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Microsoft Excel is Office's spreadsheet application.  A spreadsheet is an application that simulates an accountant's worksheet on screen.   It lets you embed hidden formulas that perform calculations on visible data.  The main document that a spreadsheet application uses to store and manipulate data is called a workbook.  A workbook consists of a number of worksheets.  You use worksheets to list and analyze data.  Excel allows you to enter and modify data on several worksheets simultaneously.  You can also perform calculations based on data from multiple worksheets.  Using Excel you can

• do budgets

• make financial projections

• perform data analysis

• generate sorted lists

• create forms
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To start Excel, you select Start - Programs - Microsoft Excel.  The splash screen introduces you to Excel while the application loads.  When you start Excel, it automatically creates an empty workbook called Book1.  Excel uses many of the same buttons and menu options that are available in other Office applications.  However, it has some buttons and menus that are specific to the tasks performed in a spreadsheet application.   The default toolbars are the Standard and the Formatting toolbars.  The Standard toolbar provides you with shortcuts to the most common tasks, such as saving or printing.  And the Formatting toolbar provides you with shortcuts to the most frequently used formatting operations, such as changing font sizes and data alignment.  Excel's formula bar allows you to enter formulas to perform calculations on the data in the cells.  By default, a workbook consists of three worksheets, each of which contains separate data, but you can easily add or remove worksheets.  The maximum number of worksheets in a workbook is 255.  The sheet tabs at the bottom of each worksheet help you identify and move to each worksheet in your document.  A worksheet contains columns and rows.   The columns are lettered and the rows are numbered.   The point at which a row and a column intersect is known as a cell.   The cell is the fundamental storage unit for Excel data, including both values and labels.  A value is a number or a hidden formula that performs a calculation, while a label is a heading or some explanatory text.   You can enter text, dates, and times into cells.  Each cell has a name, or reference, based on the intersection of the row and column.  For example, the cell reference of the cell at the intersection of column B and row 7 is B7.  To add, move, copy, or delete data, you need to select the cell that contains the data.  To select an individual cell, you click it - in this case you select the cell A4.  To select multiple - but not adjacent - cells, you hold down the Ctrl key while clicking the relevant cells.  And to select multiple cells that are adjacent to each other, you click one cell and drag the pointer to the last cell you require.  You can select a series of cells by clicking the first cell and, while holding the Shift key, clicking the last cell in the series.  You may want to select a whole row or column of data.  To select a whole row or column of data, you click the row or column heading.
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You can navigate through your spreadsheet using the pointer as well as the keys on your keyboard.  To select a cell using your pointer, you click the cell - in this case B13.  You can navigate between cells using the arrow keys on the keyboard - for example to move to the cell to the right of B13, you press the right arrow key.  You can also use the Page Up and Page Down keys to move up or down a screen.  Not only can you use the keyboard to navigate, but you can also use the Go To menu option.   This option is useful if you want to modify the contents of a cell.  To go to a specific cell, you select Edit - Go To.  The default setting for Office's menus is to hide the menu options that are not regularly used. If you hover the pointer over the menu for a few seconds, the hidden options will be displayed.  In the Go To dialog box you can click the Special button to go to cells with special features.  You can see that you can choose to go to cells with comments, to blank cells, and to the last cell in the worksheet.  In this case you type the cell reference D3 and you click OK.  And Excel takes you to that cell immediately.  To navigate to parts of your spreadsheet you cannot see, you can use the horizontal and vertical scroll bars.  You can click the up or down scroll arrows to move row by row or the left and right arrows to move column by column.  You can also drag the scroll box in either direction and a tooltip displays your location.
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If you're unsure about how to perform any action in Excel, you can use the Office Assistant to help you.  The Office Assistant answers your questions, offers tips, and provides help for many features specific to Excel.  The Office Assistant can display any of the following:

• tips to point out how to use  the features or keyboard  shortcuts of the application  more effectively

• help with wizards

• help topics relevant to the  specific task you are performing

The Office Assistant is shared by all the Office applications.

Any Office Assistant options you change, such as the types of tip displayed, affect the Office Assistant in all the applications.  You can use the Office Assistant when you need help or guidance with any feature of Excel.  To open the Office Assistant, you click the Microsoft Excel Help button on the Standard toolbar.  The Office Assistant is a cartoon character selected during the installation of Office.  You can change settings for the Office Assistant by clicking the Options button.  For example, you can specify that the Office Assistant displays tips when you launch the application.  Or, on the Gallery tabbed page, you can choose another character.  You can use common constructions to query the Office Assistant - in this case you type How do I delete a cell? and then you click the Search button.  The Office Assistant then responds with links to various help topics.  If none of the suggestions match your query, you click See more.  And when you've located the response that best matches your query, you click the item.  The help text is then displayed.
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You can enter different types of data into cells.  You can enter

• a value, including a date  or a time

• text

• a logical value - either  true or false

• a formula, which  returns a value, text, or  a logical value

In Excel, text is any combination of numbers, spaces, and nonnumeric characters and is - by default - automatically aligned with the left-hand side of a cell.  A number can only contain 0 1 2 3 4 5 6 7 8 9 + - ( ) , . / $ %.  All other combinations of numbers and nonnumeric characters are treated as text.  Excel ignores leading plus signs (+), assuming all numbers to have positive values.  If a number is negative, you need to inform Excel of this by preceding the number with a minus sign (-) or by enclosing it in parentheses ()  Excel allows you to avoid repetitive tasks when entering data by using the AutoFill feature.  This feature completes a series when given the first item of that series.  For example, if you type Sunday in a cell and then drag the AutoFill handle across a series of columns, the rest of the days of the week are automatically filled in.  You can use the AutoFill feature for many different types of series, including

• numbers that produce  various series, such as 1,  2 giving 1, 2, 3, 4, 5 or  1, 3 giving 1, 3, 5, 7

• a mixture of text and  numbers such as Product  1 giving Product 1,  Product 2, Product 3

• cell contents repeated as  often as you like across  rows or down columns

• repeated blocks of  information that can be  repeated as often as is  necessary
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Let's say that you want to enter some data into a workbook.  To enter text in a cell, you click the cell - in this case A5 - and then you type the text - in this case you type Date.  To add another heading on the same row, you press the Tab key to enter the term Date and to move the pointer to the cell to the right.  You can also press Enter to move to the cell below.  Let's say that you want to add dates to your spreadsheet.  You enter dates using a slash, a space, or a hyphen to separate parts of the date - in this case you type 2/2/2000 and you press Enter.  You can see that Excel automatically converts the numbers to a date by removing the first two numbers of the century and aligning the date with the right-hand side of the cell.  Let's say that you want to add a sequence of dates to the worksheet.  To do this, you place the pointer over the fill handle in the bottom right-hand corner of the selected cell that contains the start date and the pointer changes to a cross hair.  You then click and drag the handle across the columns.  As you drag the mouse down the cells, each cell's content - in this case the date - is displayed in a screentip.  When you release the mouse button, the sequence of dates is entered automatically in the range.
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Let's say that you want to modify some of the data you've entered into the spreadsheet.  You click the cell that needs modifying to select it.  And then you type the correct data and press the Enter or Tab key.  With this method you delete and replace the entire contents of the cell at one time.  You can modify the contents of a cell - for example by deleting or adding numbers and letters - by double-clicking a cell - in this case F18.  The insertion point appears at the point you clicked in the cell.  You then add to or remove the contents of the cell - in this case you delete the number 4.5.  It is possible to modify cell contents in the formula bar, which reflects the contents of the selected cell.  First you select the cell to be modified and you click the formula bar.  Then you modify the data.  When you have finished modifying the data, you click the Enter button to apply the changes.  To clear the contents of a cell quickly, you click the cell to select it.  Then you select the Edit menu.  And you select the Clear - Contents menu option.  You can use the same feature by right-clicking a cell and selecting Clear Contents from the shortcut menu. This is the same as pressing the Delete key on the keyboard.  The Clear Contents option deletes the contents of the cell - including data and formulas - but does not affect any formatting, such as bold or italic text you've applied to the cell.  To remove formatting from a cell, you select Edit - Clear - Formats.  This removes all bold, italics, and underlining you have applied to the selected cells.  Using the Edit - Delete menu option, you can completely remove the selected cell and its contents.  The Delete dialog box opens and you can see that you can shift the contents of the remaining cells to the left or up when you delete the cell.  In this case you choose to delete the entire row, so you select the Entire row radio button and you click OK.  The Undo option helps you to correct errors.  You can undo actions by selecting Edit - Undo Delete in order to undo up to 16 actions.  This includes actions such as cutting, pasting, and deleting.  To redo an action, such as reapplying formatting, you click the Redo button.  This function redoes your last command or action, including dialog box settings if possible.
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Sometimes a worksheet can be large, making it difficult to locate data should you need to update or replace it.  The Find and Replace features allow you to search the current worksheet and to replace existing data with other data.  The Find and Replace features allow you to search for and replace numbers and letters.  You can search by rows and columns and the case of the text.  And you can replace individual instances or all instances of terms.  To open the Find feature, you select Edit - Find.  In the Find dialog box you type the term to find in the Find what text box - in this case you type Samples.  You can search through columns or rows - in this case you click the Search down-pointing arrow and you select the By Columns option.  From the Look in drop-down list you can select the worksheet element that contains the information you want to search for - in this case you choose Values.  The Match case checkbox allows you to search for uppercase and lowercase characters.  And the Find entire cells only checkbox creates a search for a complete match of the characters you specify in the Find what text box.  To begin your search, you click the Find Next button.  And the cell in which the term is found is then selected.  If there are multiple instances of the term you're searching for, you can click the Find Next button until you find the one you want.  To go to the Replace dialog box and replace a term, you click the Replace button.  You can also open the Replace dialog box by selecting Replace from the Edit menu.  In the Replace dialog box you see that you can type a term to find in the Find what text box, but in this case you keep the term "Samples".  Then you type a term to replace it in the Replace with text box - in this case Promotions.  As in the Find dialog box you can search columns and rows for the term to replace.  The Match case checkbox allows you to use case-sensitive searches and replacements.  While the Find entire cells only checkbox allows you to search for a complete match of the characters you specify in the Find what text box.  When you want to replace a term, you click the Replace button.  And the changes can be seen in the worksheet.  If there are multiple instances of a term and you are confident that they can all be replaced without being individually verified, you can click the Replace All button.  To close the dialog box you click Close.  And you are returned to the worksheet.
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You may need to move data around within a worksheet.  To do this, you can cut, copy, and paste the data.  Or you can move a selected cell from one place to another.  When you cut data from a cell, you can only paste it once in a new location.  But when you copy the contents of a cell, the data is placed on a clipboard and you can paste as many copies of the cell as you need.  The Office Clipboard in Office allows you to copy multiple cells and paste their contents individually.  You can move data around a worksheet.  To do this, you select the cell to move - in this case E11.  You then hover the pointer over the edge of the selection and the pointer turns to an arrow.   You click and drag the selected cell to the new position - in this case F11.  And then you release the mouse button and the cell is inserted in the new position.  You can insert a cell in an existing cell and replace its contents - in this case you drag D10 to E10.  If you move a cell to a position already occupied by data, Excel asks you to confirm that you want to replace the existing data.  In this case you click OK to overwrite the data in the cell.  Let's say that you want to cut data in one cell and put it in an empty cell.  You select the cell by clicking it.  And you select Edit - Cut.  The dashed line around the cell indicates that the contents of the cell have been selected.  You then click the cell into which you want to paste the data - in this case E11.  And when you click the Paste button, the data from the previous cell is placed in the new cell.  To copy a cell, you click the cell - in this case C14 - and then you select Edit - Copy.  You then click the cell into which you want the data pasted and you click the Paste button.  The content of the copied cell is now pasted into the new cell.
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To copy multiple cells, you select a cell and copy it and then - while pressing the Ctrl key - you select another cell and copy it.  As soon as you copy the second cell, the Office Clipboard displays the copied cells.  You can see the contents of each item by hovering the pointer over the item to display a tooltip containing the data - in this case 5.60.  You copy a cell by selecting it and clicking the Copy button.  To paste the first cell you copied, you select the cell into which you want to paste the data and then you click the first item.  The data is then added to the cell.  To paste all scraps to the current cell, you click the Paste All button.  And to delete the copied cells from the Clipboard, you click the Clear Clipboard button.  To close the Clipboard, you click the Close button in the top right-hand corner of the clipboard.  This returns you to the current worksheet.  
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Using the Paste Special feature you can paste, link, or embed the contents of the Clipboard into the current file in different formats.  You can add, subtract, multiply, and divide the contents of the new cell and the contents of the copied cell.  You can paste 

• all aspects of a cell

• only the formulas

• only the values displayed

• only the cell formatting

• comments attached to the cell

• the cell's data validation rules

• everything except the cell's  borders

When you use the Paste button, you paste all the features of the copied cell.  But with the Paste Special feature, you can paste limited features of a cell, such as its formatting.  To do this, you select the Edit menu.  To use the Paste Special feature, you select Paste Special from the menu.  In the Paste Special dialog box you see that there are two main sections - the Paste and the Operation sections.  In the Paste section you determine which attributes of a copied cell you want to paste.  In this case you want to paste the cell's values, so you select the Values radio button.  The Operation section allows you to determine a mathematical operation to apply to the paste operation.  In this case you want to add the value of the copied cell to the selected cell so you select the Add radio button.  The Skip blanks checkbox avoids replacing values in your paste area when blank cells occur in the copy area.  You select the Transpose checkbox if, for example, you want to change columns of copied data to rows.  And the Paste Link button allows you to link the pasted data to the source data.  To apply the paste operation, you click the OK button.  And the values in the copied cell are added to the selected cell - in this case, the same cell - giving the total 11.20.

END OF GETTING STARTED

SUMMARY:

You have seen how to start using Excel.  Microsoft Excel is a spreadsheet application. It uses many of the same buttons and menu options available in other Office applications, but it has some that are specific to the tasks performed in a spreadsheet application. The main document used to store and manipulate data is called a workbook. By default, a workbook consists of three worksheets, each of which contains separate data.  A worksheet contains columns and rows. The point at which a row and a column intersect is known as a cell. It is in cells that the data is stored. Cells are named, or referenced, by the intersection of rows and columns. For example, the cell reference of the cell at the intersection of column B and row 7 is B7.  You navigate between cells using the arrow keys or the Page Up and Page Down keys on the keyboard. You can also use the Go To menu option. The Go To option allows you to enter a cell reference and to jump to that cell.  The Office Assistant is an animated character you can query for help on Excel. You can query it using common constructions, such as "How do I insert a column?"  You can enter text, numbers, and dates into cells as well as mathematical features such as logical values and formulas.  The AutoFill feature allows you to complete a series without typing the whole series. For example, if you type the word Sunday in a cell and then drag the AutoFill handle across a series of columns, the rest of the days of the week are automatically filled in.  The Find and Replace feature allows you to search a worksheet for text and numbers and to replace them with other data.  To move data around a worksheet, you can cut, copy, and paste the data. You can also move a selected cell from one place to another.  When you cut data from a cell, you can only paste it once in a new location. But when you copy the contents of a cell, the data is placed on a clipboard and you can paste as many copies of the cell as you need.  The Office Clipboard in Office allows you to copy multiple cells and paste their contents individually.

UNIT TEST:

1. Which of the following describes a worksheet?

a. A collection of documents

b. A file in which data is stored and manipulated

c. The term for the intersection of a row and a column

d. A page containing data in a workbook

2. The point at which a _____ and a column intersect is known as a _____.

a. cell

b. row

3. Which of the following describes the function of the Office Assistant?

a. It calculates budgets

b. It writes letters

c. It provides help

d. It creates forms

4. Which of the following does Excel allow you to do?

a. Create budgets

b. Browse the Internet

c. Create forms

d. Sort lists

5. The _____ feature completes a series when given the first item of the series.

a. AutoComplete

b. Series

c. Replace

d. AutoFill

6. If a number in a cell is a positive number, you need to inform Excel of this by preceding the number with a plus sign (+).

a. True

b. False

7. Which of the following data is treated as text by Excel?

a. (0133)

b. Promotions

c. 23rd

d. 65%

8. What is the minimum number of cells that must be copied or cut for the Office Clipboard to be activated?

a. One

b. Two

c. Three

d. Four

9. When you cut data from a cell, you can paste copies of the data in any number of locations.

a. True

b. False

10. Which of the following can you do using the Paste Special feature?

a. Add the contents of one cell to another

b. Paste a cell's formatting

c. Turn data into a hyperlink

d. Paste comments attached to a cell

ANSWERS:

1. d

2. 1st blank: row, 2nd blank: cell

3. c

4. a, c & d

5. d

6. False

7. b & c

8. b***

9. False

10. a, b & d***
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FORMATTING
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Excel allows you to adjust the format of the text and cells in your worksheets.  Excel formatting features allow you to

• change the size of cells

• change the text  alignment within cells

• rotate text in cells

• add borders, colors, and  patterns to cells

You may want to change the column width or row height of the cells in the worksheet to accommodate data that does not fit into the cells.  You can change the width of a column by selecting a single cell in that column.  Or you can select a range of columns in the worksheet by doing one of the following:

• clicking the first cell in  the range, pressing the  Shift key, and clicking  the last cell

• pressing the Ctrl key  and selecting individual  cells from the columns you  want to change

• clicking the Select All  button on the worksheet

To adjust the column width, you select the Format menu.  And you select Column - Width.  In the Column Width dialog box the current column width, in this case 12.71, is displayed.  The default column width is 8.43.The default width is the average number of letters or numbers of the default font that can fit into the cells.  To change the column width, you type a number in the Column width text box up to a maximum of 255.  In this case you type 20 and you click OK to return to the worksheet.  The columns remain selected after you have adjusted the column width. To deselect them, you click anywhere in the worksheet.  And the new column width is applied to the worksheet.  Let's say that you have formatted the font in cell A13 and the text no longer fits the cell but you are not sure what size the column needs to be to fit the text.  In this case you can adjust the column width in your worksheet by moving the pointer into the space between two column headings until it becomes a double-sided arrow.  To adjust the column width, you drag the double-sided arrow to the right until the column is the width you want it to be.  Or you double-click when you see the double-sided arrow and the column width is automatically adjusted to the cell contents.  You need not use your mouse to adjust the column width automatically.  You can also use the Format - Column submenu.  If you do not want to use your mouse to adjust the column width automatically, you select Column - AutoFit Selection from the Format menu.  And the selected columns are automatically adjusted to the text length.  Suppose that you want to define a default width for the columns in all the worksheets in a workbook.  To do this, you hold down the Shift key and click each of the tabs at the bottom of the workbook.  The word "Group" is now added to the title of the workbook, indicating that the adjustments you are about to make will apply to more than one worksheet.  And you select Format - Column.  To define a default column width, you select Column - Standard Width from the Format menu.  In the Standard Width dialog box you replace the default column width with the number of your choice, in this case 12, and you click OK.  And the columns in the workbook are uniformly formatted, as is shown in worksheet 2.  But if you have adjusted the width of some of the columns in your worksheet before you make the standard width adjustment, those columns will not be readjusted to the standard width.
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The row height in Excel worksheets corresponds to the height of the font used.  The default is set as 12.75 to correspond to the default font - Arial 10 point normal.  You can adjust the row height in a worksheet in much the same way as you adjust column width.  But first you need to select the rows you want to alter.  To select only one row, you click the corresponding row number, in this case 1.  You can also adjust a row by selecting a single cell from it and adjusting that cell.   To adjust the height of the selected row or rows, you select Row - Height from the Format menu.  Then you type the height you want to use, in this case 15, in the Row height text box and you click OK.  The new height is then applied to the selected row.  To change the height of the rows throughout the workbook, you press Shift and click the sheets tabs to select the sheets.  Then you click the Select All button to select all the rows in the workbook.  And you select Format - Row.  You select Height from the Row submenu.  Then you type the height you want, in this case 15, into the Row height text box and you click OK.  The new height is applied to all the rows in the workbook.  You can use the mouse to change row height by dragging the cell boundary directly below the row heading until the cells are the height you want them to be.  Or you can use the Row - AutoFit option on the Format menu to adjust the row height automatically to its contents.
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By default, data in Excel worksheets appears at the bottom of the cells, text is left-aligned, and logical values are centered.  But you can change the horizontal alignment of cell data using the following options on the Formatting toolbar:

• Align Left

• Center

• Align Right

• Merge and Center

If you want to realign the data in cells without using the Formatting toolbar, you select the cells you want to realign and you select the Format menu.  Then you select Cells.  On the Alignment tabbed page of the Format Cells dialog box you can select a horizontal or vertical alignment for your text, for example Center.  Then you click OK.  And the new alignment is applied to the selected cells.  You may want to merge certain cells, in this case cells A2 to B2, to place section headings or other information in your worksheet.  To do this, you click the Merge and Center button on the Formatting toolbar.  And the selected cells are merged and centered in your worksheet.  To merge cells, you can also select Format - Cells and select the Merge cells checkbox on the Alignment tabbed page in the Format Cells dialog box.  When merging cells, if more than one of the cells contains data, only the upper-left most data is retained.  And the format of the merged cell is that of the retained data.  Let's say that you have formatted cells C5 to I5 so that the date format in these cells matches the format in cell A1 but the new format does not fit into the cells.  The pound (#) signs in the cells indicate that the column is too narrow for the date format.  To solve this problem, you select the relevant cells and you select Format - Cells so that you can reset the angle of the text.  In the Format Cells dialog box you click the Alignment tab.  And on the Alignment tabbed page you click and drag the Text needle in the Orientation section until it is at the angle at which you want the text, in this case 45 degrees.  You can also adjust the angle of the text using the Degrees spin box arrows.  Then you click OK.  The text is now rotated at an angle of 45 degrees so that the column headings are better aligned to the cells.  You may need to adjust the row height, as in this case, to accommodate the height of the rotated text.The easiest way to do this is to select Format - Rows - AutoFit.  You may want to increase the indentation of the text in some cells, in this case B6 to B13, to reset the appearance of the data.  To do this, you click the Increase Indent button on the Formatting toolbar.  And the text is indented by one letter.  If you want reduce the extent to which the text is indented, you can click the Decrease Indent button.And you can select Format - Cells and use the Indent spin box on the Alignment tabbed page to increase or decrease the text indent in selected cells.
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It is sometimes necessary to shade parts of a worksheet to emphasize important information or divide it into sections.  To do this, you select the relevant cells and you select Format - Cells.  Then you click the Patterns tab.  On the Patterns tabbed page you click a color, for example Light Green, to choose a background color for the selected cells.  And the new background color is shown in the Sample section.  You can also color a cell using the Fill Color button on the Formatting toolbar.  If you want to apply a pattern to the selected cells, you click the Patterns down-pointing arrow and you select a pattern from the pop-up box.  You can also click a color button, in this case Ice Blue, to change the color of the pattern.  The resulting pattern effect is shown in the Sample section.  When you have selected the color or pattern you want to use in the selected cells, you click OK.  And your choice of cell shading is applied to the worksheet.  Let's say that you select some cells in your worksheet to place a border around them.  To do this, you click the Borders down-pointing arrow on the Formatting toolbar.  In the Borders drop-down box you click the button that represents the type of border you want to create, in this case a four-sided single line border.  And the border is applied to your worksheet.  If you want to color your border or use a line style that is not in the Borders drop-down box, you select Format - Cells.  On the Border tabbed page you can select a number of line styles from the Style box in the Line section.  And you can click a color for your border, in this case Red, in the Colors pop-up box.  When you have selected the desired options for your cell borders, you click one of the Presets buttons, in this case Outline, to apply the border format to your worksheet.  Then you click OK.  And your selection is applied to the worksheet.
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Excel allows you to change the style of your worksheet so that you can include a default set of varying number and text styles as well as alignment, border, pattern, and protection options.  Let's say that you want to apply a new style to some of the text in your worksheet.  To do this, you select the cells and select Format.  Then you select Style.  In the Style dialog box the Normal style is displayed by default next to those elements that are still formatted in the Normal style.  You can select a new style from the Style name drop-down list and apply it to your document or you can type a name for a new style.  In this case you type the name Expense Account to define a style for the present document.  You can see that the settings in the Style dialog box represent the present style of your document.  The blank checkboxes indicate that there is a variety of styles applied to the document.  To change elements of the existing style, you click the Modify button.  The Format Cells dialog box opens on the Number tabbed page and you can click a tab to change any element of the style.  Because you have used dates and amounts in the worksheet, it is not advisable to apply one number style to the entire sheet.  In this case you select Currency from the Category text box.  And you choose a currency symbol, for example the dollar symbol, from the Symbol drop-down list.   You can change the number of decimal places reflected in the worksheet using the Decimal places spin box.  To change the style of the text in the worksheet, you click the Font tab.  On the Font tabbed page you select a new font, in this case Antique Olive, you select a new font size, in this case 11, and you click OK to return to the Style dialog box.  In the Style dialog box you click Add to add the new style to the document template.  Then you click OK to apply the new style to the worksheet.  To apply any existing style to a worksheet, you select the style from the Style name drop-down list and you click OK.  Let's say that you want to remove a style from the worksheet and delete the style from the document template.  To do this, you select the text that is formatted in the style.  Then you select Format - Style.  You select the style you want to remove, in this case Expense Account, from the Style name list.  And you click Delete to remove the style.  The style is then removed from the Style name text box and when you click OK, the Normal style is applied to the worksheet.  The worksheet text is returned to the Normal style by default.  Excel allows you to apply preset style options to your worksheet using the AutoFormat feature.  To do this, you choose AutoFormat from the Format menu.  In the AutoFormat dialog box you can preview a range of different formatting styles and you can clear any of the style checkboxes to ensure that those styles are not affected by the AutoFormat style.  If the Formats to apply section is not visible in the AutoFormat dialog box, you can click the Options button to reveal it.  You can double-click a style, in this case Classic 2, to apply it to your worksheet.  The worksheet now appears in the selected style.
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You can use the Format Painter to copy a style from one part of your worksheet to another without using the Format menu.  The Format Painter copies all the formatting features from one part of the document to another.   In other words, if you change the font color in one part of the document without changing the style, the Format Painter will copy the new font color along with the text style if you activate it.  To use the Format Painter, you first select the part of the worksheet from which you want to copy the style.  Then you click the Format Painter button.  When you activate the Format Painter, the selected cells are surrounded by a broken line to indicate that they are being copied.  You select a set of cells to apply the copied format to them.  If you want to apply the format to only one cell, you click that cell.  When you let go of the mouse after selecting the range of cells, the copied format is applied to them and the Format Painter is automatically deactivated.
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Suppose that you want to change the font style in cells A5 to B20 to Arial Narrow.  You also want to enlarge the subheadings in column A to 11 points and change their color to red.  To change the font style, you click the Font Style down-pointing arrow on the Formatting toolbar.  Then you select Arial Narrow from the list.  You can also select Format - Cells and select Arial Narrow from the Font style drop-down list on the Font tabbed page.  And the new font is applied to the document.  To change the size of the subheadings in column A, you select them by pressing the Ctrl key and clicking each cell.  Then you click the Font Size down-pointing arrow and you select 11 from the list.  You can also select Format - Cells and select 11 from the Size drop-down list box on the Font tabbed page.  To change the color of the subheading text, you ensure that the cells are selected and you click the Font Color down-pointing arrow.  Then you click the color you want, in this case Red, in the drop-down box.  You can also select Format - Cells and select Red from the Color drop-down box on the Font tabbed page.  The font in the worksheet is now formatted as you want it.

8 OF 10 (8-10 FORMATTING NUMBERS)

In Excel worksheets any number that you type in a cell or place in a formula is called a constant.  A number can contain only the following characters:

• numbers from 0 to 9

• + - ( ) , / $ % . E e 

Any other combinations of numbers or nonnumeric characters are treated as text.  Excel ignores a leading plus (+) sign in cells, assuming that all numbers have positive values.  If you want to indicate to Excel that a number is negative, you precede the number with a minus (-) sign or you enclose it in parentheses.  Excel treats a single period in a number as a decimal point.  You can enter dates in worksheets using a slash or a hyphen to separate parts of the date.  For example, you can enter a date as 17/2/2000 or Feb-2000.  To enter the current date in a cell, you press Ctrl+; (semi-colon).
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Excel allows you to apply 12 different categories of number format to your worksheet.  You can find the most commonly used number formats in the Style dialog box and the others in the Format Cells dialog box.  The General style is Excel's default number style and is part of the Normal document style.  This style is also available in the Format Cells dialog box.  The Comma style allows for a thousand separator (,) and two decimal places, for example 1,234.00.  And the Comma [0] style includes the thousand separator but excludes decimal places, for example 1,234.  Excel provides number formatting for special purposes.  The two Currency styles use a left-aligned dollar sign by default when you select them in the Style dialog box.  To change the currency symbol, you need to access the Format Cells dialog box and choose an option from the Currency category there.  As for the Comma[0] style, the 0 behind the Currency [0] style indicates that it formats numbers without decimal places.  The Percentage style and the Dates style can be found in the Format Cells dialog box.  The Percent style formats a number as a percentage with no decimal places.  And the Dates styles includes various number and text formats for dates.  When you select a number format in the Format Cells dialog box, Excel provides a description of the style.  It also allows you to preview a sample of an active cell with the selected style applied to it.  If the cell displays a series of pound symbols (####), it means that the worksheet column is not wide enough for the number format you have chosen.  The default format displays up to 11 digits in a cell but Excel stores numbers of up to 15 digits.If you use a number of over 15 digits, Excel converts all the digits after the 15th to zeros.  If a column is too narrow for the number format you have chosen, you can increase the width of the column or use a different number style.  You can preformat cells so that, for example, the numbers appear without commas and have a set number of decimal places.  Formatting does not affect the contents of the cells. It only determines the way the text and numbers appear in the cells.  Excel is able to format numbers automatically in some cases.  For example, if you enter the number 25%, Excel assumes that you want to use the percentage format and applies it automatically.  Excel allows you to apply the default Currency, Percentage, and Comma styles using the buttons provided on the Formatting toolbar.  Once you have applied a style to a set of cells the style will remain even if the contents of the cells are deleted.  To change the style formatting, you need to select the style and click Delete in the Style dialog box.
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Let's say that you want to apply the Currency [0] number style to a group of cells so you select the cells and you select the Format menu.  Then you select Style because the Currency [0] style is found in the Style dialog box and not the Format Cells dialog box.  To select a number style for the cells, you click the Style name down-pointing arrow.  Then you select the number style you want, in this case Currency [0], and you click OK.  The new number style is now applied to your worksheet.  Suppose that you want to apply a date style other than the default date style to cells in your worksheet.  To do this, you select the cells and choose the Format menu.  You can set the default format for the current date and time on your computer by selecting Settings - Control Panel from the Start menu on your desktop and then selecting Regional Settings.You can also set date and time separators, such as the slash (/), dash (-), and colon (:), in the Regional Settings dialog box.  Then you select Cells because the Dates option appears in the Format Cells dialog box.  In the Format Cells dialog box the current date style is displayed along with a list of possible date styles.  So you select a date style from the list box, in this case 03/14/98, and you click OK.  The selected style is then applied to your worksheet.  You can set a fixed number of decimal places in Excel by selecting the Tools menu.  Then you select Options.  On the Edit tabbed page you select the Fixed decimal checkbox and you enter the number of digits to follow the decimal point in the Places spin box.  You can use the Edit tabbed page in the Options dialog box to set a fixed number of zeros to be added to whole numbers.  For example, if you enter -3 in the Places spin box, the numbers you type into the worksheet will automatically be entered with three trailing zeros.  So if you type 543, 543,000 is entered into the worksheet.  You cannot use the Fixed decimal option and the trailing zero option simultaneously.  Excel allows you to increase or decrease the number of decimal places in cells using the Increase Decimal or Decrease Decimal buttons on the Formatting toolbar.  Every time you click the Increase Decimal or Decrease Decimal button, the number of decimal places increases or decreases by one digit.

END OF FORMATTING

SUMMARY:

You have seen how to apply formatting features to an Excel worksheet.   Excel 2000 allows you to modify the cells in your worksheets by changing the column width and row height. It also allows you to realign cell data and to apply borders and shading to cells.  You can merge cells in Excel to form heading or subheading lines. You can also rotate the text in cells to fit longer text headings to narrow columns.  Excel allows you to determine the style of your worksheet. Styles are made up of settings for the text, numbers, colors, alignment, and so on of the worksheet. You can create new styles, modify existing styles, and apply styles to part or the whole of a worksheet or workbook. You can also format the font separately from the rest of the style and vary it throughout the worksheet.  Excel provides the Format Painter and AutoFormat features to allow you to format parts of your document automatically. The Format Painter copies the format of a cell, including its style, from one cell to another. And the AutoFormat feature applies a set of coloring, borders, and indent options to give a professional look to your document.  Excel allows you to format the numbers in your worksheet in various ways. You can apply one of twelve different number styles to your worksheet. These include styles that allow for decimal places and currency specification. The default number style contains no decimal places and assumes that all numbers that are entered are positive.  You can increase or decrease the number of decimal places used in cells. You can also preformat cells to display a certain number style. And Excel allows you to apply formatting for dates or trailing zeros.

UNIT TEST:

1. Which of the following are true of changing column width in Excel 2000?

a. You can change the width of individual columns

b. You can change the column width in an entire workbook at once

c. You can use the mouse to adjust the column width

d. You can widen a column to a maximum of 20 characters

e. You can use Excel to adjust the column width to its contents automatically

2. The row height in Excel worksheets is determined by the _____.

a. font size

b. column width

c. cell content

3. Which of the following are true of cell alignment in Excel worksheets?

a. Text is left-aligned by default

b. Alignment can be set vertically and horizontally

c. To realign cell data, you select the whole worksheet

d. You can increase or decrease the text indent in cells

e. You can rotate text to appear at a semivertical angle in worksheets

4. When you merge cells, the cell data is automatically centered.

a. True

b. False

5. In which of the following ways can you distinguish cells from the rest of the worksheet?

a. Color them

b. Pattern them

c. Place a border around them

d. Make them flash

6. Which of the following are true of using styles in Excel?

a. The Normal style is the default

b. You can modify existing cells

c. You can remove styles from the document template

d. You need to use an existing style as the base for a new style

7. Which of the following form part of the style settings in Excel?

a. The cell content

b. The font settings

c. The number format

d. The text alignment

8. The Format Painter copies format features from one cell to another without copying the text style.

a. True

b. False

9. Which of the following characters can be used in numbers in Excel?

a. +

b. ()

c. /

d. E

e. <>

10. Which of the following statements are true of number formatting in Excel?

a. A number is treated as positive unless otherwise indicated

b. Decimal places are placed after numbers by default

c. There are 12 different number formats to choose from

d. The number format is automatically adjusted when symbols such as a percentage sign are entered

11. The pound (#) sign is used by Excel to indicate that the number style you have chosen cannot fit into the selected cells.

a. True

b. False

12. When setting trailing zeros in Excel, you indicate that you want to include 4 zeros by entering _____.

a. 4

b. +4

c. -4

d. @4

ANSWERS:

1. a, b, c & e*** (b)

2. a***

3. a, b, d & e*** (e)

4. True

5. a, b & c

6. a, b & c

7. b, c & d

8. False

9. a, b, c & d*** (d & e)

10. a, c & d (remember c)

11. True

12. c***
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1 OF 8 (1-3 CREATING AND SAVING WORKBOOKS)

A workbook is the file in which your data is stored when you work in Excel.  A workbook comprises worksheets in which you enter and manipulate the data.  When you start Excel, a new and empty workbook is immediately created for you.  If you want to start a new project, you can use this blank worksheet.  You can create a new workbook by selecting File - New.  You can also click the New button on the Standard toolbar.  Both of these methods allow you to create identical blank workbooks.  Not only can you create blank workbooks, but you can use Excel's templates to create documents such as expense statements and invoices.  By default, these templates are not installed during a Standard installation so you need to install the templates in order to use them.  Excel creates the document and you personalize it by adding data or changing fonts.  Once you've added data to a workbook, you can save it to any location on your hard disk, on the network, or on an intranet or Internet web site.  The file extension for an Excel workbook is .xls.  The left-hand pane of the Save As dialog box contains five shortcuts to locations in which you can save your workbook.  The History folder displays the most recent folders into which you've saved workbooks as well as the workbook names.  The Personal folder opens the folder associated with your personal profile - if your operating system is Windows 95 or Windows 98 the My Documents folder will be displayed but if you are using Windows NT the Personal folder will be displayed.  The Desktop folder allows you to save the workbook to the desktop.  The Favorites folder allows you to save the workbook to your list of favorites.  And the Web Folders folder allows you to save the workbook to web folders on your network.  When you click the Save as type down-pointing arrow, you see that you can save the workbook in a variety of formats - including as a web page or as a template.  If you choose to save the workbook to a web site, you can save the workbook as a web page without losing any formatting in the original document.  By default, Excel uses the current filename in the File name text box and automatically assigns the file a web page file extension in the Save as type text box.  You can add a title that is displayed in the title bar of the web browser by clicking the Change Title button.
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Let's say that you want to create a blank workbook.  To do this, you select File - New.  And this opens the New dialog box.  You can see that the Workbook icon is the only option and it is already selected, so you click the OK button to open it.  The new workbook is titled "Book2" because it's the second workbook created in this session.  Let's say that you want to save the workbook you've created.  To save a workbook, you select File - Save As.  And the Save As dialog box opens in the default folder with the current filename - Book2.xls - selected in the File name text box.  To create your own folder in which to store the current workbook, you click the Create New Folder button.  Then you type the name of the folder - in this case Expenses - and you click OK.  The new folder is created and then opened automatically.  You type a name for the file - in this case Helen's Expenses.  In this case you choose to save it as an Excel workbook and you click Save.  The name of the file is displayed in the top left-hand corner.  To close the current workbook, you select File - Close.  You can also close a workbook by clicking the Close button in the top right-hand corner of the workbook.  If - as in this case - the workbook you close is the only workbook open, you will see a blank screen with no active workbooks.
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Let's say that you want to publish an example of a completed expense sheet on the company's intranet for employees to view.  You can open workbooks saved to your hard disk, a network, an intranet, or the Internet.  To access existing files, you select Open from the File menu.  And the Open dialog box displays the folder you last accessed.  You click the History folder to display recently used files and folders and you select a file to open - in this case Joe's Expense Report.xls.  Then you click Open.  And the workbook is opened for you to modify.  To save the workbook as a web page, you select the File menu.  You can save a file as a web page by selecting File - Save As and choosing to save the file as an HTML file.  And you select Save as Web Page.  In the Save As dialog box you click the Change Title button to change the title displayed in the web page's title bar.  In the Set Page Title dialog box you type the title for the page - in this case Sample Expense Report - and you click OK.  In the Save As dialog box you ensure that the Entire Workbook radio button is selected so that the whole workbook is saved.  Then you double-click the folder in which you want to save the file - in this case the Expenses folder - to open it.  You type a new name for the file in the File name text box - in this case Sample Expense Report.  You click the Save button to save your workbook.  The workbook is saved as a web page and the new filename is displayed in Excel's title bar.  To preview the web page, you select Web Page Preview from the File menu.  This opens your default browser - in this case Internet Explorer 5 - and the workbook is displayed.

4 OF 8 (4-5 PREVIEWING AND PRINTING WORKBOOKS)

You can preview and print workbooks.  Previewing a workbook allows you to see what it will look like when it is printed.  Let's say that you want to preview and then print the current workbook.  To preview a workbook, you first select the File menu.  And then you select the Print Preview menu option.  The workbook is then displayed in the Print Preview view.  At the bottom of the Print Preview window, you can see that there are two pages to view because the data is too wide to fit on a single page.  To view the second page, you click the Next button.  You can see that the second page comprises just two columns of data.  You can fit two pages on a single page by clicking the Setup button.  On the Page tabbed page of the Page Setup dialog box you see that you can adjust the orientation, scaling, and size of the page.  To make the data fit on a single page, you select the Fit to radio button.  You leave the default selection as one page wide by one page tall and you click OK.  And you can see that Excel has resized the workbook to make all the data fit a single page.  Because the data on the page may be too small to view, you zoom in to the data on the workbook by clicking the Zoom button.  And the data can then be clearly seen.  You click the Zoom button again to zoom out.
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You can print a workbook from within the Print Preview view.  To do this, you click the Print button.  The Print Preview view closes and the Print dialog box opens.  In the Printer section you can see that your default printer - in this case the HP LJ 5L - is automatically selected.  You can also see the status of the printer - whether it is idle or busy - and the location of the printer if you are connected to a network printer or the port on your own computer if you are printing to a local printer.  To print, for example, two copies of the workbook, you type 2 in the Number of copies spin box.  You select the Entire workbook radio button to print all the worksheets in the current workbook.  And then you click OK.  The print job is processed.  And then you are returned to the workbook.

6 OF 8 (6-8 HYPERLINKS AND E-MAIL)

You can add hyperlinks to data in an Excel workbook.  Hyperlinks - also found on web pages - are links that help you navigate between different files.  When you create a hyperlink in Excel, you can choose to connect to an existing file or web page.  You can also link to an existing worksheet in the current workbook.  You can link to a blank workbook, which you can then choose to modify either immediately or later.  You can also link to an e-mail address so that a blank e-mail message is created for a user to complete when they click the hyperlink.  In the Existing File or Web Page option you can use the Recent Files button to link to recently used files.  The Browsed Pages button displays a list of recently browsed web page titles.  And the Inserted Links button displays a list of the most recent links you've added to a file or typed in your web browser's Address text box.  You click the File button in the Browse for section to locate a file on your hard disk or network to which you want to link.  The Web Page button allows you to connect to the Internet and locate the web page to which you want to connect.  And the Bookmark button allows you to display named locations in your workbook to which you can connect.  The Place in This Document option allows you to specify an exact cell, sheet, or bookmark to which you want to link.  The Create New Document option allows you to create a new document to which you can link.  You can specify the name and the location of the document.  And you can choose to modify the document now or later.  The E-mail Address option allows you to launch a blank e-mail message when a user clicks the hyperlink.  You specify an e-mail address to which the message will be sent and you can choose whether or not to include a subject title.  You can also select a recently used e-mail address from the Recently used e-mail addresses list box.
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Let's say that you want to create a hyperlink to a web site.  To do this, you click the cell for which you want to create the hyperlink - in this case cell D3.  And then you select Insert - Hyperlink.  In this case you want to create a hyperlink to a web site, so you click the Existing File or Web Page option.  You type the web page address of the site in the Type the file or web page name text box - in this case you type www.clothex.com.  Excel automatically inserts the http:// portion of the web page address when you type www.  The text displayed in the cell is visible in the Text to display text box and you choose to keep it as it is.  You click the ScreenTip button to add a screentip to the hyperlink so that when a user hovers the pointer over the hyperlink, the text you specify is displayed in a screentip.  In the Set Hyperlink ScreenTip dialog box you type the text you want displayed - in this case you type Click here to visit the Clothex Expo's web site.  And then you click OK to close the dialog box.  You click OK to create the hyperlink.  The color of the text changes to blue and the text is underlined to show that it is a hyperlink.  When you hover your pointer over the hyperlink, your custom screentip is displayed.
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You can send an Excel workbook via e-mail.  You can send it embedded in an e-mail message - in which case the spreadsheet will be displayed in the body of the message even if a user does not have Excel.  Or you can send it as an attached file - in which case the recipient must double-click the attachment to open the file in Excel.  To send the current workbook via e-mail, you select the File menu.  You select Send To and you see that you can send the workbook in a message or as an attachment to a message.  In this case you want to send it in the body of the message so you select the Mail Recipient menu option.  The workbook is embedded in the mail message and the mail message is incorporated in Excel.  The name of the file is automatically added to the message's Subject text box.  You click the To button to select the address of the recipient.  From the Select Names dialog box you select the recipient - in this case JoeM - and you click the To button.  And the recipient is added to the Message Recipients list box.  Since Joe is the only recipient you click OK to close the dialog box.  You click the Send this Sheet button to mail the message.  You are then returned to Excel and the message is sent.  If you open the message, you can see that the formatting and hyperlinks are preserved.

END OF WORKBOOKS

SUMMARY:

You have seen how to work with workbooks.  

A workbook is the file in which your data is stored when you work in Excel. Each workbook contains at least one worksheet but often contains more. This allows you to keep different sheets of related information in one file. Although Excel launches a new workbook when the application is opened, youcan create your own workbooks based on the default blank template or on custom templates.  You can save workbooks to any location on your hard disk, on the network, or on an intranet or Internet web site. The file extension for an Excel workbook is .xls. If you choose to, you can save the workbook as a web page without losing any formatting.  You can preview workbooks before printing them. When previewing a workbook, you can zoom in and zoom out to better view the data on the worksheets. You can print directly from within the Print Preview view.  You can add hyperlinks to data in an Excel workbook. Hyperlinks - also found on web pages - are links that help you navigate between different files.  When you create a hyperlink in Excel, you can choose to connect to an existing file or web page or an existing worksheet in the current workbook. You can also connect to a new blank workbook and  an e-mail address.

UNIT TEST:

1. Which of the following describes a workbook?

a. An Excel file with no more than one worksheet

b. A sheet on which data is stored

c. A collection of worksheets saved as an Excel file

d. A template that allows you to create invoices and statements

2. When you start Excel, a new, blank workbook is always opened.

a. True

b. False

3. When saving a workbook, the _____ folder allows you to access your most recently used folders.

a. Favorites

b. History

c. Personal

d. Web Folders

4. When you print a document, you can print from within the Print Preview view.

a. True

b. False

5. Which of the following can you change when adjusting the page setup of a workbook?

a. Page orientation

b. Page scaling

c. The number of pages

d. The size of the page

6. Which of the following describes hyperlinks?

a. They are links that allow you to navigate between files or locations in files

b. They are documents used by Excel to create web pages

c. They enable you to preview a page before printing it

d. They are attachments to e-mail messages

7. If you send an Excel file attached to an e-mail message, the recipient needs Excel to read the attachment.

a. True

b. False

8. To which of the following can you connect when inserting a hyperlink?

a. A computer on the network

b. An existing file on your hard disk

c. A web page on the Internet

d. A worksheet in the current workbook

ANSWERS:

1. c

2. True

3. b

4. True

5. a, b & d

6. a

7. True

8. b, c & d
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Formulas are used to calculate values in a worksheet.  They can perform mathematical operations, compare worksheet values, or join text.  They can refer to other cells on the same worksheet, other formulas, cells in other sheets of the same workbook, or cells in other workbooks.  Formulas are preceded by an equal (=) sign and always include operators - that is, the mathematical symbols such as + and - that determine what calculations are carried out.  They can also include

• cell or cell range references

• functions such as SUM

• parentheses

Functions are simple formulas that are preset in Excel.  You use functions as part of larger formulas or to avoid writing out a long sum.  For example, instead of entering C6+C7+C8+C9+C10+C11 in a cell, you use the SUM function and enter =SUM(C6:C11).  You enter formulas into a range of cells by selecting the range, typing the formula, and pressing Ctrl+Enter.   Or you can copy a formula from one cell to a range of cells.  You can enter formulas in uppercase or lowercase because Excel automatically converts formulas into uppercase when you press Enter or move to the next cell.  Excel calculates formulas from left to right and gives preference to some operators over others.  When Excel calculates formulas, it

• treats multiplication (*)  and division (/) equally

• calculates division (/) before  addition (+)

• calculates addition (+) and  subtraction (-) equally

You can override operator preference by placing parts of a formula in parentheses because Excel gives preference to values in parentheses.  For example, Excel calculates the formula =(SUM(C6:I24)) – SUM (C17:I20) by first adding cells C6 to I24, then adding cells C17 to I20, and then subtracting the second total from the first.
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You can create absolute or relative cell references in formulas.  You use absolute cell references to refer to fixed cell addresses when you want to calculate key variables, such as the rate of inflation or a standard discount.  An absolute cell reference doesn't change, even if the formula is copied to another cell.  Absolute references are indicated by a $ symbol.  For example, the reference $C$20 indicates that both the column reference and the row reference are fixed.  Relative cell references are indicated without additional symbols, for example C13.  Using relative cell references, you can copy a formula from one cell to another cell or range of cells and the formula will automatically adjust to include the correct column and row references.  Excel allows you to use cell references that contain a mixture of absolute and relative cell addressing.  For example, you may use a cell reference such as $C12 when you want to use the figures from column C in respective formulas but you want the row references to change as you move down the worksheet.  Or you may use a cell reference such as C$12 so that when you copy a formula to new columns, the column reference changes but the figures in row 12 are used.

3 OF 6

You can use the Edit Formula button on the Formula toolbar to initiate a formula.  Or you can click the Paste Function button to initiate a formula.  If you want to enter a formula, you type an equal sign into the cell, which causes Excel to display the formula bar for you.  On the extreme left of the formula bar is the function drop-down list, which is displayed in place of the cell name when you type an equal sign into a cell.  Next to the function list are the Cancel button, the Enter button, and the Edit Formula button, which allows you to change the formula after you have entered it.  On the right side of the formula bar is the cell contents indicator which shows the formula after you enter it.  The formula's result is shown after a formula is entered in a cell but the formula is shown in the cell contents section of the formula bar when you select the cell.  You can enter a formula by typing the cell references and the operators, for example E9+E10+E11, after the equal sign.  Or you can use one of the formula functions.  To enter a formula function, you click the Function down-pointing arrow and you select the function you want, in this case SUM.  Then you enter the range of cells you want to use to calculate the formula, in this case (E9:E11), in the Formula Palette.  Instead of typing the formula into the text box or the formula bar, you can click the Collapse Dialog button on the right side of the Number 1 text box.  Then you select the cells you want to add and you click the Expand Dialog button.  When you have entered the formula range, you click OK.  And the formula is applied to the selected cell.  You can use commas in formulas instead of colons when you want to indicate individual cell addresses, for example =SUM(E12,E16,E20) will add the values of the three cells specified.  You can also enter individual cell addresses by clicking each of the cells while pressing the Control key.  But you still need to type in the initial formula operators - for example =SUM( - as well as the other operators in the formula.  If you don't enter the first parenthesis for the formula, the cell displays an error message.This is true for all formula errors.  When you have finished entering the formula, you press Enter and Excel automatically closes the parentheses in the formula for you.  If you want your worksheet to display the formulas rather than their results, you need to select one of the format options from the Tools menu.  Then you select Options.  On the View tabbed page of the Options dialog box you select the Formulas checkbox in the Window options section and you click OK.  The formulas are displayed in the cells instead of their results.
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If you want to edit a formula in your worksheet, you click the cell that contains the formula.  If the cell that contains the formula also contains a hyperlink, you click the cell next to it and use the arrow keys to select the cell you want to edit.If you click the cell directly, it will take you to the hyperlinked object.  You can then edit the formula in the formula bar, for example by changing cell references.  When you have finished changing the formula, you press Enter to display the new result.  To change a function in a formula, you click the Edit Formula button.  And the Formula Palette is displayed so that you can edit the formula.  To edit the formula, you click anywhere within the function you want to edit and you make the changes you want.  Then you click OK.  And the new formula is applied to the cell.

5 OF 6 (5-6 AUTOMATIC FEATURES)

If you want to copy a formula from one cell to a range of other cells, you can use the fill formula function.  This function allows you to copy a formula by selecting the cell that contains it and dragging your mouse over a range of cells to which you want to copy it.  To use the fill formula function, you first enter the formula or select the cell that contains the formula you want to copy.  Then you use the pointer to drag the fill handle from the bottom right-hand corner of the cell to the last cell to which you want to apply the formula.  When you release the mouse after filling a formula, the results of the formula are automatically displayed in the selected cells.  You can copy a formula from a cell to the rest of a row or the rest of a column by dragging the fill handle to the last cell in the row or column.  You can also fill a formula by selecting the range of cells you want to fill and selecting Edit - Fill.  Then you choose a direction in which to fill the cells, in this case Right.  If the cell you want to copy contains a date or a time value, the fill function will extend the series - in this case 2/2/00 becomes 2/3/00, 2/4/00, 2/5/00, and 2/6/00.  If you want to fill a cell with the contents of the cell above it, you press Ctrl+D.  And if you want to copy the contents of the cell to the left of the active cell, you press Ctrl+R.  To delete a formula from a range of cells, you select the range and drag the fill handle back over the range to the original formula cell.
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Excel provides a feature called AutoSum that automatically calculates the sum of a sequence of cells in a column or row.  To insert a sum for a range of cells, you click the AutoSum button on the toolbar.  When you click the AutoSum button, Excel looks for cells above or to the left of the active cell and highlights them with a moving dotted line known as a marquee.  It does this to suggest a range of cells to add, giving preference to the column cells above the active cell.  To accept the suggested range, you press Enter or you click the AutoSum button a second time.  You can choose row cells instead of the column cells suggested by AutoSum as long as the row cells are to the left of the active cell.  In this case you select a range of cells that already contain SUM formulas and AutoSum calculates the sum of these subtotals.  AutoSum can also total all the cells in a table surrounded by empty cells. To do this, you press Ctrl+* to select the table and you click the AutoSum button to calculate the sum of the cells.  The AutoCalculate feature uses the SUM function by default to add a range of selected cells.  To use the AutoCalculate feature, you right-click the status bar and a menu is displayed.  If the status bar is not displayed, you select View - Status Bar to make it visible.  The AutoCalculate menu allows you to

• calculate the average of the selected cells

• count the number of selected cells 

• count the number of cells containing   numbers or formulas

• display the maximum or minimum value   of the selected cells

• calculate the sum of the selected cells

To calculate the number of cells in a range, you select Count.  Then you highlight the row of cells you wish to count.  The result is then displayed on the status bar.  If you choose to use the AutoCalculate option to add the cells in a table, you need to select a cell within the table.If the active cell is not in the table, the AutoCalculate option will not be applied to it.

END OF FORMULAS

SUMMARY:

You have seen how to use formulas in a worksheet.  Formulas perform calculations in worksheets. They can perform mathematical calculations, compare values in worksheets, or join pieces of text. They can perform calculations based on values in one or more worksheets in a single workbook or based on values obtained from other workbooks.  All formulas are preceded by an equal (=) sign. You can enter a formula by typing it into the cell or by using the Formula Palette provided by Excel. The Palette allows you to use formula functions that automatically perform specific functions, such as addition. Within the formula or function, Excel gives preference to certain mathematical operators over others and to parentheses.  You can use absolute or relative cell references in Excel formulas. Absolute references are preceded by a dollar sign and do not change when they are copied to other cells. Relative cell references adjust according to the cell addresses to which they are copied. You can revise a formula by editing it in the cell or using the Formula Palette. You can change the cell references, operators, or the function in a formula at any time.  The fill formula function allows you to copy formulas from one cell to another or to a range of other cells by dragging the fill handle at the bottom right-hand corner of the cell. If the cell that is copied contains relative cell references, the cell addresses in the formula adjust to match the cell addresses of the cells to which they are copied.  The AutoSum feature allows you to calculate the total value of a group of cells in the same column or row. You can use AutoSum to calculate numbers in cells or to add the cumulative totals of a series of formulas.  You can also determine the sum of a set of selected cells using AutoCalculate. This function automatically counts the number of cells in a range, determines the average value of a set of cells, counts the number of cells containing numbers or formulas, and determines the minimum and maximum values in a set of selected cells.

UNIT TEST:

1. Which of the following are true of formulas?

a. They can refer to a range of cells

b. They can be changed after they have been applied

c. They always contain functions

d. They may contain a mixture of absolute and relative cell references

2. Which of the following do you add to make a cell reference in a formula absolute?

a. An equal (=) sign

b. A dollar ($) sign

c. Parentheses

3. To which of the following operators does Excel give preference?

a. Subtraction over addition

b. Operators in parentheses

c. Multiplication over division

d. Division over addition

4. To which of the following can formulas refer?

a. Functions

b. Cells in other worksheets

c. Cells in other workbooks

d. Other formulas

5. Formulas are case sensitive

a. True

b. False

6. When you copy _____ references to other cells, they adjust to the new cell address but _____ references stay the same when copied.

a. absolute

b. relative

7. Which of the following occurs when you copy a formula containing a time from one cell to a range of others using fill formula?

a. The time in the original cell is copied to the other cells

b. The time changes incrementally, depending on the cell address

c. The time is not copied

8. For which of the following can you use AutoSum?

a. To calculate the sum of a range of cells in a column

b. To calculate the sum of random cells in the worksheet

c. To calculate the sum of a range of cells that already contain formulas

d. To calculate the sum of a range of cells in a row

9. For which of the following purposes can AutoCalculate be used?

a. Calculating the sum of a set of selected cells

b. Determining maximum and minimum values in a set of cells

c. Counting the number of cells in a selection

d. Determining the average value of a set of cells

e. Counting the number of functions in a set of cells

ANSWERS:

1. a, b & d

2. b

3. b & d

4. b, c &d (a & d wrong)

5. False

6. 1st blank: relative, 2nd blank: absolute

7. b***

8. a, c & d

9. a, b, c & d***

END OF BEGINNING EXCEL

