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ODbjectives

Upon completion of this module, participants will be able to:

Use the Office Button and Ribbon tabs;

Know the parts of an Excel worksheet;

Know how to open and save a workbook;

Use the Page Setup Dialog box;

Insert a row, column, or worksheet;

Format a cell;

Change the font type, style, size and color of a cell or range of cells;

Create a border around a range of cells;

© © N o 00 bk 0N PE

Use basic Excel formulas;

[
o

Know how to create and customize a chart.
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Overview

Excel is a spreadsheet program that allows
you to create many types of spreadsheets
for reports, budgets and other projects.

Opening Excel

1. Click on Start>All Programs>Microsoft
Office> Microsoft Office Excel 2007.

E Micrasaft QFfice War
Macromedia Creanm

&dobe Acrobat 6.0
Prafessianal
‘$. Adobe InDesign C52

All Programs *

i Microsoft OFfice

[@ PrintMe Internet Prinking
[@ QuickTime

[@ Scansoft PaperPort &.0
[@ ScreenPrink3s w3

) Snaglt 3

[@ Startup

) winZip

[7} Acrobat Distiller 6.0

E fdobe Acrobat 6.0 Professional
¥ Adobe Bridge

. adobe Help Center

[@ Microsoft Office Tools

Microsoft Office Access 2
E3 Microsoft Office Excel 200
Microsoft Office InfoPath
Microsoft Office Cutlook 3
Microsoft Office PowerPoi
Microsoft OFfice Publisher
E Microsoft Office Ward 200
@ Microsaft Office Project 2
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Excel 2007

The top of the screen has been rearranged in Excel 2007. Instead of concealed toolbars
and commands, you have one control center, called the Ribbon. There are 3 parts to
the ribbon — tabs, groups and commands.

g 5 0 SalesData - Micrasoft Excel

I:E.ﬁjj Home Insert Page Layout Formulas Drata Prewi ey Wi
# cut . o P e e W Ry o JE D | e Bk g || B A g
Paste S : :all u -”i"i"iu-q{'»!:AAA-: == ;.lz n_-lz; |%:£;&ET-| |G$ = 'I‘fu » || %8 %8| C”’gfl"“" Fjﬁt LZ?'A ;‘l”t [;2; F.f;]t E-Fi”v :%Z‘ :i“ja&
+ f Format Painter il L e e il 00 =0 e matting = as Table = Styles - - LA Clear™  Filter= Select=
Cliphoard ] Font = Alignment ir] Mumber IF] Styles Cells Editing
Ribbon
1. Tabs Home Insert Page Layout Formulas Data Review View Developer Add-Ins
A. Home
B. Insert
C. Page Layout
D. Formulas
E. Data
F. Review
G. View
2. Groups | Clipboard Fa Font Fa Alignment F
A. Along the bottom of the Ribbon
B. Groups are related to the active tab
C. Examples: Font, Alignment & Cells
3. Commands e
A. Accessible tasks within the available groups, on the active tab.
B. Examples: Bold, Center & Insert
4. Off'la\ceNButton and Quick Access Toolbar AN L DL
. New Y
B. Open —
C. Save
D. Print
E. Excel Options, such as default settings and customizing
E. Can add your own tasks to the Quick Access Toolbar

5. More Options for the gro
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Home Tab
_D’.. H = SalesData - Microsoft Excel
--—/I‘J Home Tnsert Page Layout Formulas Data Rewiews Wiew
iz:;y Avial -l A || == _Zj\i\fﬂeit___ General i }gjﬁl ;'L%rl ;dl j:m :TL" _;_] %::Itfwm' sz? \]:%
Pt g e cumat inter || PP ] (e (v | emm e ) e Momnicornf | [5iions [l | Comitionsl Fomat  Cal | inseee Defete Fomat || 5~ Sera find
Clipboard F} Font & Alignment F} Mumber {F} Styles Cells Editing
The Home tab contains the more frequently Y
used commands. The Home tab consists of .
4 Co
seven Groups as follows: e R
“ ¥ Format Painter
1. Clipboard contains Cut, Copy and Paste. S £
. . | e -
2. Font contains Bold, Font Style and Font Calibri =111~ |||

Color.
| BT ﬂ*llﬁ'll{‘tﬁ*&'le

3. Alignment contains Center, Indent and

. P
Wrap Text. Font :
4. Number contains Number Format and = = || | Siwrpent
Decimal Place Increase/Decrease. F
= = == = ﬂMErgE &Centerq
5. Styles contains Conditional Formatting, Alignment r.

Format as Table and Cell Styles.

6. Cells contains Insert, Delete and Format.

7. Editing contains AutoSum, Fill, Clear,
Sort and Find.

= im = "7 "%
Ef _j!aﬁ _‘34
Conditional  Format Cell

Farmatting = as Table = Styles -

Styles
0| LA
== HH _=,_|
Inzert Delete Format
Cells

= Autosum T A? }3
& Fill - Z

) sort & Find &
i Clear = Filter = Select =

Editing
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Insert Tab
ﬁg ™ s ¥ SalesData - Microsoft Excel
. —/) Hame Insert Page Layout Farmulas Data Rewigny g

[o=

i SEDD fke k) @ 3 4 [JwQ

PiwotTable Tahle Picture Clip  Shapes Smartirt | Column  Line Pie Bar Area  Scatter Other Hyperlink Text  Header ‘“word&rt Signature Object Symbaol
At

-

5 i = Sr i = e Charts = Box~ & Footer = Line =
Tabiles Illustrations Charts IF] Links Text

;I'r:le Insert tab consists of five Groups as = ,

ollows: JJ| me

1. Tables contains PivotTable and Table. FivotTahle Tahle 0

2. lllustrations contains Picture, Clip Art, Tables
Shapes and SmartArt.

3. Charts contains Column, Line, Pie, Bar, P Ellg] ‘}:,'I 2_}
Area and Other Charts. I ==

Picture Clip  Shapes Smarkid
4. Links contains Hyperlink. Art d
llustrations

5. Text contains Text Box, Header and

Footer, WordArt, Signature Line, Object " Y . _
and Symbol. ﬁ W @ :" H \l 'i)

Column  Line Pie Ear Area  Scatter  Other
- - - - - - Charts -
Charts P

Hyperlink e

Lirks

[SRER: | w] €2

Text  Header WordArt Signature Object Symbol
Box = & Footer ot Line =

Text e
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Page Layout Tab

D) s SalesDiata - Microsoft Excel
iia
—j Home Insert Page Layout Formulas Data Review i B
B colors - — [ e I% [ = % o4 Width:  Automatic - Gridlines | Headings | | =) L_|L|»s = R=pix
Sanii | A | |L {3; s s | . d - |
Fonts i L - — F éd Height: Autormatic - VI iew W e = = B .
Themes — Margins Orientation  Size Print  EBreaks Background Print . . Bring to Send to Selection “Align  Group Rotate
i Effects ~ z - S sl Titles || 9 Scale: 100% 3 Print Pritt (| Framt- Back Pane =
Themes Page Setup Kl Scale to Fit F Sheet Options Fl Arrange

The Page Layout tab consists of five
Groups as follows:

1. Themes contains Themes, Colors, Fonts
and Effects.

. Page Setup contains Margins,
Orientation, Size, Print Area, Breaks,
Background and Print Titles.

. Scale to Fit contains Width, Height and
Scale.

. Sheet Options contains Gridlines and
Headings.

. Arrange contains Bring to Front, Send
to Back, Selection Pane, Align, Group and
Rotate.

Aaj nl:nlcnrs -
— Fonts = 0
Themes

»  [O]Effects =

Themes

Ll

ENERF

oy

Margins Crientation  3ize Print Ereaks Background Print
- e *. Area = Titles
Fage Setup (7
o4 Width:  Automatic -
|| Height: Automatic - e
i Scale: 100%
Scale to Fit [
Gridlines | Headings
VI oView | V] Wiew e
Print Print
Sheet Options =
= 5 L_'. =l
: 1 [Fw U
Bring to 5end to Selection Aligh Group Rotate
Front i 3 Pane -
Arfange e
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Formulas Tab

(Ca) d * A
i

Hame Insert Page Layout Farmulas Data Review: Wigws

Insert | AutoSum Recently Financial Logical Text Date & lookup & Math More

Funttion Library

FIpgg@ieaem s

Defined Mames

SalesData - Microsoft Excel

f;ﬂTracePrecedents ﬁShuwFormu\as j
”CfTrace Dependents ‘;‘i) Error Checking = =0

T_Jﬂj“ |j Calculate Mow

Watch || Calculation L:_J Caloulate Sheet

3 I
Function . Used = o = Time~= Reference = & Trig = Functions = Manager@Creat‘?fforns'?"?Ctlon «fu Remove Arrows = QEva\uateFormula Window || Options =

Formula Auditing Caloulation

The Formulas tab consists of four Groups
as follows:

1. Function Library contains Insert
Function, AutoSum, Recently Used
Functions, Financial, Logical, Text, Date
& Time, Lookup & Reference, Math & Trig
and More Functions.

2. Defined Names contains Name
Manager, Define Name, Use in Formula
and Create from Selection.

3. Formula Auditing contains Trace
Precedents/Dependents, Remove Arrows,
Show Formulas, Error Checking, Evaluate
Formula and Watch Window.

4. Calculation contains Calculation
Options, Calculate Now and Calculate
Sheet.

3 gt o - i = = = P
fF TP @B O 0
Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare

Function v Used ~ e & W Time = Reference = & Trig = Functions =

Function Librany 0

L ~=) Define Mame ~

e Use inn Formula
Marme

Manager B Create from Selection

Defined Mames

T Trace Precedents 35 Show Formulas
=% Trace Dependents ‘@} Error Checking ~ &
Watch

[ REMOUE Brronys ~ (=) Evaluate Formula Wit one

Formula Auditing

i Calculate Mow

Calculation L__;j Calculate Sheet e

Ciptions =

Calculation
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Remove Duplicates, Data Validation,
Consolidate and What-If Analysis.

5. Outline contains Group/Ungroup,
Subtotal and Show/Hide Detail.

Data Tab
EP i C = SalesData - Microsoft Excel
f-li/ Home Insert Page Layout Formulas Data Review Wiew
Bl e a2 %f“”ff“”‘ TR S el [F= = - & j = E2 | M W gH Zoeen
RED R R G i | B R | ST el |t R B B D L B S R
The Data tab consists of five Groups as N N N N N
follows: = 1 B . ’
=8 == = =1
1. Get External Data contains From Fram  From  From  From Other Existing
) Acocess  Web Text SOUFCeEs T Connections
Access, From Web and From Other
Sources Get External Data e
2. Connections contains Refresh All,
Connections, Properties and Edit Links. . _EIEIJ Cannections
A
N T ,, Fape Tl
3. Sort & Filter contains Sort, Filter, Clear, e
Refresh
Reapply and Advanced. All~ =2 Edit Links
. Connections
4. Data Tools contains Text to Columns,

Columns Duplicates YWalidation =

Al [alz] i Clear
z Z|A U7 ;
" Feappl
Z Sort Filter . e
"'*‘l’ “:? Advanced
ot & Filter

I=E | [ [ | i j"s"'.

+ E - p—— |- [ [ I i
S== = ERE L
Text to Remowe Liata Conzolidate \What-If

Data Tools

e Analysis ~

==
i
|_-_

Group Ungroup Subtotal

1oy Detail

RS

Hide Cretail

e ]

Ciutline
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Review Tab

FEECEE

Insert

Ba)
Wy
Page Layout

? dj l_u aﬁ Ij _J _J _,J _J showgHide Comment

L Show Al Comments

Home Farmulas Data Rlevi ey e

SalesData -

Microsaft Excel

5 Protect and Share Workbook

ﬁ.ﬁ.llnw Users to Edit Ranges

Share

Spelling Research Thesaurus Translate Mews  Delete Previous pext Protect  Protect . »
Cammerit Sk Ik Sheet Waorkbook = Workbook 4 TTack Changes
Procfing Camments Changes

The Review tab consists of three Groups
as follows:

v [ B %

spelling Research Thesaurus Translate

(1)

‘Hide Comment

1. Proofing contains Spelling, Research,
Thesaurus and Translate.

Praofing

2. Comments contains New Comment,
Delete, Previous/Next, Show/Hide
Comment, Show All Comments and Show

A Show
Ink. I
—J _J _J 3 Showy &l Comments
el et Delete Prewious T -
Comment Show Ink

3. Changes contains Protect Sheet, Protect
Workbook, Share Workbook, Protect and
Share Workbook, Allow Users to Edit
Ranges and Track Changes.

Comrmerts

and Share Workbook

ER T

@AIIDW sers to Edit Ranges
Protect  Protect Share I
1ENGES

Sheet WWorkbook « Waorkbook | o Track ©F
Changes

10
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View Tab

D% H g ; s
—~'/ Home Insert

Page Layout Formulas Data Review Wiew

SalesDiata - Microsoft Excel

= = Ruler 7 FormulaBar | () 1 )iewe Side by Side =
(il = =
¥ Gridlines /' Headings : ] Synchronous Seralling z =a
|Marmal| Page Page Break | Custom  Full " Zoom 100% Zaam to Mews  Attange Freeze - . - Sawe Siitch Macras
[Layout  Prewiew | iews Screen Message Bar Selection || Window Al Panes~ L Unhide | sl Resetivindow Position | warkspace Windows ~ .
Warkbook Yiews ShowyHide Zoom find oy Macros

The View tab consists of five Groups as
follows:

1. Workbook Views contains Normal, Page
Layout, Page Break Preview, Custom
Views and Full Screen.

2. Show/Hide contains Ruler, Gridlines,
Message Bar, Formula Bar and Headings.

3. Zoom contains Zoom, 100% and Zoom
to Selection.

4. Window contains New Window, Arrange
All, Freeze Panes, Split, Hide/Unhide,
View Side by Side, Synchronous
Scrolling, Reset Window Position, Save
Workspace and Switch Windows.

5. Macros contains Macros.

Marmal

om  Full

Fage Page Break
Lavout  Previews SCHEEn

Wiorkbook YWiewes 0

¥ Formula Bar

¥ Headings 9
Mesiage Bar

Showe'Hide

Ruler

¥ Gridlines

_E ..... - _-Elh|

foom  100% Foom to 9
Selection

Zoom

p— :

B )

- [t
Sawe Switch

| arkspace YWindows T

—'il g ;E] ESplit

Mews  Arrange Freeze Al
Window  All | Panes> L UnAice

Window

‘:il .
;"."__E
hMacros

Macros

11
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Parts of a Worksheet

This section outlines parts of an Excel
spreadsheet.

1.

12

Name Box displays the column letter
and row number that designates the
active cell.

Formula Bar provides information
about the active cell. Formulas can be
added or edited in the formula bar.

Column Headers are the letters only
at the top of the spreadsheet.

Row Headers are the numbers on
the left side of the spreadsheet.

Active Cell is the currently selected
cell, displayed with a thick black
border around the cell.

Fill Handle is the small black square
on the bottom right side of the border
around the active cell.

Sheet Tabs identify the current
worksheet.

Note: The difference between a worksheet
and a workbook is that a worksheet is a
single sheet and a workbook is the entire
Excel file.

a0 |
5
M4k M

Sheetl

Raw [rata

.
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Open an Existing Workbook

Opening an existing workbook allows you to
search for previously created workbooks and

open them in Excel.

1. Click the Office Button at the top of the screen.

=
*i )

2. Select Open.

3. Select the location of the existing workbook
(Example: Desktop).

4. Select the folder in which the document is
stored.

e.g. Desktop > PDWS Workshops > Excel >

Excel 1 folder
5. Select the worksheet, Excel2007_M1.xIsx.
6. Click Open.

Recent Documents

) e

SalesData
-
J Qpen
H Save
[
I_l Save As B
ik
& i' Erint .4
% Prepare b
*éﬂ Send .4

Fublish ¥

Ny
| Close

| 2] Excel ©ptions | | X Exit Excel

ey
Look in: [ Execel 1 a

- My Recent LT Exel2007_ M1 .5l
Docurnents

[L:Q Deskkop

= M
._1‘:-"

" Diocuments

8
Compuker

% A My Metwark,
Places

File name:

Files of tvpe:

Tools -

All Exccel Files (*.xl*; * xlsy * owdsm; *.xdshy * xlam; * ks * owdemg *.xds; *.db; * . hkm; *.ht

13
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Save a Workbook

Saving a workbook allows you to select the
location where the workbook will be saved.
Select the folder where the workbook will be
saved, and name the workbook.

1. From the Office Button, select Save As.
2. Select the file type. (Excel Workbook)

3. Select the location/folder where you would like
to save the workbook.

e.g. Desktop > PDWS Workshops > Excel >
Excel 1 folder

4. Name the file.
e.g. Use your last name as the file name.
5. Click Save.
h Note: If you need to share your file with

someone that does not have Excel 2007,
use the Save as type of Excel 97-2003

Workbook.

Qpen

Sawe

(Lol Print

5’/ Prepare

X

L Publish

J“ Close

i

3

3

41

Save a copy of the document

[f_|
tH

(e,

_'_4 Save A5 &j

=)
Il

= Excel Workbook
Save the workbook inthe default fj
farmat,

Excel Macro-Enabled Workbook

Save the weorkbook in the XML-based and
macro-enabled file farmat,

Excel Binary Workbook

Save the workbook in a binary file format
optimized for fast loading and sawing.

Excel 97-2003 ‘Workbook

Save a copy of the warkbook that is fully
compatible with Excel 97-2003,

PDF or XP5

Publizh a copy of the workbook as a PDF ar
HPS file,

Other Formats

Open the Save A5 dialog box to select from
all possible file types.

I 2] Excel Options | | K Exit Excel

JAYE. AS

Save int | Excel 1 e

- My Recent W30 Excelz007_M1.xlsx
Documents

@' Desktop

s a4

Dacuments

. B4
Computer

w _-! Iy Mebwork
Flaces

File name: |Smith. xlsx e

Save as BYPE | Furel Workbook (*, xlsx)

Tools -

2]%]

O | X ChE-

<]
&

Save Cancel

14
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Page Setup

Page Setup allows you to change the way
your spreadsheet will look and print. You
can change the layout of the page, scaling
of the page, paper size, and more.

1. Select the Page Layout tab.

Page Orientation

Page Orientation changes the way the
spreadsheet prints on a page.

2. Choose Portrait or Landscape, from the
Orientation button within the Page Setup

group.

Scaling

Scaling allows you to adjust the spreadsheet
to a smaller size for printing.

3. Click the arrows next to Scale to adjust the
percentage of the normal size that will allow the
spreadsheet to print properly.

To make the spreadsheet fit in the amount
of pages wide by tall.

4. A. Click the arrows next to Width and Height
to determine how wide and how tall the printed
spreadsheet will be

OR

B. Click on the More Options button, in the
Page Layout tab/Scale to Fit group to bring
up the Page Setup dialog box. Click the radio
button next to Fit to. Use the up and down
arrows beside the pages wide and pages tall to
change how the spreadsheet will print out.

To change the paper size for printing:

5. To change the type of paper used for printing,
use the down arrow by paper size.

Page Layout 0

— 5 - N —
0= 0O & L) 5
Margins Orientation  Size Print EBreaks Background Print

= = Area ~ Titles

T4 Width: | Automatic -
{__,J Height: Automatic ~
] Scale: a5%

e Page Setup F] Seale to Fit (F]

Page Setup

| Margins | Header/Footer Sheet

Crrientation
[ .
(%) Portrait () Landscape

Scaling

(%) Adjust ko: %, normal size
(JFit ke EI page(s) wide by tall

v|
v|

Paper size: |Letter

Print quality: | 600 dpi

First page number:

Brink... l ’Print Previeﬂl ’ Opkions... l

[ oK l[ Caniel ]

15
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Page Setup Cont.
Margins Tab

The Margin tab allows you to change the
margins.

1. From the Page Setup dialog box, click the
Margins Tab.

2. Use the up and down arrows to change the
margins of the top, bottom, left, right, header, or
footer.

3. To center the spreadsheet Horizontally or
Vertically, click the respective check box.

Header/Footer Tab

The Header/Footer tab allows you to
provide essential information about the
printout, file name, author, pages, date,
and more.

4. From the Page Setup dialog box, click the
Header/Footer Tab.

5. To use a pre-defined header, click the down
arrow for available options.

6. To use a pre-defined footer, click the down
arrow for available options.

16

-

Page Setup

ns | | Header/Footer | Sheet
Top: Header:
e l0.75 % | 03 &
Left: Right:
o7 &
Battom: Foaker:
[0.75 3 03 3|
Cenker on page
[] Harizonkally
[ wertically
Print. .. ] [Print Preview] [ Options... ]
[ oK l I Cancel l

Page Setup

Page Margins

Header:

|(none)

> K

Custom Header... ] ’Cgstnm Footer... l

Foater:

|(none)

c B

[] Different First page
Scale with document
Align with page margins

[] Different odd and even pages

Print

] [Print Previeﬂ] l Options... ]

[ [9] 4 l[ Cancel ]
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Page Setup Cont.
Sheet Tab

The Sheet tab allows you to repeat
information that is in a single row or column
across the top or side of a printed page as
well as to print gridlines on the page.

1. From the Page Setup dialog box, click the
Sheet Tab.

To Repeat Rows at the Top of
each printed page

This feature is useful when you have a
large spreadsheet that will print on multiple
pages. Headings in the first row of the
spreadsheet can be repeated at the top of
each printed page.

2. Click the box to the right of the Rows to repeat
box.

3. The Page Setup - Rows to repeat at top:
dialog box appears. Select the row that will be
repeated at the top of every printed page. The
row references will appear in the box.

4. Click the square to return to the Page Setup
menu.

Note: To repeat the columns to the left on
every printed page, follow the steps above,
but select Columns to repeat at left.

===

To Print Gridlines on the printed
page

To print gridlines, check the gridlines box.
Otherwise there will be no lines on the
printed page.

5. A. From the Page Setup dialog box select

Sheet Tab, then check the Gridlines check box.

OR

B. Use the Sheet Options commands on the
Page Layout tab.

-

Page Setup

Page Margins

Header|Footer |

Print area:

Print kitles

Rows bo repeat ak top:

Prink

[ oraft guality

Page arder
(%) Down, then over
() Over, then daown

Columns ko repeat at left; |

[ aridlines @ Comments: |(N0ne) V|
[1Black and

[1row and calumn headings

Cell errars as: |disp|ayed v|

il il
"m0
PO
b i

[ Brink. .. ] [Print Preview] [ Opkions, .. ]

I 0K l’ Cancel l

AL B ]

c_1 0o | E | [IE;
First Name%&_@ggt_l@ _______________________

PapeSelnpeRoWsHoeneatidi tops

$1:41|

Gridlines | Headings
JoWiew |V Wiew
@ [ ] Print Print
Sheet Options M=

17
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Print Preview & Print

1. From the Office Button, select Print.

2. Select Print Preview to see if you need to make
changes before you print.

3. Select Print when your document is ready.

Inserting a Row, Column or a
Worksheet into a Workbook

There are times that you need to insert
a row, column, or worksheet into your
workbook.

Inserting a Row

4. Click the cell below where you want the row
inserted.

5. On the Home tab>Cells group, select
Insert>Insert Sheet Rows.

6. The row is inserted between.

7. Fill in data for the new row.

Note: To insert a Column, click on the cell
to the right of where you want the column
inserted. On the Home tab>Cells group,
select Insert>Insert Sheet Columns.

To insert a worksheet, go to the Home
tab>Cells group. Select Insert>Insert
Sheet.

Page Setup

Make sure the Sheet 1 tab is selected. Change the
page orientation to landscape and change the top and
bottom margins to .5. Add a custom header to the
spreadsheet with your department name. Then turn on
the gridlines to print on paper. Use Print Preview to
check your alterations.

18

41

Preview and prigl 3 Bltcument
@ Print A4

LI Gelect a printer, number of copies, and
ather printing options before printing,

Quick Print

Send the waorkbook directly to the default
printer without making changes,

2
gk Print Preview

Preview and make changes to pages before

printing. ]
r LZA
A B C
1 Mame Score 1 Score 2
2 |Chuck 99
3 |Elise | 93
4 Dianne 85
cmm A
==

| Thsert | Delete Format

o= Insert Cells..,

6 :,'*-:i Insert Sheet Bowes

Insert Sheet Columns

i
__,_J Inzert heet

A B C
1 |Mame Score 1 Score 2
2 Chuck 99
(6 E
4 |Elise 93
5 |Dianne a5
A B C
1 |Mame Score 1 Score 2
2 Chuck 99
a 3 [Lero 82
4 |Elise 98
5 Dianne 85

| Fi
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Format a Cell

The Format Cells Menu allows you to
format a cell or a range of cells in a variety
of formats, such as text, number, date and
currency.

Formatting a cell with various
date formats

1. Type the date in a cell. Then click the cell to
highlight it. From the Home tab>Cells group,
click Format>Format Cells> Number Tab.

2. Under Category, click Date.
3. Select desired Date Type.

Wrap Text

Wrap text allows you to display multiple
lines of text in a cell.

4. Type some text into the cell that will overlap
into multiple cells. Highlight the first cell with
one click. From the Home tab>Cells group,
select Format>Format Cells>Alignment tab.

5. Under Text Control click the check box in front
of Wrap Text.

Note: You can also select the Wrap Text
button, in the Alignment group, on the
Home tab.

§||@':| =) Wrap Text

|| £ ££|| [ Merge & Center -

===

Alignment ]

Format Cells

(= |Format = || <2~ Filter- 54

Cell Size
ﬂ: Row Height. ..
AutoFit Row Height

,‘:ﬂ’ Column Width. ..

AutoFit Column Width

Default Width. ..
Visibility

Hide & Unhide 3
Crganize Sheets

Rename Sheet

Move or Copy Sheet...

Tab Color
Protection
i}y Protect Sheet...
5] Lock Cell

5 Format Cells,

Murnber | Alignment Font Fill Protection
Cakegory:
General Sample
Murnber
Currency
Accountin Type
Tirre: 3
Percentage a;p'ridnesday, March 14, 2001
Fraction —
Sciertific 3j14/01
et 0314401
Specl ﬁﬂg: a1 v
Cuskarn =
Locale {location):
English (11,5} v|

Format Cells

Text direction:

Murnber Fill Protection
Texk alignment Crrientation
Horizonkal: . .
|Genera| V| *
Wertical: |D T
e
|Bottnm V| w || Text *
t -
*
Texk control .
[ shrink to Fit
[ Merge cells
Right-to-left
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Merging Cells

Merging cells creates one cell.

1. Type the text into the cell that will need to be
merged. Click and hold the mouse button over
the first cell that you typed in and highlight
all of the cells to be merged together. From
the Home tab>Cells group, select Format>
Format Cells>Alignment Tab.

2. Click the check box in front of Merge Cells.

3. Once merged, the cell can be aligned
Horizontally and Vertically by clicking the
down arrows.

hYou can also select the Merge & Center
button, in the Alignment group, on the

Home tab.

Text Orientation

Text Orientation allows you to rotate the
text inside a cell.

4. Type the text into the cell that you want to
rotate. From the Home tab>Cells group, select
Format>Format Cells>Alignment Tab.

5. Under Orientation, drag the line to the
desired degree of rotation or use the up and
down arrows next to Degrees to change the
orientation.

hNote: You can also select the Orientation
button, in the Alignment group, on the

Home tab.
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Baorder

Fill Protection

Text alignment

Harizontal:

Wertical:
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[ ] wrap text
[ shrink to Fit
[ Merge cells
Right-to-left

Text direction:

coter
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TR -
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Alignment [

= Wrap Text

i= [@ Merge & Center|=

Format Cells
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Fill Pratection
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Vertical: | 1]

| Eioktam

Text contral
[] werap bext
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[ merge cells
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-@'}"| = Wrap Text
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Rotate Text Down
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Change the Font Type, Size
and Color

You can change the font type, size, and
color to enhance the look and feel of your
worksheet.

To Change the Font

1. Select the cell(s) you want to change. From the
Home tab>Font group, select the appropriate
commands.

2. Click the More Options button to view the
Format Cells dialog box.

To Change the Font Size

3. Use the up or down arrows in the Font
commands or in the Format Cells dialog box to
select the desired font size.

To Change the Color of the Text

4. Use the down arrow in the Font commands or
in the Format Cells dialog box to show the
colors available. Click on the desired color.

To Change the Font Style

5. Use the up or down arrows to select desired font
style in the Format Cells dialog box or use the
Bold, Italic and Underline icons in the Font
commands.

T 5

| Mumber || Alignment |

Font:
Arial

& albertus Medium
T Algerian

| Border | Patterns | Protection |

Underline:

Mone

Effects
[ strikethrough
D Superscripk
] subseript

This is a TrueType Font, The same Font will be used on bath wour prinker

and your screen,

[?]X]

Reqular 5 B

: a 1
(10 |

Bold Ttalic 11

Color:

Aukamatic

Presview

AaBbCeYyiz

[ oK, J [ Cancel
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Create Borders = ,”aé,l == ==s
Using borders can help to separate Borders
information in a spreadsheet. Bottom Eorder
. Top Bord
1. Select the range of cells that require a border. e
From the Home tab>Font group, click the “ Left Border
arrow next to the Borders icon. 'Z] | Right Border
2. _Sel_ec_t the preset border style, or_select the “ Mo Border
individual border style by selecting the lines
desired for the border. EH &l Borders g
3. Change the color of the border by clicking the Cutside Borders
arrow, next to Line Color. Thick Box Border
4. Select More Borders to see the Borders dialog i Bottom Double Border
box. iii Thick Bottam Border

o+ Top and Bottom Earder
i Top and Thick Bottom Baorder
i Top and Double Bottom Border

Crawe BEorder

#Ag | Draw Border Grid
2
_&
|

Erasze Border
Line Colar e k

Line Style [

H

kore BEorders.., 4

Format Cells

Murnber | Alignment Font Fill Protection

Line Presets

Mone Qutline

Border

Formatting Text

i Texk
Calar:

Type today’s date in the current spreadsheet using the

following format: October 10, 2007. Then change the

date format to another format of your choice. Select

the date cell and Change the orientation of the date to T!‘ne selected border style can be applied by clicking the presets, preview
. diagram or the buttons above,

45 degrees. Change the font style, font size, font color

and choose a border.
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Formulas
Using the AutoSum Icon

The AutoSum icon is used for totaling a
range of cells. AutoSum also allows you

to use other functions, such as Average,
Count, Max and Min.

1. Click the cell (B6) where the sum will be
located.

2. From the Home tab>Editing group, click the
AutoSum button. Select the Sum function.

3. Depending on where numbers are located, Excel
tries to create a range of cells that it thinks will
be used. Edit the range, if necessary.

4. When the range is correct, select the Enter key
on the keyboard. The sum is displayed in the
desired location.

Average Formula

The Average function finds the average of
specific data.

5. Click the cell (C6) where the average will be
located. Click the down triangle to the right of
the AutoSum button>Select Average.

6. The formula is entered into the cell showing the
range of cells that will be used. Make sure that it
is the correct range of cells.

7. Select Enter on the keyboard. The average is
displayed.

AutoSum and Average

In an open worksheet, type 10 in cell B1. In cell B2
type 15. In cell B3, use the AutoSum button to find
the sum of cells B1+B2. Once completed, highlight
cell B4 and find the average of cells B1 and B2.

A B G
1 Mame Score 1 Score 2
2 |Chuck 99 84
3 |Leroy 02 1
4 |Elise 93 99
5 D 85 a0
E | |
E AutoSum *| M
= sum
Awerage
Count Mumbers
Max
mMin
More Fundctions..,
A B C
1 Mame S_'_IE_EI_'[_E'__J_'_ Score 2
2 [Chuck § GE} 85
3 |Leroy E 52! 55
4 |Elise ! 93! 99
5 Dianne | 85 80
6 =SUM
A B C
1 Mame Score 1 Score 2
2 |Chuck 89 85
3 |Leroy 82 8o
4 |Elise 93 99
5 Dianne 85 a0
A B C D
1 Mame Score 1 S__l;ru_[_erg__
2 Chuck :EH 851
3 Leroy BEE 88!
4 |Elise 98! 99!
5 Dianne 858 80}
g
iy B C
1 Mame Score 1 Score 2
2 |Chuck 95 a5
3 Leroy 02 8d
4 |Elise 98 99
5 Dianne ] a0
6 3 BB_
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Multiplication Formula

Using multiplication in Excel requires you to
write the formula.

1.

In an open worksheet, type in numbers in cells
Al and A2. Select the cell (A3), where the
formula will be located. On the keyboard select
the equals (=) sign. This tells Excel that a
formula is being entered.

Type the first cell reference that will be needed.
(Example: Click the cell or type in the cell
location that has the first number in it that will
be used to multiply).

Select the asterisk symbol (*) on the keyboard
(This indicates multiplication). Type the
second cell reference that will be used. On the
keyboard, select Enter.

Minimum Formula

This formula returns the minimum number
in a range of selected cells.

4.

Click the cell where the formula will be located.

Click on the down arrow next to the AutoSum
button>Min.

With the mouse, select the range of cells to be
used in the formula . On the keyboard, select
Enter.

The minimum number in a range of selected
cells will appear.

Multiplication and Minimum
In cell D1 type in 20. In cell D2 type in 30. In cell
D3, follow the directions in this module to find the
product of cells D1 and D2. In cell D4 find the mini-
mum number out of cells D1 through D3.
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SLM -
A B

1 24

y 24

3 =a17a7 |
X v
A, B

2 24 9
3 [___ooiel

1

2 AutoSum *| h --iu

2 Sum
Average
Count Mumbers
A

" O

More Functions...

MIN v X o [ =MIN(ALAZ)
C
-
: 2 G
3 34
4 =MIN(AT AT
a4 - [ Fe | =MIM{&1:43)
A B C
g4
24

= L D —

a4
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Maximum Formula

This formula returns the maximum number
in a range of selected cells.

1.

Click on the cell where the formula will be
located. Click on the down triangle next to the
AutoSum button > Max.

With the mouse, select the range of cells to be
used in the formula. Select Enter.

The maximum number of the range of selected
cells will appear.

Count Function

The Count Function returns the number
of values in a range and can quickly
determine how many cells contain numeric
information.

Click on the cell where the formula will be
located. From the Home Tab or the Formulas
Tab, click on the down triangle next to the
AutoSum button>Count Numbers.

With the mouse, select the range of cells to be
used in the formula. Select Enter.

The number of values in the selected range of
cells will appear.

Maximum and Count

In cell D5 find the maximum number in cells D1
through D3. In cell D6 use the count function to count
the number of values in cells D1 through D5.

¥ Autosum *| h -—i

2 sum
Average
Count Mumbers
Max
ki

More Functions...

Max v X v ﬁr =P A4
C
-
e
3 34
4 | =MAKAT A
Ad v Je | =MAK{ALAT)
A B C
1 54
2 24
3 34
4 g4l
L
COUMT - v ﬁr =Count(&al:a3)
C
1
: 6
3
4 |=Count A“I .-‘IJ'-S
a4 v [ S | =COUMT{A1:43)
A B C
1 B4
2 24
3 34
310
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Types of Charts and Their Uses

10.

11.

26

Area - An Area chart emphasizes the magnitude of change, rather than time and
the rate of change. It also shows the relationship of a part to a whole by
displaying the sum of the plotted values.

Bar - A Bar chart shows individual figures at a specific time or shows variations
between components but not in relationship to the whole.

Bubble - A Bubble chart compares sets of three values in a manner similar to a
scatter chart with the third value displayed as the size of the bubble marker.

Column - The Column chart type compares separate (noncontinuous) items as
they vary over time.

Doughnut - A Doughnut chart shows the relationship of parts to the whole.

Line - A Line chart shows trends and change over time at even intervals. It
emphasizes the rate of change over time rather than the magnitude of change.

Pie - A Pie chart shows proportions and relationships of parts to the whole.

Radar - A Radar chart emphasizes differences and amounts of change over time
and variations and trends. Each category has its own value axis radiating from the
center point. Lines connect all values in the same series.

Stock - A Stock chart shows four values for a stock - open, high, low, and close.

Surface - A Surface chart shows trends in values across two dimensions in a
continuous curve.

XY (Scatter) - A Scatter chart shows either the relationships among numeric
values in several data series or plots the interception points between x and y
values. It shows uneven intervals of data and is commonly used in scientific data.
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Create a Chart

Creating a chart allows you to represent
your data in a visual format.

1. Click on the Sheetl tab. Using the mouse,
select and highlight all cells that contain
information for the chart.

2. From the Insert tab, select a specific chart type
in the Charts group.

e.g. Select Column
3. Select your chart style.

4. The selected chart appears.

h You can also select the More Options box
in the Charts group to bring up the Insert
Chart dialog box.

e
*‘J EerGhants
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Chart Layauts e

When your chart is created, the Chart
Tools commands appear. Using these
commands, you can change the chart type
and layout, add a chart title and choose
different colors.

Tupe o Data 9

Customize the Chart

1. Type Group - Change the chart type.

2. Data Group - Select data source for the
chart and edit the legend.

3. Chart Layouts Group - Change layout,
add legend and add chart title.

4. Chart Styles - Click on a style to apply
the theme.

Activity

Copy and paste sheet 1 data into a new sheet. Insert a
row between the first 2 people in the list. Enter your
name and your scores. Create a chart to display the
scores.
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Select Data Source

I';E'i E‘ )~ ™ = SalesData - Microsoft Excel Chatt Taals
- Hame Ihsert Page Layout Formulas Data P 2y Design Layout Format
R 8= ]
I =1l | Ep L a— T |
HEE | A - )
Change  Save As Suwitch Select il il = ‘DH—UE == | = I II | ] !
Chart Type Template || RowlColumn Data ki
e Chart Styles

Chart data range: | Sheetl 1444144

_
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E
i~
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