alignment

If you look carefully at what you have typed in you will see that by default textis

aligned within a cell to the left, while numbers are aligned within the cell to the right.
This makes sense, as nomally text starts from the left of a page and itis the same
within a cell. Numbers on the other hand nomally align to the right. Think how you
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would write down a column of numbers on a page that you want to add up.
Numbers align to the right.

Summing a column of numbers

e Click on cell B7 and type in the word "Total'.
e Click on cell C7. Click on the Formulas tab, and then click on the AutoSum button.

&9~ |=
Home Insert Page Layout Formulas Data Review View A
AT B E@AE 0@
Insert ftetum—FHecently Financial Logical Text Date & Lookup &  Math More
Function - Used - T - - Time * Reference = & Trig ~ Functions = | |

Function Library

Your screen will look like this:

FalN™ |+

Home Insert Page Layout Formulas Data
F T EE@AE @

Insert AutoSum | Recently Financial Logical Text Date & Lookup

Function ~ Used ~ " < ~ Time = Referenc
Function Library
5UM v (" K & fo| =SUM[C3:CE)
A B C D E F
1
2 Region S.arl.,ef.,.,.,q.
3 Morth i 10488:
4 South | 11973}
5 East {13341
6 West | 16284}
7 Total  |=sum(
3 [ SUM(numberl, [number2], ..) |
9

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

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com



Excel 2010 Basics Page 13

EIN AR
Home Insert Page Layout Formu
F I B E @3

Insert AutoSum Recently Financial Logical Text De

Function ~ Used - ~ ~ ~ Ti
Function Library
] - Je
A B C D |
1
2 Region  Sales
3 Morth 10488
4 South 11973
5 East 13841
i] West 16284
7 Total 52586
]

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

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

Entering a date

e Click on cell Al. Enter the following information and then press the Enter key.

2/2/2010

a B L
1 2foxfaon

4

3

4

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

e Rightclick over the date you have just entered. From the popup menu displayed,
selectthe Format Cells command, as illustrated.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com



Excel 2010 Basics Page 14

|_:A] Calibi ~ 11+ A" A" $ - % o [

A B 7= O&-A-E-ws%
1 2,-"02,1'201ﬂ|
2 #  Cut
3 Ea Copy
A [{ Paste Options:
: E
2 Paste Special...
7
2 Insert...
g Delete...
10 Clear Contents
11 Filter b
12 Sart »
13
1 = Insert Comment
15 ,ﬁ Format Cells...
16 Pick From Drop-down List...
17 Define Name...
18 % Hyperlink...
19

e This will display the Format Cells dialog box.

Format Cells
Number | Alignment | Font I Border | Fill | Protection
Category:
General o | Sample
Mumber
Currency
Acmuntini '
3/14 R
Time B
Percentage 3/14/01 =
- 03/14/01 3
Fraction
Sdentific 14-Mar
14-Mar-01
Text
- 14-Mar-01
Special Mar-01 i
Custom ar
Locale {location):
English (U.5.) [~
Date formats display date and time serial numbers as date values. Date formats that begin with an
asterisk (*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

[ 0K ][ Cancel ]

¢ If you have time you can select a different type of date format, using the Type
section of the dialog box. Click on the OK button to apply any changes you make.
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Worksheets and Workbooks
e Look at the bottom-left of your screen and you will see the worksheet tabs displayed.

25
[ 4% ¥| Sheetl ~ShestZ , Sheet3 . ¥J

Ready |
= T | EE—— | ||

By default each workbook contains three worksheets. This is similar to a notebook
that contains separate pages. Click on the Sheet 2 worksheet tab and the second
worksheetis displayed. Click on the Sheet 3 worksheet tab and the third worksheet
is displayed. Click on the Sheet 1 worksheet tab and the first worksheet, containing
your data is displayed again. As we will see later you can add or remove
worksheets as well as reordering and renaming them.

Saving aworkbook
e To save the workbook click on the Save icon (top-left part of your screen).

T | =
@l - o -
File Home Insert Pa
= Cut
B ® Cu Calibri
53 Copy ~
Paste B 7

= o Format Painter

Clipboard

e This will display the Save As dialog box.

w|4g || 5eo s
= L
(] Microsoft Excel Documents library : o
Faver tes
B Desktop
& Downloads Excel 2010 Basics
. Recent Places
-4 Librares
¢ Documents
a Music
| Pictures
H video:
File name: Boolkl -
Save a5 type: | Excel Workbook -

= Hide Folders Took = | Save Cancel

e Navigate to the folder containing your sample files. To do this, double click on the
Excel 2010 Basics folder.
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Save As (5]
( ':\T"“\

L) | @ Libraries\Documents |L] 3 | | Search Documents e |
Organize = Mew folder 4= - @.
(3 R i i
(5] Microsoft Excel Documents library O e b Folder ~

Includes: 2 locations

- - -
W Favorites L Mame Date modified Type

Bl Desktop =

i Downloads .. Excel 2010 Basics 12/04/2010 12:30 File folder
5| Recent Places
4 Libraries

@ Documents

J‘F Music

[E] Pictures

B Videos [ <1 LLI] C

File name: Bookl -
Save as type: [Excel Workbook -
Authors: Rebert Tags: Add atag
[[] 5ave Thumkbnail
~ Hide Folders Tools - [ Save ] [ Cancel ]

You will see the sample files listed within the Excel 2010 Basics folder.

Save s =
-,

@uv| . « Deocuments » Excel 2010 Basics - |&, | | Search Excel 2010 Basics yel |
Organize ¥ New folder B= - (7]
(& Microsoft Excel  — Documents library ., i

) Arrange by: Folder v
Excel 2010 Basics
W Favorites | Name Date modified Type =
Ml Desktop 3 - |E
E Al 6/04,/2007 D&: icrosofi
§ Downloads E]Ahgnment 16/04,/2007 08:32 Micrasofl
¥ - 3 7 icros
%] Recent Places 2 AutoFill a data range 22/03/2008 07:15 Microsofi
— @] AutoFil 16/04,/2007 08:32 Microsofi
=8 | ihran (=] etween workbooks 1 25/03/2010 16:09 Microsofi
=l Libraries
@ D (=] Between workbooks 2 02/11/2007 07:41 Microsofi
ocuments
J’ Music = Cell referencing 03/05/2007 15:30 Microsofi
] Pictures %_3 Changing charts 16,/04,/2007 08:32 Microsoff _
B videos v |4 LLLJ | 3
File name: Bookl -
Save as type: ’Excel Workbook -
Authors: Robert Tags: Add atag
[ Save Thumbnail
# Hide Folders Tools  ~ [ Save ] I Cancel
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¢ Click within the FHle name section of the dialog boxto name the file. In this case
use the file name My Frst Workbook.

Save As @
@uv| . # Documents » Excel 2010 Basics - | +4 | | Search Excel 2010 Basics jel |
Organize « MNew folder == | - l@l
(3] Microsoft excel  —  Documents library . | More options
) Arrange by:  Fo
Excel 2010 Basics
o s I MName Date modified Type i
Bl Desktop 3 & |E|
T PO TR Nr— |
§ Downloads 2] Alignment 16/04/2007 08:32 Microsofi
%= Recent Places = AutoFill a data range 22/03/2008 07:15 Microsofi
—  [E] AutoFill 16,/04,/2007 08:32 Microsofi
~ Librari =] Petween workbooks 1 25/03/2010 16:09 Microsofi
= Libraries
3 D ) Between workbooks 2 02/11/2007 07:41 Microsofi
£ Documents
J‘- Music ) Cell referencing 03/05/2007 15:30 Microsofi
= i 6/04,/7007 08: Micros
(&) Pictures _4 Changing charts 16/04/2007 08:32 Microsoft _
H videos S| < m | r
| T llMy First Workbook | -
Save as type: [Excel Workbook -
Authors: Robert Tags: Add atag
[ Save Thumbnail
= Hide Folders Tools ~ [ Save l ’ Cancel

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

Closing a workbook and exiting the Excel program

e To close the workbook, click on the Fle Tab (top-left of your screen), from the drop
down options displayed, click on the Close command.

X |
.ﬂu Home I
H Save

Save As

Cpen

Info

Recent
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The screen will now look like the illustration below. The Excel program is open but
no workbook is displayed within the program.

| .ﬁ s Microsoft Excel : B =5

Home | Insert Page Layout Formulas  Data  Review View  Add-ins @

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

= & [
&@D

Close
1 & Find &
er= Select~

Creating a new workbook

Start the Excel program. Each time you start the Excel program, by default, it
displays a new blank workbook containing three blank worksheets. Type in your
First Name in to cell A1 and press the Enter key.

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

Close both workbooks without saving your changes.

Opening a workbook

Press Ctrl+O which is the keyboard shortcut to open an existing file.

Or click on the File Tab (top-left) and then click on the Open command.
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Lg Save

Save As

0 Close

.

Recent

This will display the Open dialog box. Navigate to the folder called Excel 2010
Basics, (under the Documents folder), containing your sample files.

Select a file called Sales 2005, and then click on the Open button to open the
workbook.

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

Switching between workbooks

To switch to a particular Excel workbook, click on the Excel workbook icon displayed

within the Windows Taskbar (across the bottom of the screen). From the popup list
displayed select the required wordbook.

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

Sales 2005
X X X 3
) 9] o .

Close all open workbooks.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com



Excel 2010 Basics

Page 20

Saving aworkbook using another name

e Open the workbook called Sales 2005. Click on the Fle Tab and the select the

Save As command.

& |
.H- Home

[g Save

Save As

L_;': COpen

[ Close

Recent

New

e The Save As dialog boxwill be displayed.

@ Save As

/l\JU | « My Documents » Excel 2010 Basics

- | .y | Search Excel 2010 Basics

Organize =

4 . Favontes
B Desktop

4 o Libraries

E Microsoft Excel

& Downloads

| Recent Places

| Documents

Mew folder —

Documents library
Excel 2010 Basic

Amange by;  Folder =

MName Date modified Type

Lﬂ] Alignment

] AutoFill a data range
] AutoFill

# Between workbooks 1
@_} Between workbooks 2
(] Cell referencing

o' Music -
] ;

& Pictures :? Changing charts

M videos . m

File name: My Backup I

~ Hide Folders

ors: David Murray

Autho

Save as type: | Excel Workbook

Tags: Add atag

| Save Thumbnail

Tools Save |  Cancel

¢ Inthe FHle name section enter a new file name, in this case called My Backup.

Click on the Save button. You now have two copies of the same file, both containing

the same information. This can be useful for making backups of your data or for
retaining copies of a workbook with different versions of the data in each file.
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Saving aworkbook using a different file type

e Click on the Fle Tab and the select the Save As command.

EH9-®-=

.HH Home

Q Save

Save As

[ Open
ﬁ Close

Recent

New

e The Save As dialog is displayed. Click on the down arrow within the Save as type
section of the dialog box.

File name: My Backup
| S s byprs | booel Warkbook -||

fughors: David Murray Tegs Add atag

Swre Thumbnail

=/ Hide Folders Teols = e | [ canca |

e You can select the required file type from the drop down displayed.

Exced 'Workdbook

[ | g | bxedMacro-Ensbled Workbook
Exced Binary Workbook

1= Excel 87-2003 Workbouk
mm“ AML Data

— Sanghe File Web Page
': .IU ~ = Dl'lu'-'r?:'-qr -
Excel Template
Organse = tae Exeel Macro-Erabled Template
Excel 97-2002 Template
= Docurents | Text (Tab delimited)

. Unicade Test
o Music HML Spreadsheet 2003
| Pichuares Micrasett Exeel 3.0/9% Waorkheok
B videcs C5V (Comena delmated)
Farmatted Tead (Space dehmided)
Test (Blacindosh)
o Horegioup | Test (M5-DOS)
CEV (Macintosh)
C5V (M5-DO5)
B Crgaer

DIF {Crats Enterchange Foemat)
&L Lecad Disk () SYLK (Symibalic Link)
Excel Add-In
i RECOVERY I0: b0 972003 A0 -In
PO¥
HPE Document
File name: o enBocument Spreadihest

e s bype: | Excel Wirkbook,

Authore Dmad Moy Tage Add atag

Save Thumbnail

= Hide Folders Tock « [ e || canca |
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TIP: If you want to email a copy of an Excel 2010 workbook to someone that has an
earlier version of Excel, such as Excel 2003, then you may need to save the file in
the Excel 97-2003 Workbook file format.

Alternatively, people with earlier versions of Excel can download additional free
software from Microsoft allowing them to open and view (but not necessary edit),
files created using Excel 2010.

Other commonly used file type options include:

Text file:

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

Excel Workbook

E G Excel Macro-Enabled Workbook -
Excel Binary Workbook
—— Excel 97-2003 Workbook =
Il_—(ISaveAs KML Data

Single File Web Page

P —
.« DaWeb Page
i J

Excel Template
Organize » Me Excel Macro-Enabled Template

— Excel 37-2002 Template
j Documents  QIESELEETTE:)]

3 - Unicode Text
M
J e XML Spreadsheet 2003 ‘
] Pictures Microsoft Excel 5.0/95 Workbook
E Videos CSV (Comma delimited)

Formatted Text (Space delimited)
Text (Macintosh)
* Homegroup  Text (M5-DOS)
C5V (Macintosh)
) C5V (MS-DOS)
18 Computer DIF (Data Interchange Format)
£, Local Disk (C3) a‘LKl Sg;nlbolic Link)
cel -In
o RECOVERY (D £y ) 972003 Adld-In
PDF
. XPS Document
File name: OpenDocument Spreadsheet

Save as type: lExceI Workbook hd
Authors: David Murray Tags: Add atag
[[] Save Thumbnail
4+ Hide Folders Tools - Save l [ Cancel
Template:

You normally save a workbook as a workbook file. You can however save a

workbook as a template. This means that you can create new workbooks in the
future; based on the templates you create.
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Exoel Warkhook
E a Excel Macrn-Enabled Warkhonk
Excel Binary Workbeook

Exced 97-2003 Workdbook
ngle File Web Page
T [+ =i

Organize * e Excel Macro-Enabled Template
= Exced 97-2001 Template
. Docurnenls  Test (Tab delimiled)
. Lnicode Tt
.I". o ML Sprenrithest 2003
| Pictuares Microsoft Cooel 50095 Werkbaok
- Videos 25V (Comma delimited)
Fammstted Test (3pace delimited)
Tek {Maz itk
ok Homegroup Tt (ME-DOS)
CEV (Macintosh)
CEV (M5-0105)
1M Computer DO (Drata Interchange Format)
& Loxal M“_‘;]ﬁ'l'LK.l:E}'m]h.lhi Link)
n
o RECOVERY (D" £, 073002 £l In
PDF
EPS Document
Fila ramx Upenlocument Spreadshest

Save as ype: | Excel Workbiook L

Buthors: Dawid Murnray Tags: Add atag

|| Save Thumbnail

= Hide Folder Yook v [omen ] [conce

CSV file:

This saves table data in a form that can be used by other programs. Itis short for
Comma Separated Value.

Excel Warkdbook
E G Excel Masro-Enabled Workbouk
Excel Binary Wovkbuok

Eweel 57 - MKI2 Warkbpak
Single File Web Page
- pEme

Excel Template
Organize = e Excel Macre-Enabled Template
= Excel 97-2003 Template
* Dournenls  Text {Tab delimited)
. Unicede Test
4 b ML Speeaizhest 7003
| Pictures Microsoft Cooel 5.0v55 Workbook
B videcs L5V [Comma delimited)
Formatted Tedt (Space delimited)
Teal {Mazirlosh)
o} Homegroup  Text {MS-D0Y5)
SN [Macantosh)
CEV (ME-DOS)
™ Computer [HF (Data Interchange Foemat)
&L Local Disk () SYLK (Symbalic Link)
Excel Add-In
a RECONERY (D: 6,001 972003 Add-ln
FDF
KPS Document
Fie name: OpenDaocisment Spreadsheet

Save & lype

Buthors: David Muray Tags Add atag

|| Save Thismbnail

= Hidr Falders Tank = Sar [ Cancel ]

Close any open dialog boxes and close all open worksheets.
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Getting help within Excel 2010

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

= EH EZ
[z} e [: = =
X AutoSum ~ )W [ﬁ
[#] Fill - Z
Sort & Find &
(2 Clear ~ Filter = Select~
Editing

TIP: Or press the F1 help key.

e The Excel Help window is displayed.

) Excel Help o [E ER
@RS GMEE @ d
~ J Search -
3 Akt e
oo Office
products support images templates

Getting started with Excel 2010

| ‘ Getting started with Excel 2010
|_‘q‘h' Use sparklines to show data trends

Use slicers to filter PivotTable data

m

Keyboard shortcuts

Browse Excel 2010 support

Charts Getting help
Customizing Getting started
Formulas Macros
Function reference Worksheets i
see all
All Excel | | @ Connected to Office.com

e As you can see a wide range of help topics are displayed.

e Click on the Getting Started with Excel 2010 link. This will display the following
information.
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@) Excel Help o =

96®

@DE AMe e

~ SO Search =

Microsoft Excel Home > Excel 2010 Help and How-to > Getting started with Excel

Getting started with Excel 2010

If you know Excel 2007, used an earlier version of
4 l Excel, or have never used Excel before, explore

these resources to begin learning how to use the
latest version.
WHAT'S YOUR SITUATION? WHERE TO GO
Familiar with Excel 20077 What's new in
Find out what is new for Excel 2010 from the Excel 20107
last version.
Used an earlier version of Excel? Make the switch

Take an online course to learn how to use this 10 Excel 2010

wversion of Excel and what it can do for you.

m

Missing the menus? Interactive menu
Use an animated ouide that lets vou point to to ribbon guides i
All Excel | | @ Connected to Office.com

Click on the What's new in Excel 20107 link. You will see the following.

@) Excel Help o =

© @GR MNP e

-~ S Search -

Microsoft Excel Home = Excel 2010 Help and How-to > Getting started with Excel

What's New in Excel 2010

This article describes the new and improved features in Microsoft
Excel 2010.

In this article

+» Access the right tools, at the right time

+ Improved ribbon

< Microsoft Office Backstage view
< Waorkbook management tools
-+ Make fast, effective comparisons from lists of data
< Sparklines
+ Improved PivofTables
4 Slicers
< Improved conditional formatting
- Obtain powerful analysis from your desktop
< PowerPivot for Excel add-in
% Improved Solver add-in

< Improved function accuracy

(=1

All Excel | ° Connected to Office.com
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Click on the Improved Ribbon link. You will see the following.

) Excel Help = B 2R

- B Search -

() %N BAMe | A

IMPROVED RIEBON

Firstintroduced in Excel 2007, the ribbon makes it easy for you to find commands and features that were
previously buried in complex menus and toolbars. Although it was possible to add commands to a Quick
Access Toolbar in Excel 2007, you couldnt add your own tabs or groups on the ribbon. In Excel 2010,
however, you can create your own tabs and groups and rename or change the order of the built-in tabs
and groups.

o]

Custamize the Ribbomn: i
tdain Tabs E[ E

Main Tabs
= [¥] Quick Farmat [Custarm)

= Top 5 [Custom)
=1 Wirap Text
Faormat Cells
Column Width
Eottom Double Border
Y

2o Clear Formats
[¥]Home
[]Insert
[¥] Page Layout
@, parmlas i ?uiﬂ'v Quick Format Home |

e B T 1
ﬁ: gl & =
‘;=] E I_] anasden
Wrap Format Column Bottom |
Text Cells  Width Daouble Bordy

I

(M)

All Excel | ( &) Connected to Office.com

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

read.

Spend a little time browsing what's new within this version of Excel.
When you have finished experimenting, close the Excel Help window.

Searching for Help

You can search for help on a topic of particular interest. Press F1 to display the
Excel Help window. Within the text box near the top of the Excel Help window, type
in a word or words relating to the help you need. For instance, to display help about

printing, type in the word 'printing'.
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) Excel Help = = £

) (3) G

Printing * B Search -

coOffice 1

products support images templates downloads

Getting started with Excel 2010

| i=! ® Getting started with Excel 2010

Click on the Search button next to the text input box.

= =] 3
Printing - B Search -~
[l Meruens
an.Ofﬁce
products support images templates downloads

Getting started with Excel 2010

You will see a range of topics related to printing. Clicking on any of these topics will
display more information about printing.

) Excel Help o B 8B
e (X BN BA R E
Printing » B Search - I

| Mhitresoh Eacet Horme s |

Search results for Printing
|

Next @

Preview workshest pages before printing

Chick the worksheet or select the worksheets that you want to prewiew. How to seled w...
Set page margins before printing 2 worksheet

Page margins are the blank spaces between the worksheet data and the edges of the p..
Print 3 worksheet or workbook

ok can print entire o panial workihests and workbooks, one at & ime, of several at o.,
Preview and print a file

In Microsoft Office 2010 programs, you now preview and print your Office files in one L.
Save as PDF or XPS

Sometimes you want to save files o that they cannot be modified, but you still want th..
Print row and column headings on every printed page

By defauit, Excel does not print the calumn headings (A, B, C, et or row headings (1, 2.
Quick starts Print & worksheet

Belore you print 3 worksheet, it s a good ides 1o preview it to make sure that It looks L.
Video: Print a worisheet

Do | PrintAWaorksheet.wmy Before you print 3 worksheet, it's 3 good idea to preview it to mak..

Print a worksheet in landscape or portrait orientation

By default, Micraton Eveal prints workih2ets in portrait atentation taller than wide). ¥... -|

| AN Excet | | @ Conneded to Office.cam |

Close the Excel Help window when you have finished experimenting.
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The Help 'Table of Contents'

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

¥ Excel Help = = =3
R GMe d I
+ 0 Search -

products support images templates downloads

Getting started with Excel 2010

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

]

€ Excel Help
0 A AW &
= P Search =

Table of Contents B i =
& Geting started vith Excel - | naOffice
4 Accessibility |
A Activating Excel products support Images templates downloads
4
& Getiing help
9 Fie conversion and compatibility ] . . P
4 Getting started with Excel 2010
dep Customizing =
4 Fie management . :
& Worksheets ™, gl P e
& Charts ‘ y *apackias 1
& Collsborsting on worksheet data e M BRI RS
& Conditional formatting " Ke
o Fitering and sarting
& Forms and confrols Browse Excel 2010 support
& Formulas
A Function refefence * Charts « Getting helg

& Analyzng data * Customizing * Gatting st

& Importing and exporting data " Fr las Ma
g Printng * Funection reference

e Searity and privacy
@ Validating data

g Macros

& Warking in a different languane
g Working vath graphics Get the behind -the-scenes story about

LN
A Working with XML - ¥ Office 2010 on our TechNe =

All Bxcel | | @ Connected to Office.com

e Take a little time leaming to navigate through this table of contents.

Printing a Help topic

e Displayan item of interest within the Excel Help window. Click on the Print icon
displayed within the Excel Help toolbar.
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) Excel Help o B8
0 (%) o & A @

+ B Search -

Table of Contents I — i
.wGetﬁng started with Excel - [ .aOﬁ:ICG

.rﬂAccessibility

@ Activating Excel products support images temnplates downloads

vGetﬁng help

e Close all open dialog boxes before continuing.

Alt key help

e Press CTRL+Nto open a new blank workbook
e Click on the Home tab.

e Press the Alt key and you will see numbers and letters displayed over icons, tabs or
commands, towards the top of your screen.

e Insert Pag out Formulas Diata Review Vie Add-Ins

Ggrlili

= Y Calibri -1 AN S==| ¥  SiwapTes
M =5 Copy - B A

aste - FRENEIR - - = = = | £ = | . oy

- < Format Painter U =t E E = | iF £F | aq Merge & Center

Clipboard Font Alignment
B1l - Je

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

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

e This is a veryeasyway of learning keyboard shortcuts. You now know that Alt+1
will display the Save As dialog box and that Alt+N will display the Insert Tab.

e Click on the Home tab before continuing.
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Selection techniques

Why are selection techniques important?

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

Selecting a cell

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

& =
g Home Insert Page Layout Farmulas
& Cut Calibri “ 11 v A
M =3 Copy ~ e A
aste P -
= # Format Painter B I U == =
Clipboard Font
B3 - fe | Country
i B C D

ICDuntE _ISales 2003 Sales 2004 ¢

India 102 129

k|

Selecting arange of connecting cells

e We wantto select the cells from C3 to G3. To do this click on the first cell within the
range, i.e. C3. Then press down the Shift key (and keep it held down). Click on cell
G3. When you release the Shift key the cell range will remain selected, as
illustrated.
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™ |+ Select
File Home Insert Page Layout Formulas Data Review View Add-Ins
& Cut calibri -1 Ay == e SiwapTe
. =3 Copy ~ — By A L
aste ol Bl S |l === |s&=s=|E : =
= # Format Painter B| I U i s E = = E 5 merge & Center
Clipboard i Font i Alignment
C3 - F= | sales 2003
A B I ¢ | b E F G | H
1 Sales
2
3 Country |sales 2003 sales 2004 Sales 2005 Sales 2006 Sales 2007 |
4 India 102 129 189 133 201
5 Canada 98 120 121 132 143

Selecting arange of non-connecting cells

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

|‘._—‘:|' [ = Selectit
File Home Insert Page Layout Formulas Data Review View Add-Ins
B & Cut Calibri Y A =E=(=l ® Siwepted
paste (B - A i
aste - PRSI - - =EEE=E = = | [ ' -
. & Format Painter B I U i =Y E =E = iEE [ Merge & Center
Clipboard : Font . Alignment
G3 - J= | sales 2007
A B C D E F G H
1 Sales
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 |Sales 2007
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
A LIsa N9 110 N9 n3? Q4

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

selected.

Selecting the entire worksheet

e To selectthe entire worksheet, click on the intersection between the column and row
referencing numbers.
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| =
Home Insert Page L
= Cut
B % Cu Calibri
P‘t =3 Copy -
aste
- < Format Painter B 7 U
Clipboard Fl
D16 -
A B
1

Selecting arow

e To selectarow, saythe row relating to Canada, click on the relevant row number
displayed down the left side of the worksheet.

FaIN" | |=
Home Insert Page Layout Formulas Data Rer
3 ‘* cut Calibri Ju A s ==
P‘ N 53 Copy ~ e A
aste o || e o o o'= = 5
+ < Format Painter B 7 U = - = = -
Clipboard = Faont Fl
C15 - Je
A B C D E
1
2
3 Country Sales 2003 Sales 2004 Sales 2005 Si
4 India 102 129 189
Canada a8 120 121
B usA 109 110 109
7 United Kingdom 92 99 98
8 Australia 92 95 96
9 MNew Zealand 32 43 34
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e The selected row will look like this.

x| |=
Home Insert Page Layout Formulas Drata Review View Add-Ins
B & Cut Calibri Ju cA s ===l e | SiwepTet
B =3 Copy ~ Sy A R
aste - | E==|iEE F .
- & Format Painter B 7 =Y EE = = EMergedca
Clipboard . Font : Alignment
A5 \ Je
| a ] B [ ¢ | b E F G | ¢
1 Sa
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 183 193 201
] |_ Canada 98 120 121 132 143
] UsA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93

Selecting arange of connecting rows

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

i [ .H . el Insert Fag out Formulas Diata Revigw Wie Add-Ins
g e

F Calibri 11 A A == @ =) Wrap Text
Paste oy | B AL E=E = = )
+ < Format Painter B 7 U o - = == =5 Merge & Cer
Clipboard . Font 1 Alignment
AS - S
| a ] B [ ¢ | b E F G | ¢
1 Sa
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 185 193 201
=N Canada 93 120 121 132 143
6 usa 109 110 109 102 94
o United Kingdom 92 99 938 95 85
8 Australia 92 95 96 92 93
9 New Zealand 32 43 54 74 34
10 China 67 79 83 88 93
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Selecting arange of non-connected rows

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

Fal= I
File Home Insert Page Layout Formulas Data Review View Add-Ins
uj ‘K’ cut Calibri = =[] ® | SiwmpTet
Paste ~copr === iESE R h
+ < Format Painter B 7 O = = = [ iF | EHMegead
Clipboard Alignment
A9 - 2
| a ] B | ¢ | b E F c |
1 Se
2
EI Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
EI Canada 98 120 121 132 143
6 USA 109 110 109 102 94
|| United Kingdom 92 99 98 95 85
] Australia 92 95 96 92 93
(9 [ INewzealand 32 43 54 74 84
10 China 67 79 83 h] 93
11 Pakistan 24 34 43 54 73

Selecting a column

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

&
Home Insert Page Layout Formulas D
B & Cut Calibri -1 - A AT
Dot =3 Copy B A
aste - | 0. - -

- F Format Painter L = —

Clipboard "] Font

F20 - Fr

A B C D
1
2
3 Country Sales 2003 Sales 2004 Sale
4 India 102 129
5 Canada 98 120
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The selected column will look like this.

&= =

Home Insert Page Layout Formulas Data Rer
uj °$ cut calibri e Ay ==
Paste A copy B 7 U~ i M A~ ==

- - Format Painter = = = =
Clipboard Font
c1 - Jx
A B C D E

1
2
3 Country Sales 2003 |Sales 2004 Sales 2005 Si
4 India 102] 123 185
5 Canada 98| 120 121
A 11sA 1nal 110 1na

Selecting arange of connecting columns

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

® =
Home Insert Page Layout Formulas Data Review View Add-Ins
B ‘5 cut Calibri c1 - AN = =[=] ¥ SiwepTe
Pant 52 Copy ~ A .
aste - | - | E== | EE R R
- < Format Painter L S S~ 4 EEE | FF EHMegesce
Clipboard Font Alignment
c1 - fe
A B c | b E F G |
1 Sa
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 |Sales 2007
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
6 UsA 109 110 109 102 94
7 United Kingdom 92 99 98 35 85
8 Australia 92 95 96 92| 93

Selecting arange of non-connecting columns

To select the columns relating to 2003, 2005 and 2007, first select the column C.
Press the Ctrl key and keep it pressed. Select column E and then select column G.

Release the Ctrl key and the columns remain selected.
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& = = Selecti
Home Insert Page Layout Formulas Data Review View Add-Ins
3 °* Cut Calibri -1l v A A = =[=| ®-  SiwrapTest
Paste na copr - e e A = = = | i= i | 3 M By -
> o Format Painter Rl HEE = E = = | £ £5 | = Merge & Center
Clipboard Font Alignment
G1 - fe
A B C D E F G | =H
! Sales
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
6 usA 109 110 109 102 94
7 United Kingdom 92 99 938 95 85
8 Awustralia 92 95 96 92 93
9 New Zealand 32 43 54 74 84

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

Recommended techniques when creating or editing lists

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

The top row of your data will often contain the headers of each column. These are
called field names.

List should not contain blank rows or columns within the data. This can cause
problems when later sorting your data.

Ensure that cells bordering your list are blank.

If your data has a bottom row which contains totals, itis often a good idea to inserta
blank line above the row of totals.
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Manipulating rows and columns

Inserting rows into a worksheet

e Open a workbook called Rows and columns. We need to insert a row for Japan
between the row for Canada and the row for the USA. Selectthe row for the USA,

as illustrated.

]| =
=0 Ko ~ R -
\ Calibri =11 o A A =gy e o Wap
e
Nt o pormatputer | B £ U BoA- EEW R Hueo
AG = i
A B L 8] E F G
1
2
3 Country Sales FO0 Salec 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 129 191 201
£l Canada 28 120 121 1321 143
-] I_ LISA 104 110 p i) 102 93
7 United Kingdom a2 a9 g a5 85
B Australia 93 LR k-1 92 93
3 New Zealand 32 43 54 k] B4

e Rightclick over the selected row and from the popup menu displayed select the

Insert command.

®
Home Insert Page Layout Faormulas Data Revi
B & Cut Calibri -l - Ay ==[=
oo 53 Copy - e A
aste - | . - ===
- f Format Painter Ll = L= ==
Clipboard Font
A6 -
[ A ] B | ¢ | b E
1
2
3 Country Calibri =
4 India _
B I =
5 Canada
6 | USA
= = & Cut
7 United Kingdo
8 Australia 2 Copy 95 9
9 New Zealand | b PasteOptions: |5 54
10 China = 79 83
11 Pakistan Paste Special... 34 43
12 Mexico 24 20
Insert
13 o
B Eretete

b
1

Clear Contents
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The table will now look like this.

AB - F
A | B [ D E | F G
g
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
k]
7 UsA 109 110 109 102 94
g United Kingdom 92 99 98 95 85
9 Australia 92 95 36 52 93
10 New Zealand 32 43 54 74 84
11 China 67 /9 83 88 93

an L na . an —a -

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

c20 - Jx
A B C D E F G

1 Si
2

3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
a4 India 102 129 189 133 201
5 3 L 120 17T 137 ™3
6 Japan 89 93 102 109 120
:,f IIC'I_L‘ 1!1.0 11!\ 1!10. 1!12 D_J!
8 United Kingdom 92 99 98 95 85
9 Australia 52 95 56 92 93
10 New Zealand 32 43 54 74 24
11 rhina RT7 TJa Q2 QQ a2z

Inserting columns into a worksheet

e We wantto inserta column forsales figures in 2002, which needs to be inserted
before the 2003 column. Select the column relating to 2003, as illustrated.
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& 2 - |=
Home Insert Page Layout Formula
B * Cut Calibri
P‘ : 53 Copy ~
aste -
+ < Format Painter B 7 U
Clipboard 'l Font
C1 - I
A B C D
1
2]
3 Country Sales 2003 [Sales 20
4 India 102 1
5 Canada 93| 1
] Japan 89|
7 usa 109 1
~ [ P 7 SR Uy LR — Falal

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

Cl -
L= A B C D E
1 - 1
i Calibri ~ 11 ~ A" A" % ~ % o
2
B J =38+ A~ iy <d 00

3 Country 5al = L7 oo T Tio s
i India 1n’1| 4an 189

5 Canada &b cut 121

6 Japan S&  Copy 102

7 USA ({4 Paste Options: 109

8 United Kingdom = 98
i Australia Paste Special... 96

10 New Zealand sa
Tqq | ., Insert

1 China a3

12 Pakistan Delete a3

The column will be inserted, as illustrated.
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EH9-e-=
Home Insert Page Layout Formulas Data Review Vit
_3 * cut Calibri - A = =[] e
Paste acopy I - =
- F Format Painter N
Clipboard Fl Font - Aligni
| c1 - fe |
| 4] A B C D E I
<
1
=
3 Country Sales 2003 Sales 2004 Sales
4 India 102 129
5 | Canada 98 120
6 | Japan 89 93
A UsA 109 110
8| United Kingdom 92 99
9 Awustralia 92 95
10| New Zealand 32 43
11 China 67 79
12 Pakistan 24 34
13| Mexico 12 24
Ea
| 5]

Enter the following data into the column.

FIN"™ B AR
Home Insert Page Layout Formulas Data Review View
h—j % cut Calibri 11 A A = =3
P‘ : =3 Copy ~ _
E-S : jFormat Painter A = Eh
Clipboard = Font = Alignment
| 122 - fe |
A B C D E F

1
2
3 Country Sales 2002 bales 2003 Sales 2004 Sales 2005 ¢
4 India a3 102 129 189
5 Canada 103 98 120 121
6 Japan 50 B89 93 102
7 UsA 120 108 110 109
8 United Kingdom a3 92 99 98
9 Australia 25 92 95 96
10 Mew Zealand 105 32 43 54
11 China 92 67 79 83
12 Pakistan 56 24 34 a3
13 Mexico 82 12 24 20
14

&
1
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Deleting rows within a worksheet

e Selectthe row relating to Canada. Right click over the selected row and from the
popup menu displayed select the Delete command.

A5 - I
A B = D E
1
z Calibri ~ 11 « A* A" $ ~ % + [
3 Count] Sales 2
a india B £ = & A -5l
sl Canada 103 98
6 Japan & Cut 50 89
7 usa |53 Copy 120 109
8 Unitel & Paste Options: 03 92
9 Austrz 3 25 92
10 MNew Z Paste Special.. 105 32
11 China a2 67
12 Palfis dasedt 56 24
13 Mq;: Delete a2 12
14 tear-Content
15 = R S T

e Therow is deleted without any additional warning.

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

FOWsS.

Deleting columns within a worksheet

e Selectthe column relating to Sales 2007. Right click over the selected column and
from the popup menu displayed select the Delete command.

H1 - I
A | B ' c [ o | £ | fr | « BN ' |
1 Sales volun
z|
3l Country Sales 2002 Sales 2003 Sales 2004 Sales 2005 Sales 2006|Sales . =, . A 4 E3.
4 India 93 102 129 189 193 TR Z
5 | Japan 50 89 93 102 wof B ZER-L-H-T
6 UsA 120 109 110 109 102 °‘I
7l United Kingdom 0 92 9 98 95 & cut
8 Australia 25 92 95 96 92) <& Copy
9| New Zealand 105 32 43 54 74 & Paste Options:
10 China 92 67 79 83 as| 3
11 Pakistan 56 24 34 43 54 Paste Special,
12| Mexico 82 12 24 20 23
135 lnsed
14 Delete
15 Clear Contents
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e The column is deleted without any additional waming.

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

Modifying column widths

e Selecta column, such as the Sales 2004 column. Right click over the selected
column and from the popup menu displayed select the Column Width command.

El - Je

A B C D E F G H
1 Sal
: Calibri ~ 11~ A" 47 EE . o
3 Country Sales 2002 Sales 2003 |Sales : S

. B J =38~ A-i-se0
4 India a3 102 -_— = .
3 Japan 50 89 ‘:“'I 107 109
6 USA 120 109 & Cut 102
7 United Kingdom 93 92 =3 Copy 95
g Australia 25 92 [ Paste Options: 92
9 New Zealand 105 32 =3 74
10 China 92 67 Paste Special... 88
11 Pakistan 56 249 24
. Insert

12 Mexico 82 13 23
13 Delete
14 Clear Contents
15 %A Format Cells...
16 Column Width...
17 Hide
L Unhide
19
an I

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

ColumnWidth | 7 23]

Column width:
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Modifying column widths using 'drag and drop'

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

G21

EE TR S T ]

India

Country

Sales 2003

93

e Press the mouse button and keep it pressed.

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

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

Automatically resizing the column width to fit contents

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

below.
A B C D E F| G H
1 Sales
2
3 Countr Sales 20 Sale Sales 2(5alt Sales 2006
4 India 93 102 1259 ## 193
5 Japan 50 85 93 ## 109
i) USA 120 109 110 ## 102
7 United 93 92 99 98 95
8 Austra 25 92 95 96 92
9 Mew Zi 105 32 43 54 74
10 China 92 67 79 B3 B8
11 Pakist: 56 24 34 43 54
12 Mexic 82 12 24 20 23

=
L

e To automatically resize each column width to fit the contents, select all the columns

containing data.
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B1 - S
(4] a B | ¢ [p|] e [Fla]| w
1 Sal
B
3| Countr Sales 20 Sale Sales 2( Sale Salels 2006
i India 93 102 129 ## 193
i Japan 50 3% 93 ## 109
i USsA 120 109 110 ## 102
L United 93 92 99 98 95
i Austra 25 92 595 96 92
i New Zi 105 32 43 54 74
£ China 92 67 79 83 BB
i Pakist: 56 24 34 43 54
£ Mexict 82 12 24 20 23
13

e Double click on the junction between one of the column header headers within the
selected columns.

B1 . 5~
o] E

|Fle H

Sal

Countr Sales 20 Sale Sales 2( Sale Sale

s 2006

B(w k| =

India

93 1n2

179 &8 193

e The columns will automatically resize to accommodate the data within each column.

Gl -
(4] a B | ¢ | b | H
1 Sales

2|

3| Country Sales 2002 Sales 2003 Sales 2004 Sales 2005 Sales 2006

4 India a3 102 139 189 153

=N Japan 50 B89 93 102 109

B | USA 120 109 110 109 102

7 United Kingdom 93 92 99 98 95|

8 | Australia 25 92 95 96 92|

9| MNew Zealand 105 32 43 54 74

10| China 92 67 79 83 B38|

11| Pakistan 56 24 34 43 54

12| Mexico 82 12 24 20 23

13

Modifying row heights

e Selectone ormore rows and then right click over the selected row(s). From the
popup menu displayed select the Row Height command.
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A5 - I
|- B it o i L G
1
2 Calibri =111 | A" A" $ - % o B
3 Cou.ntn[ B I =-A-~ii-<pm 4 Sales 2005 Sales 21
4 India e 19 189
5 | Japan -r= 89 93 102
6 usa | * 109 110 109
7 United k| == S°F¥ 32 39 98
] Australia [ Paste Options: 32 95 95
3 New Zea = 32 a3 54
10 China Paste Special... 67 79 83
11 Pakistan 24 34 43
2 Insert
12 Mexico 12 24 20
13 Delete
14' Clear Contents
15 %% Format Cells...
16 | Row Height...
17 Hide

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

Row Height [~ B |3

Row height: |k

o [ oo |

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

e Save your changes and close the workbook.
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Manipulating cells and cell content

Copying acell or range contents within a workbook

Open a workbook called Copying moving and deleting.
Select a cell, range, row or column to copy. In this case select the range B4 to E4.

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

Your screen will look something like this:

|'._T.|' = | = Copying mc
Home Insert Page Layout Formulas Data Review View Add-Ins
= d Cut calibri -l - A = =[] @ | SiwrapText
Bant =3 Copy ~ - A L
aste - | Diiw v - E|=|= | sEsE B & -
. o Format Painter B [ O Eh =% S|=|= = %= [ Meroge & Center
Clipboard Font Alignment
B4 - fe | Component number
A B C D E
, Stock Levels
2
3
4 I Component number Noinstock  Value each item  Total value in stock |
5 100846 2 56.99 113.98
6 100332 ] 28.38 0
7 10NA77 5 17 74 A2 7

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

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

& = I=
Home Insert Page Layout Formulas D
=’ Cut P
= & Cu Calibri 11 v A A
oot 53 Copy ~ B A
aste - | 3. - -
- J Format Painter B| 7 U = -
Clipboard Font

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

TIP: To paste an item from the Clipboard using the Ribbon, click on the Home tab
and then click on the Paste icon, in the Clipboard group on the Ribbon.
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® =
Home Insert
Cut
Cali
3 Copy ~
Faste
- jFormat Fainter
Clipboard

Your data will now look like this.

R4 - J& | Companent numbar

A B o 4]
. Stock Levels
2
|
a4 Compmnent number  Molnstock  Value each ltem  Total valse In stock
2 TG 2 a2l 73 11398
-] 100332 o 2838 a
7 100622 5 12.74 EL7
] 100847 F | 31.99 G598
-] 100743 a 18.53 .85
10 100934 1 1299 12.99
11
12

-

| Component number Mo i sEock Wabue cach item  Total walue in stock ]

=

=
e

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

worksheet contents to the Clipboard when you press Ctrl+C.

Deleting cell contents

Select the range that you wish to delete the contents of. In this case select the

range B10:E10, as illustrated.

PN T i Cegnang

n Gme Indert Fage Liyout Faamubad 4111 Hewiw Wik Add-Ing
1 & Calibei =1l v A g | e S Wrap Test
| e A —
s o Faamat Painter B J U- L~ S-A- EXE W IELE i rege & Center
; ——r
B10 - F o 1 CET
A ] [ 5] E

1 Stock Levels

2

. ]

4 Component number  Molnstock  Value each item  Total value In stock

2 LO0BAG i 6.3 113.58

[ 100333 o 838 ]

7 1006232 5 1274 637

-] 100847 2 1299 65.98

9 100743 5 18.99 .55

10 | 100934 1 1299 12,99 |
11
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Press the Del key and the cell contents will be deleted.

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

Moving the contents of a cell or range within a workbook

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

|'1_T.|' (= @ - = Copying moving a
m Home Insert Page Layout Formulas Data Review View
d Cut Calibri -1 v A === ® | SiwapTe
_\g C'jp}' M {% —_l=] = —_— i
o Format Painter B I O~ - A~ E|E|= | iE ££ | =29 Merge & Center -
Clipboard Fant Alignment
BS - Je | 100845
A B C D E
1 Stock Levels
2
3
4 Component number No in stock Value each item  Total value in stock
5 100846 2 56.99 113.98
5] 100332 0 28.38 [}
7 100622 5 12.74 63.7
8 100847 2 32.99 65.98
9 100743 5 18.99 94.95

=
o

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

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

Save your changes and close the workbook.

Editing cell content

Itis easyto edit existing data within a cell or to replace existing data within a cell.
Open a workbook called Editing.

Click on cell B3. Double click in front of the word 'Region’ and insert the word
'Sales' followed by a space. Press the Enter key to commit your changes to the
cell.
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Click on cell B7. Double click on the word 'West', to select it and then over type the
selected word with the word 'Central’. Press the Enter key to commit your changes
to the cell.

Undo and Redo

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

File Hame Insert Pa

== ¥ cut
) 53 Copy -

Paste
- < Format Painter B

Clipboard

Calibri

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

File Home Insert
#f Cut
& cu cal
53 Copy -
Paste
- < Format Painter
Clipboard

[0

Save your changes and close the workbook.

Copying data between worksheets (within the same workbook)

Open a workbook called Worksheet manipulation.

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

] el
n Hame | Baed 1 Page Lot ¥ it Data R
q -'-"f Cals 11 Aa = oy
= ;: B iU s w-A- EN
B3 J= | Region
Iy B C o
. 2007
3 Region |Sales
4 Europe 727,463
s Africa 343,745
5 Asia 283,174
7 Australia 287,636
2 America 831,173
2
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Press Ctrl+C to copy the selected range to the Clipboard. Click on the second
worksheet tab (called Projections).

24
25

M4 4 » M| 2007 Saled | Projections %2
Ready |

—

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

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

BEFORE CONTINUING: Click on the Undo icon to undo this copy.
The Undo icon is displayed towards the top-left of your screen.

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

File Home Insert Page L

Cut
d Cu Calibri

53 Copy ~
B 7 O

Clipboard

Moving data between worksheets (within the same workbook)

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

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

m Home Insert Page Layout Foamulas Dats e
o ot Calibri TR S
) g copy -

sl F Vormat Fainter By X U - " a-A- EEE
B3 - & Region
a B C ]

» 2007

2

3 Region Sales

4 Europe | 727,463

5 Africa 343,745

6 Asia 283,174

7 Australia | 287,636

2 America 831,173

n

Press Ctrl+X to cut (move) the selected range to the Clipboard.
Click on the second worksheet tab (called Projections).

24
25

M 4 » M| 2007 Sales Projections -~ 1J
Ready |

——

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

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

Save your changes and close the workbook.

Moving data worksheets (in different workbooks)

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

NOTE: To switch between multiple open workbooks, click on the Excel icon
displayed within the Taskbar at the bottom of the screen and click on Between
Workbooks 1.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com



Excel 2010 Basics Page 52

i Between workbooks 2

& |

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

EE9-™-|s
Home Insert Page Layout Formulas
z _"}EUt ] Calibri -1 v AW
F‘a;.:te I-jF::jn:ratPair'|trar m I I~ - &~ é'
Clipboard = Font
B3 - Jx | Region
A | B | ¢ | o
. Sales This Year
2
3| Region |Sales
4 Europe |127463
5| Africa 943745
6 Asia 283174
7| Australia | 987636
8| America |381173
9

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

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

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

NOTE: You could have selected a different worksheet within the second workbook if
you wanted.

Leave the workbook open and carry on to the next e xercise.
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Copying data between worksheets (in different workbooks)

Select the data in the second workbook.

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

Click where you wish to paste the data to.

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

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

AutoFill

Open a workbook called AutoFill.
Click on cell B3 which contains the word Monday.

& =
m Home Insert Page Layout
j & cut
Paste ~a Copy ~ B J U~
- < Format Painter =
Clipboard Fan

B3 - e
A B C

Calibri

IMondai _IJanuar\;

ks w (M

Mo ve the mouse pointer to the bottom-right corner of this cell and the mouse pointer
shape will change to the shape of asmall black cross. When the mouse pointer
changes shape, press the mouse button down, and while keeping it pressed move
slowly down the page to cell B7. When you release the mouse button you will see
that Excel has 'AutoFilled' the range you dragged across with days of the week.
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FAIN™ A |+
Home Insert Page Layout
= Cut
B & Cu Calibri -
P‘ N 53 Copy =
aste -
+ < Format Painter B 7 U
Clipboard u Font
B3 - | Mc
A C
January

[N Y R TR S

Click on cell C3 which contains the word January.

c3 - Fe | January

A B C D
1
2
:I Monday IJanuaE _I 1

4 Tuesday 2
5 Wednesday
i]
7

w

Thursday
Friday

Use the AutoFill feature to automatically create a column containing all the months
of the year.

c3 - F | January

1
(2|
3| Monday January
4 Tuesday February
5 | Wednesday |[March
_6 | Thursday  |April
7 Friday May
8| June
9| July

10 August
1 September
12 October
13| Movember
| L

15

December

|
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Select the cell range D3:D4.

D3 - K1

A B C D

Monday January 1
Tuesday February 2]
Wednesday March

Thursday  April

o |- [~ |-

Use AutoFill to extend the series down the page. As you will see the series
becomes 1,2,3,4,5,6,7 etc.

D3 - A1

A B C D E
1
12|
3| Monday January 1
4 Tuesday February 2
5| Wednesday March 3
6 | Thursday  April 4
7 Friday May 5
B June 51
9 July 7
10 August 8
11 September 9
12| October 10
13 Movember (=5
14 Neremhar
Select the cell range E3:E4.

E3 - A2

A B C D E

1
2
3 Monday January 1 2
4 Tuesday February 2 4
5 Wednesday March 3
6 Thursdav  Aopril 4

Use AutoFill to extend the series down the page. As you will see the series
becomes 2,4,6,8,10 etc.
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E3 - S| 2
A B C D E

1
2|
3| Monday January 1] 2]
4 Tuesday February 2 4
5| Wednesday March 3 B
6| Thursday  April 4 8
7 Friday May 5 10|
8 | June 6| 12|
9| July 7| 14
10| August 8| 16
11 September 9 18]
17| October 10| 20|
13 November 22|
14| December 24

15 =

e Save your changes and close the workbook.

Copying adata range using AutoFill

e Open a workbook called AutoFill a data range.
e Selectthe range B2:B24.

& r
n Hame Indert Page Ly
L A oa Calibn
F_\:'.-e. D B JU-
- F Format Painter
B2 v 1
A B C
1
2 M ame
1 Agustin
4 Aumerigo
L Jirgit
] Christa
7 Dennis
B Enrigue
9 Ernst
10 |Gearge
11 Girish
12 Hiilda
13 lan
1 Lo
15 L
16 allika
17 M ark
12 Mancy
13 Robert
] Ruth
21 SUSAn
Frd Tom
3 Tam
p valenting

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

i} W )

A guttin
Amarips
BRIt
Crista
Dannis
inrique
Uit
Geonpe
Girish
Milda
Ian
Loy
Louls
Mallikas
Mlark
Hancy
Bobert
Euth

R e A N el e il el ol il el

3 Suian

Fri Tom

3 Toim

24 W abe i

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

I id - v
Bl -~ | ot Pt Fom
2 el canbri R Y
i3 Copy -
ke ¥ Farmal Parter E|roo-Ee A
BI - A& Name
L B C D

1

2 lamar Mame Hamr

3 Aguskin Aguastin  Agusiin

4 AmMETigo  AMENgo Amerigo
5 |Rirgit Rirgit  Rirgit

& Christa Christa  Christa

7 Denrils Dennls  Dennis

] Frsigue Emrique  Enrigus

3 Ernst Ernst Errist

10 Geargn George  George

11 Girish Garish Ceirish

12 Hilda Hilda Hildy

13 dan Feb Mar

14 Lea Lo Low

15 Losts Louis Louis

16 [SEE] Mallika Mallika
17 Mlark Mark Mlark

18 Mancy Mancy  Mangy

19 Rabart Robart Roban

20 Futh Euth Buth

21 Sursan Susan Susan

23 Team Tem Tam

23 Toam Tam Tam

4 walenting  Vabenting Valenting
e L]

e Save your changes and close the workbook.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com



Excel 2010 Basics Page 58

Sorting acell range

Open a workbook called Sorting.

The data within column B consists of text, while the data in column C consists of
numbers.
Click within the data contained within column B.

Click on the Home tab and from within the Editing group click on the Sort & Filter
button.

= R 2
al@ o =
o 5. FEF X AutoSum t W 3
+Hl
B B 45" ] Filt - }a
nsert Delete Format Sort & Hind &
. . = 2 Clear - Filter ~ Yelect -
Cells Editing
Click on the Sort A to Z option.
= B £
o @ o & =
EEE ¥ AutoSum 'r_ﬁ ?a
ﬂJ 3| Fill =
Format Sort & | Find &
- 2 Clear = Filter = |Select *

d‘d“ 4] sotatez
W

) sotztoa
M N O [#f] Custom Sort... |

rY

“f= Filter

The data will be displayed as illustrated.
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EEH9-©- =
Home Insert Page Layout Formulas Data Review

E & cut Calibri s <Ay ===

B 53 Copy ~ o

Pafte fForrnat Painter m L IO - A AE==<=

Clipboard = Font
| B7 - £ | China
A | B c

1

2

a Countries Value of Sales

5 Australia 3281746

6 Canada 2183721

7 China 2917438
8 India 1846276

9 Ireland 2948183
10 New Zealand 1019483
11 Pakistan 1281637
12 United Kingdom 2093627
13 USA 4817423
14

e Click onthe 'Sort Zto A' option under the Sort & Flter button.

= BB 3
o @ = F =

a ¥ AutoSum % [ﬁ
(@] Fin -

mat Sort & | Find &
L 2 Clear - Filter = | Select =

Edi .E‘L

SotAtoZ

| %]

SortZto A

N o

Custom Sort...

Filter

=

7

o

e The data will be displayed as illustrated.
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Countries Value of Sales
USA 4817423
United Kingdom 2093627
Pakistan 1281637
New Zealand 1019483
Ireland 29481383
India 1846276
China 2917438
Canada 2183721
Australia 3281746

Click within the data contained in column C.

Click on the Home tab, and from within the Editing group click on the Sort & Flter
button. From the drop down list displayed, click on the Sort Smallest to Largest
option.

= BH 2
a @ o @ =
[ =
2 AutoSum ~ ? \_ﬁ
B Fill =
Format Sort & |Find &

- | & Cearr  |Fifter -~ |Selec~
R ‘-“l Sort Smallest to Largest

A+ SortLargest to Smallest
M N [#f Custom Sort...

W= FEilter

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

Click on the 'Sort Largest to Smallest' option.

= B2
Y ELE
o % AutoSum - W ?a
a
_:J @] Fill -
Format Sort & | Find &
- 2 Clear - Filter = | select

ﬁ | cort Smallest o largest

il 5ort Largest to Smallest

Wl M %] Custom Sort..

W= Filter

The data will be displayed as illustrated.

Countries Value of Sales
USA 4817423
Australia 3281746
Ireland 2948183
China 2917438
Canada 2183721
United Kingdom 2093627
India 1846276
Pakistan 1281637
New Zealand 1019483
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Save your changes and close the workbook.

Searching and replacing data

Open a workbook called Search and replace.

Press Ctrl+F to start the Search utility (or click on the Home tab, then click on the
Find & Select icon, from the menu displayed select the Find command).

This will display the Find and Replace dialog box, as illustrated.

Find and Replace @
Find Replace |
Find what: |E|

Options ==

l Find Al J[ Find Mext ] I Close ‘

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

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

Find and Replace [~ B |3

Replace

Find what: || (=]

Replace with: (=]
Options >>

| Replace Al | | Replace | | FindAl | | EndNext | | close |

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

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

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

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

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

Save your changes and close the workbook.
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Worksheets

Switching between worksheets

e Open a workbook called Worksheets.
e The worksheet tabs are displayed at the bottom-eft of the Excel screen.

£

24

M 4 ¥ W | Sheetl Sheet? | Sheet3 %3}
Ready |

e To switch to another worksheet click on the worksheet tabs.

Renaming a worksheet

e Click on the Sheetl tab to display the first worksheet. Double click on the Sheetl
tab.

£3
24
M 4 » ¥ | Sheetl . Fheet? Sheet3 -~ #J
Ready |

e The worksheet tab will be highlighted and you will be able to type in a new name.

24

M4 M heet2 “Sheet3 ~¥#1
Ready |

¢ Inthis case type in the name 2008 and then press the Enter keyto confirm the
change, as illustrated.

24

4 4 » M| 2008 ~3heet2 - Sheet3 ¥J
Ready |

e Double click on the Sheet2 tab and rename it 2009.
e Double click on the Sheet3 tab and rename it 2010. Your tabs will now look like this:

24

M 4 » M| 2008 2009 | 2010 £
Ready |

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com



Excel 2010 Basics Page 65

Recommended techniques with naming worksheets

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

Inserting a new worksheet

e Click on the 2010 worksheet tab to selectit. Right click over the tab and from the
popup menu displayed, click on the Insert command.

26

27 Insert...
28 [  Delete
23 Eename

30
31
32
33
34
15 Hide
36

37

o4k M| 2008 2009 | 20ko
Ready |

Maove or Copy..
Gd  View Code
(flg Protect Sheet...
Tab Color »

Select All Sheets
=

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

Insert @
General | spreadsheet Solutions

(& @ E
i i .
Chart MS Excel 4.0  International TEviEw
Macro Macro Sheet

M5 Excel 5.0
Dialog Preview not available.
[ Templates on Office.com ] [ 0K ] [ Cancel ]

e Click on the OK button and a new worksheet will be inserted just before the selected
worksheet, as illustrated.
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25

4 4 » W[ 2008 2009 | Sheetl {2010 /%2

Ready |

Deleting a worksheet

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

= Insert...
10 W.J Delete
17
Eename
18
19 Maove or Copy...
20 QLJ View Code
21 &)y Protect Sheet...
22 Tab Color
= Hide
24
25

— Select All Sheets
M 4 » M| 2008 2009 | Sheccx =wzw =

Ready |

Copying aworksheet within a workbook

Select the 2008 tab. Right click on the tab and from the popup menu displayed
selectthe Move or Copy command.

14 Insert...
15 ._rwl Delete

16
17
18
19
20
21
22 Hide
23

24

Eename

Move or Copy...

G view Code
&)y Protect Sheet...
Tab Color

Select All Sheets
WAy W 2008 ~ zuuy 7 ZULIU S Td

Ready |

The Move or Copy dialog boxis displayed. As we wantto copy rather than move,
click on the Create a copy check box. In the Before sheet section of the dialog
box, select which worksheet you wish to insert the copyin front of. In this case
select 2010.
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[ Move or Copy @

Move selected sheets
To book:

Waorksheets, wsx |E|

Before sheet:
2008 -

move en

Create a copy

e When you click on the OK button a copy of the first worksheet will be inserted, as
illustrated.

24

M 4 » »| 2008 2000 | 2008 (2) {2010 ¥

Ready |

e Delete this copied worksheet before continuing.

Moving a worksheet within a workbook

e Selectthe 2008 tab. Right click on the tab and from the popup menu displayed
selectthe Move or Copy command.

14
15 ]

Insert...

Delete
=R =

16

Rename
17

Move or Copy...
13 B Py
19 3H Wiew Code
20 l Protect Sheet..
21 Tab Color 4
22 Hide
23
24

Select All Sheets
HAFH| 20ber e e ==

Ready |

e The Move or Copy dialog boxis displayed. In the Before sheet section of the
dialog box, select which worksheet you wish to insert the moved worksheet in front
of. In this case select 2010.
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[ Maove or Copy @
Move selected sheets
To book:
Worksheets. xlsx IEI
Before sheet:
2008 -

2003

(mowve to end)

|:| Create a copy

When you click on the OK button the worksheet will be moved, as illustrated below.

24

M 4 » W[ 2000| 2008 {2010 %2
Ready |

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

Copying or moving worksheets between workbooks

Open a workbook called Between workbooks 2. Leave this workbook open.
Open a workbook called Between workbooks 1.

Within the workbook called Between workbooks 1 click on the worksheet tab for
This Years Sales.

20

21
4 4 + M| This Years Sales - Projections %1

Ready |

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

11 Insert...
12 I_,_';.q Delete
13 Rename
14 Move or Copy...
15 @ View Code
16 Sy Protect Sheet...
17
Tab Color 4
18
19 Hide
20
21 _ Select All Sheets
M 4 ¢ M| This Years Stweo ey =
Ready |

e The Move or Copy dialog boxis displayed.

Mowve or Copy

Move selected sheets
To book:

Between workbooks 1.xlsx |Z|
Before sheet:

.
Projections
(move to end)

|:| Create a copy

| ok || cancel |

e Click on the down arrow in the To book section of the dialog box. From the drop
down list, select the workbook called Between workbooks 2, as illustrated below.

Move or Copy
Move selected sheets
To book:

Between workbooks 1.xlsx -

new book) -
Between workbooks 2.xdsx

Between workbooks 1.xsx

|:| Create a copy
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Use the Before sheet section of the dialog boxto determine where in the second
workbook the worksheet will be copied to.

Click on the Create a copy check box.

Click on the OK button.

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

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

_reate a copy

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

Font formatting options

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

& = =
Home Insert Page Layout Formulas Data Reviev
B & Cut Calibri Ju A g | = =R
53 Copy - p—
Paste S| EE o = SIS =E=
- - Format Painten N/ O — & é = = =
Clipboard Font
Font type
e Open a workbook called Font formatting. Select the range C3:G3.
& 5
Home Insert Page Layout Formulas Data Review View Add-Inz
% Cut calibri S s A = =[] 3 SiwapTe
53 Copy - -
Paste S| o = Sl === |&EEER g
+ < Format Painter iy { U b - A EEE FIF EMerged
Clipboard Font Alignment
c3 - Jx | Sales 2003
A B [ ¢ | b E F G |
1 Sales volume by country
2
3 Country |sales 2003 sales 2004 Sales 2005 Sales 2006 Sales 2007 |
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
A ncna 1na 11N 1na 1N aAa

e Underthe Home tab, click on the down arrow next to the Font section.

& =
Home Insert Page Layout Farmulas Dz
== X cut P
j & Calibri - - A A
=53 Copy ™

=

Paste - | DEE 4 - -
+ < Format Painter BjZ7 O S &~ A

Clipboard Font

e From the drop down list displayed, select a different font type, such as Arial.
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Fill® B . ¥
m CEL Y Imeert Page Layous Farmiilag Dty ReEAew WeEw Add- Iy
= & cw 1 Ay = . ——
Cabari * . A =y o Wiap Text
o Theemet: Fainks 2| IR S Merge &
P Pk iEs _
& f Gimak Paintes .* Fambrla {Heading)
Chpbaard - Shmnmert
o % Calibn [Badhy]
= Al Fants | -
A B ACMLIEL F G
1 Sales velume by cou v
: 1
] Country ALY L3006 _sales 7007
4 India sk R 193 201
5 Canada T Iy B 132 143
& LA e Al . 103 S
it Aharoni G RE=T]
7 United Kin oy ) 95 BS
g Australia ALGERIAN 4 93
] New Zeala T antw o aal i 84
10 China B segiana bew wfsd BE& L1}
11 Pakistan |G o ame - 54 73
:i Mexleo % Aparaiite g 23 32
14 T AR BETRLEY
15 T A8 BLANCA
16 T 1 pomE
1 B AREER
1: I AR CEMA
0 ' AR CHRISTY -
il

e Experiment with applying different fonts to your data.
Font size
o Selectthe range B3:B12. Click on the down arrow within the Font Size section

and select a different font size.

9=
Hame Insert Page Layout Farmulas Data Review View Add-T

_u_=| * cut Calibri - i EA‘ N E == B = Wrap

Paste A copr m ru- 3 -A- E==|EE EM

- - Format Painter = g —-— = = = | = = =EH
Clipboard ] Font |10 ] Alignment
| B3 - £ o
| 12
A B 5 14 E F G

1 Sales volume by country 16

2 15
3| Country sales2003 7 1004 Sales 2005 Sales 2006 Sales 2007
i India 102 24 129 189 193 201
=N Canada 98| 25 120 121 132 143
i usA 109 25 110 109 102 94
7 United Kingdom 92|36 99 98 95 B85
8 Australia 92|48 95 96 92 93
9 New Zealand 32|27 a3 54 74 84
10| China 67 79 83 88 93
i Pakistan 24 34 43 54 73
12| Mexico 1 12 24 20 23 32
13

1A
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TIP: You can also select a range and use the Increase Font Size and Decrease
Font Size icons.

& I=

ile Home Insert Page Layout Farmulas Data
4 Cut

£l 23 Copy -

Paste - | B - -
- < Format Painter B 7 U = &- A

Clipboard . Font

-

Calibri 11 A AT

Bold, italic, underline formatting

e Selectthe range C4:G12 and experiment with applying bold, italic and underline
formatting using the icons illustrated below.

& = |=

Home Insert Page Layout Formulas Da

i‘ﬂj # cut

oot 53 Copy - e A
aste - | IE . - -
- F Format Painter A = —

Clipboard . Font

Calibri 11 v A AT

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

& =

Home Insert Page Layout Formulas Dat

== ) cut P
B & Cu Calibri 11 e AN

oot 3 Copy ~ - A
aste o - A~
« < Format Painter Ha EEI e b

Clipboard 3 U Underline
D

F21 - Double Underline

Cell border formatting

e Selectthe range B3:G12. Click on the down arrow nextto the Border icon.

X =

Home Insert Page Layout Formulas Dz

== ¥ cut

B @ Cu Calibri
S O -
23 copy —

Paste -
- fForrnatPainter &y O

Clipboard i Font P

e Adrop down listis displayed from which you can select the required border. Select
All Borders.
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& =
Home Insert Page Layout Formulas Data Review View
= Cut =
B % Cu Calibri = = Siwrap T
53 Copy -
Paste - = = =
- o Format Painter iy f U = = =2 Merge
Clipboard : Fq Borders gnment
B3 - Eottom Border
Top Border
a [ ] °

Left Border

1 Sales volume by country

2 Right Border

3 Country Sales Mo Border 6 Sales 2007
a4 India All Borders 13 201
i Canada Clutside Borders 2 143
i i Thick Box Border 2 el
7 United Kingdom 15 85
] Aisiralia Bottom Double Border 12 93
g Mew Zealand Thick Bottom Border 41 a4
10 ‘China Top and Bottom Border 3 93
11 Pakistan Top and Thick Bottom Border il 73
12 Mexico i Top and Double Bottom Border 13 32“
13

Draw Borders
14 j Draw Border

15 #g  Draw Border Grid
16 (7 Erase Border
17

&  Line Color g
18
19 Line Style »
20 H More Borders...

Your data will now look like this.

Country Sales 2003 |Sales 2004 |Sales 2005 |Sales 2006 |Sales 2007
India 102 129 189 193 201
Canada 98 120 121 132 143
USA 109 110 109 102 94
United Kingdom 92 99 98 95 85
Australia 92 95 36 32 93
New Zealand 32 43 54 74 B4
China 67 79 83 B8 93
Pakistan 24 34 43 34 73
Mexico 12 24 20 23 32

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

" CE R
Home Insert

== K cut
. g 52 Copy ~
aste
- jFormat Painter

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

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

Formatting the background color

e Selectthe range B3:G3. Click on the down arrow next to the Fll Color icon.

X9
Home Insert Page Layout Formulas Dat
== K cut o o
j & Calibri 1l v A A
= 53 Copy ~ Z
aste - - - -
+ < Format Painter B £ T H -
Clipboard Font 1

e Move the mouse over a color and you will see the color formatting previewed within
your data. Click on a color to apply it.

FAIN™ B A =
Home Insert Page Layout Formulas Data Review View
B & Cut Calibri i oA === 8 SiwepTed
53 Copy ~
Paste o o = - === == R B
= jFormatPainter B I U H& o & E== = ﬂMerge&.t
Clipboard Font Theme Colors ignment
H EEENEN
F15 - Fe
A B C G
1 Sales volume by country I I I IRed, Accent 2, Lighter 60%
2 ||
3 Country sales 2003 [sal .5“:""’"’ C°'°'5. o g ISales 2007
4 India 102 o il 593 201
arl
5 Canada 98 - 32 143
] usa 1pg| | @ MoreCalors., 02 94
7 United Kingdom 92 g9 og)| 95 85

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

Formatting the font color

e Selectthe range B3:B12. Click on the down arrow next to the Font Color icon.
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Hd9-o-=
Home Insert Page Layout Farmulas Data
= Cut -
_=] % Calibri 11 v A A =
= 153 Copy ~
Paste - - - =
+ <« Format Painter B|I U H & {| =
Clipboard Fl Fant ]

e This will display a drop down from which you can select the required color.
Experiment with applying different font colors.

FAIN™ B AR
Home Insert Page Layout Formulas Data Review View
B  cut Calibri S oA === & Swapn
n 53 Copy ~
Paste - - - - = = = | iE i=E
v F Format Painter N/ O H & == 5 FF | BEMere
Clipboard 7 Font B Automatic ht
| B3 - I3 | Country | Theme Colors
f H EEEEEN
A | B [ ¢ | b G
1 Sales volume by country
: T ] —
3 Country Sales 2003 [Sales 20( & les 2007
a India 102 1| Standard Colors 201
5 Canada 98 AL L EEEEE
6 UsA 109 1 14 More Colars.., 94
— o Mt —_ —_| | | —_

e Save your changes and close the workbook.
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Alignment formatting

e The alignment options are contained within the Alignment group on the Home tab.

]

[l
| ¥

L]

il
1]
il
Ea)
U]
n¥
]
i

Alignment (]

Horizontally aligning contents in a cell range

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

&9 - = Font-
Home Insert Page Layout Formulas Data Review View

= Cut s v =

B % Cu Calibri -1l v A A === @  SiwapTex

oo =2 Copy ~ B A .
aste - - - - i= = | | A By -
s  Format Painter B 7 U H 2 £ £E | 54 Merge & Center

Clipboard Font Alignment

Centering atitle over a cell range

e Click on cell C2 and type in the word 'Sales’'.

A B C D E F G
1
2 Sales
3 Country 2003 2004 2005 2006 2007
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
i] usA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93

e We wantto centre this within the range C2:G2. To do this, select the range C2:G2.

A B C D E F G
1
2 Sales
3 Country 2003 2004 2005 2006 2007
4 India 102 129 189 193 201
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e Click on the Merge and Center icon.

-9~ I+ Al
Home Insert Page Layout Formulas Data Review View
== & cut - L. =@ =
j ) Calibri =11 o A A = == = Wrap Text
F'_t ~acopr (B Ay A
aste - FIENER - - =EEE=E = I
- - Format Painter N [ I iy = = = = = | (=3 Merge & Center

Clipboard a Font a Alignment F}

e Your screen will now look like this.

A B c D E F G |
1
2 Sales
3 Country 2003 2004 2005 2006 2007
4 India 102 129 189 133 201
5 Canada 58 120 121 132 143
6 USA 109 110 109 102 54
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93

Cell orientation

e Selectthe range C3:G3.

A B | c D E F G
1
2 Sales
3 Country | 2003 2004 2005 2006 2007 |
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
6 USA 109 110 109 102 94

e Click on the Orientation icon.

&9~ |+ Al
Home Insert Page Layout Farmulas Data Review View

= Cut —

B & cu Calibri = =[_| @~ | SiwrapTtext

P‘t 53 Copy ~ _—

aste - = = | == = | L 1 -

= F Format Painter ~ R = == £ | 25 Merge & Center

Clipboard ] Faont a Alignment ]

e You will see a drop down menu allowing you to format the cell orientation.
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& =9 I=
Home Insert Page Layout Farmulas Data Review View
j ot Calibri 1l o A == 8
. 53 Copy ~
Paste - I - - EEIE
- # Format Painter = e = & A = ==
Clipboard 71 Font 1“
b
c3 A S| 2003
ll
| c D E
A B
&
1
A
2 Ralec

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

Vertical Text

Rotate Text Up

= Wrap Text

B Angle Counterclockwise

\‘?6 Angle Clockwise

Rotate Text Down

Format Cell Alignment

0O |~ & (Ln W

A B 5
Country \-"q??
India 102
Canada 98
USA 109
United Kingdom 92
Australia 92

129
120
110
99
95

193
132
102
95
92

Experiment with applying some of the other orientation effects.

Text wrapping within a cell

201
143
94

93

Click on cell B14. Type the following txt into cell B14.

All revenues are pre-tax profits.

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

B o~ Or RS B

o

11
12
13
14
1%
16

country %

India 102
Canada 1]
(LT 109
United Kingdom az
Australla 92
Mew fealand 32
China &7
Pakistan 24
MieRicn 12

All revenues are pre-tax profits

129
10
110
9
5
a3

29

Sales

,

o

153

1l

109
a8
E
4
&3
43
20

%,

93

132
o2

a5
32
3
B8
]
F£]

%,

201
143

B35
33

33
73
32
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e Selectcell B14 and click on the Wrap Text button.

&E - = Al

Home Insert Page Layout Farmulas Data Review View

3 °* cut Calibri oA == # | [ SiwepTed
paste copy (B .| By AL === | == B : -
> - Format Painter B/ I U s = E = = | &£ %5 2 Merge & Center
Clipboard Faont Alignment

e The cell will now look like this.

13

All revenues are
14 pre- tax profits.
15

e Save your changes and close the workbook.

Aligning cell contents vertically

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

A B = D E F G

1

2

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

e Selectthe data as illustrated.
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A B C D E F ]

1

2

3 Sales Area 2005 2006 2007 2008,
4 [North 234 254 287 300
5 South 654 763 427 675
6 |East 324 324 553 432
7 West 234 543 347 432

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

X9 - =
Home Insert Page Layout Formulas Drata Review View
= Cut i =
® Cu Calibri -1 - A E=Eler 20
ﬁQCDDy' —_— e — ——
Paste B| |7 U~ | i~ {‘}pvév E == EE =

- F Format Painter

Clipboard Font Alignment

e Experiment with applying each of the three vertical alignment options.

Top Alignment
Middle Alignment
Bottom Alignment

e After you have finished experimenting, set the alignment to Middle Alignment.
e Save your changes and close the workbook.

Format Painter

e Open a workbook called Format painter.
e Click within the upper table.
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Click on the Format Painter icon. This icon is contained within the Clipboard group
under the Home tab.

X9 -|=

B ¥ cut
153 Copy -

j Format Painter

Clipboard

Insert

]

Paste

-

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

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

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

™ I R R ) Fenmurt puinter « M soueft Feosl
I v | et Paprlwsut  Fomels  Oua Reeew  View
i;'w Cabbei i s XN gl B EWaesTe General rm
¥ Hematbunt| B4 B- (D S WWE EFE EHwgeacome- 5 - % (W3 ;:ﬁr:r:;::n"uu'
{npboard | Far Aligrmand Fumbr 3
K34 - 3

il & | B I C o 3 F G

1

2 Country Sales 2003 | Sales 2004 | Sales 2005 | Sales 2006 | Salos 2007

1 tfrdlia 102 122 182 123 =01
i Garada a8 iy 127 132 4.3
5 [LET] 108 110 TO§ 102 N-I
[ United Kingdont (7] [ 28 o5 gﬂ
7 Austrahe as 25| 3 [H 23
5 New Zeatand 3z FT] 54 74 &4
3 China 57 7 83 [T a3
10 Pakixtan EZ E7] FL] =4 73
i1 Mexice i Fad i Fd I3
12

13

14 oty Sales 2003 Sales 2004 Sales HNS Sales 2008 Sales 2007 I
1% frolim o 128 TES 183 207
16 Canada 24 120 127 132 'H'.'.d
17 [ 108 e T08 182 ad
18 United Kingdant [ [ 8 a5 &5
19 Australia 57 =5 56 a7 33
» Now Zealand 3z 43 7] 74 [7]
2 Citina [7d 7 [ ag 3
Iz Fakistan o Jd 43 Sa 3
1 Memioo 7] FZ 20 F=] 33|
4

Save your changes and close the workbook.
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Number formatting

Number formatting

e Open a workbook called Number formatting. Click on cell C2.

& =

_Fle_ Home Insert Page Layout Formulas Data Review View

3 ,:;;gcm Calibri s A === ®r Siwe
Paste wa cony B J U- #~ d-A- E=E = EEE @M

- fFormatF‘ainter = = — = = = | iF erc

Clipboard Font Alignment
c2 - S| 194593.12345
A B C

1

2 Format this cell to use number formatting conventions I 194593.1235!

3

e Click on the down arrow nextto the Number Format control.

|“_—tll = [= Mumber formatting - Microsoft Exc
Home Insert Page Layout Formulas Data Review View
=5 ¥ Cut . o] = —
% Cu Calibri 11 v A A = == ¥ ;WrapTex‘c General |:|
bt =3 Copy ~ Ay A = 0 .00
aste RE 5 - - EEE=E | iEE R B - - B 0 . l
e < Format Painter B I U i A- E E = | £ 25 @dMerge & Center % g v | D400 :
Clipboard Font Alignment Mumber

e You will see a drop down menu from which you can select the format. In this case
select Number.
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FAIN™ | L Hurriber furmstimyg © Msrolt freel
n Hamr  Inieel  Pagelayod  Formulai  Dala  Review  View
— & i { -
& o Calibri 1 AN P =5 Wirap Test i hﬁ :Bl{
i3 Copy = .
Pasl . - . iE i ] sme & Center = eemeral = Fom
= F Foaman Paarter B Sl — S A EE W iEEE Hdmenge & conter ﬁﬁ Ko speeific farmat ‘e .-'Ei‘.
Clipboard . Ford - Alignment - ey
Humbsr
c2 - Fo| 184503 1235 12 1eessoa:
A E c o T 1
1 % 5194, 59307
2 Forrat this cell to use number formatting conventions | 194593.1235)
Fa#)  Aasnunting
3 i s
4 Format this number to display no decimal places. 194593.1235 h
5 Farmat this number to display 1 decimal place 194594, 1235 :‘:'T'_E;f'
] Format this number to display 2 decimal place 1945951235
r s Lang Dale
B Format this numbar to display comars 1945968573 S saturdwy, 9 October 32
9 B Thmee:
10 Format this number o display a UK pound sign 234,98 -'._.,'-I ZFTA8 A
11 Farmat thic number to digplay a dollar sign F34.98 ————
12 Forrmal this number to display a euro sign 23498 % 19455312 35%
- Fractia
raction
14 E,.":-! 104583 1.8
15 Format thic number ta digplay a percantage gign 17
T Sceenlifs
1% 10 1ssee0s
17 -
18 Mo Humber Farmals,
19

¥
"

e This tells Excel that the data contained within this cell should always now be treated
as a humber, rather than saytext or a date.

Decimal point display

e Click on cell C4.

A B =

1
2 Format this cell to use number formatting conventions 194593.12
3

EI Format this number to display no decimal places. I 194593.1235!
5 Format this number to display 1 decimal place 194594.1235
6 Format this number ta display 2 decimal place 194595.1235

e Click on the Decrease Decimal icon a few times, so that no decimal places are
displayed.

|§|| Hw9-o-|s MNumber formatting - Microsoft Exc
Home Insert Page Layout Formulas Data Review View
-
= Cut =
% Cu Calibri === S Wrap Text Number -
P't 153 Copy ~ o 1=
aste === - - B =0 .
- < Format Painter L === B Merge & Center 3 oo T £ I
Clipboard Pl Font u Alignment u Mumber P

e The cell contents should now look like this.
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Format this number to display no decimal places. 154593

e Setthe contents of cell C5 to display 1 decimal point.

A B = |

1

2 Format this cell to use number formatting conventions 154593.12

3

4 Format this number to display no decimal places. 194593
EI Format this number to display 1 decimal place I 194594.1!

6 Format this number to display 2 decimal place 194595.1235

7

e Setthe contents of cell C6 to display 2 decimal points.

A B = D

Format this cell to use number formatting conventions 194593.12
Format this number to display no decimal places. 154593
Format this number to display 1 decimal place 194594.1

Format this number to display 2 decimal place I 194595.12!

= W k|

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

1 +l|:|
Q0

Applying and removing comma style formatting (to indicate
thousands)

e Click on cell C8.

A B =

Format this cell to use number formatting conventions 194593.12
Format this number to display no decimal places. 194593
Format this number to display 1 decimal place 154594.1
Format this number to display 2 decimal place 194595.12

Format this number to display comers I 19459685?3!

(= R = R, R TR TR S R P

e Click on the Comma Style icon (within the Number group under the Home tab) to
format the number using commas.
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IE“ H9- |+ Murnber formatting - Microsoft E
Home Insert Page Layout Formulas Data Review View
== 4 cut — Lo o= _ [ =
j Calibri T11 vt A A = == = Wrap Text General -
P‘ . =3 Copy - e A . ——
aste - | B - r  EEE| EEEE L : - - g el d
2% < Format Painter B I U o A- EE = iEEE Merge & Center $ 2l (Ve | =58 ;oo

Clipboard ¥ Font = Alignment = Mumber '

e Your number should now look like this.

| 1,945,968,573.00 |

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

IEH H9- |= Mumber formatting - Microsoft Exce
Home Insert Page Layout Formulas Data Review View

=& cut - L. o= _ [ =

j ) Calibri 11 v A A === ®- = Wrap Text Mumber

P_ N 53 Copy = Sy A : o .00

aste o || B o = .l === iEEE & . = v 8L 4 | =0

- < Format Painter iU = — == =% 4 5 Merge & Center $ o o o |

Clipboard Fl Font Fl Alignment Fl Mumber El

e Selectthe General or Number format option, as illustrated.

]| bl = T Hurmber formstting « Micrersoft Excel
m Hame 3104 Page Layoue Foamulas rata REAES View
= Cut - .- ]
L & Calibri S A o B T WTaE Tesd El }.‘
b

-4 Copy -

- o . Garreeal
Faste » # T+ A~ is g =TT wlisr * ABIL
= F Format Painter B LU O A EER EE e st ‘I]H Ho specil format *
Fant
Numbre
ca - ﬁ- 1525368573 ] 2 L4 F0E 5T .0

A B c o CUrTency

1 :a §1.545,568, 573.00

e The cell contents will now be displayed without comma style formatting.

Currency symbol

e Selectcell C10.

A B C
Format this cell to use number formatting conventions 194593.12
Format this number to display no decimal places. 194593
Format this number to display 1 decimal place 194594.1

Format this number to display 2 decimal place 194595.12

Format this number to display comers 1945968573.00

1
2
3
4
g
6
7
8
9
EI Format this number to display a UK pound sign I 234.98!
11

Format this number to display a dollar sign 234.98
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e Formatitto displaythe British Pound symbol. To do this click on the down arrow
nextto the Currency icon.
& 9- |= Number formatting - I
Home Insert Page Layout Formulas Data Review View
&j d Cut Calibri 11 r A= g’; = Wrap Text General
S& Copy ~ o _
Pafte of Format Paintes B 7 O~ i~ &~ Av =R=R= s Merge & Center = a0
Clipboard Font Alignment Mumber
e From the list displayed, select the £ option.
Number formatting - Microsoft Excel
General - :E_gl
Center~ || § || % » | %f ;%5 Conditional
S English [Australia)
5 English [U.5.) i
D—|— £ English [U.K) B
£ Euro (€123}
¥ Chinese [PRC)
fr. French [Switzerland)
More Accounting Formats...
e Selectcell C11 and format it to display the Dollar symbol.
e Selectcell C12 and format it to display the Euro symbol. Your data will now look like
this.
£ 234.98
5 234,98
3 234.98
Date styles
e Click on cell B17 and type in the text The date today is'.
e Click on cell C17 and type in today's date. When you press the Enter key you may
find that the style of the date changes automatically.
e Rightclick over cell C17 and from the popup menu displayed select the Format

Cells command.
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B c % Cut G
1 Ea Copy
2 Format this cell to use number formatting conventions 19459 7, Paste Options:
1 Format this number to display no decimal places. 13 Boste Social
T Format this number to display 1 decimal place 1945 aste opetial..
6 Format this number to display 2 decimal place 19459 Insert...
7 Delete..,
8 Format this number to display comers 194596857 Clear Contents
2 Filter 3
10 Format this number to display a UK pound sign £ 234 sort N
0
11 Format this number to display a dollar sign 23 -
12 Format this number to display a euro sign 23 d Insert Comment
13 | Iﬁ Format Cells...
14 Pick From Drop-down List...
15 Format this number to display a percentage sign Define Name...
i g Hyperlink...
E The date today is I 4/04/ oy
= Calibi ~ 11 ~ A" A7 $ - % 1 [
19
= B 7= A m-%5%
21

This will display the Format Cells dialog box.

Format Cells

Alignment |

Font I Border I Fill

I Protection

Category:

General -
Mumber
Currency

.ﬁ.ccounﬁni

Time
Percentage
Fraction
Scentific
Text
Special
Custom

Sample
4f04/2010

Type:
*14/03/2001
“Wednesday, 14 March 2001
14/03/2001
140301
14/3j01
14/3/2001
14/03/01

-~
=

Locale (Jocation):
English {Australia)

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

OK

] [ Cancel
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¢ Ifnecessary, within the Category section of the dialog box, select the Date
category.
Format Cells
Mumber | alignment Font Border Fill Protection
Cakegory:
General Sample
Mumber
Currency 07/03/07
Accnuntini Type:
: *14/03/2001 ~
Time *14 March 2001 =
Percentage
Fraction E_H 32001
Scientific
T E
Special oy
Custam 2001-03-14 b
Locale {location):
English {U.K.) “
Date Formats display date and time serial numbers as date values, Date Formats that begin with an asterisk (*)
respond to changes in regional dake and time settings that are specified for the operating system, Formats
without an asterisk are not affected by operating swstem settings.
[ Ck l [ Cancel l
e Selectthe required format from the Type section of the dialog box.
Format Cells |~ 5| 23]
E Alignment | Font | Border | Fill | Protection
Category:
General ~ Sample
Mumb
Cﬂp:eﬁgy 404/2010
Accountini Type:
T -
,P:EEEEHEQE ;.qn;gg?ze;g?y, 14 March 2001 |;|
R 14/03/01 B
Scientific 14/3/01
;—E:;al 14/3/2001
Custom 14/03/01 ~
Locale (Jocation):
e Click on the OK button to apply the date format. Experiment with applying different
types of date format to the cell.
Percentages
e Click on the cell C15.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com



Excel 2010 Basics Page 90

A B C

1

2 Format this cell to use number formatting conventions 194593.12
3

4 Format this number to display no decimal places. 194593
5 Format this number to display 1 decimal place 154594.1
6 Format this number to display 2 decimal place 194595.12
7

8 Format this number ta display comers 1945968573.00
9

10 Format this number to display a UK pound sign £ 234.98

11 Format this number to display a dollar sign 234.98
12 Format this number to display a euro sign 234.98

=
w

14

15 Format this number to display a percentage sign I 1?!

16

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

17%

Save your changes and close the workbook.

Applying Percentage formatting to a cell or range

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

Open a workbook called Percentage formatting. This worksheet contains two sets
of data, neither of which make sense at present. We need to tell Excel to treat the
contents of cells C4 and (4 as cells containing percentages.

Click on cell C4 to select it.

A B C D E F G
1
2
3 Full price 55 Full price 55
E Percentage discount | 10_| Percentage discount
5 Value of discount 550 Value of discount 0
6 Sale price after discount -495 Sale price after discount 55
7

To apply percentage formatting to this cell, click on the Home tab and from within
the Number group, click on the Percentage icon.
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FAIN™ |= Percentage formatting - Microsoft
Home Insert Page Layout Farmulas Data Review View
== X cut _ . v o= _[O =
j ) Calibri 14 T A a = =|=| ®- = Wrap Text General -
Paste =) N : 23
aste - | . - -l E=s = EEE ) = - ol g || =0 -
s o Format Painter B 7 U s A E = = iEiE & Merge & Center $ Yo G0 0
Clipboard - Font - Alignment - Mumber ]

You will see the following, which is not quite the result you may have e xpected.

X d9- |=
Home Insert Page Layout Formulas Drata Revie
3 iz:;yv Calibri Ay ===
Pafte JFormatPainter m I o~ & - é' =EE=E
Clipboard ] Font ]
c4 - J< | 1000%
A B C D
1
2
3 Full price 55
EI Percentage discount | 1000%!
5 Value of discount 550
6 Sale price after discount -495
7

As you have just seen, if a cell contains numbers, BEFORE you apply percentage
formatting to the cell, then the numbers in the cell are multiplied by 100.

Click on cell (4.
A B C D E F G
1
2
3 Full price 55 Full price 55
Zl Percentage discount 1000% Percentage discount | _I
5 Value of discount 550 Value of discount 0
6 Sale price after discount -495 Sale price after discount 55

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

following.
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A B C D E F G
1
2
3 Full price 55 Full price 55
E Percentage discount 1000% Percentage discount I 10%!
5 Value of discount 550 Value of discount 5.5
6 Sale price after discount -495 Sale price after discount 49,5
7

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

Save your changes and close the workbook.
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Freezing row and column titles

Freezing row and column titles

e Open a workbook called Freezing.
™ = Freezing - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
B d cut Calibri = EI; B ;Wrap Text Mumber - =
Paﬂ _{QCDpy' == = = g a, .0 .00 Cm?drit;%r
- jFormatPainter B 7 U- === EMergeaCEntEr' R e Formattin
Clipboard Font Alignment Mumber
D15 - Je | 15
A B £ D E F
1 Component code Color Number instock  Value of each component Total value of stock
2 100001 Red 2 22.99 0.00
2 100002 Red 2 11.50 23.00
4 100003 Red 2 31.99 63.98
5 100004 Red 2 22.87 45.74
6 100005 Red 4 10.50 42.00
7 100006 Red 6 11.00 66.00
8 100007 Green 8 11.50 92.00
9 100008 Green 9 12.00 108.00
e Scroll down through the data and you will see that the title row, which contains a
description of each columns contents, scroll out of sight. This makes it difficult to
remember what the data in each column represents, if you cannot see the column
title row.
|'._7_|' = ¥ Freezing - Microsoft Excel
Home Insert Page Layout Farmulas Data Review View
= % o Calibri - AN === e =W -
== p = Wrap Text Mumber '
P% 23 Copy ~ " o _ < e | C {
a:.: e # Format Painter I u- - S A- E == £ EMergeaCenterr | $ - % | % 3% FoDrr:nalt
Clipboard Font Alignment Mumber
D32 - S| 21
A B C D E
10 100009 Green 6 12.50 75.00
11 100010 Green 7 13.00 91.00
12 100011 Green 4 13.50 54.00
13 100012 Green 6 14.00 84.00
14 100013 Green 2 14.50 29.00
15 100014 Green 4 15.00 60.00
16 100015 Green 7 15.50 108.50
e Make sure that you can see the title row displayed, as illustrated.
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L' = E - =
“ Hume Inet Page Layoul Formulas Draka FPeview Wiew
A e . A . =T
_II _ Calibei 11 A A -yl P = Wrap Test
a3 Ceqy - "
Fﬂ.‘” Jr"i.ll—d'. Fainier Bru-i@- S - ﬂ - EER FEE ﬂ Murge & Corder -
Chpboard | Font Algriment
sz - & i1
[l A B | C D
1 Component code Color Mumber in stock Walue of each component
F 100001 Rird 2 22.99
3 100002 Rird 2 11.50
4 100003 Rird 2 311.98

Freezing - Mecrescft Docel

Humber - t
A

g - % » =20 Condit
Faimak
Humber
E
Total value of stock
0.00
23.00
631.98

To freeze the top row so that it remains in sight at all times, click on the View tab
and from within the Window group on the Ribbon, click on the Freeze Panes

command.

Data Review View

Farmula Bar .;@: _|ﬁ_|| E

Freezing - Microsoft Excel

E I split

T} Hide

100% Zoomto

selection

Mew  Arrange Freeze

Zoom
Window Al | Panes = [ Unhide

Headings

v Zoom

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

Freezing - Microsoft Excel

N View

L] View Side by Side [
EHES nows Scrolling I;-‘ E

) Save 5
Warkspace Wit

Zoom 100% Zoom to
Selection | Window Al

MNew  Arrange | Freeze
Panes =| ] Unhide ' 4 Reset Window Positio

Zoom Freeze Panes
E Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection),
D E Freeze Top Row 1
Keep the top row visible while scrolling through
Value of each STCTE m the rest of the worksheet,

22.99 Freeze First Column

11.50 Dj Keep the first column visible while scrolling

31.99 through the rest of the worksheet.

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

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com



Excel 2010 Basics Page 95

z.l = o ] | Freezing - Micresoft Dxcel
“ Home Irnserd Page Layoud Farmulas Disla Peview Wiew
. I = ] - 5 75 el 1 = F1
| tHE | Formula Bar I* H — i
J 4 . _‘-'“  Lew Sy ™ — ide
Mormal| Page Page Break Custem  Full | [F] Grigenes [¥] Mesdings Zpom 100% Zoomin Wew  Arange Freeze
Lapoul  Preview Wiews Saeen Seleckion | Window  All  Panes -
Werkbaok Views Show LoGm
nar - & 1z
& 1] L= ] | E
1 Component code Color Number In stock  Value of each component Total value of stock
26 100025 fed 3 2295 68.85
27 100026 Red 13 1.9 TX.68
28 100027 Rid 2 299 17.98
29 100028 Rid 22 2.82 &2.26
a0 THHHLS Ried 1 2.5 2.50
il 100030 Red 1 .30 .30
27 I wad 1 T 7 1n

To unfreeze the top row, click on the View tab and from within the Window group on
the Ribbon, click on the Unfreeze Panes command.

Freezing - Microsoft Excel

_EI E E E:;IJ:: i view Side by Side é:g
Save

&} Ssynchronous Scrolling
om 100% Zoomto Mew  Arrange | Freeze

Selection | Window Al Panes = ] Unhide ' 4 Reset Window Position Workspa
Zoom Unfreeze Panes |
E Unlock all rows and columns to scroll |
through the entire worksheet. —
D E Freeze Top Row
Keep the top row visible while scrolling
Value of each component L through the rest of the worksheet. [
22,95 Freeze First Column
21.96 gj Keep the first column visible while scrolling
2.99 through the rest of the worksheet.

TIP: You can use the same technique to freeze the first column, so that when you
scroll to the rightitis always visible. To do this you would select the Freeze Frst
Column command.

View Developer
C{ iEJ == New Window =] Split 4| =] ==
it = Arrange All — Hide iy | EF“ )
Zoom 100% Zoomto || o Save Switch
Selection || |5 Freeze Panes=| ] Unhide | +14 | Warkspace Windows =
f Zoom | Freeze Panes
Keep rows and columns visible while the rest of
the warksheet scrolls (based on current selection]. £
D ey Freeze Top Row
———| Keepthe top row visible while scrolling through
Value of each SLLLLEL S the rest of the worksheet,
22 T Freeze First Column
1R Keep the first column visible while scrolling

through the rest of the worksheet,

31.

Save your changes and close the workbook.
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Formulas

Creating formulas

e Open a workbook called Formulas. Click on cell E3.
In cell E3 we need to create a formula that will calculate the value of the stock for

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

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

Press the Enter key and you will see the result of the calculation in cell ES.

e Click on cell E3 and you will see the formula displayed in the bar above the
worksheet.

Ed9- =
Home Insert Page Layout Formulas
= Cut
& Cu arial 12 - A
- 53 Copy ~ &
aste FE I s -
=  Format Painter iy L O =
Clipboard Eont
E3 - x| =C3*D3
A B C

The easy way to create formulas

e Click on cell E4 and type in the equals sign.
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A B c D E |
1
2 Component Code Number Numberinstock Value of each item  Total value in stock
3 100847 2 22991
a| 100846 4 349|
= 100645 9 12,35
i] 100837 1 13.59
7 100846 ] 9.25
8 100243 2 5.24
9 100773 5 40.5
0
Click on cell C4 and you see this.
A B C D E
1
2 Component Code Number Number instock Value of each item  Total value in stock
3 100847 2 22.99
4| 100846 4 3a.90=ca
5 100645 9 12.95
& 100837 1 13.59
Type in the * symbol, you see this.
IF - X v K| =Ca*
A B C D E
1
2 Component Code Number Numberinstock Value of each item  Total value in stock
3 100847 2 2395
4| 100846 4 34.99|=ca|
2 100645 9 17,95
6 100837 1 13.59
7 100846 0 9.25
8 100243 2 5.24
9 100773 5 40.5
Click on cell D4 and you will see this.
A B C D E
1
2 Component Code Number Numberinstock Value of each item  Total value in stock
3 100847 2
4] 100846 A agsi=cama
] 100645 9 12.95
i} 100837 1 13.59
7 100846 a 9.25
8 100243 2 5.24
e 100773 5 40.5
(1]

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

incorrect cell references.

Copying formulas

e Click on cell E4.

e Move the mouse pointer to the bottom-right border of this cell and you will notice that
the mouse pointer changes to the shape of a small, solid black cross. When you
see this shape change press the mouse button and while keeping the mouse button
depressed, drag down to cell E9. Release the mouse button and you will see the
formula copied down this range. If you look at the formula in each cell of the range
the cell references are automatically adjusted to match each row, i.e. row 8 contains

the formula =C8*D8, while row 9 contains the formula =C9*D9.

Your screen will now look like this.

A B C

1

2
3 100847 2 22.99 45.98

4 100846 4 34.99 139.96

5 100645 9 12.95 116.55

6 100837 1 13.59 13.59

7 100846 0 9.25 0

8 100243 = 5.24 10.48
9 100773 5 40.5 202.5

=
=]

e Save your changes and close the workbook.

Operators

e Operators sound complicated. In realitytheyare items such as:

+ (plus)

- (minus)

/ (divide)
* (multiply)

You use operators as part of your formulas. There are other operators but these are

the commonly used ones.

Using operators in formulas

e Open a workbook called Formula operators.

e Click on cell C3 and enter the following which will add the number 3 and 7:
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=3+7
Press the Enter key and you will see the result displayed in the cell.

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

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

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

=20/4

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

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

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

Save your changes and close the workbook.

Formula error messages

When writing formulas itis easyto make a mistake: listed below are some common
error messages.

HHHHH#HT
The contents of the cell cannot be displayed correctly as the column is too narrow.

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

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

#DIV/O!
This indicates that you have tried to divide a number by zero (0).
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Relative cell referencing within formulas

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

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

=C4*D4

Press the Enter key and you will see the result of the calculation in cell E4.

Click on cell E4, and move the mouse pointer to the bottom-right corner of cell E4,
and when the pointer changes to the shape of a small black cross, press the mouse

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

If you click on cell E5 you will see the following =C5*D5.
If you click on cell E6 you will see the following =C6*D6.
If you click on cell E7 you will see the following =C7*D7.
If you click on cell E8 you will see the following =C8*D8.
If you click on cell E9 you will see the following =C9*D9.
If you click on cell E10 you will see the following =C10*D10
If you click on cell E11 you will see the following =C11*D11.
If you click on cell E12 you will see the following =C12*D12.

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

Absolute cell referencing within formulas

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

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

The 5% figure has been entered into cell C15.
Type in the following formula into cell D4.
=C4*C15

If you do the sums, you will find that this formula displays the correct delivery charge
price in cell D4.
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Click on cell D4, and move the mouse pointer to the bottom-right corner of cell D4,
and when the pointer changes to the shape of a small black cross, press the mouse
button, and keep it pressed down. Drag down the page to cell D12 and then release
the mouse button. The data will look something like this.

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

As you can see something has gone very wrong, as the 5% delivery charge appears
to be O for most of the items.

Click on cell D5 and you can see what the problem is. The formula contained within
this cell is:

=C5*C16
Part of the cell reference points to cell C16 (which if you check is empty). The
problem is that because of the relative nature of the formula, the component that

should always refer to the contents of the cell in C15 (i.e. the delivery charge

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

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

Click on cell D4 and we will try again. This time type in the following formula.
=C4*$C3$15

The dollar signhs make the reference to cell C15 absolute.

Try extending the formula to fill the range down to D12. This time you should find
that the delivery charges are calculated correctly.
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Part Number| Price (excluding delivery) Cost of delivery
100837 22.99 1.15
100263 10.95 0.55
100937 20.50 1.03
100234 10.50 0.53
100375 12.95 0.65
100746 29.34 1.49
100387 23.43 1.17
100883 9.48 0.47
100338 20.50 1.03

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

e Save your changes and close the workbook.
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Functions

What are functions?

e Afunction allows you to calculate a result such as adding numbers together, or
finding the average of a range of numbers. Functions are located under the
Formulas tab.

@

Home Insert Page Layout Farmulas Data Review View

F IR E@FIE @@ WW

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare
Function = Used ~ = w7 s Time ~ Reference = & Trig = Functions~ | |

Function Library

Common functions

e Some commonly used functions include:

) id &
Home Insert Page Layout Formulas Data Review View

F TP @O A @ @

Insert AutoSum Recently Financial Logical Text Dateé& Lookup & Math More
Function - Used - - - - Time = Reference = & Trig ~ Functions -

Function Library

AVERAGE: Used to determine the average value of the selected cells contents.
COLUMNS: Used to return the number of columns within a reference.
COUNT: Used to count how many numbers are in the list.

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

COUNTBLANK: Used to count empty cells within a cell range.
MAX: Used to return the maximum number from a list.
MIN: Used to return the minimum number from a list.

ROUND: Used to round off numbers to a specified number of decimal points.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com



Excel 2010 Basics Page 104

SUM: Used to add the contents of selected cells.

To display the available functions, press Ctrl+N to display a blank workbook and
then click on the Formulas tab and within the Function Library group click on the
Insert Function icon.

& = s
Home Insert Page Layout Formulas Data Review View
oo - - \__,_‘_-_._ - - - -
> ] (= 4]
AutoSum Recently Financial Logical Text Date & Lookup & Math Maore
E Used = = = = Time = Reference = & Trig = Functions =

Function Library

This will display the Insert Function dialog box.

' o

Inzert Function @

Search for a function:

Or select a category: | Most Recently Used IEI

Select a function:

AVERAGE
IF
HYPERLINK
COUNT
MAX

5IM =

SUM(numberl,number....)
Adds all the numbers in a range of cells.

Help on this function [ QK ] [ Cancel

e Scroll down the list which as you will see is extensive.

Sum function

e Open a workbook called Functions.
e If necessary, click on the Sum worksheet tab.
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23

24
M 4 M

Sum - |Average . Max . Min  Count . Counta Countblank “If .~ #2

Ready

e Click on cell C8.

A B | c | D
1
2
3 Sales Region No of sales
a North 34
5 South 11
6 East 84
7 West 38
8 TOTAL
g

e In this cell we need to sum the values in the column above.

e Click on the Formulas tab and within the Function Library group click on the
AutoSum icon.

FaIl= =
Home Insert Page Layout Formulas Data Review View
AlZBE@AE B @ @

Insert FEutosum Recently Financial Logical Text Date & Lookup & Math More
Function E Used = = =z = Time * Reference = & Trig = Functions =

Function Library

TIP: Click on the AutoSum icon, not the down arrow under or beside the icon.

e You will see the following displayed on your screen.
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™ I+

Home Insert

Page Layout Formulas Data Reviey

f T R E@CE 0 @

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math

Function < Used = =

= = Time * Reference = & Trig
Function Library

SUM - K v | =SUM(C4:CT)
A B | c | b
1
2
3 Sales Region L ____Noof filffl
4 North P 34,
5 South E 11
3 East E 84§
7 West i rrrrrr ,3,8_}5
= [romaL [=sum(ZRS) |
9 | SUM(numberl, [number?], ...} |
10

Press the Enter key and you will see the AutoSum resultin cell C8.

™ I+

Home Insert

Page Layout Formulas Data Revis

ff TP BEB@®EB A 0

Insert AutoSum Recently Financial Logical Text Date& Lookup& Ma

Function = Used - = © = Time ~ Reference ~ & Tr
Function Library
E19 - j
A B C D

1

2

3 Sales Region No of sales

4 North 34

5 South 11

& East 84

7 West 38

8 TOTAL 167

9

.
3

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

worksheet.
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@

s - - - - -
> E@AB @ i

S

-

Insert

Page Layout

Formulas Data

Revie

Insert AutoSum Recently Financial Logical Text Date & Lookup & Ma
Function < Used = = < © Time > Reference = & Tr
Function Librang
ca - Joe | =SUM(C4:C7)
A B | C D

1

2

3 Sales Region No of sales

a North 34

5 South 11

& East 84

7 West 38

8 TOTAL 167

q

As you can see the function is:

=SUM(C4:C7)

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

Average function

e Click on the Average worksheet tab.

24
M4 M| S5um | Awverage . Max -~ Min Count Counta
Ready |
e Click on cell C8.
A B C
1
2
3 Sales Region No of sales
a North 34
5 South 11
6 East 84
7 West 38
El Average no. of sales per regjon

9

If
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In this cell we want to display the average number of sales within the regions.

Click on the Formulas tab and within the Function Library group click on the arrow
under (or next to) the AutoSum icon.

N~ B AR
Home Insert Page Layout Formulas Data Review View
F I B E@MNE 8 @ @

Insert AutoSum Recently Financial Loglcal Text Date & Lookup &  Math Mare
Function 2 Used = = @ Time = Reference = & Trig = Functions =

Function Library

You will see a drop down list displayed. Click on the Average command.

Ii—-lltﬂ € ~ I=
Home Insert Page Layout Formulas Data Review
fF g edRE B @ m

Insert |Aut0$um|RecentIy Financial Loglcal Text Date & Lookup & Math
Function = Used = =7 =2 Time = Reference = & Trig = Func

¥ sum Function Library

]V Average }
A Count Mumbers B C

1 Max
2 Min

- Maore Functions.., No of sales
a North 34
5 South 11
& East 34
7 West 33

El Average no. of sales per region

You will see the following displayed on your screen.
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FIN™ R |=
Home Insert Page Layout Formulas Data Review Wiew
F T @B @A 0 6@

Insert AutoSum Recently Financial Log|ca| Te:ct Date & Lookup &  Math More ame
Function © Used -~ © < Time ~ Reference = & Trig ~ Functions = lanage

Function Library
SUM - K « fe | =AVERAGE[C4:C7)

Functions B C D E

1
2
3 Sales Region ",_'.“.‘IEET, §§!§§l
a North ] 34]
5 South 5 11
6 East 5 84;
7 West L 38:
E Average no. of sales per reglﬂ —AVERAGE@)
9 | AVERAGE(numberl, [number2], ...) |

Press the Enter key and you will see the average value displayed in cell C8.
FIIN™ Bt i |=
Home Insert Page Layout Formulas Data Review View

F TP EBAE R @@

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math More

Function - Used = - - - Time ~ Reference = & Trig = Functions =
Function Library
ca - fe | =AVERAGE(C4:C7)
A B C D
1
2
3 Sales Region No of sales
a North 34
5 South 11
6 East 84
7 West 38
8 Average no. of sales per regldn 41.75
9 |

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

Home Insert Page Layout Formulas Data Review Viev

F IR E@EAE B @ @

Insert AutoSum Recently Financial Logical Text Date& Lookup &  Math Man
Function - Used - - - - Time = Reference * & Trig = Functio
Function Library
c8 - & | =AVERAGE(C4:C7)
A B ' C

1

2

3 Sales Region No of sales

a4 North 34

5 South 11

& East 84

7 West 38

8 Average no. of sales per region 41.75

q

As you can see the function is:

=AVERAGE(C4:C7)

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

Max function

Click on the Max worksheet tab.

L2

24

M 4 F M| Sum . Averagd | Max in " Count .~ Counta Countblank “If ¥

Ready |

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

region.

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

Click on the Max command.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com



Excel 2010 Basics

Page 111

&l 9~

Home Insert Page Layout Formulas Data Review View
L Z P E®A0 R 6@ @

|=

Insert |AutoSum|RecentIy Financial Logical Text Date & Lookup & Math Maore |
Function = lsed = = =2 = Time * Reference = & Trig = Functions = | M
¥ Sum Function Library
Average Jx
| r—
A Count Numbers 3 C |
1 Max
2 Flin
3 More Functions... No Of SEIES
4 North 34
5 South 11
6 East 84
7 West 38
8]

9

Highest no of sales in a region

You will see the following displayed on your screen.

&9~

Home Insert Page Layout Farmulas Data Review View
i - - L/.‘.-_._ - - - e
S B E@EANE A @ @

S

|=

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Maore
Function = Used -~ = =7 = Time * Reference = & Trig = Functions =
Function Library

SUM - K o fe | =MAX(CA:CT)
A B | c |
1
2
3 Sales Region L No of salesJ
4 North F 34
!
5 South ! 11!
! !
6 East ! 34,
] 1
7 West ! 38
8 Highest no of sales in a region |=MAX{m [

9
10

| MAX(numberl, [number?], ...) |

Press the Enter key and you will see the maximum value displayed in cell C8.
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| D14 - I |

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

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

™ A |+

Home Insert Page Layout Formulas Data Review View

F IR E@EIEO 0@ @

Insert AutoSum Recently Financial Logical Text Date & Lookup &  Math Maore
Function - Used - - T - Time * Reference = & Trig * Functions =
Function Library

c8 - Fe | =MAX[C4:CT)

A B i c |
1
2
3 Sales Region No of sales
a North 34
5 South 11
6 East 84
7 West 38
8 Highest no of sales in a region 84
9

As you can see the function is:

=MAX(C4:C7)

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

Min function

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

24
H 4 v M| Sym . Average . Max|| Min_~ Lount - Counta Countblank " If %2

Ready |

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

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

E 9 - |=

Home Insert Page Layout Formulas Data Review View

FZEB0AE 0 6 @

Insert 'AutoSum'RecentI}' Financial Logical Text Date & Lookup & Math More

Function = Used = = = = Time = Reference = & Trig = Functions = | |
¥ sum Function Library
Average 5
A Count Numbers B C |

1 Ia

2 Min

3 More Functions... No of sales
a4 North 34
5 South 11
& East 84

7 West 38
E Minimum no of sales in a region

9

You will see the following displayed on your screen.

A B | C | D
1
2
3 Sales Region L rrrrrrrr N P,P.f,s,a,l_‘.’:sl
a North | 34
5 South 5 11}
6 East F 84
7 West L 38
El Minimum no of sales in a region |=MINm [
9 | MIM{numberl, [number2], ...} |

10

Press the Enter key and you will see the minimum value displayed in cell C8.
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A B c | D
1
2
3 Sales Region No of sales
a North 34
5 South 11
6 East 84
7 West 38
El Minimum no of sales in a region 11
3

n

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

F I AR

Home Insert Page Layout Formulas Data Review View

FZEE8NE A @@ -

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Maore M
Function = Used -~ = = = Time = Reference =~ & Trig ~ Functions = | Mz
Function Library
C8 hd _t% =MIM(C4:C7)
A B! i c |
1
2
3 Sales Region No of sales
a North 34
5 South 11
6 East 84
7 West 38
8 Minimum no of sales in a region 11
q

As you can see the function is:

=MIN(C4:C7)

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

Count function

e The Count function will count up the number of cells which contain numbers.
e Click on the Count worksheet tab.
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21
W 4 » M| Sum . Average . Max . Min|| Count |Counta Countblank “If " ¥2
Ready |

T g ——— - g T —

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

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

X9 s

Home Insert Page Layout Formulas Data Review View

fZlpB@anE @ @B S

Insert |AutoSum|Recently Financial Logical Text Date& Lookup & Math More Mame
Function = Used = = =7 = Time = Reference = & Trig = Functions ~ | Manag
¥ Sum Function Library
( Average &
A Count Mumbers C D
1 Tax
2 Min ading the meeting
3 More Functions...
4 Delegate country Present Mot present
5 Australia 1
& Brazil 1

e You will see the following displayed on your screen.
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= A |=

Home Insert Page Layout Farmulas Data Review View

F I E@PE A @@

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Maore
Function = Used -~ = =2 = Time ~ Reference = & Trig = Functions =
Function Library

SUM - ® & fr | =COUNT(C17:C18)

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

(=)
=

| COUNT(valuel, [value2], ...)

WARNING: In all the previous examples, there was a column containing values

immediately above the cell into which we inserted the function. In this case some of

the cells within the column are empty and Excel, as you can see, has only applied

the Count function to the range C17:C18. The reason for this is that the next cell up,

i.e. cell C16 is empty.

We need to tell Excel that the range we are interested in actually extends from

C5:C18.

To do this, click on cell C18 and while holding down the mouse button drag up to cell

C5. Then release the mouse button. Your screen should now look like this.
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@9

Home Insert

Page Layout Fe

ormulas Data

Review View

F IR E0AE 06 @

Insert AutoSum Recently Financial Logical Text Date & Lookup &

Math More

Function 2 Used - 2 2 2 Time =~ Reference = & Trig = Functions ~
Function Library
SUM - K ' Jx| =COUNT(C5:C18)
A B C D

1

2 Delegates attending the meeting

3

4 Delegate country L,_Er,e,s,‘f[‘f” J Not present
5 Australia ! 1 'f

6 Brazil 5 1 E

7 Canada 5 1 E

8 China | ! 1
9 Cyprus E 1 E

10 Greece E 1 E

1 India E 1 F 1
12 Ireland / 1 !

13 New Zealand E 1 |

14 Pakistan 5 1 E

15 South Africa 5 1 E

16 Turkey ! ! 1
17 UK § 1 E

18 USA T
19 =COUNT(C5:C18)

]
(=]

a
a

[ COUNT(valuel, [value2], ..) |

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

I R

LTI N

B [ o
Delegates attending the meeting
Dalsgate country Prasant Mot prasant
Australia 1
Erazil 1
Canada 1
China 1
Cyprus 1
Greece 1
India 1 1
Ireland 1
Mew Zsaland 1
Pakistan 1
South Africa 1
Turkey 1
UK 1
USA L
Tut+l= 12
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e Clickon cell C19, and you will see the function displayed in the bar just above your
worksheet.

9~ |=
Home Insert Page Layout Farmulas Data Review View
F T P E®AE R 6B S

Insert AutoSum Recently Financial Logical Text Date & Lookup & MWath Mare Mame
Function ~ Used = < ~ < Time = Reference = & Trig ~ Functions ~ | Manager
Function Library
C19 - J4 | =COUNT(C5:C18)

A B ' C D i
1
2 Delegates attending the meeting
3
4 Delegate country Present Not present
5 Australia 1
6 Brazil 1

As you can see the function is:

=COUNT(C5:C18)

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

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

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

The COUNTA function

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

21

M 4 M| Sum  Average . Max ~ Min . Count|| Counta Countblank If - #J
Ready |

e You will see data that contains a mixture of numbers (1) and letters ().
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E 9 -
Home Insert Page Layout Formulas Data Review View

F ZEBE@AE R @@ <

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Maore Mai
Function =7 Used - =7 = = Time = Reference = & Trig = Functions = | Man
Function Library
C19 - I’

A B | c
1
2 Delegates attending the meeting
3
4 Delegate country Present
5 Australia X
& Brazil 1
7 Canada 1
g China
9 Cyprus X
10 Greece 1
1 India 1
12 Ireland X
13 New Zealand 1
14 Pakistan 1
15 South Africa X
16 Turkey
17 UK 1
18 USA 1

El Number of delegates attending:

20

The Count function would only count up the number of cells containing numbers,
whereas Counta will count the number of cells containing numbers and letters.

Click on cell C19.

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

Xid9-®-|=
Home Insert Page Layout Formulas Data Review View

A ZEE@ERNE A @ @

Insert AutoSum Recently Financial Logical Text Date& Lookup & Math Mare
Function = Used = = 4 = Time = Reference = & Trig 7 Functions =

Function Library

E

From the drop down displayed, select Statistical. From the submenu select
Counta.
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|'n_—f|' = 9~ |= Functions - Microsoft Excel

Home Insert Page Layout Formulas Data Review View

ff z M m i Al @ @ a m g 21 Define Name ~ :jé;::z

Insert AutoSum Recently F|nan|:|al Loglcal Text Date & Lookup & Math Maore
Function - Used = - Time = Reference * & Trig * |Functions = Manager %‘Create from Selection | 7, Rems
Function Library l Eﬁﬂ Statistical b W AVEDEV -
C19 - 5 i@ Engineering » AVERAGE
A B c E; Cube g AVERAGEA =[8
1 @ Informati 2
- - d_@ ntormation AVERAGEIF
2 Delegates attending the meeting [& compatibiiity »
) AVERAGEIFS
BETA.DIST
4 Delegate country Present
. BETAINV
5 Australia X
— BINOM.DIST
6 Brazil 1
= q 1 BINOM.INV
7 anada
= CHISQ.DIST
8 ina
CHISQ.DIST.RT
2 Cyprus X CHISQUINV
10 Greece 1 CHISQINV.RT
1 India 1 CHISQ.TEST
12 Ireland X CONFIDENCE.NORM
13 New Zealand 1 COMFIDENCET
14 Pakistan 1 CORREL
15 South Africa X COUNT
16 Turkey COUNTA =
17 UK 1 Je  Insert Function...
anm 1ncAa 1

e This will displaythe Function Arguments dialog box, as illustrated.

’Function Arguments @
COUNTA

Valuel = {1}

Value2

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

Valuel: valuel,valueZ,... are 1to 255 arguments representing the values and cells
you want to count. Values can be any type of information.

Formula result = 2

Help on this function [ 0K ] [ Cancel ]

e Ifnecessarymove the dialog boxto one side and then select the cell range C5:C18,
as illustrated.
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o £ T [ " | 1 ® L m
e o =)
E0uNTA
Valsed  c3iCid B| = ML
vaal o -

-
Coury e rusmber of ool 1 rarge Hes mre rt ety

Walisd uskeslesksr], . € |16 15 Suenenl e et e sakies s ool
¥ mearst 33 o, mkamm can by Ty of rEmeton.

Pormuls resuit & 12

i i gt [ Canant

i
(RN viom . . 1ge Loy Oir Feview
fe | X ; b
MGl
Funetian Libiy
COUNTA - % & R -COUNTAICS:CIE)
A [ 5

1

2 Del ding the

3

| Delegatecountry | Present |
s Australia x |
® Brazil 1

4 Canada 1

8 China

2 Cyprus x

0 Greece 1

n India 1

12 "ll‘l'_llld x

13 Mew Zealand 1

- al 1

15 South Africa ®

16 Turkey

1w UK 1

i) UsA 1

18 Number of d o5 attending:| =COUNTA(CS:C18)
]

a

Ma= Count | Counta  Courthink =)

i i3 (B

WoAE M S Aerage = M T
Pavvt
Bl o [=[alo]x=]

e The Function Argument dialog box will look like this.

Function Arguments
COUNTA

valuel c5:C18

Value2

Formula result = 12

Help on this function

DL L4077 5 1™ 11;7%50; 1, 13

number

= 12

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

Valuel: valuel,value2,... are 1to 255 arguments representing the values and cells
you want to count. Values can be any type of information.

[ OK ] l Cancel

e Click on the OK button and you will see the following.

1 o o IR I
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L= = R I = I - I S

=R = R =R =
o |~ BowW = O

P | =
=R

1
b

B C
Delegates attending the meeting
Delegate country Present
Australia X
Brazil 1
Canada 1
China
Cyprus X
Greece 1
India 1
Ireland X
New Zealand 1
Pakistan 1
South Africa X
Turkey
UK 1
USA : 1

Number of delegates attending!: 12

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

The COUNTBLANK function

e Used to count empty cells within a cell range.

e Click on the Countblank worksheet tab.

P

21
H 4+ #
Ready |

Sum . Average Max . Min Count Counta

Countblank {If %2

e Click on cell C109.

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

&9 - |+

i

Insert
Fundction

Home Insert Page Layout Formulas

> P E@NE @@

AutoSum Recently Financial Logical

- Used = - - -

Function Library

Data

Text Date & Lookup &
Time ~ Reference ~ & Trig

Review View

Mare
Fundtions =

Math
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From the drop down displayed, select Statistical. From the submenu select

Countblank. You may have to scroll down the list to see this function.

&9 - = Functions - Microsoft Exc
Home Insert Fage Layout Formulas Data Review View
25 Define Mame ~ *J-:C' Ti
f TR B8 0 680 3 :
fx =CET)

Insert AutoSum Recently Financial Loglcal Text Date & Lookup & Math More Mame
Function - Used ~ - - Time = Reference * & Trig v |Functions *| Manager @Create from Selection | LR
Function Library E@ﬂ Statistical » AVERAGEA all
C139 - F fin Engineering » AVERAGEIF L
& B [ ¢ || cupe ' AVERAGETFS 3
1 - - ﬂ_@ Information  » BETADIST 1
2 Delegates attending the meeting [ Compatibility »
) BETAINV
BINOM.DIST
4 Delegate country Present
. BINOM.INV
5 Australia 1
- CHISQ.DIST
6 Brazil 1
CHISQ.DIST.RT
7 Canada 1
- CHISQLINV
8 China
CHISQ.INV.RT
: Cyprus 1 CHISEQ).TEST
iy Greece 1 CONFIDENCE NORM
1 India 1 CONFIDENCET
12 Ireland 1 CORREL
13 New Zealand 1 COUNT
14 Pakistan 1 COUNTA
15 South Africa 1 COUNTBLANK
16 Turkey COUNTIF =
17 UK 1 S Insert Function...
18 USA 1
19 Number of delegates absent

e
(=]

This will display the Function Arguments dialog box, as illustrated.

o

Function Argurnents @
COUNTBLANE
Range | = L1
=0

Counts the number of empty cells in a spedfied range of cells,

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

Formula result = 0

Help on this function Ok ] [ Cancel
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¢ Ifnecessary move the dialog boxto one side and then select the cell range C5:C18,
as illustrated.

z g it
WitsSum
COUNTELANK = % ¥ fo| ~COUNTRLANK|CS:C18) -
At ) 3 - - o £ | F G H I I K L M N o P | @ :'
1
2 Delegates attending the meeting
3
Fl 1] country Present
5 Australia 1 | o
) Brazil S IL@
COUNTELAE
2 e 1 | Hampe |C5C18 T R SR R R
] China 1 i
] Cyprus 1 thﬂwviﬁn-whr-vd:ﬂ:
un Greace 1 Rangs & Fw rangs bom shich o vt & cars $ ety ol
1 India 1
12 Ireland  ; frm— - 3
u New Zealand I ] [t
" Pakistan 1
15 South Africa 1}
18 Turkey !
17 UK | ;
1 UsA I
w Number of delegates absent|5:C18)
20
1 -

e Max 'Mm Coont | O Countbink 8 13 £l = =
i 210

e 5 o= a0+

e The Function Argument dialog box will look like this.

Function Arguments
COUNTBLANK
Range C5:C18 = {LLL0 L L L5515 150;1;1)
= Z

Counts the number of empty cells in a spedified range of cells.

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

Formula result = 2

Help on this function [ OK J ’ Cancel ]

e Click on the OK button and you will see the following.
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What are 'IF functions'?

Iy B

Delegates attending the meeting

Delegate country

Present

Australia

1

Brazil

1

Canada

1

China

L= = R I = R L

Cyprus

Greece

=
=

India

=
[

Ireland

oy
%]

New Zealand

=
wa

Pakistan

=
=

South Africa

&

b | || |

Turkey

=
o

UK

=
)

=

USA

[
©a

=
Lo

Number of delegates abs

[
=

As you can see the function has counted everyinstance of an empty cell within the

specified cell range.

Excel has a number of functions which allow us to evaluate values and make

decisions based on the result of the evaluation. The IF ) FUNCTION is one of these.

IF() SYNTAX

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

LOGICAL_TEST

The logical_test evaluates an expression to see if it passes the test, i.e.is TRUE or

does not pass the test, i.e.is FALSE
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Logical
operators

Values for Evaluation Result
A=10 B=5
C=15 D=10
= (Equal to) A=B FALSE
A=D TRUE
> (Greater than) A>B TRUE
A>C FALSE
< (Less than) A<B FALSE
A<C TRUE
>= (Greater than or Equal | A>=B TRUE
to)
A>=D TRUE
A>=C FALSE
<= (Less than or Equalto) | A<=B FALSE
A<=C TRUE
A<=D TRUE

e ACTION_ IF_TRUE
Action_if_true can be a value or an operation. Whichever, the resultis placed in the
cell which contains the IF() Function if the logical_testis true.

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

Using the IF function

e Click on the If worksheet tab.

M4 r M| Sum

'.ﬂn.remgé

Max

Min - Count : Counta :

"Countblank |

If AV

Ready | 753

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

A o c o L F G H
1
2
3
4
5 ——
B SUBJECTS
) STUDENTS |Mathematics  |English |History |Geography
] Hadiya 6B 7B 58 58
9 Dai 2] 89 69 BT
10 Aaron 76 78 78 87
11 Rowan &7 86 58 G5
12 Aaliyah 85 7 87 T8
13 Gabriela 59 BB T8 B9

b
~ o A de

To pass a student needs an average grade of over 70%

Average grades
66
€9
L]
69
82

Passed?

T4
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Click on the cell J8.
Click on the Logical icon within the Function Library group of the Formulas tab.

X H9- s
“ Home Insert Page Layout Formulas Data Review View
r | 2 [ [
Insert AutoSum Recently Financial Logical | Text Date & Lookup & Math Mare
Function = Used ~ = - = Time * Reference = & Trig = Functions ~

Function Library

This will display a drop down list. Selectthe IFcommand.

Eid9- e

“ Home Insert Page Layout Formulas Data Review View
oo - - ‘_/ - —— - -
h Z P @B A @ @

Insert AutoSum Recently Financial |Logical| Text Date& Lookup & Math Mare
Function w7 Used - w7 < Time ~ Reference = & Trig = Functions ~

AND

FALSE
A B i % F

IFERROR

NOT
OR

TRUE

J&  Insert Function... s
STUDENTS |Mathematics  |English [History |Geography
| - | | =

[ R T ~e

L“-JU\LH&WI\JI—I

Y

This will display the Function Arguments dialog box.

Function Arguments @

IF
Logical_test || E = logical
Value_if_true E = any
Value_if_false Rzl = any

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

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

Formula result =

Help on this function [ QK J [ Cancel
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e Inthe LOGICAL_TEST section of the dialog box, we enter the logical test, i.e. 1I8>70
In the VALUE_IF_TRUE section of the dialog box, we enter the word PASS.

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

e Your dialog boxwill now look like this.

[ Function Arguments @ﬂ
IF
Logical_test | [3>70 [ = FaLse
Value_if_true | "PASS® [E5] = Pass”
Fie

Value_if_false |FALL|

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Value_if_false is the value thatis returned if Logical_test is FALSE. If omitted, FALSE
is returned.

Formula result =

Help on this function [ oK ] [ Cancel ]

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

3:] o9~ = Functions = Microsolt Excel

n Home Insert Fage Layout Formula Data Feview Wit
- = : = A& e 3 Defing Name = S Trace Preceder
fF I R E0AE QD S
il = s Teace Dependd
Baierd AulaSum Recenlly Financial Logical Test Dale & Lookuwp &  Malk kare Hamr
Funsiign . Wied = " " " Time = Beference = & Trig * Funcliand = Manages Y Create from Selection | o Remowe Armow

18 - o | =IF|IB270,"PASS", "FAIL")

A o < D L F G H I )
1
2
3
a
2
] | SUBJECTS
7 STUDENTS |Mathematics English |History |Geography Average grades |Passed?
[] Hadiya GE 78 &9 &9 66 FAIL
] Dal) 3] 69 3] &7 (5]
10 Aaron TG T8 T9 BT B0
11 Rowan 67 86 68 66 69
12 Aaliyah| BS 7 BT ] B2
13 Gabriela 89 68 78 g9 74
14
15
16 To pass a student needs an average grade of over 705
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¢ Use the nomal Excel drag techniques to extend this function to the cells 19:J13.

Your screen will now look like this.

Functions -

& -
ff T @B A @ @ g s

Insert AutoSum Recently Financial Logical Text Date& Lookup & Math More
Time = Reference = & Trig * Functions = I\danager S Create from Selection

Insert Page Layout Formulas Data Review View

Microsoft Excel

*j:ﬂ Trace Precede
ch Trace Depenc

,-;), Remove Arrov

Function 7 Used ~ " =7 "
Function Library Defined Names
K23 - Jx
A B c D E F G | H I 1 [
1
2
3
a
5
6 SUBJECTS
7 STUDENTS|Mathematics English |History |Geography Average grades |Passed?
g Hadiya 68 78 59 59 66 FAIL
9 Dai 69 69 69 67 69 FAIL
10 Aaron 76 78 79 87 80 PASS
11 Rowan 67 86 58 65 69 FAIL
12 Aaliyah 85 77 87 78 82 PASS
13 Gabriela 59 68 78 89 74 PASS
14
15
16 To pass a student needs an average grade of over 70%
17

e Save your changes and close the workbook.
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Charts

Inserting a column chart

e Open a workbook called Chart.

& = =
Home Insert Page Layout Formulas Data Review View
= d Cut Calibri 11 s A == Siwr
pant =3 Copy ~ B A
aste - EEEE - == e
- o Format Painter LA = - = = g Me
Clipboard i Fant i Alignment
E1l6 - Jx
A B C D E F G
1
2
3
4 Region No. of sales
5 Morth 34
7] South 23
7 East 65
8 West 23
9

&
a

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

25

4 4 » || Column Chart . |Line Chart , Bar Chart . Pie Chart . %2
Ready |

e Click within the table of data.

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

FAI™ = chart - Micr

Home Insert Page Layout Formulas Data Review View
o— '._._]&] __l_"I 5 T A = " . (-

= J rrw. | { X B "=
e cua| HE] _J £_=T [+ m WX . — ﬂ Nl M
PivatTable Table Picture Clip Shapes SmartArt Screenshot] Column  Line Pie Bar Area  Scatter Other Lir
- Art - - - - - - - - Charts =
Tables lustrations Charts =
c7 w S| 65

e Click on the Column icon and you will see a drop down displaying a range of
column chart options.
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EE9-e-|=

Mme Insert Page Layout Farmulas Data Review View
HEDPD o ol

PivotTable Table Picture Clip Shapes SmartArt Screenshot | |Column| Line Pie Bar Area  Scatter

- Art - - - - - - - -

Tables Illustrations 2-D Column

| C6 - (= £ | 23 gl i
' A B c D |l|i[i ||_Eﬂ ||Eﬂ uh

1 3-D Column

2 - — — S
: sl 23 93, 30
4 Region No. of sales | | | |

5 North 34 Cylinder

EI South 23 ] = = =
P o s | /e8] 03] 0
8 West 23

g Cone

10 ] 1| N n
u ki a8 | JAK] | B8
12 _

13 Pl"ald — — —
: bis) s8] A b
= e A0 | /8] |

i? illp A0 chart Types...

12

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

ilas Data Review View

_.E ST — -

a0l Xk @ S by |
tenshot | |Column| Ling Fie Bar Area  Scatter

v - - - - -

i
smlia)|=d] B8]

; 0 | Clustered Column

Compare values across categaories
by using vertical rectangles.

i Use it when the order of categories
& | s not important or for displaying
item counts such as a histogram.

i

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

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com



Excel 2010 Basics Page 132

@l Hw-wo-|< chart - Microsoft Excel Chart,Tools
Home Insert Page Layout Formulas Data Review Design Layout Format
oW @5 = o -
E Al 7=
Change Save As Switch Select -E -D_H—[l_i- . . .
Chart Type Template | Row/Column Data
Type Data Chart Layouts Chart ¢
| Chart1 MG 5|
A B C D B [F G H 1 J K |

1 .

2

3 No. of sales

! Region No. of sales 70

5 North 34

6 South 23 0

7 East 65 50

8 West 23

| a0

9 :

10 30 HNo. of sales
11 20 4

12

13 10

14 0 - . . .

15 North south East West

16 = =
17

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

E“ Hw-wo-|< chart - Microsoft Excel g art Tools
Home Insert Page Layout Formulas Data Review Design Layout Format
i, = 5 iE® | i G §ﬂﬂ_[ll B w ,_f'—l B e Be
Change Save As Switch Select L L
Chart Type Template Row/Column Data
Type Data Chart Layouts Chart &
| Chart2 - 5|
A B C D E F G H I ] K L
1
2 - =
: No. of sal
! Region No. of sales 0. oT sales
s -
5] North 34
6 South 23 70 -
7 East 65
60 7
8 West 23
9 50
10 40
W No. of sales
11 30
12
20 1
13
14 10 1
15 4] T T T
16 Naorth South East West
17 — -

e
-]
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Inserting a line chart

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

25

M 4 » M| Column Chart| | Line Chart . Har Chart . Pie Chart . %
Ready |

T g g ———— v ————l

¢ Click within the data and then click on the Insert tab. Experiment with inserting
different types of line chart, by clicking on the Line button.

H=9-®-=

m_ Home Insert Page Layout Farmulas Data Review View

o E EHE DD o ke S

PivotTable Table Picture Clip Shapes Smartdrt Screenshot | Column| Line Fie Bar Area 5S¢

- Art - - - - - - -

Tables Illustrations 2-D Line L
| Cs - fe | 34 , .
| /"v/ g \/' \/' =
A B C D E F | | | 1
1
5 g ] [
: ]|
! Region |No. of sales 3-D Line
2 Morth 34
: South 5 K>
7 East 65 I—
8 West 23 illi AN chart Types...
9

e Anexample is illustrated below.

No. of sales
70
/\
B0
) / \
" / O\

wl~_ [/ AN
~ A\

20

MNo. of sales

10

Morth South East West
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Inserting abar chart

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

25

M 4 » M| Colurmn Chart . Line Chart|] | Bar Chart .~ Hie Chart . ¥
Ready |

¢ Click within the data and experiment with inserting different types of bar chart, by
clicking on the Bar button (under the Insert tab).

@l H9-v-|~ chart - Micro

“Home Insert Page Layout Formulas Data Review View

D EED® o dkeSekO -

PivotTable Table Picture Clip Shapes SmartArt Screenshot | Column  Line Pie Bar Area Scatter Other Lin

- Art - - - - - - - = Charts~

Tables Ilustrations O 2-DBar
| 6 - £ | 23 y ] ]
A B c D E F G |E |E |E

1 3-D Bar
2 . . .
3 =%

1 Region |No. of sales | | |

5 Morth 34 Cylinder
6| South 23 — 1 .
; cast = S =

8 West 23
g Cone
10 = (& | |d=—
1 [ R el B | el
5 _—
: ==
15 | 2= =
16
o il Al Chart Types...

an
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e Anexample is illustrated below.

@“ = R ] chart - Microsoft Excel Chart.Tools
Home Insert Fage Layout Formulas Data Review View Design | Layout Format

Cyn;e :Es Switch Selﬂ %‘d é: %4 ; __ ‘__ =

Chart Type Template | Row/Column Data | ———— ——— ==
Type Data Chart Layouts
| Chart1 - £ |
A B C D B F G H 1 J K
1
2 F =
3 No. of sales
4 Region |No. of sales
5 North 34
6 South 23 West
7 East 65
8 West 23 East
9
10 B No. of sales
11 South
12
13 Morth
14
15 T T T T
0 10 20 30 40 50 60 70
16 b |
17

Inserting a pie chart

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

25

M 4 » M| Column Chart . Line Chart . Bar Chart] | Pie Chart .~ %h
Ready |

e Click within the table of data.
e Experiment with inserting different types of pie chart.
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= AR

M | Insert | Page Layout Formulas

Data
2 0 B2 o ol

PivatTable Table Picture Clip Shapes SmartArt Screenshot | Column  Line

Review

View

ch

&yl

Pie Bar Area Scatter Ot

- -

-

Cha

- Art - - -
Tables | Dllustrations
cs - (@ K| 34
_| A | B C | p | E | F |
1]
2|
3
4 Region Nu.uisales|
E‘ North 34|
6 South 23
East 65
West 23

I-.GIOO|‘-J

.
]

e Anexample is illustrated below.

2-D Pie

Qo

9
Qs
&

&

i A cnartTypes...

|

No. of sales

M North
M South
¥ East

W yest

e Save your changes and close the workbook.

Resizing a chart

e Open aworkbook called Chart Manipulation.
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] i = Chaet Manipulition « Migroue Fuoel
“ Hame Inser Pape Lyyean Farmulas Dt R e
I . = .
L [T =10 r AS A -y e S WTkp Tt Ganeral . |
= 3 Copy = ad L]
P = = - . T S A . - " Eondiinal F
wile Fromatpanter B £ L he-fA- EE W I Sdmege xcenter 3 -% |3 |:-nu1|~.--;,l- i
s Fant - o . g
A1 - A
T & n c o T ¥ 3 H 1 ) K 1
I I |
2
3
4 Region Mo, of sales
5 North 14
& South 2 Mo. of sales
7 Fast 5
[ ] Wiesl 2¥
: we |
10
12
13 m ho. of sales
= sour |
15
17
18 B 1 W 3 4 = s T
19
20

To resize a chart click on it to select it.

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

@l H9-0-|< Chart Manipulation - Microsoft Excel ‘Chart Tools,
Home Insert Page Layout Formulas Data Review View Design Layout Form
B & cut Calibri Body) ~ 10 * A A == = & = :
P_ N 53 Copy ~ A L
aste _ ~ B 7 U~ - - | E = = | ££ iE | |ag Merge & Cente %
= # Format Painte = = & — 7 oo J - $
Clipboard ] Font ] Alignment Mu
Chart1 - I
A B C D E F G H I
1
2
3
4 Region No. of sales
5 North 34
6 South 23 No. of sales
7 East 65
8 West 23 West
9 East
10 South m Mo. of sales
11 North
12 0 50 100
13
14
15
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Deleting a chart

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

Chart title or labels

e Open a workbook called Modifying charts.

e Ifnecessary, click on the Modifying a Chart worksheet tab (at the bottom-left of
your screen).

23

H 4 N[ Modifying a Chart } Colurmn Chart . Line Chart . Bar Chart . Pie Chart . ¥
Ready |

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

No. of sales

70

&0

50

40

30 4— H Mo. of sales
20 -— LI
0 T T T d

East West |

North South

e Press the Del keyto remove the charttitle. Your chart will now look like this.
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70
60
50
40
30
20

10

i I B No. of sales

North South

e Toinserta charttitle, click on chart and then click on the Layout tab. Click on the
Chart Title icon within the Layout Ribbon.

| = N R R Modifying charts - Microsoft Excel |

Home Insert Page Layout Faormulas Data Review
Chart Area - L =

kel @ &5 @@ﬂdd i ] (o]
%FormatSelection —

ChartTools

Desigh | Layout |

Format

Picture Shapes Text Chart | Axis Legend Data Data

&4 Reset to Match Style - Box | Title~w Jitles~ -  Labels~ Table~
Current Selection Insert Labels

Axes  Gridlines Plot
~ ~ Area

HAxes

Chart
= Wall- F
Backgr

e Selectthe required option from the drop down list displayed, such as Above Chart.

EH9~ = Maodifying charts - Microsoft Excel Chart,Tools
Home Insert Page Layout Formulas Data Review View Design | Layout | Format

Chart Area - L
@
@Format Selection

]| s o] ] (] ] ] | ] |

Picture Shapes Text Chart | Axis Legend Data Data Axes Gridlines Plot Chart Ch
&4 Reset to Match Style - Box | |Title~ |Titles~ = Labels~ Table~ - - Area~ Wall~ Flo
Current Selection Insert — None HAues EBackgrou
| Chart 1 _r £ | —"No. ¥ | Do not display a chart Title
rs B C Centered Overlay Title G H 1 ]

L= B R TS R S R

[%Ll

Overlay centered Title on
chart without resizing chart

Above Chart

=
i Display Title at top of chart
z area and resize chart
Region No. of sales
North 34 More Title Options...
| 70
South 23

e Your charttitle is once again displayed, as illustrated.
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] b 0=~ |2 Bladdymg charts = Mool el | Ehart Tooks |
“ Hame Inser Page Layoud Formulas Data Fevitys Vikw Design Layout Farmat
B o S Y P T Y Y T b () |

1By Formal Selection

"lm.e!n;pes Test Chart Awiz  Legend Dats Dats Ay Griglmes s i Tremal
£ Rt o Match Syl Ban Titde = Tilbei= - Labeli- Table - - - Area W -
Curent Telertean Imeeet Labels Axe Ragkoeauina
Chart 1 - B "N, of sales®
[ & | & | € | o | e | ®© | & | w | o« | 1 | k |
1
F
3
4 Region No.of sales |
5 Marth 3| m 5
] south | Mo. of sales
7 East &) %
B West 2| e
a &0
10 s0 4
11
12 40
13 a0 w Mo, of sales
15 20 -
17
= ] N . . .
= iorth South Enit Wiest

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

______________ =
lNumber of sale51
0o
&0
50
40
30 m Mo. of sales
20
B E R RS
o J
Morth South

Changing the chart background color

e Click on the chart to select it. Right click over an empty part of the chart background,
and you will see a popup menu displayed.
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[ |
Number of sales b ocut
70 =2 Copy
[{, Paste Options:
60 -
B
50 '_
&4 Reset to Match Style
40 A Font..
30 1 n.h Change Chart Type...
20 - [E) select Data...
10 (@] Move Chart...
o - : ) =
Marth South East West ¥ Group
L _‘ - |
2l
B |
a" | K

Assign Macra...

[®f Format Chart Area..,

e Click onthe Format Chart Area command.

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

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

Format Chart Area
L R

Border Color ) Mo fil

Border Styles ) Solid fil

hah ©) Gradient fil
S w = .
= () Picture or texture fill

Glow and Soft Edges ©) Pattern fil

3-D Format @ Automatic

Size

Properties

Alt Text

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

Format Chart Area
N AT

Border Color ) No fil

Border Styles @ solid fill

had ) Gradient fil
g W -
aeen (™) Picture or texture fil
Glow and SoftEdges | | @) pattern fill
3-D Format ) Automatic
Fill Color

Size

Properties

Alt Text Transparency: U 0% =

e Click on the down arrow nextto the Color control and select a light color from the
options displayed.

Format Chart Area
L =T
Border Color ) Mo fil
Border Styles @ solid fil
had ) Gradient fil
g w -
oo () Picture or texture fil
Glow and Soft Edges ) Pattern fil
3-D Format ) Automatic
Fill Color
Size
Color: -
Properties = &
Ti Theme Colors =
Alt Text Lranspa B mEEEEE
Standard Colors
L] EEEER
18 More Colors...
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¢ Click on the Close button to apply the color, as illustrated below.

Number of sales

70

&0

a0

30 ® No. of sales
20
-1 1 &0
0 T T T
East West

MNarth South
| ]

Changing the column, bar, line or pie slice colors in achart

e Click on the second worksheet tab, called Column Chart.

25

M 4« v ¥ [ Modifying 3 Chart || Column Chart |Line Chart - Bar Chart . Pie Chart . .

Ready |

e Click on one of the columns within the chart. You should see all the columns are
selected, as illustrated.

No. of sales

70

60 -
50
40
30 | 1 m No. of zales
20 '
S EEEE
o T T 3 T
East West

North South
b |

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

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com



Excel 2010 Basics

Page 144

Series Mo, of s+ |

A-B-Z-F |

Type..
les

No. of T A o
70 B I EE=
60
Delete
30 &9 Reset to Match Style
40 } iih Change Series Chart
30 :‘M Select Data..,
G £ 2 +
20 -
Add Data Labels
10
Add Trendline...
2 S y 1| % Eormat Data Series...
Morth South = reee

e This will display the Format Data Series dialog box.

Format Data Series

|

Series Options

Fill

Border Color

Border Styles
Shadow

Glow and Soft Edges

3-D Format

Series Options
Series Overlap

Separated . U

0%

Gap Width

Mo Gap . U

150%

Plot Series On
@ Primary Axis

Secondary Axis

Cverlapped

Large Gap

¢ Click on the Hll side tab within the dialog box, as illustrated.

Format Data Series

Series Options
Border Color

Border Styles
Shadow

Glow and Soft Edges

3-D Format

Fill

© No fill

@ Solid fill

(©) Gradient fill

() Picture or texture fil

) Pattern fil

() Automatic

[ Invert if negative

[ vary colors by point
Fill Colar

Transparency: G

e Ifnecessary, click on the Solid fill button.
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e Click on the down arrow in the Color section and select a color for your columns.

ER

Format Data Series

Series Options Fill
Fill @ Mo fil

@ Solid fil

) Gradient fil

Border Color

Border Styles
Shadow
Glow and Soft Edges

3-D Format

) Picture or texture fil

) Pattern fill
) Automatic
[ Invertif negative

[ vary colors by point
Fill Color

Colar: & -

Theme Colors
H EEEEEN

L1Ld

Transpa

Standard Colors
HE EEEER

4% More Colors...

¢ When you click on the Close icon the selected color will be applied, as illustrated.

No. of sales

70

60

50

40

30 A

20

N I
0 T T

Naorth South

B No. of sales
T E
East West

e Click on the Line Chart worksheet tab and change the color of the line.

e Click on the Bar Chart worksheet tab and change the color of the bars.

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

Mo. of sales

LT

Wi

e Save your changes and close the workbook.

Modifying the legend fill color

e Open a workbook called Legend.
e Selectthe legend within the chart, as illustrated.

SALES

M Sales —Thisvear_
e} = O

7

= 40 O in! O
K] M Sales - Last year
a 30 % 0

Morth South East West
Sales Areas

e Rightclick over the selected legend and from the popup menu displayed select the
Format Legend command.
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80
70
&0 | calibrife~ 10 = A" A" Legend
20 [
5 L | B EEE A Bl
= 40 E— = T T
E M Sales - | ast wear ||
& 30 7 1].5 Delete
20 1 O—| 28 Reset to Match Style
10 - |
A Font. ‘
o - I |
Morth South East West {fild Change Chart Type...
Sales Areas :‘E.-‘M Select Data...
| N

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

Legend Optians Legend Options

Fil Legend Position:

Border Color © Top

) Bottom

Border Styles O Left

Shadow @ Right

Glow and Soft Edges ) TopRight

Show the legend without overlapping the chart

o Selectthe Fll side tab. Selectthe Solid fill button and you will see the following.

Format Legend

Legend Options

Fill

@) o il

Border Color

Border Styles

@ Solid fil

Gradient fil

) Picture or texture fil
Shadow ) Pattern fill
Glow and Soft Edges | | ) Automatic
Fill Color

Color;

Transparency: U

e Click on the down arrow in the Color control and select a color as illustrated below.
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Format Legend B
Legend Options Fill
1 | -
Fill © Nofil
Border Color ° Solid fill
4 | () Gradient fill
orcer Styes “) Picture or texture fil
Snadow © Pattern fi
Glow and Soft Edges | | *) Automatic
Fill Calor
Color: |3 +

Transpa Theme Colors

Ll L

Standard Colors
HE EEEEN

18 More Colors...

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

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

.......................................

Transparency: J

e Save your changes and close the workbook.

Changing the chart type

e Open a workbook called Changing charts.
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FIN™ AR R Changing charts - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
= ¥
d cut Calibri Tl AN = B S Wrap Text General - i_ﬁl‘
P_t 23 copy - e A o T d':) I
aste - I . - - EEE i= i= - - 0 .0 onditiona
' Format Painter I U [ L E E = FE | & Merge & Center $ o % | Tio sa0 e il
Clipboard (] Font (] Alignment (] Mumber (] 5
| ca - fe| 23
A B C D B F G H 1 J K L
1
2
3
4 Region No. of sales
5 North 34
6 South 23 No. of sales
7 East 65
70
8 West 23
9 50
1 50
11
12 40
13 30 H No. of sales
14
15 20 +
16 10
17
0 T T T
= North South East West
19

mn

e This workbook contains a column chart. Click on the chart to selectit. Click on the
Design tab. Click on the Change Chart Type icon displayed within the Type group
of the Design Ribbon.

| HO-t-|s Changing charts - Microsoft Excel Chart Tools
Home Insert Page Layout Formulas Data Review View| Design LLayout Forma

al (af E | =
Change | Save As Switch Selenlct @ﬂ —Elﬂ—[l_i— J]_H__I,__L_Ti_; I . I . I

Chart Type [Template | Row/Column Data
Type Data Chart Layouts

e This will display the Change Chart Type dialog box.
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Templates

Column

Column

Line

Pie

Bar

Area

XY (Scatter)
Stock
Surface

Doughnut

T oBmEEEMe RIEW

Bubble
Radar

%

) [
3 [E @
z) [EE &

Q

L EEEl

| Manage Templates... | | SetasDefault Chart |

A e | loval AR |an] o

-

[ ox

J [ cance

Select a different type of chart, such as a Bar chart.

A Templates
|kl Column
s e 8 k| 28] IAA) b H
& Pie Line
vl = =
= ] k] e ]
|3 XY (Scatter)
il Stock ﬁ:
# e |9 @] @ (V] & €=
@ Doughnut
Bar
92 Bubble
=N EEEEPEE
| Manage Templates... | | Setas Default Chart | [ ok

J [ concd |

Click on the OK button.
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st
il lh 1] ™= | e pre— — J— e p— — ia i
v = - - o from— _— "
1 =
. . : ' " — . =

-I E » -
i g Fr =

- '.M_g?

[ I L] MNo. of sales

I -]
i e m

sarm T

E’B I

o Experiment with applying different types of chart.
e Save your changes and close the workbook.

Modifying charts using the Layout tab

e Open a workbook called Format Chart.
e Selectthe chart and then click on the Layout tab.

|§“ = - - |+ Format Chart - Microsoft Excel ‘ Chart,Tools ‘
Home Insert Page Layout Formulas Data Review View Desig | Layout | Format
- e 1
Chart Area - i =1 : ne ]
bl ’-[_:'JJ in| Vi | [oE| ] 98] el |6 | | b
B Format Selection
= Picture Shapes Text Chart  Axis Legend Data Data Axes Gridlines Plot Chart Chart 3-D
&% Reset to Match Style - Box | Titlew Titles~ ~  Labels~ Table~ - - Area~ Wall Floor~ Rotation
Current Selection Insert Labels Axes Background

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

e Click on the Chart Title button in the Labels group.

|§|I ™ - |5 Format Chart - Microsoft Excel ‘ Chart Tools
Home Insert Page Layout Formulas Data Review View Design | Layout |

Chart Area - Ly —
bl [ n ns
%?/FormatSEIection
- Picture Shapes Text Chart | Axis Legend Data Data Axes  Gridlines Flot
< Reset to Match Style - Box | Title~ [Titles~ =  Labels~ Table~ - - Area

Current Selection Insert Labels Axes

¢ A menu will be display allowing you to control where or if the chart title is displayed.
The defaultis Above Chart, try selecting the other options and observe the effect on
the chart.
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|§|| H - b |= Format Chart - Microsoft Excel ‘

Home Insert Page Layout Formulas Data Review View
Chart Area - L :
bd @ Vs e (] |

@/Format Selection
. Picture Shapes Text Axis  Legend Data Data
£*] Reset to Match Style - Box Titles = - Labels * Table =
Current Selection Insert None Ll
P i ite [
| Chart1 - I | |J,_[, Do not display a chart Title

iy B C — Centered Owerlay Title
| Overlay centered Title on
chart without resizing chart
Above Chart

Display Title at top of chart I
area and resize chart

ol

Region Mo. of sales
Morth 34

L W s
=

More Title Options...

T g

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

(x| = - ¢~ |5 Format Chart - Microsoft Excel Chart Tools
Home Insert Page Layout Formulas Data Review View Design | Layout |

Chart Area i @I’_[_j) EMH@E @ @

%?/FormatSelection
Picture Shapes Text Chart | Axis |Legend Data Data Axes  Gridlines

&4 Reset to Match Style - Box | Titler |Titles| ~  labels~ Table~ - - Area
Current Selection Insert Ill Primary Horizontal Axis Title » | | Ayes
| Chart1 - Jx | [i#] Primary Vertical Axis Title | |

Click on the Legend button in the Labels group. A menu will be displayed allowing
you to control where the chart legend is displayed. Experiment with some of the
available options and view their effect on the chart.
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| H9-w-)- Format Chart - Microsoft Excel ‘ Chart. Tools ‘
Home Insert Page Layout Formulas Data Review View Design | Layout | Format
Chart Area - & = = i =
ol TP A [ Pa] 2] fa] (] el G (6] (6 @ ()
5}1 Farmat Selection -
Picture Shapes Text Chart  Axis |Legend| Data Data Axes  Gridlines Plot Chart Chart 3-D Tren
& Reset to Match Style - Box | Titlev Titles~| ~ |labels~ Table~ - - Area~ Wall~ Floor~ Rotation
Current Selection Insert E None Background
| Chart1 - £ | i | Turn off Legend
A B C D Show Legend at Right 4 1 1] K
. e Show Legend and align
— right =
2 == Show Legend at Top
3 I||_|'| Show Legend and top sales
= align
4 Region No. of sales Show Legend at Left
5 Morth 34 Edn| Show Legend and align
6 South 23 70 5 left
Show Legend at Bottom
U [EEE iy 60 1 [“4 Show Legend and align
8 West 23 50 - bottom
9 ‘Overlay Legend at Right
10 40 1 ,ﬂiJ Show Legend at right of
30 - the chart without resizing
11 . Overlay Legend at Left
12 20 + [Em| show Legend at Ieft of
the chart without resizing
12 10 _
14 More Legend Options...
[ T T T T
15 North Sauth East West
16 - ]

e Click on the Data Labels button in the Labels group. Amenu will be displayed
allowing you to choose if labels should be applied to data in the chart. Click on the
Show option.

EEH9-~ = et Tlrer = et Eed Chart Tools
Home Insert Page Layout Formulas Data Review View Dresign | Layout [

Chart Area '@@ @@Mmglﬁllﬁl

%‘Y]FormatSelection
Picture Shapes Text Chart Axis Legend| Data Data Axes  Gridlines Pl

& Reset to Match Style - Box | Titlew Titlesr +  |Labels *|Table - - - Ar
Current Selection Insert Labels — MNone
| Chart 1 - % | 1= Tgffsgf“Data Labels for
A B C D E Show
Ji-4] Turn on Data Labels for
selection

B R

‘ More Data Label Options...

[ . mi_ o __N__

e The chart should now look something like this.
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|
No. of sales
70 7
&0 -
50 1
40 -
30 1
20 A
10
[V T T T T
Naorth South East West )

Notice that each column is now labeled with its value.

¢ Click on the Data Table button in the Labels group. A menu will be displayed

allowing you to show the data used to create the chart. Click on the Show Data
Table with Legend Keys option.

FAIN™ B A R Format Chart - Microsoft Excel ‘ Chart Tools

Home Insert Page Layout Farmulas Data Review View Design | Layout Format ‘

Chart Title - » = | [l :

T bd| P (A [] ] ] [da] |[Bf| | ] ()] ]
ormat Selection

Ficture Shapes Text Chart  Axis Legend Data Data Axes  Gridlines Flot  Chart Chart

&4 Reset to Match Style - Box Title = Titles= ~  Labels ~|Table - - - Area~ Wall~ Floor~
Current Selection Insert Labels Naone ound
- ——————— ﬂ; Do not show a Data Table
\!) Security Warning  Automatic update of links has been disabled Enable Conti
= T - i Show Data Table  —
Chart1 ML f< | ="No. of sales 0| show Data Table belaw the chart
hut without I egend Key T
A B C D E F

Show Data Table with Legend Keys
mii Show Data Table below the chart

F and include Legend Keys

More Data Table Options...
" “1

e Asmall table will be displayed below the chart containing the relevant data.

(- TR S

|Region |N0. of sales |
[ 1 1
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No. of sales
70
60 - .
s0 17
a0 v
30 ~
201
10 _
0 ,". .'.'
Morth South East West |
[No_of sales 34 23 65 23|

e Click on the Gridlines button in the Axes group. A menu will be displayed allowing
you to control how the gridlines for each axis are displayed. Experimentwith some
of the available options and view their effect on the chart.

Lhariklools

f Design | Layout | Format

‘M‘ J@@ _‘I _| ) _I ™ Chart Name

. Chart 1
a Axes |Gridlines| Piot Chart Chart 3-D
| | Wall = Floor = Rotation

"Q Primary Horizontal Gridlines # » None '-E
Q Primary Vertical Gridlines ) liiE| Do not display Horizontal Gridlines I

G | H | | | i | | —1| Major Gridlines I
||| Display Horizontal Gridlines for Major units

= Minor Gridlines
ND. Of Sales lliE| Display Horizontal Gridlines for Minor units |

Major & Minor Gridlines
Display Horizontal Gridlines for Major and

[ = = Minor units
More Primary Horizontal Gridlines Options...

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

Copying and moving charts within a worksheet

e Open a workbook called Copying and moving charts 1.
e Click on the chartto selectit.

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

e To copythe chart within the worksheet, click on the chart to select it and press
Ctrl+C to copy the chart to the Clipboard. Deselect the chart and then press Ctrl+V
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to paste the chart from the Clipboard. You should now see two copies of the chart.
You can move them so that they are not layered on top of each other.

Copying and moving charts between worksheets

Click on the chart to select it.

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

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

£

M 4 » v [ Sheet] | Sheet2 ~Sheets ~¥J

Ready |

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

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

Click on the Sheet3 tab at the bottom of the worksheet.

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

Copying and moving charts between workbooks

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

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

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

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

Modifying basic Excel options

e You can customize the way Excel looks and performs. To do this click on the Fle
Tab and within the drop down list displayed click on the Options button.

wl
rd

m Home
o save

B Save a5
& Open

[ Ciose

Radant
Hew
Print
share

Help

1] Options |

. & Exit

e This will displaythe Excel Options dialog box.

Excel Options -5 =Sl
General sy = - 1
g--'. General options for working with Exce
Formulas
Proofing User Interface options
Save 7| Show Mini Toolbar on selection
. #| Enable Live Preview
anguage niady.
Colar scheme: Silver | »
Advanced

ScreenTip style: | Show feature descriptions in ScreenTips ;

Customize Ribbon
When aeating new workbooks
Quick Access Toolbar

Use this font: Body Font ,T
Add-Ins =
Faont sige: 11 g
Trust Center ” : — = |
Default yiew for new sheets: | Normal View |
Include this many sheets: 3

Personalize your copy of Microsoft Office

User name: |Dave

OK Cancel
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¢ You can use this to customize items such as the type of font used, the font size used
and the number of worksheets displayed within a new workbook. Try altering the
number of worksheets contained within a new workbook to 4 rather than 3.

Customize Ribbaon
‘When creating new workbooks

Cuick Access Toolbar

Use this font: Eody Font El
Add-Ins

Font size: 11 EI
Trust Center Default view for new sheets: | Mormal View EI

Include this many sheets: 4 :

e Close the dialog boxand press Ctrl+N to create a new workbook. You should see 4
worksheets, as illustrated.

25

W 4b | Sheet1 /Sheet? ~Sheet3  Sheets %3
Ready |

e Close the new workbook withoutsaving any changes you have made.
e Resetthe default for new workbooks, back to 3 worksheets per workbook.

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

Customize Ribbon
‘When creating new workbooks

Quick Access Toolbar

Use this font: Body Font EI
Add-Ins .

Font size: 11 EI
Trust Center Default yiew for new sheets: | Normal View EI

Include this many sheets: 4 £

Personalize your copy of Microsoft Office

User name: |David I\durray{

e Click on the Save tab (displayed down the left side of the dialog box).
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Excel Options @
General -
H Customize how workbooks are saved.
Formulas
Procfing Save workbooks
Save ‘ Save files in this format: Excel Workbook EI
Language Save AutoRecover information every |10 = minutes
Keep the last &uto Recovered file if [ close without saving
Advanced

AutoRecover file location: | Ch\Users\Dave\AppDatatRoaming\Microsoft\Excel,

Customize Ribban | Default file location: Ch\Users\Dave\Documents
Quick Access Toolbar |:| Save date and time values using IS0 8601 date format [may limit precision) '
Add-Ins AutoRecover exceptions for: |Z| Book2 IZ|

Trust Cent
rust Lenter [7] Disable AutoRecover for this workboaok only

Offline editing options for document management server files

Save checked-out files to:
! The server drafts location on this computer

@ The Office Document Cache

Server drafts location: | C\Users\Dave\Documents\SharePoint Drafts',

Preserve visual appearance of the workbook

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

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

Default file location: ChDocuments and Settings\David Murray' My Documents

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

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

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

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

Close the dialog box before continuing.
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Minimizing the Ribbon

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

sert Page Layout Formulas Data Review View
Calibri 11 A A ==l ¥ =
B I U~ [ | S-A- EEE(EE B
Add to Quick Access Toolbar ﬂ
d Customize Quick Access Toolbar...
C H

Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Minimize the Ribbon

The Ribbon display will change from this.

- A Pt B ooy 3@ i H
¥ LA | A R R R e— " ag : -
To this.
LI | " ’ ’ I

To display the Ribbon again, right click over any of the tab commands and from the
popup menu displayed, re-click on the Minimize the Ribbon command (to remove
the tick).

ge Layout

b Show Quick Access Toolbar Below the Ribbon
—II Customize the Ribbon... :

v | Minimize the Ribban

Customize Quick Access Toolbar...  —
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AutoCorrect options

e Microsoft Excel 2010 has an AutoCorrect facility that allows common typing errors to
be automatically corrected. For instance if you type in ‘teh'instead of 'the', Microsoft
Excel will automatically correct your spelling error.

e To open the AutoCorrect dialog box, click on the FHle Tab (top-left of your screen).
Click on the Options side tab.

& i
.ﬂ' Home
H Save
Save As
[ Open

[ Close

Recent
Mew
Print
Share

Help

[ Eit

e Click on the Proofing option, and then click on the AutoCorrect Options button.

Excel Options IEI

G | ABC|
Ener g__i Change how Excel corrects and formats your text,

Formulas

‘ Proofing AutoCorrect options
save Change how Excel corrects and formats text as you type: AutoCorrect Options...

Language

‘When correcting spelling in Microsoft Office programs

Advanced
Ignore words in UPPERCASE

Custamize Ribbon Ignore words that contain numbers
Ignore Internat and file addresses
Flag repeated words

Add-Ins [T Enforce accented uppercase in French

Quick Access Toolbar

D Suggest from main djctionary only

Custom Dictionaries...

Trust Center

French modes: Traditional and new spellings El
Spanish modes: Tuteo verb forms only EI
Dictionary language: | English [Australia) El
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This will display the AutoCorrect dialog box.

-

AutoCorrect: English (Australia) @

AutoCorrect |Autanrmat As You Type | Smart Tags | Math AutoCurrect|

Show AutoCorrect Options buttons

Correct TWo IMitial CApitals

weeptions...
Capitalize first letter of sentences =
Capitalize names of days

Correct acddental use of cAPS LOCK key
Replace text as you type

Replace; With:
(c) © .
(e) =
(r &
[:-h-n:l ™

L]
fi
im
o

[ OK ][ Cancel ]

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

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

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

Worksheet margins

e Open a workbook called Print setup.

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

& = =
Home Insert Page Layout Formulas Data Review Wi
- =59 [===]|
Ahaj nColors J Ly l 3 )4 . [
Fonts = 'j j ! = j

Themes — Margins Qrientation Size Print Breaks Background Print
- Effects = - - - Area - Titles

Themes Page Setup

e This will display a drop down from which you can select Normal, Wide or Narrow.
& =
Home Insert Page Layout Formulas Data Review
B colors - By o =l . E
(4] Fonts - J = [ ﬁ; =

Themes Margins| Orientation  Size Print Breaks Background Pri

- Effects = - - - Area = - Tit
Themes Mormal
6 Top: 191 em  Bottom: 191 cm
Left: 1.78 em  Right: 175 cm
A Header: 0.76 cm  Footer: 0.7 cm |
1 Component cod Wide 1e of each
2 10 Top: 254 cm  Bottom: 2,54 cm
Left: 254 em  Right: 254 ¢m
3 u Header: 1.27 cm  Footer 1.27 cm
a4 10
5 1 Marrow
Top: 191 cm  Bottom: 1.91 cm
6 1( Left:  0.64cm  Right 064 cm
7 1 Header: 0.76 cm  Footer: 0.76 cm
8 1
Custom Margins..,
9 LS -
10 100009 Green 5}

e Clicking on the Custom Margins command displays the Margins tab within the
Page Setup dialog box. You can use this dialog boxto set custom top, bottom, left
and right margins.
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ooy s
| Page Marglnsl HeaderFooter | Sheet |
Top: Header:
1.9 (£ 0.8 =
Left: Right:
18 [ 1.8 (=
Bottom: Footer:
1.9 (= 0.8 =
Center on page
[ Horizontally
[] vertically
Print... ] [PrintPrE'u'iEﬂ] [ Options... ]
[ OK ] [ Cancel ]

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

Experiment with setting margins.
TIP: Be sure not to make the margin size to small or you may have problems printing

the worksheet.

Worksheet orientation

e Click on the Page Layout tab, and from within the Page Setup group, click on the
Orientation icon.

& [=

Home Insert Page Layout Formulas Data Review Vi
- 55 =l

Al nCoIors J s l }_l 3 B

B Dlas & &

Themes Marging Orientation | Size Print Breaks Background Print
- Effects = - - - Areg - Titles
Themes Page Setup ]
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¢ You can select either Portrait or Landscape orientation, as illustrated.

& - =
Home Insert Page Layout Formulas Data Review Vi
- =5 =l
Al nCoIors |:| P\ 1 @ bl—l e 5
[A] Fonts - = ] = @ 3

Themes Margins |Jrientation| Size Print Ereaks Background Print
S @ Effects - = = *  Areavr < Titles

Themes Setup =
Portrait I
e - =

A E Land C D
andscape
1 Component code C P | stock Value of each com
2 100001 Red 2

e Try setting the orientation to Landscape. To see the effectin Print Preview mode,
press the Ctrl+F2 keyboard shortcut.

e Toreturn to the normal view, click on the Home tab.

FA= |

I save

e Before continuing reset the orientation back to Portrait.

Worksheet page size

e Click on the Page Layout tab, and from within the Page Setup group, click on the
Size icon.
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9~ =
nCoIors'
===l [A]Fonts ~

Insert

Page Layout

O =

Data Review Wi

:I:ljl

Formulas

13 & =

nm

™

Themes Margins Orientatior] Size Print Ereaks Background Print
- @ Effects = - - - rea - Titles
Themes Page Setup E}

illustrated.

9=
ECOIms*
==l [A]Fonts ~

Insert

Page Layout

O B D& E

You can select the required page size from the drop down options displayed, as

Review

EH

Formulas Data

| i

nm

Themes Margins Orientation | Size Print Ereaks Background Print
- @ Effects = - - - Area - Titles
Themes A4 -
| ch - r \j 21 emx29.7 cm
A B L Letter D
ﬂ 21.58 cmx 27.93 cm b
1 Component code Color N1 each col
2 100001 Red Legal L
3 100002 Red J 7158 emx3555¢em |
4 100003 Red Executive
5 100004 Red ﬂ 18.41 cm x 26,66 cm
7] 100005 Red E As
7 100006 Red |_—| 148 emx 21 cm
8 100007 Green
00008 A6
E 1 Green 10.5 cm x 14.8 cm
10 100009 Green
11 100010 Green B3
12 100011 Green 17,6 cmx 24.99 cm
13 100012 Green B6
14 100013 Green 1243 cmx 17,6 cm
15 100014 Green Com-10
16 100015 Green 1047 cmx 2412 cm
17 100016 Green DL
18 100017 Blue 1099 cmx 21,99 cm
19 100018 Blue 4
20 100019 Blue Mare Paper Sizes...
21 100020 Blue 5

Headers and footers

¢ Click on the Insert tab and from within the Text group, click on the Header & Footer

icon.
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= B! E3
o @ o=@ =

A 2[4 £ @ TT Q

Text | Header WordArt Signature Object | Equation Symbol
Box (& Footer = Line =

Text Symbols

(il

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

] | Priet setup - Microselt Escel (EREr b [ B REE, T il
Home Insert Page Layout Formulas Data Review View | Cesign

’ J - 1 __\' '_-'%1 "‘}u 7 ﬂ jut | [Eznal) _-. Different Firt Page | Seade with Doe
Hepder Footer  Page  Mumber Current Current  File  File  Shest Picture Ga e Different Ciod & Even Pages [F] Align with Pag

= Mumber of Fages Daste  Teme  Path  Meme  Hame t Fapter
Header & Fadte Hesded & Footer Elements Hawigalien Cplens

Ch - 5 a
e e T A RERT R RS T T [T |
A B 1]
Waadar

1 Component code Color Number in stock Value of each component
i 2 100NN, Hed 2 299

] 100002 Red 2 1530
L4 100003 Red 2 nn
L3 100008 Hoed F JTEF
L ot —
LLT 100005 Red 3 1L.00
L8 100007 Green B 11.50
L5 100HHE Grédn 9 1200
L 10 100009 Green & 1350
|1 100010 Green 7 13.00

12 100011 Grgen a4 13.50

Type in the text for your header, such as Stock Levels for January.

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

Click to add footer

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

100048 Green 3 2.00
100049 Green 4 2.10

David Murray

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

Header and footer fields

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

BB DO

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

Header & Footer Elements

e You can use the icons in this section in insert an Excel field, such as the Page
Number. The greatthing about fields is that they automatically update when
required. Forinstance if you inserta Page Number field, then as you add more
pages, the page number displayed on each page will increment.

¢ Another veryuseful field is the Fle Name field. This displays the file name of the
documentin your header or footer, when you print, and is very useful when you have
printed out a copy of a worksheet and then several months later are trying to
remember the file name you used to save the worksheet as.

NOTE: When you insert a field, such as the Fle Name field, you may see the field

code rather than the actual file name. When you print the worksheet however, this
code is replaced by the actual file name.

e The File Path will display the file name and also the path to the folder in which the
file is stored.

e Experiment with inserting different fields into your header or footer.
Make sure that you have experimented with all of the following field types:

Page numbering:

|-‘_—’-|' H = Print setup - Microsoft Excel ‘ Header &: Footer. Tools ‘
Home Insert Page Layout Formulas Data Review View Design

= P o

: 3 . V) S, (3] : i

j Q ﬂ -EJ % e H - 3 O pifferent
Header Footer Page umber Current Current  File File  Sheet Picture Goto | [0 pifferent

2 = MNumber pf Pages Date Time Path  MName MName Footer
Header & Footer Header & Footer Elements Mavigation
Date:

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com



Excel 2010 Basics

Page 169

@l lg - Q-5 Print setup - Microsoft Excel Header & Footer. Tools
Home Insert Page Layout Formulas Data Review View Dresign
=0 3 I I i_- L, S @ i | )
= = () & %) B el by T E oome
Header Footer Page Mumber| Current |Current  File File  Sheet Picture Format | Goto Goto | [0 Differe
= =7 Mumber of Pageq Date Time Path Mame MName Picture | Header Footer
Mavigation

Header & Footer

Header & Footer Elements

Time:
EEH9-&-|=

Print setup - Microsoft Excel

Data Review

View

Header & Footer [ools

Design

Home Insert Page Layout Formulas

D 2 y BDla, @ @ & 5 -
= = i "Ei sy H 5 | Do
Header Footer Page Mumber Currenf Current | File File  Sheet Picture Format | Goto Goto | [0 Differe
2 = Mumber of Pages Date Time Path  MName MName Picture | Header Footer

Header & Footer Header & Footer Elements Mavigation

File name:
EHEH9- -

Print setup - Microsoft Excel

Header & Footer Tools

Design

Home Insert Page Layout Formulas Data Review View
= = b = =T e 5 ' =T .
N () | Bd by [T [ O ome

Header Footer Page Mumber Current Current File File |Sheet Picture Format = Goto Goto | [0 Differer
i - Mumber of Pages Date Time Path | Mame [Mame Picture | Header Footer
Header & Footer Header & Footer Elements MNavigation
Worksheet name:
@l lg ) - Q-7 Print setup - Microsoft Excel Header, & Footer Tools
Home Insert Page Layout Farmulas Data Review View Design
2 BERRBO @fELE g oo
= = I . - 4
= = J i __\J J .é. |:| Differs
Header Footer Page Mumber Current Current File File || Sheet Picture Format | Goto Goto | [ Differe
- T Mumber of Pages Date Time Path  MName| MName Picture | Header Footer
Mavigation

Header & Footer Elements

Header & Footer

NOTE: To remove a header or footer field, select the field and press the Del key.

Scaling your worksheet to fit a page(s)

Click on the Hle Tab and then click on the arrow nextto the Print side tab. Click on
the down arrow nextto the Scaling section.
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E' =R O
“ Home Ingert Page Layout Fermulas Data Heview View
I save
" Print
[ save as wl_gh
. Copies: 1 -
<]
= Open Prina
[ Clase
Infa Printer
- : T/ Brother MFC-7420 USB Printer on D531-LOU -
ERN F Offline: 1 decurment waiting
Hew Printer Properties
“ et
| Prnt Active Sheels -
Thare Unly pnnl the aclroe sheels
Page:: s o >
Help
| Print Oinee Sided -
i Oplions Qnily print on cne side of the page
s Collated
B o =2a -

123 123 123

Pertraat Orientation -

&4
21 e x 29.7 cm

Marmal Margins
Left= 1.7 em  Right= 1.78 cm

T ) Mo Scaling
D Prank sheels al ther sclual size

*

Fage Setup

The list displayed allows you to select print scaling options, such as Ft Sheet on

One Page.

Share

Help

2] Options

B3 Exit

Settings

Print Active Sheets
Only print the active sheets

LS

Pages: s to

[ Drint Moo Cidad

DD Mo Scaling
Print sheets at their actual size

Shrink the printout so that it fits on one page

Fit Sheet on One Page
%ije-
[«
]

L

s[e

Fit All Columns on One Page
Shrink the printout so that it is one page wide

Fit All Rows on One Page
Shrink the printout so that it is one page high

Custom Scaling Options...

DD Mo Scaling

Print sheets at their actual size

Page Setup
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e You can see that when this option is selected the sheet does, as expected, fit onto
one page.

X e Print setup - Microseft fscsl = = O
“ Hy It Pag Ly = e (7]
=B
| Print
B’ {
& s r E
) e spies 1 S
= Frew
o cion
Info Printer
B Broth 20 USH Prinees on 0531-LOU
Recert 4
Mew
“ =
Print &ctive Shes 2
Share ~
Pages
Halp
Print One Sided o
23 Options | Gy
= s Collutnd
R = H|
| Podrat Orientation -
| = il
Harmad Mergins »
1 'J' Fit Sheet o One Page -

e You can also customize how many pages you would want the data to fiton. To do
this click on the Custom Scaling Options button.

Settings

Share

Help

2] Options

4 Exit

Print Active Sheets
COnly print the active sheets

Pages: S oto -
=1 Print Mo Cidad
jj No Scaling
100 Print sheets at their actual size
+ Fit Sheet on One Page
4’}]‘*‘ Shrink the printout so that it fits on one page
4,_1@ Fit All Columns on One Page
7 Shrink the printout so that it is one page wide

i

Fit All Rows on One Page
Shrink the printout so that it is one page high

Custom Scaling Options...

$V¢F|t5heet on One Page -
}J Shrink the printout so that it fits on one page
Page Setup

e This will display the Page Setup dialog box, which you can use to customize scaling
of the printing.
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[ Page Setup @ﬁ
Orientation
@ Portrait (0 Landscape
Scaling

(0 Adjustto: |80 | % normal size

-

@ Fit to: 1 | page(s) wide by |1 - tall

Paper size: A IEI

Print guality:

First page number: | Auto

Options...

[ OK ][ Cancel ]

e Save your changes and close the workbook.

Visually checking your calculations

e Open a workbook called Printing.

e Click on cell E2. Clearlythe formula within this cell is wrong. The formula it contains
5

=C2*F2

It should be:
=C2*D2

Fix the formula.

Always visually check over worksheet data and try to look for formula calculation
results that do not make sense.
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Displaying gridlines when printing

e To see how the worksheet will look when printed, view the worksheet in Print
Preview view. To do this press Ctrl+F2. As you can see the worksheet will print
without displaying gridlines.

[ e DG it geLapoul  Fmul ! [7]
= R
P ring =
B 5w i
s 0 o “epler |1 - BTl LT R ———
- Prea 2

e Click on the Page Layout tab. Within the Sheet Options group, click on the Print
check boxunder the Gridlines heading, as illustrated.

IEI = [= Printing - Microsoft Exce
Home Insert Page Layout Formulas Data Review View
B colors - E‘ lj E = r_;.&‘] _'='j' o4 Width: Automatic = Gridlines Headings
= Fonts & : - : - : l : —:1|J Height: Automatic - View Wiew
Thevrnes Effects . Marvglns Onenvtatlon S|fe :rr:;t' Brevaks Background ;::E fix] . 100% D -
Themes Page Setup a3 Scale to Fit 7] Sheet Options

e View the worksheetin Print Preview view by pressing Ctrl+F2. As you can see the
worksheet will now print displaying gridlines.
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harg

% Ho Scaling

Before continuing, re-click on the Print Gridlines check box so that the worksheet
will print without displaying gridlines.

Printing titles on every page when printing

View the worksheetin Print Preview view by pressing Ctrl+F2. As you can see the
top row, containing the column titles is displayed on the first page.

o= zzzm=icz=a Limlimer 1 e v o 3= ol ed amds mom st
1000 S
1R M
1O Mol
1Mo Mo
imcoE "=

2.9%
11.50
1193
n.ay
a0

da ki R b R

Click on the Next Page arrow button, displayed at the bottom-centre of the page to
view the second page.

I of2 »

As you can see the columns are displayed without a top row explaining what each
column relates to.
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1o Wi n .20
1moE ke 1 2.30
100A2 Wi 1 240
1000A3 Wi 3 2.3p
10083 Wi 3 280

We need to fixthis as it would be very inconvenient to print out a long report and
always have to refer to the first page to know what each column relates to.

Click on the Page Layout tab. Within the Page Setup group, click on the Print
Titles icon, as illustrated.

A" | |+ P
Home Insert Page Layout Formulas Data Review View

— ] T i
Al ECoIorsv Ly y I ‘hﬁa }_l : __‘:' o4 Width: Automatic -
B 0B 5B= @6

—:1|J Height: Automatic -
Themes Margins Orientation Size Print Ereaks Background Print
. Effects = - = +  Area- - Titles ||| £ Seale: 100%

Themes Page Setup ] Scale to Fit

This will display the Page Setup dialog box.

page Setup R
| Page | Margins | Header Footer | heet |
Print area: s
Print tiles
Rows to repeat at top: 25
Columns to repeat at left: 25
Print
[7] Gridines Comments: (Maone) EI
[ Black and white -
) Cell errors as: | displayed E|
[ oraft quality
[ row and column headings
Page order
@ Down, then over  |==f= E3i==
_ EENE [#R=E
() Over, then down | ==R==f==
EEWE| [gEE

[ Print... l [PrintPrevieu] [ Options. .. l

[ Ok ][ Cancel ]

If necessary move dialog box so that you can see the title row within the worksheet.

TIP: To move a dialog box, click on the Title Bar at the top of the dialog boxand
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while pressing the mouse button, drag with the mouse. When you release the mouse
button the dialog boxwill have moved.

Click in the Rows to repeat at top box, within the dialog box.

Page Setup @
| Page I Margins I Header [Footer | 5 :
Print area: iz
Print tites
Rows to repeat at top: | E J
Columns to repeat at left: 2
Print
[[] Gridines Comments: MNone) [~]

Click within the top row on the worksheet and your dialog box will look like this.

Page Setup (-0 (]
| Page | Margins | Header Footer | Sheet |
Print area: R
Print titles
Rows to repeat at top: 51:51 R
Columns to repeat at left: 25
Print
[ Gridlines Fo—— e lamnt =1

Click on the OK button to close the dialog box.

Press Citrl+F2 to see the worksheetin Print Preview view. As you would expect the
title row is displayed across the top of the data.

Lz mmmmard cxa Cimdlimer MU=l imadech Vaa of aase mm g
plene ki 22339
10002 mEs 1130
10003 AcE 3133
100004 Mcf 287
oo Mol ican
Aooooes mo Lo
ICDMLT Tmern an
10D0E Amcce 1200
100009 Acce 1230

10D Accom

10011 Aecce

dnocd OB OW OB B R R R R

Click on the Next Page arrow button, displayed at the bottom-centre of the page to
view the second page.

L of2 b
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You can see the second page also displays a title row at the top of the data.

Compocnent caie [~ = NUmber matock Valva of sach componemt
1oomac whic 1 220
1oooel whis 1 230
1omaz whic 1 240

3 230

3 220

270

2 230

230

3 300

1oamas whic 3 3ap
1oooac whis 2 220
1omoel whic 2 330
1omaz whic 3 a0

TIP: You can use the same technique the repeat both rows and columns on every

page.

Press Esc to exit from Print Preview view.

Printing the Excel row and column headings

Click on the Page Layout tab. Within the Sheet Options group, click on the Print
check boxunder the Headings, as illustrated.

FAI™= |= Printing - Microsoft Excel
_ﬂ&_ Home Insert Page Layout Formulas Data Review View
ECD|DI'S' 5 13 ‘H‘g; )J AC}J _—:jl o4 Width: Automatic = Gridlines Headings
===l [A]Fonts ~ . A= : ; ! . &) Height: Automatic + View View
Thevmes Effeds . Mar-glns Orlen-tatmn SI_ZE :,—r:;tv Brevaks Background ;?Ir;ts é] e jo0% * D e
Themes Page Setup Scale to Fit Sheet Options

Press Ctrl+F2 to view the worksheetin Print Preview view. As you can see the row
and column heading are displayed, and would print like this.
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2 Rty + Micmsoft bacel o =

)] Tectiar MFC-T430 LIS Prirer om D531 0L
- - miunient sy

YL —

e Press Esc to exit from Print Preview view.

Spell checking

e Press F7 to start the spell checker
or click on the Review tab and click the Spelling icon.

X9 -
“Home Insert Page Layout Farmulas Data Review View
% ﬂa = EE%’ Ij P l =] I B l L4 show/Hide Comment
=& 5 Show All Comments
Spelling [Research Thesaurus | Translate Mew Delete Previous MNext g=m
Comment "
Proofing Language Comments
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You will see the Spelling dialog box displayed. Follow the onscreen prompts.

ke maamye=mom o |

Mat in Dictionary:

Compoaonent [ Ignore Once ]

[ Ignore All ]

[ Add to Dictionary ]

Suggestions:
- [ Change ]
Components
’ Change All ]
- [ AutoCorrect ]
Dictionary language: |English (Australia) Izl
[ Options. .. ] [ Cancel ]

Previewing a worksheet

Always view a workbook in Print Preview mode prior to printing it. It allows you a
quick visual check over how the worksheet will look when printed.

Click on the Hle Tab and then click on the arrow next to the Print command. From
the submenu, select Print Preview.

Save your changes and close the workbook.

Viewing workbooks side by side

This feature allows you to compare two versions of a workbook, side by side. Open
a document called Side by Side 1. Open a second document called Side by Side
2.

Click on the View tab and click on the View Side by Side command (located within
the Window group).

Side by Side 2 - Microsoft Excel

W fiew
(3] - =] split | View Side by Side
R . HD | == % E=E = sp R y = % ==
..... [100] = L = Hide y TH =3
Zoom 100% Zoomto Mew  Arrange Freeze Save Switch Macros

Selection | Window Al Panes = Workspace Windows = =
Zoom Window Macros

This will display the two workbooks side by side. As you scroll down one worksheet,
the other worksheet also scrolls down the screen. Try scrolling through each
worksheet to practice using this feature.
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e Close both worksheets before continuing.

Zooming the view

e Open a workbook called Zoom. This workbook contains text of various sizes, and
may be unreadable at the nomal viewing zoom level. You can use the Zoom
control to magnify the display of data on the screen (or to reduce the size of data of
the screen). You can see the Zoom slider control displayed at the bottom-right of
your screen.

ErE = ©)

e Click on the Plus or Minus button, or drag the slider using the mouse to adjust the
zoon levels.

e If you click on the Zoom value (100% in the example show above), you will display
the Zoom dialog box. You can use this to set exact zoom levels.

Zoom o sl
Magnification
200%
©){100%;
75%
50%
259,
Fit selection
Custom: | 100 | %
[ Ok ] | Cancel |

e Before continuing setthe Zoom level back to 100%and close the workbook.

Printing options

e Open a workbook called Printing options.

e To printthe entire worksheet, click on the Fle Tab and then click on the Print side
tab.

TIP: The keyboard shortcut to display the Print options is Ctrl+P.
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X9~ ™)
Home Insert Page Layout Formulas Data Review View

lg Save

Save As @

[3 Open

[ Close

Print

4k

Copies: 1
Print

Infa Printer i

@ __/ Brother MFC-7420 USB Printer on D531-LOU

-
Recent <a2, Offline: 1 document waiting

New Printer Properties
Settings
Print Active Sheets -
Share Only print the active sheets
Pages: 2 to -
Help
Print One Sided -
2] Options Only print on one side of the page
) == Collated
Exit -
X 1_.2,.3 123 123
g Portrait Orientation hd
Ad

21 emx29.7 cm

1 Mormal Margins
b— Left: 1.78 cm Right: 1.78 cm

jj Mo Scaling

[109] Print sheets at their actual size

-

Page Setup

Setting the number of copies to print

¢ Within the Copies section of the printer options, type in the number of copies
required.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com



Excel 2010 Basics Page 182

X9~ -s
Home Insert Page Layout Formulas Data Review View
H Save i
Print
Save As @
Copies: 1 -
[3 Open i P T
Print
ﬁ Clase
Info Printer
@ __/ Brother MFC-7420 USB Printer on D531-LOU
SEES <, Offline: 2 documents waiting
i perties
Mew Printer Propertie

Share

Settings

Print Active Sheets
Only print the active sheets

Pages: S oto

4k

Selecting a printer

¢ Within the Printer section of the printer options, click on the down arrow next to the
selected printer.

[FA[N" R A SR
Home Insert Page Layout Formulas Data Review View
H Save i
Print
B save As @
Copies 1 -
ﬁ Jpen X s e
Print
' Close
Info Printer
@/ Brother MFC-7420 USB Printer on D531-LOU -
Lecent ~a, Offline: 2 documents waiting
. e
New Printer Propertie
Settings
Print Active Sheets -
Share Only print the active sheets

Pages: Z to

Y

[
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e From the drop down list displayed select another printer.

i -

.ﬂ Home  bnpert  Fapelsyout  Formulaz  Deta  Revew  View
i e
[ Sawe A

i Open
o Clnse

Print

i |
i =
= Copies 1 .

Print

o Printer

.'-.'J 4 Brother MFC-T4H) LR Ponted on D531 -L0OL
Qffhine 2 documents waitang
& Banther MIFC. T30 USE Printer on DE31-LOW

Hew S | oflee: 2 documents wailing
-t
m Beother MFC. 7240 Prinfer on LOU-PCWINT
W Rrady
-
Share Brother DCP-128C
i Feady
Hel
v ., Fax
43 Options &3 Rready
- Micrasafl KPS Daoument Wides
£ e o-_i  Frady
Send To Onelote 2010
o Ready
Add Prird e
Print to File

Hormal Margins

Lef 1.78 om ght: 1.78 ¢

1| ] He .u:-:llnq
il eets at their actual size

Selecting individual worksheets or the entire workbook

¢ Within the Settings section of the printer options, click on the down arrow nextto
the Print Active Sheets option.

@ 9 -0
Home Insert Page Layout Farmulas Data Review View
|l save )
Print
Save As @
B o Copies: 1 s
en
P Print
ﬁ Close
e Printer
/ Brother MFC-7420 USBE Printer on D531-LOU -
Recent ? Offline: 2 documents waiting
) -
New Printer Propertie
Settings
Print Active Sheets -
Share Only print the active sheets

Pages: 2 to

LI
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e This will display options allowing you to print the active sheet, the entire workbook,
or just a selected area of a worksheet.

[ | Print Active Sheets
Only print the active sheets

—— Print Active Sheets
| Only print the active sheets

j Print Entire Workbook
| Print the entire workbook

Print Selection
et Only print the current selection

Ignore Print Area

Selecting which pages to print

e Within the Pages section of the printer options, enter your starting and finishing
pages to be printed.

FIINTEr FIODETIES
New

m -
[ ] Print Active Sheets

Share Onby-printthe-sctivecheats
Pages: st s
Help
Print One Sided .
23 ; 1 nly print on one side of the page
] Options Only print le of the pag
S == Cnllated

Single or double sided printing

e Within the Pages section of the printer options, click on the down arrow nextto the
Print One Sided option.

m i
[ | Print Active Sheets

Share Only print the active sheets
Pages: L to -
Help
Print One Sided .
2] Options Only print on one side of the page
- Collated

Exit -

= DD 123 123 123
T
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e Selectthe required option from the list.

‘ '| Print One Sided
1 Only print on one side of the page

2 Print One Sided
Only print on one side of the page

] Print on Both Sides
o Flip pages on long edge

Print on Both Sides
\J Flip pages on short edge

Collation options

e Within the Collated section of the printer options, click on the down arrow next to
the section.

m e
Print Active Sheets

Share Only print the active sheets
Pages: s to -
Help -
Print One Sided .
:] Options 1 Only print on one side of the page
- 1= Collated

Exit -

X uul_.lj 123 123

Portrait Orientation -

e Selectthe required option.

UU Collated -

123 123 123
Collated
1,23 1,23 123

=l Uncollated
|—|_|J 1,11 222 333

Page orientation

e Within the Printer section of the printer options, click on the down arrow next to the
Printer Orientation section.
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Settings
Print Active Sheets

Share Only print the active sheets
Pages: 2 to -
Help
Print One Sided -
2] Options Only print on one side of the page
B Exit Collated -

123 123 123

—| Portrait Orientation -

—

e Selectthe required option.

‘ = Portrait Orientation g

= Portrait Orientation
= Landscape Orientation

Paper size

e Within the Printer section of the printer options, click on the down arrow next to the
Paper Size section.

Settings
Print Active Sheets

Share Only print the active sheets
Pages: S oto <
Help
Print One Sided -
B ; Only print on one side of the page
2] Options ¥ P pag
@ Exit Collated -

123 123 123

= Portrait Orientation -

Ad
N emx297 cm
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e Selectthe required page size.

Tl id -
Hanms ngert Paoe Liwdut Farmalai ata e Midw
n— A Fe
i sove _| 2 amx 297 om
Bl sar s Lether
58 cmx J7 95 om
5 Open
Legal
[ Clase 2153 om x 35.55 om
Info [xecutive
1EAL cm x 2686 ¢m
Recent A
| lBmem
L

i

“ L
B

L6 omi w293 cm

Share
o
Help 17.4% emx 174 ém
" Lom 10
Bl | Dplion LOAT crx 2402 om
& e
o
V0SS cmx 2190 m
-
Kce e Papes hites
o i
2 emx 3.7 em
Blanmal Maging
=
Left: 1.8 om
| ] Mo Scaling -
YR Peien ibweets a1 ther actual size
Page fétup

e Within the Printer section of the printer options, click on the down arrow next to the
margins section.

Settings
~ Print Active Sheets

Share Only print the active sheets
Pages: S oto z
Help
Print One Sided .
3 options Only print on one side of the page
) 2= Collated
B exit -

123 123 123

_| Portrait Orientation -

Ad
21 emx29.7 cm

| Mermal Margins
b— Left: 178 cm  Right: 1.78 cm

e

e Selectthe required margin sizes.
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B -

Last Custom Setting
New Top: 1.9 cm Bottom: 1.9 cm
L Left: 1.8 cm Right: 1.5 cm

m : Header: 0.8 cm Footer: 0.8 cm

Mormal

Share Top: 191 cm  Bottom: 1,91 cm
Left: 178 cm  Right: 178 cm
Header: 0.76 cm  Footer: 0.76 cm

Help
Wide

] Options Top: 2,54 cm  Bottom: 2.54 cm
Left: 2.54 cm Right: 2.54 cm

@ Exit Header: 1.27 cm  Footer 1.27 cm
Marrow

Top: 191 cm  Bottom: 191 cm
Left: 064 cm  Rightt 064 cm
Header: 0.76 cm  Footer 0.76 cm

| Custom Margins...

I Nermal Margins
b— Left: 1.78 cm Right: 1.78 cm

e [f you wish to set custom sized margins, click on the Custom Margins option. This
will display the Margins tab within the Page Setup dialog box.

| HeaderFooter | Sheet |

Top: Header:
19 = 0.8 (=
Left: Right:
18 = 18 (=
Bottom: Footer:
19 = 0.8 (=
Center on page
[ Horizontally
[ vertically
Options...

| ok || Cancal |

e You can enter custom sized margins as required.
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Scaling

e Within the Printer section of the printer options, click on the down arrow next to the
scaling section.

m -
Print Active Sheets

Share : Only print the active sheets
Pages: s to -
Help
Print One Sided .
2] Options Only print on one side of the page
. Collated
B Exit ElE -

123 123 123

: Portrait Orientation -

Ad
21 emx29.7 cm

Normal Margins
b—d Left: 1.78 cm  Right: 1.78 cm

jj Mo Scaling

[109] Print sheets at their actual size

-

Page Setup

e Selectthe required option from the list displayed.

jj No Scaling

Print sheets at their actual size

L Fit Sheet on One Page
4’}}#‘ Shrink the printout so that it fits on one page

$j¢ Fit All Columns on One Page
7 Shrink the printout so that it is one page wide

L] Fit All Rows on One Page
}j_ Shrink the printout so that it is one page high

Custom Scaling Options...

jj Mo Scaling

[100] Print sheets at their actual size

NOTE: You can click on the Custom Scaling Options link to display more options.
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[ Page Setup @

| Margins I HeaderFooter I Sheet |

Orientation
@ Portrait () Landscape
Scaling

@ Adjustto: |100 | % normal size

.

() Fit to: 1 > |page(s) wide by |1 = | tll

Paper size: A4 |E|

Print quality:

First page number: | Auto

Options...

ok || canel |

Printing
e To printa document using the settings you have selected click on the Print button.
& 9™
“ Home Irserl Page Layoul Formulas Dala Pavew Wiew
i Seve .
B Save as =i Print
. H'J Copies: 1 -
B Open Pring
O crose
Infa Printer
e "J-‘ﬂ RI:\H‘:r !\.-1F:'.j-2l"‘;'l :.!I:‘.R -I:'r‘.ir'.-.:-r am D531 -LOU -
i Pringer Properies
Print &ctive Sheets -
Sharp = Onily print the actie sheets

MBanar - e -

e Close anyopen documents, saving any changes that you have made and close the
Excel program.
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