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ODbjectives

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

Automatically number rows;

Sort the worksheet;

Format the cells to currency;

Format the cells to percent;

Insert a chart into another Microsoft Office Document;
Insert a graphic into a worksheet;

Create |IF Statements;

Insert a comment into a worksheet;

© © N o o &~ w DN

Use autoformat to format the body of a worksheet;

=
o

Use conditional formatting to format the body of a worksheet;

=
=

Format the header and footer of a worksheet;

=
N

Set up a workbook to be shared simultaneously.
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Automatically Number Rows

Due to headings there will be instances
when you will want to have the rows
numbered automatically, starting at row 2.

1. Open the Excel workbook Excel 2.
A. Click the Office Button.
B. Click Open.

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

e.g. Desktop>PDWS Workshops>
Excel>Excel 11>Excel2007_M2.xIsx>Rows
sheet.

2. Click on Column A.

3. From the Home tab>Cells group, click on
Insert>Insert Sheet Column. The column is
inserted before the original column A. The new
column is now column A.

4. In cell A2 type the number 1.

5. Use the fill handle to drag the numbers to the
last cell number that you need.

6. The AutoFill options box appears in the low
right corner of the last cell.

7. Click the down triangle and select Fill Series.

AE = C

1 |Mame _|S|:|:|re 1 Score 2
2 Ernc 7o Ba
3 Jennifer a0 03
4 |Lisa e i)
iy B C O
1 Mame ocore 1 Score 2
2 m&ic 75 88
3 Ger a0 a3
4 A g3 a9
A B C O
1 MNarne Score 1 Score 2
2 1|Eric 7a a8
a 1l ennifer 80 a3
4 1lisa 83 a9
5 =
E
A B » D
1 Marme Score 1 Score 2
2 1|Eric 75 g8
3 2lJennifer a0 g3
4 3_Lisa g3 g9
q =
G
7 () Copy Cells
a e [+ Fill Series
9

—_ | —a
—

Fill Formatting Cnly

.
) FillWithout Formatting
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Sort the Worksheet

After creating your Excel worksheet,
you can sort your columns and rows in
ascending or descending order.

1. Inthe current Excel document, select all cells to
be sorted, by highlighting the cells.
Ex. cells B1:DA4.

2. From the Home tab>Editing group, click Sort
& Filter. The Sort & Filter menu opens. Select
Custom Sort.

3. If the first row in your selection contains
column headings, then select My data has
headers.

4. Click the Down Arrow under Sort by. Choose
the column to be sorted. EX. Score 1.

5. Select Smallest to Largest.
6. Click OK.

A, B B D
1 Marme Score 1 Score 2
2 G 1|Etric 5 atal
a 2lJennifer =1l m iG]
4 3lLlisa 83 BB_
20 | 4
Sort & Find &
Filter =  Select =
‘%l dort Amallest to Largest
i\l, sort Largest to Smallest
e ¥ Custom Sort.,
W= | Filter
[‘-’;1 add Level ” )( Delete Level H 5 Copy Level ” i [ Options, .. ] My data has headers
o S e i e 3
@
A B C O
1 Marme score 1 Score 2
2 1|Eric 75 =8
3 2lLisa a3 e
4 3ldennifer o0 83_

Sort the Worksheet

Sort by Score 2.
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Format Cells to Currency
Style

The Format Cells Menu allows you to format
your cells to currency style.

1. Inthe current Excel Workbook, select the
Currency sheet tab.

2. Highlight all cells that require the currency
format.

3. From the Home tab>Number group, click the
Currency button.

=

Note: All cells have the $ symbol. In true
accounting format, only the first number and
totals should have the $ symbol.

4. To remove the $ symbol from unneeded rows,
highlight those cells.

5. From the Home tab>Cells group, click Format
> Format Cells. The Format cells dialog box
opens.

6. Select the Number tab; select Currency.

7. Click the down triangle under symbol and select
None.

8. Click OK.
a Note: You can also select the triangle next to

the $ button and select More Accounting
Formats.

A, B (0 ] E
1 | Income Jan Feh Mar ﬂgr
2 Rent 260 300 260 a0
3 |=al 125 E35 268 a0
4 Mg 26 12 10 13
o
General ¥
9 $|-[% o[58 58
Mumber |
A, 5] [ ] E
1 | Income  Jan Feb Mar Apr
2 |Rent § 25000 % 30000 §250.00 % 300.00
3 12600 $R3I500 % 25500 % 30000
4 § 2500 § 1200 § 1000 § 13.IIIIII_
S H|
- _::_.. | _i.rj
e Insert Delete |Format
Cells

Format Cells

Mumber Alignrment
Category:

General
Murmber

Accounting
Date

Tirne
Percentage
Fraction
Scientific
Text
Special
Zuskam

Currency Formats are used For general monetary values, Use Accounting

Fonk Eorder Fill

Sample
$13.00

i

Decimal places: |2

Symbol: | $
[

Megative

$1‘234' F Mangolian {Cyrillic)
|".- 1 4 English {australia)
FESEERA £ Enaglish (Canada)

51,234 |3 English {Caribbean,

Formats ta align decimal points in a colunin,

Protection

] [ Cancel ]

o

A

Hent
sales
Misc

e LA RO —

Income

B L L
Jan Feb Mar
b 25000 % 50000 % 25000 %
12500 B35.00  258.00
26.00 12.00 10.00

E
Apr
300.00
300.00
13.00
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Format Cells to Percent Style

The Format Cells Menu allows you to format
your cells to percent style.

1. Inthe current Excel Workbook, select the
Percent sheet tab.

2. Highlight all cells that require the percent
format.

3. From the Home tab>Cells group, click Format
>Format Cells. The Format Cells dialog box

opens.

4. Select the Number tab. Under Category, select
Percentage.

5. Under Decimal places, use the arrows to select
0.

6. Click OK.

Note: You can also use the Percent lcon in
the Home tab=Number group.

General -
| 8 = % | 9 ||%8 598
Mumber F

Changing Cells to Percent

In the current spreadsheet, type Score 3 in cell D1.
Add scores for all students. Change the score values
to show percentage.

e AR —

A B [
Marme ocore 1 Score 2
Eric 0.75 0.55
Lisa 0.83 0.89
Jennifer 0.4 D.BH_

Format Cells

Murnber

Category:

Alignment

Insert Delete Format

-

Ce!lﬁ

Fant

General
Murnber
Currency
Accounting
[rate

Time

Frackion
Scientific
Text
Special
Custom

Sample
53%

Border Fill

Decimal places: e

Percentage Farmats mulkiply the cell value by 100 and displays the result with a
percent symbal,

Protection

[ o

l[ Cancel ]

e LD | —

Fi¥
Marme
Eric
Lisa
Jennifer

B E:
Score 1 Score 2
75% 35 %
33% 39 %
80% 33%
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Insert a Chart into a Different

Office Document

After creating charts in Excel, you can insert
them into a PowerPoint Presentation or any

other Microsoft Office document.

1. Inthe current Excel Workbook, select the Chart

sheet tab.
2. Open a PowerPoint Presentation.
3. Inthe Excel document, right click on the chart.
4. Select Copy.
5. In the PowerPoint document right click in a
blank slide.
6. Click Paste.

7. The chart is inserted into a PowerPoint
Presentation.

Insert a Chart

Insert a chart into a Word document. Open a blank
Word document and follow the steps to place the
chart.

cut
ScorEe b cu
|53 Copy
120
Lﬁ Paste
100 &4 Reset to Match Style
80 A | Font..
i"h Change Chart Type...
o [El] select Data..,
40 ! [d] | Move Chart...
20 | -
B
0 : o
Eric Lisa —i_'J }
(a1 i ¥ - 3 )= Presentationl - Microsof.. e e
L — e
: |Hc1me§| Insen| Desig | Animi | Slide | the|\.r'sew | Devel | Add-1 i@
.-L-f._i.‘-i = 1 | = =
et} A i = i 2 hi[
] 2y |
Paste ¥ Slides | Font |Paragraph |Drawing Editing

|| Clipboard || I | I I

53 | Copy
||E Paste |

=] publish slides

Ruler

Grid and Guides...

i 5 | Layout »
Click to add notes
Reset Slide
oo -
Slidelof1 | H[E'ﬂﬂ' gi )| Format Background...
() = R Presentationl - Microsoft PowerPaint o~ B ¢
el 7—— o=
Home Insert | Design ' Animations  Slide Show Review  View Developer  Add-Ins 7]
n Colets @ Background Styles ~
...... [&] Fonts -
Page slide Themes " Hide Background Graphics
Setup Orientation - " @ Effects » & 8
_‘ Page Setup { Themes Jl Background ]

1

Click to add notes

Slidel of 1 | "Office Theme™ | i_‘ﬁ |
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Insert Clip Art into a
Worksheet

Worksheets can contain graphics or logos.

1.

In the current Excel Workbook, select the Clip
Art sheet tab.

From the Insert tab>Illustrations group, click
Clip Art.

The Insert Clip Art Task Pane opens on the right
side of the screen.

In the Search Text Box, type School.
Click Go.

A, B o
1 |Mame _|S|::|:|re 1  Score 2
2 Eric = a0
3 Jennifer =l B3
4 |Lisa g3 a9

Q) 9~ "

— Home Insert Layout Formul
i_l-_-l-- ey

SR =
PivotTable Table Picture | Clip  |Shapes Smartrt
- At !
Tables Hustrations

‘ (1] __a.f-u|

Search For:

9 Clip Art e" =

e schoal | a0
Search in:
Selected collections W

Results should be:

all media file types W
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Insert Clip Art into a Clip Ark v
Worksheet Cont.
Search For:
6. Select the desired clip art by double-clicking on — o
the image.
Search in:

7. The image is inserted into the Excel worksheet.
Selected collections w

Fesults should be:

Selected media file kvpes w

A, B [5 o] E F
1 Marme Score 1 Score 2 _
2 Eric 75% 58% ?
3 |Lisa 53% B89% L1 )
4 | Jennifer 0% 83%
5
5]
7
8
gl
10
11
12
13
14

Inserting a Logo

Insert an HCC Logo into a blank sheet. Go to
Insert tab>Illustrations group>Picture. Use
the following picture file Desktop>PDWS
Workshops>Excel>Excel 11> hcc_logo.jpg
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Using an IF Statement A B C D
o 1 Mame mcare 1 Pass/Fal Certificate
The IF function is useful when you want to 2 Eric 75
. . |
(telss;gn a value to a cell based on a logical 3 |Lisg a7
est. 4 | Jennifer a0
1. Inthe current Excel Workbook, select the IF 2 -
Statement sheet tab. n = C E
2. Select cell C2, click on fx icon on the formula ; g?me Score 1?5 Eass/Tail Cenificate
bar. The Insert Function dialog box appears. e | |
3. In the Search for a function box, type in IF. Insert Function BE
Search f chion:
4. Click Go. ’“_6 =]
5. Select IF from the Select a Function box. Or select a category: [Recommended v e
6. Click OK. The Function Arguments dialog Felect a function;
box opens. =
CELL
7. In Logical Test box type B2>80. HLOoKUP
8. InValue_if_true box type Pass. ap v
. . IF{logical_test,value_if_true,value_if_false)
9. In Value_lf_false box type Fail. Sgli;kisl,: U;I';fgger & condition is met, and returns one value if TRUE, and another
10. Click OK.
11. Use the Fill handle to fill in the remaining cells. y .
elp on khis Funckion QK ] [ Cancel
Logical_test |Ez=a0
8 Walue_if_true |"Pass"
Yalue_if_false |Fai||
Chec ondition is met, and returns one value if TRUE,=and another value if FALSE.
¥alue_if_false isthe value that is returned if Logical_test is FALSE. IF omitted,
FALSE is returned.
Farmula result =
A B C
1 Mame mcare 1 Pass/Fall
2 |Eric fa|Fail
IF Statement .
. 3 |Liza g3|Fass
In Column D, _Create an I_F Statement for any passing 4 | lennifer oilPass
student to receive a certificate.
*Any text used in formulas needs to be in Quotes. @

10
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Insert a Comment into an
Excel Worksheet

Comments are used to identify entries that
would otherwise be difficult to understand
or to provide overall workbook comments.

1. Inthe current Excel Workbook, select the
Comment sheet tab.

2. Click cell A6.

3. From the Review tab>Comments group, click
New Comment.

4. Type the comment into the comment box.
5. Press Enter.

6. Note the red triangle at the top right corner of
cell A6.

7. Move the mouse over the red triangle and the
comment box is displayed.

To View the Comments on the
Screen

8. From the Review tab>Comments group, click
on Show All Comments.

To Delete the Comments on the
Worksheet

9. Select the cell that has a comment.

10. From the Review tab>Comments group, click
on Delete.

oLt Formulas Data Fleniewy Wi
i 'l _J _J _J A Showe'Hide Comment
. ; P Showy Al Carmments
[ et [ Erevious Mext - )
Comment e Showe Ink
Commernts
A, B B
1 Mame ocore 1 Score 2
2 Eric 75 Ba
3 Lisa a3 i
4 Jennifer 80 B3
5 ! A
Instruckor:
a] Professional
7 Eﬁ Development and
a Web Services
g Department|
Instrucktor:
Professional

Development and

Web Services ﬂ

Department

out Formulas Data

Rewiews j Bty
/}j I —| | J [ —I | de Comment
~ : : L3 Showe &1 Comments
Edit Delete Prewious Mext

Comment
@ Comments

Showe Ik

11
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Autoformat a Worksheet

Autoformatting a worksheet allows you
to format the body of the worksheet in a
professional looking style.

1. Inthe current Excel Workbook, select the
Autoformat sheet tab. Click on a cell in the

data range that you want to autoformat.

2. From the Home tab>Styles group, click
Format as Table.

3. The Autoformat box appears. You will see a
preview of the style in the drop down panel.
Select a style by clicking on it.

Select OK, if you see a dialog box asking to
verify the range of your data. The worksheet
format changes to the selected style.

5. Anadditional group of commands also appears,
in the Table Tools/ Design tab to further
customize your table.

A, B C ] E
1 f Feb T Apr
2 Rent 2501 300 250 300
3 Sales 125 B35 258 300
4 Misc 26 12 10 13
B  — -
— = +om
T = | 5
Format | Cell Insert Delete Fo
as Tabhle = Styles = X i
Light
[ oot feteedeiy
: A E o D E
i ColumnE3Jan EJFeb EIMar BElapr B
2 |Rent 250 300 250 300
3 |Sales 125 B35 258 300
4 |Misc 26 12 10 13

Table Tools e Microsoft Excel

Dresign
W Header Riow
Total Row

J| Banded Rows

First Calumn
Last Column

Banded Columns

Table Style Options

Tahle Styles

Autoformat

In the open worksheet, choose a different style format
using Autoformat.

12
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Conditional Formatting

Conditional formatting allows you to apply
formatting that appears only when the value
in a cell meets a specified condition.

1. Inthe current Excel Workbook, select the
Conditional sheet tab.

2. Select cells D2:D5.

3. From the Home tab>Styles group, click
Conditional Formatting.

4. The Conditional Formatting menu appears.
Select less than from the Highlight Cells Rules
submenu.

5. Inthe Less Than dialog box, enter 0.

6. Inthe color drop down box, select a color
combination.

7. Click OK.

8. Note the changes to the worksheet.

A, B B D
1 Income  Expenses Met
2 |Jan 1000
3 Feh B50
4 Mar 800
5 Apr a00
s s W, [ || e x| A
}éj = | ' _j_l 3] Fil
Conditional rmat Cell Insett Delete Format
Formatting =|as Table = Shyles = b - - 2 Cleg

H
= 10] Top/Bottom Rules
Data Bars

Color Scales

1= | Iron Sets

Mewe Bule...,
Clear Rules

Manage Bules...

= .
E=pn Highlight Cells Rules

1 Greater Than...

EE

4 _—_'{| Less Than... e
=

L4 ﬂ Between...

R — | Equal To...

b —"hl Text that Contains...
= i

—_% A Date Occurring...
b, R :

=i | Duplicate Yalues...

Maore Rules..,

Less Than

Format cells that are LESS THAN:

ol with | Lioht Red Fil with Dark Red Text |+ |

][ Cancel ]

0
B o

Conditional Formatting

Follow the steps that you just learned and use greater

A, D
1 Income  Expenses Met
2 |Jan 1000 750 250
3 |Feh B50 800 -150
4 | Mar 500 ?DB 200
5 |Apr 800 S0 -100

than, 50 and change the color format to another com-
bination.

13
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Format the Header and Footer

There are many features than can be
included in the three sections of the header
and footer of a document. Some options
are the page number, date, time, file path,
sheet name and an image.

1. Go to the View tab>Workbook Views group
and select Page Layout.

2. To add a header, double click on Click to add
header.

3. Click on the Header & Footer Tools/Design
tab. Click in the left section of the header and

select to insert the date.

4. Click in the center section of the header and
type an appropriate title for the worksheet.

5. Click in the right section of the header. Select

the ] button to insert a picture.
b

6. Navigate to the picture and click Insert.

@l Note: You can select Gridlines and Print to

print gridlines from the Page Layout tab.

Select the More Options button in the lower
right corner of the Sheet Options group for

the Page Setup dialog box.

| [ r
E==2 5 L= = =
12 ﬂ Arrange All o . i =z
ormal | Page | e| Zoom || o : y Save Switch Macros
Layout | L - | FTeeze Fanes 1 124 | wWorkspace Windows ~ -
Workbook Views Window Macros

Home  Insert Page Layout  Formulas Data Review | View Developer  Add-Ins (7]

A 3 Co= New Window [ | _ | CIod =

F13 M £ |
= > A B c D E E G
Click to adg header
.1 Income Expenses Met
2 Jan 1000 750 250
3 Feb G50 500 -150
Header

e & [Date]

Header and Footer

Set up the header to include the file name, sheet name
and the date. Set up the footer to include the HCC
logo and the page number.

e Excel Il
6 &[Picture]
h Gridlines | Headings
Vi View | ¥ View
Print Print
Sheet Options [«
__J—""_!;a EL J ﬁ-‘
| Page | Margins H
| [sterznu? Eveell HiLLsBOROUGH
‘ Header:

|5i2/2007, Excel 11, &Ficture] ]

Custom Header. .. ] [ Cuskomn Fooker. ..
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Share a Workbook

If you

have a workbook in which more than

one person needs to add or modify data
at the same time, you can make the file
shareable.

==

Go to the Review tab>Changes group and
click on Share Workbook.

Select the Allow changes by more than one
user... checkbox.

You can view a list of people that have the file
open.

Select the Advanced tab. Make any necessary
changes to the settings for tracking changes,
update changes and conflicts.

Note: Each time you save the shared
workbook, you can view the changes that
other users have saved.

When you save changes to a shared
workbook, another person might have edited
the same cells. When this happens, you are
prompted with a conflict resolution dialog
box so you can choose which changes to
keep.

Review View Developer Add-Ins
I . Show/Hide Comment LL@ |_ &3 Protect Shared Warkbook
7% Show All Comments s = L'}fj Allow Users to Edit Ranges
ext Protect Protect Share
Show Ink Sheet Workbook = Workbook 152 Track Changes =
nents _Changes

v B
siiare Wornkchoplc

BRIx)

1 Advanced

Allow changes by more than at the same time. This
also allows workbook merging
Whio has this workbook open now;
savlor - 5222007 53:51 FM.

Remove User

==

| ok

i

FTarEs ORI OTH:

an)

Editing ||

Track changes
(%) Keep change history For: | 30 E davs
() Don't keep change histary

IJpdate changes
(%) When file is saved

() Automatically every:
Conflicking changes bebween users

(%) Ask me which changes win

() The changes being saved win
Include in personal wiew

Print settings

Filker settings

[ ok [ canel
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