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VISION

Vijay has a vision for software tools for Office Productivity and
Statistics. The current book is one of the first tools in stage one of his

vision. We now list the stages in his vision.

Stage one: Books to Teach Existing Software

He is currently working on books on word-processing, and report
production using Microsoft Word, and a booklet on Professional

Presentations.

The writing of the books is the first stage envisaged by Vijay for
improving efficiency and productivity across the world. This directly
leads to the second stage of his vision for productivity improvement

in offices worldwide.

Stage two: Improving on Existing Software

The next stage is the construction of software that will radically

improve the usability of current Office software.

Vijay’s first software is undergoing testing prior to its release in Jan
2003. The software — titled “Word Usability Enhancer” — will
revolutionize the way users interact with Microsoft Word, providing
users with a more intuitive interface, readily accessible tutorials, and

numerous timesaving and annoyance-removing macros and utilities.

He plans to create a similar tool for Microsoft Excel, and, depending

on resource constraints and demand, for PowerPoint, Star Office, etc.
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Stage 3: Construction of the first “feedback-designed” Office and Statistics
software

Vijay’s eventual goal is the construction of productivity software
that will provide stiff competition to Microsoft Office. His hope is
that the success of the software tools and the books will convince
financiers to provide enough capital so that a successful software
development and marketing endeavor can take a chunk of the multi-

billion dollar Office Suite market.

Prior to the construction of the Office software, Vijay plans to
construct the “Definitive” statistics software. Years of working on
and teaching the current statistical software has made Vijay a
master at picking out the weaknesses, limitations, annoyances, and,
sometimes, pure inaccessibility of existing software. This 1.5 billion
dollar market needs a new visionary tool, one that is appealing and
inviting to users, and not forbidding, as are several of the current
software. Mr. Gupta wants to create integrated software that will
encompass the features of SPSS, STATA, LIMDEP, EViews,
STATISTICA, MINITAB, etc.

Other

He has plans for writing books on the “learning process.” The books
will teach how to understand one’s approach to problem solving and
learning and provide methods for learning new techniques for self-

learning.



CONTENTS

CHAPTER 1

THE EXCEL OBJECT MODEL 28

1.1 Structure Of A File: The “Object” Model 28

Workbook or file Object 28

Each Worksheet Object contains rows, columns, cells, ranges 29
Rows & Columns 29

Cells 29

Range 30

One range as a union of several ranges 31

Cell References 34

1.2 Scroll Bars 34

1.2.a
1.2.b
1.2.c

Scrolling across sheets 34
Scrolling across rows 35
Scrolling across columns 35

1.3 Choosing A Set Of Cells/Rows /Columns/Sheets 36

1.3.a
1.3.b

Selecting single objects — one sheet, row, column, or cell 36

Selecting multiple objects 37
Adjacent sheets 37
Non-adjacent sheets 37
Multiple adjacent (that is, next to each other) cells, rows or columns,
either: 37
Non-adjacent rows, columns, or cells 38

14 The “Guru” Approach 38

14.a
14.b
14.c
14d

Methods 38

Properties 39

The “swim-or-undo” approach (with UNDO as a life-vest) 40
List of Objects and their Methods and Properties 41

CHAPTER 2

SAVING (OPENING) IN (FROM) DIFFERENT FILE FORMATS 44

2.1 Spreadsheet, Database, Text & Statistical Software 44

2.1.a
21.b
21.c
21d

2.1.e

Excel worksheet versions 2.0 to 4.0. 46
Lotus 1-2-3 versions 1.0 to 4.0, Quattropro and dBase versions [ to IV 47
Text 47
Many formats save only one worksheet 48

Many formats cannot store information on cell formatting, comments, etc
48

Statistical application files: SPSS, SAS, STATA, etc 49



Excel for Beginners

2.1.f Database applications: Access, Oracle, MS SQL Server, FoxPro, Paradox,
other 49

2.2 Special Formats: Adobe PDF, Html, Web Archive, XML 49
2.3 Workspace— “I Have To Work On Several Files Together Each Day...Can't [
Open Them All At One Time?” 50
Creating a workspace 50
Using the workspace— Opening several files together 51
2.4 New In The XP Version Of Excel: Document Recovery And Safe Mode 51
CHAPTER 3 WORKSHEETS 54
3.1 Renaming Sheets 55
3.2 Inserting A New Worksheet 56
3.3 Using The Mouse To Format Sheets 57
3.4 Selecting Multiple Sheets (To Work On Them Together) 57
3.5 Selecting All Sheets 59
3.6 Selecting A Range Of Adjacent Sheets 59
3.7 Selecting Non—Adjacent Sheets 59
3.8 Ungrouping Sheets 60
3.9 Moving/Copying Worksheets And Charts From One File To Another 60
3.9.a  Choosing the file to which the sheets need to be copied/moved 61
3.9.b  Copying instead of moving 63
3.10  Hiding And Unhiding Sheets 64
3.10.a Hiding the sheets you don’t want to see/show but — at the same time— do
not want to delete 64
3.10.b  Unhiding sheets you hid before (or the person who sent you the file did)
64
3.11  Zoom And Full Screen: Changing The On-Screen Size Of The Sheet 65
3.11.a Zoom 65
3.11.b  Full Screen 66
3.12  Protecting Sheets Against Unauthorized Changes/Viewing By Others 68
CHAPTER 4 COLUMNS AND ROWS 70
4.1 Working With Columns 71

4.1.a Selecting columns 71
Selecting one column 71
Selecting several adjacent columns 72
Selecting several non-adjacent columns 72

41.b  Selecting all columns 73
41.c  Using the mouse to change column width 73
4.1.d  Using Auto fit to find the “correct” column widths 74



Saving (opening) in (from) different file formats

4.1.e Hiding 75
4.1.f  Unhiding a group of hidden columns 77
4.1.g Deleting a column (so that all other columns move one over to the left) 78
4.1.h  Clearing contents so that the column becomes empty but does not get
removed 79
4.1. Inserting a page break before a column 80
4.1 Inserting columns 81
41k Copying and pasting (or inserting) 82
Pasting 82
Inserting 82
Paste Special 82
4.1.1 The shortcut menu (right-click) 82
4.2 Working With Rows 83
4.3 Grouping And Outlining Rows And Columns 84
4.3.a Grouping 84
Multiple Groups 85
4.3.b  Outlines 87
4.4 Viewing & Working On Non—Adjacent Rows/Columns Side-By-Side 88
44.a Locking part of the worksheet so that certain rows/columns don’t move
when you scroll (Freezing panes) 88
Freezing rows 89
Freezing row 1 90
44b Removing Freeze Panes 90
4.4.c Printing non—adjacent columns/rows next to each other 91
4.4.d Splitting the file into two windows; each window has its own vertical and
horizontal scroll bar 91
Assistance with references in a formula 91
Assistance for crosschecking data 92
4.4.e Splitting across columns 92
4.4f  Removing the split 93
44.9 Splitting across rows 94
4.4.h  Splitting across rows and columns 94
44. Removing the split 95
CHAPTER 5 CELLS AND RANGES 97
51 Selecting By Dragging The Mouse 98
5.2 Using The Keypad To Assist In Selecting A Range 98
5.3 Selecting A Range Of Rows Or Columns 99
5.4 Selecting Non—Adjacent Ranges 99
55 Data Entry 100
5.6 Selecting All Cells/Content Across The Worksheet That Satisfy A Criterion 101
5.7 Working Simultaneously On Cells In Different Worksheets 101
5.8 Inserting Cells 103



10

Excel for Beginners

5.9 Deleting Cells 103
5.10  Clearing The Contents Of Cells (But Not Shifting Any Other Cells) 104
5.11  Naming A Range 104
CHAPTER 6 FORMATTING CELLS AND RANGES 107
6.1 Number Type 108
6.1.a  Creating a custom number type or modifying an existing type 110
6.2 Alignment 113
6.3 Text Alignment 114
6.3.a  Vertical alignment 115
6.3.b  Horizontal alignment 116
6.4 Text Control 116
6.4.a Using “Wrap Text” and “Shrink to Fit” 117
Wrap text 119
6.4.b  Center across selection, merging cells 120
“In some cells, all I see are # signs (#####). What is the problem and how
can [ resolve it?” 120
6.5 Orientation 121
6.6 Font 122
6.7 Border 123
6.7.a  Choosing a border to outline all four sides of the selected range 124
6.7.b  Choosing top, bottom, left and right borders one—by—one 124
6.7.c  Removing Excel Gridlines and using user-set borders 127
6.7.d Copying and pasting all except border formatting 127
6.8 Background Pattern 127
6.9 Defining Reusable Styles That Format All Features 128
6.10  Properties Of Cells, Columns, Rows & Sheets 131
6.11  Removing Formatting 132
6.11.a Copying and pasting formatting (and not cell values or formulas) 132
CHAPTER 7 “CONDITIONAL FORMATTING 134
71 Understanding The Dialog 134
7.2 Defining The Condition 135
7.2.a Step 1: Defining The Condition/Criteria 135
7.2.b  Step 2: Defining the format to use for Cells that satisfy the condition 136
7.3 Understanding The “Conditional Format” 138
7.3.a  Step 3: Adding more conditional formats 138
7.4 Defining A “Dynamic” Condition 139



Saving (opening) in (from) different file formats

7.5 Deleting Conditional Formats 141
7.6 Selecting All Cells With The Same Conditional Format Rule 141
CHAPTER 8 SORTING 143
8.1 Basic sorting 143
8.2 Names of series or columns 145
8.3 Case sensitivity 146
8.4 Sorting by rows 147
8.5 Sorting ranges that do not cover entire columns or rows 149
8.6 Choosing the entire worksheet 150
CHAPTER 9 FILTER (“HIDING THE DATA YOU DO NOT WANT TO VIEW”) 151
9.1 By one criterion on one column 152
9.1.a  The Filtering arrows 153
9.1.b  Choosing the value to use as the Filtering criterion 153
9.1.c  The result: a Filtered worksheet 154
9.1.d Copying and pasting the Filtered rows 155
9.2 Removing the Filter 156
9.3 Custom Filtering — using multiple criterion, logical conditions, etc 156
9.3.a  Example of a Filter that has two criteria over one series/column 157
9.3.b  Using the wildcard asterisk (¥) 157
9.4 Filtering using criteria from more than one column/series 158
9.5 New in the XP version of Excel 161
9.6 Icons for Sorting and Filtering 161
CHAPTER 10 PRINTING AND PAGE SETUP 164
10.1  Using “Print Preview” To View The Pages 165
10.2  Page Breaks 167
10.2.a Inserting and removing breaks 167
10.2.b Page Break Preview 167
10.3  Page Setup For Worksheets 169
10.4  Orientation And Scale 170
10.4.a Orientation: Printing “sideways” (landscape orientation) 170
10.4.b The difference between the two orientation types 171
10.4.c Scaling — magnifying/reducing the scale at which worksheet data is
printed 172
10.5 Margins 174

11



12

Excel for Beginners

10.6

10.7

10.8

10.9
10.10
10.11

10.5.a Setting margins with the mouse 176
10.5.b  Orientation of content within each print—out sheet 178
Inserting A Custom Header And Footer 178

Icons available for use in custom headers/footers 180
Placing text, date, and page numbers into the header 181
Step 1: Inserting text 181
Step 2: Inserting page numbering 181
Font 182
Custom Footer 184

Print Range 186
Displaying Cell Errors (only available in the XP version of Excel) 187

Ensuring That Rows And Columns With Table Headings Are Printed On Every
Page 187

10.8.a The problem 187
Restricting The Range Printed 189
Order Of Pages 191
Page Setup For Charts 191

CHAPTER 11 SHORTCUTS 194

111

11.5
11.6
11.7

The Format Painter 195

11.1.a Choosing the range whose format IS desired as the “model” for other
ranges 195

11.1.b Activating the format painter 195

11.1.c The “Midas” touch— painting the format onto target ranges 196
11.1.d Stopping the painting of formats 196

11.1.e Format painting charts 197

Quick Formatting Of Tables (Autoformat) 197
11.2.a Prior to using an AutoFormat 197
11.2.b Customization of an AutoFormat 199

The Shortcut Menu (Accessed Through The Right-Click-On-Mouse) 201

11.3.a Cells, rows, worksheets and columns 202

F4 (Redo) 206
11.4.a What does F4 do? 206

11.4.b Using F4 across object or selection types 208
Across selection types 208
Across worksheets 208
Across objects 209

Undo 209
Office Clipboard (Only Available In The XP Version Of Excel) 210

Find And Replace 212
Scope 213
Search Directions 213
Formula or formula results 214



Saving (opening) in (from) different file formats

Format from existing cell 214

11.8  Task Panes 215
CHAPTER 12 USING FILL AND OTHER TOOLS TO SAVE ON TYPING TIME 220
12,1 Making Excel Fill In Numbers And Dates 221
12.1.a Filling years/integers 221
12.1.b Filling in every alternate year 223
12.2  Auto Fill — Filling From Pre-Defined Lists Of Days, Months, Other 224
12.2.a Filling weekdays 227
12.3  Creating A New “Custom List” 228
12.4  Filling Missing Values 234
12.4.a Using constant increase in values 234
12.4.b Using constant growth rates 236
12.5 Filling Formats 237
12.6  Copying The Active Cell 237
12.7  Using A Right-Click-On-Mouse For Quick-Filling 238
12.8  Placing Data Entry Icons Onto The Toolbar 239
12.9  “Speech To Text” 240
CHAPTER 13 DEFAULT OPTIONS 242
13.1  Setting The Default Options 242
13.2  Editing And Basics Of Typing Into Cells 243
Basic editing in a cell 243
Fill 245
Pasting and Inserting 245
Objects 245
Updating of links 245
13.3  The Broad System Options 246
13.3.a Ensuring that Excel prompts for summary information 247
13.3.b  Ensuring that OPEN and SAVE open the most often used folder 247
13.3.c  Choosing the number of worksheets in any new workbook 248
13.3.d Recently opened files 248
13.4  Setting The Workbook’s Summary Properties 249
13.5  Web (Only Available In The XP Version Of Excel) 251
13.6  Default Settings For “Calculation” 254
13.7  Customizing What Items Are Shown On—Screen 256
13.8  Saving (Only Available In The XP Version Of Excel) 257
13.9  Viewing The Formulas In The Cells Of A Worksheet 257

13



14

Excel for Beginners

13.10 Default Settings For Viewing Comments 258
13.11  Custom Lists 258
13.12 Autocorrect (Only Available In The XP Version Of Excel) 258
Removing an AutoCorrected pair 259
Using AutoCorrect to save on typing time 261
Exceptions to AutoCorrect rules like “AutoCorrect two initial capitals” and
“Capitalize the first letter of each sentence” 261
Auto-Hyperlinking 262
13.13 Default Settings For Spellings (Only Available In The XP Version Of Excel) 263
13.14 Default Settings For Error Checking (Only Available In The XP Version Of
Excel) 264
CHAPTER 14 USING THE HELP AND OFFICE ASSISTANT 266
14.1  Options For Office Assistant And Help 267
14.1.a Options for the Office Assistant 269
14.2  Using The Office Assistant 271
14.3  Using The Help 277
14.3.a Using “Contents” 278
14.3.b  Using “Index” 279
14.3.c Using “Answer Wizard” 280
14.4  Quick Help: Using F1, The Right-Click-On-Mouse And “What’s This”? 281
CHAPTER 15 WRITING FORMULAS 283
15.1  The Basics Of Writing Formulae 284
15.1.a Tool for using this chapter effectively: Viewing the formula instead of the
end result 284
15.1.b The “A1” vs. the “R1C1“style of cell references 286
15.1.c Writing a simple formula that references cells 287
15.2  Types Of References Allowed In A Formula 288
15.2.a Referencing cells from another worksheet 288
15.2.b Referencing a block of cells 289
15.2.c Referencing non—adjacent cells 289
15.2.d Referencing entire rows 291
15.2.e Referencing entire columns 291
15.2.f Referencing corresponding blocks of cells/rows/columns from a set of
worksheets 292
CHAPTER 16 COPYING/CUTTING AND PASTING FORMULAE 294
16.1  Copying And Pasting A Formula To Other Cells In The Same Column 295
16.2  Copying And Pasting A Formula To Other Cells In The Same Row 296



Saving (opening) in (from) different file formats

16.3  Copying And Pasting A Formula To Other Cells In A Different Row And Column
298
16.4  Controlling Cell Reference Behavior When Copying And Pasting Formulae (Use
Of The “$” Key) 298
16.4.a Using the “$” sign in different permutations and computations in a
formula 300
16.5 Copying And Pasting Formulas From One Worksheet To Another 301
16.6  Pasting One Formula To Many Cells, Columns, Rows 302
16.7  Pasting Several Formulas To A Symmetric But Larger Range 302
16.8  Defining And Referencing A “Named Range” 303
Adding several named ranges in one step 305
Using a named range 306
16.9  Selecting All Cells With Formulas That Evaluate To A Similar Number Type 307
16.10 Special Paste Options 308
16.10.a Pasting only the formula (but not the formatting and comments) 308
16.10.b Pasting the result of a formula, but not the formula itself 308
16.11 Cutting And Pasting Formulae 308
16.11.a The difference between “copying and pasting” formulas and “cutting and
pasting” formulas 308
16.12 Creating A Table Of Formulas Using Data/Table 309
16.13 Saving Time By Writing, Copying And Pasting Formulas On Several Worksheets
Simultaneously 309
INDEX 309

Mapping of menu options with sections of the book

and in the series of books

You may be looking for a section that pertains to a particular menu option

in Excel. I now briefly lay out where to find (in the series) a discussion of

a specific menu option of Excel.

Table 1: Mapping of the options in the “FILE“ menu

Menu Option Section that discusses the option
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Menu Option Section that discusses the option
OPEN chapter 2

SAVE

SAVE AS

SAVE AS WEB PAGE | Volume 3: Excel- Beyond The Basics

SAVE WORKSPACE | 2.3

SEARCH 11.8
PAGE SETUP 10.3
PRINT AREA 10.3
PRINT PREVIEW 10.1
PRINT chapter 10
PROPERTIES 13.1

Table 2: Mapping of the options in the “EDIT* menu

Menu Option Section that discusses the option

UNDO 11.5

REDO 11.4

cuT Various

COPY

PASTE

OFFICE CLIPBOARD 11.6

PASTE SPECIAL Volume 3: Excel- Beyond The Basics

FILL Volume 4: Managing & Tabulating Data
in Excel

CLEAR 4.1

DELETE SHEET 4.1

MOVE OR COPY SHEET 3.9
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Menu Option

Section that discusses the option

FIND 11.7
REPLACE 11.7
GO TO Volume 3: Excel- Beyond The Basics
LINKS Volume 3: Excel- Beyond The Basics
OBJECT Volume 3: Excel- Beyond The Basics

Table 3: Mapping of the options in the “VIEW® menu

Menu Option Section that discusses the option
NORMAL 10.2

PAGE BREAK PREVIEW | 10.2

TASK PANE 11.8

TOOLBARS Volume 3: Excel- Beyond The Basics
FORMULA BAR Leave it on (checked)

STATUS BAR Leave it on (checked)

HEADER AND FOOTER | 10.3

COMMENTS Volume 3: Excel- Beyond The Basics
FULL SCREEN 3.11

ZOOM 3.11

Table 4: Mapping of the options in the “INSERT“ menu

Menu Option

Section that discusses the option

CELLS 5.8
ROWS 4.2
COLUMNS 4.1
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Menu Option

Section that discusses the option

WORKSHEETS chapter 3

CHARTS Volume 2: Charting in Excel

PAGE BREAK 10.2

FUNCTION chapter 15

FUNCTION/FINANCIAL Volume 6: Financial Analysis using Excel
FUNCTION/STATISTICAL Volume 5: Statistical Analysis with Excel
FUNCTION/LOGICAL Volume 3: Excel- Beyond The Basics
FUNCTION/TEXT Volume 3: Excel- Beyond The Basics
FUNCTION/INFORMATION | Volume 3: Excel- Beyond The Basics
FUNCTION/LOOKUP Volume 3: Excel- Beyond The Basics

FUNCTION/MATH & TRIG

Volume 3: Excel- Beyond The Basics

Volume 5: Statistical Analysis with Excel

FUNCTION/ENGINEERING

section 30.2-section 30.3

FUNCTION/DATABASE

Volume 3: Excel- Beyond The Basics

FUNCTION/DATE & TIME

Volume 3: Excel- Beyond The Basics

NAME 16.8

COMMENT Volume 3: Excel- Beyond The Basics
PICTURE Volume 2: Charting in Excel
DIAGRAM Volume 2: Charting in Excel
OBJECT Volume 3: Excel- Beyond The Basics
HYPERLINK Volume 3: Excel- Beyond The Basics

Table 5: Mapping of the options inside the “FORMAT“ menu

Menu Option

Section that discusses the option
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Menu Option

Section that discusses the option

CELLS chapter 5-chapter 6
ROW 4.2

COLUMN 4.1

SHEET chapter 3
AUTOFORMAT 11.2

CONDITIONAL FORMATTING Volume 3: Excel- Beyond The Basics

STYLE

6.9

Table 6: Mapping of the options inside the “TOOLS“ menu

Menu Option

Section that discusses the option

SPELLING 13.12-13.13
ERROR CHECKING Volume 3: Excel- Beyond The Basics
SPEECH Volume 4: Managing & Tabulating Data in Excel
SHARE WORKBOOK Volume 3: Excel- Beyond The Basics
TRACK CHANGES Volume 3: Excel- Beyond The Basics
PROTECTION Volume 3: Excel- Beyond The Basics
ONLINE Volume 3: Excel- Beyond The Basics
COLLABORATION
GOAL SEEK Volume 6: Financial Analysis using Excel
Volume 5: Statistical Analysis with Excel
SCENARIOS Volume 6: Financial Analysis using Excel
Volume 5: Statistical Analysis with Excel
AUDITING Volume 3: Excel- Beyond The Basics

TOOLS ON THE WEB

The option will take you to a Microsoft site that
provides access to resources for Excel

MACROS

In upcoming book on “Macros for Microsoft Office”
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Menu Option Section that discusses the option

ADD-INS Volume 5: Statistical Analysis with Excel
Volume 6: Financial Analysis using Excel

AUTOCORRECT 13.12

CUSTOMIZE Volume 3: Excel- Beyond The Basics

OPTIONS 13.1

Table 7

Mapping of the options inside the “DATA” menu

Menu Option

Section that discusses the option

SORT Volume 4: Managing & Tabulating Data in Excel
FILTER Volume 4: Managing & Tabulating Data in Excel
FORM Volume 4: Managing & Tabulating Data in Excel
SUBTOTALS Volume 4: Managing & Tabulating Data in Excel
VALIDATION Volume 4: Managing & Tabulating Data in Excel
TABLE 16.12

CONSOLIDATION Volume 4: Managing & Tabulating Data in Excel

GROUP AND OUTLINE

4.3

PIVOT REPORT Volume 4: Managing & Tabulating Data in Excel
Volume 5: Statistical Analysis with Excel
EXTERNAL DATA Volume 4: Managing & Tabulating Data in Excel

Table 8: Mapping of the options inside the “WINDOW* menu

Menu Option

Section that discusses the option

HIDE

Volume 3: Excel- Beyond The Basics

SPLIT

4.4

FREEZE PANES | 4.4
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Table 9: Mapping of the options inside the “HELP* menu

Menu Option

Section that discusses the option

OFFICE ASSISTANT | 14.2
HELP 14.3
WHAT’S THIS 14.4
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INTRODUCTION

Are there not enough Excel books in the market? I have asked myself this
question and concluded that there are books “inside me,” based on what I
have realized from observation by friends, students, and colleagues that I

have a “vision and knack for explaining technical material in plain
English.”

Read the book practicing the lessons on the sample files provided in the
zipped file you downloaded. I hope the book is useful and assists you in
increasing your productivity in Excel usage. You may be pleasantly
surprised at some of the features shown here. They will enable you to

save time.

The “Make me a Guru” series teach technical material in simple English.
A lot of thinking went into the sequencing of chapters and sections. The
book is broken down into logical “functional” components. Chapters are
organized into sections and sub-sections. This creates a smooth flowing
structure, enabling “total immersion” learning. The current book is

broken down into a multi-level hierarchy:

—Chapters, each teaching a specific skill/tool.

— Several sections within each chapter. Each section shows aspect of
the skill/tool taught in the chapter. Each section is numbered—for
example, “Section 1.2” is the numbering for the second section in
chapter 1.

— A few sub-sections (and maybe one further segmentation) within
each section. Each sub-section lists a specific function, task, or
proviso related to the “master” section. The sub-sections are
numbered

for example, “1.2.a” for the first sub-section in the
second section of chapter 1.
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Unlike other publishers, I do not consider you dummies or idiots. Each
and everyone had the God given potential to achieve mastery in any field.
All one needs is a guide to show you the way to master a field. I hope to
play this role. I am confident that you will consider your self an Excel
“Guru” (in terms of the typical use of Excel in your profession) and so will

others.

Once you learn the way to master a windows application, this new
approach will enable you to pick up new skills” on the fly.” Do not argue

for your limitations. You have none.

I hope you have a great experience in learning with this book. I would
love feedback. Please use the feedback form on our website vijbooks.net.
In addition, look for updates and sign up for an infrequent newsletter at
the site.

VdJ Inc Corporate and Government Training

We provide productivity-enhancement and capacity building for corporate,

government, and other clients. The onsite training includes courses on:

. Designing and Implementing Improved Information and
Knowledge Management Systems

. Improving the Co-ordination Between Informational Technology
Departments and Data Analysts & other end-users of
Information

° Office Productivity Software and Tools

. Data Mining

o Financial Analysis

23
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. Feasibility Studies

. Risk Analysis, Monitoring and Management

. Statistics, Forecasting, Econometrics

. Building and using Credit Rating/Monitoring Models

o Specific software applications, including Microsoft Excel, VBA,

Word, PowerPoint, Access, Project, SPSS, SAS, STATA, ands

many other

Contact our corporate training group at http:/www.vijbooks.net.

BASICS

The fundamental operations in Excel are taught in chapter 1 to chapter 2.
I first show how to open files from different formats, hide & unhide files,
and the “object” model of Excel. Once you internalize the concept of
objects and of “objects within objects,” Excel and any other spreadsheet,
presentation, or graphics software will become very easy to self-learn
“Intuitively.” The object model is even more important for working on
charts. In fact, the second book in this series (Volume 2: Charting in

Excel) teaches high-quality chart formatting using just the object model.

I next show the various techniques and tips for working on the objects in
an Excel file — worksheets, columns, rows, cells, and ranges. First, I
show the different ways of selecting single and multiple objects that are
adjacent or non-adjacent on a worksheet or in a file. You will also learn
how to delete, insert, and hide and unhide objects. After that, I show how

to format the various attributes of these objects.

For columns and rows, I show the steps for changing height/width, autofit,
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insert a new object, etc. I teach all aspects of cell and range formatting—
fonts, background color, patterns, alighment, orientation, etc. You will
learn an exciting new tool called “Conditional Formatting.” This tool

formats cells based on logical criterion.

The chapter on timesaving tricks and utilities will enable the saving of a

lot of time and reduce the tediousness of repetitious actions.

I also show the tricks for setting the printing options such that the

printout is closer to what you desire.

ADVANCED FEATURES

The advancd operations in Excel are taught in Volume 3: Excel- Beyond

The Basics and Volume 4: Managing & Tabulating Data in Excel.

FUNCTIONS

I teach the writing of formulas and associated topics in Volume 3: Excel-
Beyond The Basics. 1 show, in a step-by-step exposition, the proper way
for writing cell references in a formula. The book describe tricks for
copying/cutting and pasting in several examples. In addition, I discuss

special pasting options.

Finally, different types of functions are classified under logical categories
and discussed within the optimal category. The categories include

financial, Statistical, Text, Information, Logical, and “Smart” Logical.

FINANCE

In three chapters on financial functions, I list the functions used for
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estimating loan repayments (for example, like a car loan or house
mortgage), discount cash flow analysis (used often for estimating the
returns and present values of multi-period investment projects), and

parameters associated with securities market instruments like bonds and
T-bills.

If your interest is Investment Banking or Feasibility Studies (Project
Finance), you should learn Scenarios, the Solver utility, and Goal Seek.

With Scenarios, you can perform basic risk analysis.

MANAGING & TABULATING DATA

Excel has extremely powerful data entry, data management, and
tabulation tools. The combination of tools provide almost database like
power to Excel. Unfortunately, the poor quality of the menu layout and
the help preclude the possibility of the user self-learning these features.
These features are taught in Volume 4: Managing & Tabulating Data in
Excel

STATISTICS PROCEDURES

Three chapters teach statistics functions including the use of Excel
functions for building Confidence Intervals and conducting Hypothesis
Testing for several types of distributions. The design of hypothesis tests
and the intermediate step of demarcating critical regions are taught

lucidly.

CHARTING

Please refer to book two in this series. The book title is Charting in Excel.
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Sample data

All the sample data files are included in the zipped file.

Most of the tutorials use publicly available data from the International
labor Organization (ILO). I used a simple data set with only a few
columns and observations. All the sample data files are included in the

zipped file.

The samples for functions use several small data sets that are more suited

to illustrating the power and usefulness of the functions.
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CHAPTER 1

THE EXCEL OBJECT MODEL

In this introductory chapter, I briefly introduce the following topics:

— STRUCTURE OF A FILE: THE “OBJECT“ MODEL
— CHOOSING A SET OF CELLS/ROWS /COLUMNS/SHEETS

— SELECTING SINGLE OBJECTS — ONE SHEET, ROW,
COLUMN, OR CELL

— SELECTING MULTIPLE OBJECTS

1.1 STRUCTURE OF A FILE: THE “OBJECT” MODEL

The first thing to learn about Excel is the structure of a file.

Workbook or file Object

An Excel file (also called a “workbook”) is a container with many
components. Typically, there are several data sheets (also called
“worksheet” or “sheet”) in a workbook. The user can add and delete these
worksheets. Each worksheet has a unique name. A workbook has to have

at least one worksheet.
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Each Worksheet Object contains rows, columns, cells, ranges

Each worksheet contains a collection of rows (horizontal) and columns

(vertical) that combine to produce the grid—like structure of a worksheet.

Rows & Columns

The rows are referenced as numbers. Therefore, there is a row “1,” a row
“10002,” etc.

Letters references the columns. The first column is referenced as “A,” the
26th as “Z,” the 27th ag “AA,” the 28th ag “AB” and so on.

Figure 1: The Objects in Excel

Session/ Application
|
[ |
File 1: File 2:
"data.xls" "asd1.xls"
Also called a Workbook Also called a Workbook
|
| | | |
Sheet! Sheet2 Sheet3 Sheet2 Chartt
|
| | |
Columns Rows Cells Many
Objects
Range J Range J
e.g., Range("AD") Range e.., Range("2A.D143")
e.g., Range("1:8")

Cells

Within a worksheet, there are numerous cells referenced by a column
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name (like “A” or “BC”) and a row number (like “!” or “323”). Therefore,
each cell has a unique set of column—row identifiers. A cell that is in the

323 row and in column “A” is identified and represented as “A323.”

Range

30

A group of cells (or even one cell) is called a range. A range is written as
“First Cell: Last Cell.” Examples: “A323:A323” is a range that starts and
ends with cell “A323”; “D4:AB41” is a range that starts at the cell “D4”
and ends at the cell “AB41.”

A range could also be a group (or one) of rows or columns. For example,
“A:D” is a range that includes cells in all rows of the columns A to D. “2:4”

1s a range that includes cells in all columns of rows 2 to 4.

A range can consist of a group of adjacent cells (or a “block of cells) like A2

to C6. The range is written as Range(“A2:B6”).

In simple English: the range starts at cell A2, ends at cell B6, and
contains all the cells in between these two cells. This range is shown in

the next figure.
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Figure 2: The highlighted range is “selected.” Any procedures you conduct now (for example,

font formatting) will apply to all the cells in this selected range
A B C ]

Seres Mame Country Mame 2000

16,264,000

[ I = I S I P % B

254 000
34,420,000
44 510,000
12,779,000
Age O- 19 and over B4 years  [srael 2 541,000 2,814,000
Age O- 19 and over B4 years | Jardan 3,078,000 3,561,000

One range as a union of several ranges

A range can consist of multiple blocks of cells. For example,

Range(“A2:C6,A9:D10”) contains two sub-ranges.The selected range is a

union of two subset ranges. The subset ranges are not adjacent or

contiguous. The next figure illustrates this.

Figure 3: The selected range is a union of two subset ranges. The subset ranges are not

adjacent or contiguous.

Each item in Excel is an object. In brief, the largest object is the

file/workbook itself; it contains one or more worksheets each of which

contain many row objects and column objects. A chosen cell is a cell

A | B | C | D | E
1 |Series Mame Country Marme 1995 2000 2010
i 16,284,000 | 17 546,000
3 254,000 261,000
q 34420000 35,543,000
5 44 510,000 | 51 449,000
6 12,779,000 | 15,959,000
7 |Age 0- 19 and over B4 years  |Israel 2 E41 000 2,814,000 3,018,000
g |Age 0- 19 and over B4 years  Jordan 3,078,000 3,561,000 4 B173,000
9 I&qe 0- 19 and over B4 vears _—_ 816,000
10 Lebanon  fa4sepo0 1583000 1536000
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object. A chosen range is a range object.

Understanding this structure will make it easy to learn Excel. For each
object, at each level, you need to learn how to work with the properties
and methods of that object. The lower the level of the object, the more
complex and numerous are the options available with respect to that
object. In a worksheet, all the data, text, or formulas are written on cells.

Consequently, cells have the maximum number of properties and

methods.

The last page in this chapter contains a table that tabulates the methods

and properties of the major objects.
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Figure 4: The figure is reproduced from the sample file “Files1.xls.” The rectangles (in
clockwise order starting with the one on the bottom), identify: “Sheet Tabs” which are used to
select one or more sheets, the “Row Titles” which are used to select one or more rows, and the

“Column Titles” which are used to select one or more columns

A, B C ]
1 |Series Mame : Cuuntry Mame i — v v ]
2 |Age O- 19 and aver B4 years | Algeria 15,218,000 16,284 000
3 |Age 0- 19 and over B4 years  Bahrain 234 000 254 000
4 |Age O- 19 and aver B4 years  |Eqgypt, Arab Rep. 32,543,000 34,420,000
5 |Age 0- 19 and over 64 years  lran, Islamic Rep. 40,309 000 44 510,000
Lﬂxge O- 19 and over B4 years  Irag 141,345 000 12,779,000
7 |Aoe O- 19 and over B4 years  |Izrasl 2 B4 000 2,814,000
8 |Age 0- 19 and over B4 years  Jordan 3,075,000 3,561,000
S |Age 0- 19 and aver B4 years | Kuwait 857 000 509,000
10 (Qge 0- 19 and over B4 years | Lebanan 1,484,000 1,583,000
11 |Qoe O- 19 and over B4 years  Libya 3,162,000 3,717,000
12 (Qge 0- 19 and over B4 years Mhoarocco 13,761,000 14,097 000
Bk ge O0- 19 and over 64 years | Oman 1,309,000 1,535,000
14 |Age O- 19 and over B4 years | Clatar 192 000 214,000
15 [Age 0- 19 and over B4 wears Saudi Arahia 9,977,000 11 B36 000
16 |Age 0- 19 and over B4 years | Syrian Arab Republic 5,407 000 9,053,000
17 |Age 0- 19 and over B4 years | Tunisia 4,489,000 4 B&1,000
18 [Age 0- 19 and over B4 wears  Lnited Arab Emirates 865,000 957,000
19 |Age 0- 19 and over B4 years b PRI R

[ |4 [p [¥lf United Arsb Emirates £ Vegnen, Fep. 3 SAMPLE DATA FOR cha/

|4

C7.” So, each cell can be written as a range of one cell.

A row and column number can identify each cell. Therefore, the cell that
1s in the position “row 7” and “column C” has the position “C7.” A better
way of expressing the location of this cell is ‘Range(“C7:C7”)’. In simple

English: “a range starting at cell position C7 and ending at cell position
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Cell References

Cell references is key to understanding and mastering Excel — all
formulas, charts, copy and paste operations and other features reference

the data in Excel by referencing the cell and not the data itself.

Therefore, a formula will reference the cell ‘Range(“C7:C7”) but not the data
inside C7.

When you change the data in C7, then any formula that references the
cell C7 will automatically recalculate itself based on the new value for C7.
On the other hand, a formula that references cell C7 will automatically

change the reference to cell J9 if you cut cell C7 and paste it into cell J9!

You will learn much more about cell referencing in formulae and charts

later in this book.

e
1.2 SCROLL BARS

Scroll bars enable easy navigation across:

e The sheets in a workbook (file)

e The rows and columns in a worksheet

1.2.A SCROLLING ACROSS SHEETS

The arrow buttons at the bottom left of the screen will scroll through the

sheets.
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Figure 5! Arrows for moving across sheets

The four buttons will scroll the sheets to the first sheet, the previous

sheet, the next sheet, and the last sheet, respectively.

SCROLLING ACROSS ROWS

On the right of the window, you will see a “Vertical Scroll Bar.” Use this
to scroll up or down the worksheet. The position of rows that are visible

on screen will increment as you move down the scroll bar.

Figure 6: Vertical Scroll Bar

LI T]|

SCROLLING ACROSS COLUMNS

You will see a “Horizontal Scroll Bar” at the bottom of the worksheet Use
this to scroll left or right the worksheet. The position of columns that are

visible on screen will increment as you move right on the scroll bar. The
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scroll bar is shown in the figure below.

Figure 7: Horizontal Scroll Bar

1« | |

Next:

The first issue is— How does one “select” an object?

It is only after selecting an object that you can work on the object.

1.3 CHOOSING A SET OF CELLS/ROWS
/COLUMNS/SHEETS

Select a workbook by opening an existing file (using FILE/OPEN) or
starting a new file using (FILE/NEW). When several workbooks are open,
select a particular one by going to WINDOW/WORKBOOK NAME.

Note that only one workbook can be selected at one time.

1.3.A SELECTING SINGLE OBJECTS — ONE SHEET, ROW, COLUMN,
OR CELL

Select:

— A worksheet by clicking on the worksheet “tab” at the bottom of the
screen. A chart that is its own sheet is also selected the same
way as a worksheet.
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— A single cell by clicking on it with the mouse.

— A single row by clicking on its row title. For example, click on the
number 2 row title and see how the entire row is selected.

— A single column by clicking on its title. For example, click on the
letter “B” column title and see how the entire row is selected.

1.3.B SELECTING MULTIPLE OBJECTS

Adjacent sheets

Click on the first sheet tab in the intended selection and — keeping the
mouse pressed — then press the SHIFT key down, and while it is pressed

down click on the tab of the last sheet you desire to select.

Non-adjacent sheets

Click on the first sheet tab in the intended selection and — keeping the
mouse pressed — then press the CONTROL key, and while CONTROL is
pressed down, click on the tab of the next sheet you wish to select.
Continue clicking on the sheet tabs until all the sheets desired are
selected. This is a very useful tool. If you want to type “Results of
Analysis” on cell “A1“ of every sheet, you first select all the sheets and
then type the text into cell “A1” of only one sheet. The text is

automatically replicated on all the selected sheets!

Multiple adjacent (that is, next to each other) cells, rows or columns, either:

e Click on the first cell/row/column in the intended selection
and — keeping the mouse pressed — drag the mouse over

the other cells/rows/columns. When you have reached the
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last cell/row/column in your intended selection, leave the

mouse.

e Click on the first cell/row/column, then press the SHIFT
key down, and while it is pressed down, click on the last

cell/row/column.

Non-adjacent rows, columns, or cells

Click on the first cell/row/column, press the CONTROL key, and while it

1s pressed, click on the other cells/rows/columns you want to select.

1.4 THE “GURU” APPROACH

Play around with the objects in Excel. Choose different objects and then
try to figure out what can be done to the objects. This will provide a
strong and deep understanding of the structure of the Object model and,
more importantly, the two aspects of each object — the “Methods” that can
be applied to it, and the “Properties” of the object.

Do not worry if some of the terms used here are unfamiliar. We will

return to this approach throughout the book.

14.A METHODS

Definition: In simple terms, a “Method” is an action you can perform on
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an object. The object is usually changed dramatically as a result — a new

object is inserted, an existing one is removed, etc.

More...

In the next few chapters, you will see the use of the methods:

o Insert
o Delete
. Clear
. Copy
o Hide

. etc

You can obtain a sense of the methods for each object, by selecting the
object, and then clicking on the right-mouse. Excel will inform you some
options like “Insert,” “Delete.” In addition, most of the menu options
under the menus INSERT & EDIT provide access to changing the

properties of objects.

PROPERTIES

Definition:
Most objects have many properties. All the visible attributes of
formatting are actually properties. Therefore, for example, many

attributes are properties, like:
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o Font

o Font color

o Alignment

. Background color for a cell

. Row height

. Column width
. Sheet name
° etc

You can obtain a sense of the methods for each object by selecting the
object, and then clicking on the right-mouse. Excel will inform you some

options relevant to the object selected.

In addition, most of the menu options under the menu FORMAT provide

access to changing the properties of objects.

1.4.C THE “SWIM-OR-UNDO” APPROACH (WITH UNDO AS A LIFE-
VEST)

Lose the fear of Excel menu options! Select an object or a group of objects.
(Selection techniques are taught in chapters 4- 7). Then go through the

following list of trials:
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. Right-click on the mouse and see the options which open. Try
them out, one by one. If you make an error, just use EDIT /
UNDO.

. Go to the menu FORMAT, and try out the options. Again, use

UNDO to go back one step.

. Go to the menus EDIT AND INSERT and try the different
options. If you make an error, just use EDIT / UNDO.

LIST OF OBJECTS AND THEIR METHODS AND PROPERTIES

The usefulness of such a list will be apparent after you learn about working
on the objects. The list is displayed in the table below — you may want to
place your learning from chapters 4 to 10 into the Object Model structure.

Furthermore, if you are aiming to program using VBA, then the Object

structure is essential for effective and parsimonious coding.

At this stage, beginner-level Excel-users may not understand most of the
terms in this table. This table is also reproduced at the end of chapter 10.
However, this table will work as a great organizing paradigm for
intermediate-level users and possible also assist beginner-level users by

internalizing this Object-Method=Property paradigm.
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Table 10: This table is also reproduced at the end of chapter 10

Object Sheet | Row | Column | Cell | Range
If method or property is valid for the object

type

Name (& rename) v X % x C
Hide v v v % %
Unhide v v v % %
Delete 4 v v v v
Insert new object Ve v v v v
Data type specification x X X v U
Alignment of text/data X X X v U
Merge objects x X X v U
Text orientation x X X v U
Font x x x v U
Background pattern x X X v U
Borders x X X v U
Comments x X X v X
Legend/Key for table

*: Increases the size of the workbook

C: a range can be referenced by a user—defined name. However, this
name is a reference to the range, not the range itself. The range
itself is just a description of begin cell and end cell.

U: These methods are applicable on ranges because a range is just a
collection of cells. The methods are applied to the cells with the
chosen range.
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CHAPTER 2

SAVING (OPENING) IN (FROM)
DIFFERENT FILE FORMATS

In this chapter, I briefly discuss the following topics:

— SAVING/OPENING TO/FROM FILE FORMATS LIKE LOTUS 1-
2—3 VERSIONS 1.0 TO 4.0, QUATTROPRO AND DBASE
VERSIONS I TO IV, TEXT.

— STATISTICAL APPLICATION FILES: SPSS, SAS, STATA, ETC

— DATABASE APPLICATIONS: ACCESS, ORACLE, MS SQL
SERVER, FOXPRO, PARADOX, OTHER

— WORKSPACE— “I HAVE TO WORK ON SEVERAL FILES
TOGETHER EACH DAY...CAN'T I OPEN THEM ALL AT
ONE TIME?”

— USING THE WORKSPACE— OPENING SEVERAL FILES
TOGETHER

— NEW IN EXCEL XP: DOCUMENT RECOVERY AND SAFE MODE

2.1 SPREADSHEET, DATABASE, TEXT & STATISTICAL
SOFTWARE

Excel XP, 2000, and 97 can open files from various file formats, including:

— Current and older versions of Excel workbooks
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— Older versions of Excel workbooks

— Other spreadsheet applications like Lotus 1-2—3, Quattropro, and
Microsoft Works. This includes older versions of these file
formats.

— Text files (delimited and fixed column width —see Volume 4:
Managing & Tabulating Data in Excel.

— Web pages

— Database applications like Access, Paradox, dBase, etc. This
includes older versions of these file formats. The use of ODBC
connectivity (direct linking to a database with automatic
updating) is taught in Volume 4: Managing & Tabulating Data
in Excel.

— Special data or reference storing formats like “.dif” and “.slk.”

Excel cannot read directly from statistical software like SAS, SPSS, and

STATA. These statistical applications provide an option to output data files

in Excel format.

Using the mouse, select the menu path FILE/OPEN or FILE/SAVE AS
and click on the arrow next to the box “Open as type” or “Save as type” as

shown in the next figure.

You will see several options for the file type from which Excel will read in
data (and to which Excel will save data). Several of the formats are

historical versions of Excel.
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Figure 8 The FILE/OPEN or FILE/SAVE AS dialog (user-input form)

Save As 7
Save in: Iﬁ My Docurments j - | o B - Tools -
- Messenger Service Received Files
.
My Pictures
History Biook.1
Bookz
My Documents
Microsoft Excel Waorkbook, -
Web Page
Template
Texk (Tab delimited)
_F-E - Microsoft Excel 5.0/95 Workboak, i E =ave
'eb Folders
Save as Bypet [Microsaft Excel Warkboak Cancel |

Excel worksheet versions 2.0 to 4.0.

If the option includes the text “Excel worksheet” then only the active
worksheet 1s saved. This is useful if you want to read Excel files into
software like SPSS, SAS and other applications that do not read Excel

workbooks but do read Excel worksheets.

Figure 9: Old Excel formats

Microsoft Excel 4.0 Wiorksheet
Microsoft Excel 3.0 Wiorksheet
Microsoft Excel 2,1 Wiorksheet
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21.A LOTUS 1-2-3 VERSIONS 1.0 TO 4.0, QUATTROPRO AND DBASE
VERSIONS I TO IV

You can save as a Lotus 1-2—3 workbook (versions WK4 to WK1) and as
different versions of Quattropro. Older spreadsheet formats save only the

active worksheet.

Figure 10: Lotus 1-2-3 formats

W4 (1-2-3)
W3, FM3 (1-2-3)
WS (1-2-3)
WK1, FMT (1-2-3)
W1, ALL (1-2-3)
WK1 (1-2-31

dBase II-1V are excellent “transport” formats. Almost all data

applications read these formats.

The applications that read dBase include SAS, SPSS, STATA, Access, and

many other data warehousing and data mining software.

Figure 11: Quattropro and the popular dBase formats

WES (1-2-3)

WO {Quattro ProfDis)
DEF 4 (dBASE IV)

DEF 3 (dBASE 11D

DEF 2 (dBASE IT)

2.1B TEXT

Different text formats include cross platform support— in Windows,
saving an Excel file as a text file will allow the file to be read in DOS or
the Mac). The process of reading data from such files is taught in Volume

4: Managing & Tabulating Data in Excel
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Figure 12: Some special data formats (you can ignore these)

DIF (Data Inkerchange Formak)
SYLE_{Svmbolic Link)

Figure 13: Text formats

Formatted Text (Space delimited)
Text (Macinkosh)

Text (M5-DOS)

3 (Macinkosh)

3 (MS-Di05)

21.C MANY FORMATS SAVE ONLY ONE WORKSHEET

Older spreadsheet formats, database and text formats will save only the
active worksheet. Excel will inform you of this (as shown in the next

figure) and give you the option of canceling the save task.

21.D MANY FORMATS CANNOT STORE INFORMATION ON CELL
FORMATTING, COMMENTS, ETC

Excel will inform you if the file-format you are saving will save all

attributes of the worksheet/workbook.

In most cases, the attributes that cannot be saved are cosmetic formatting

features and embedded objects like charts, drawing tools, etc.
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Figure 14 Some for

save only raw data

Microzoft Excel

SAMPLE DATA apr.dif may contain Features that are nok compatible with DIF (Data
Interchange Format) . Do you wank ko keep the warkboolk in this Format?

@ + To keep this format, which leaves out any incompatible Features, click Yes.
« To preserve the features, click Mo, Then save a copy in the latest Excel Farmat,
+ To see what might be lost, click Help,

¥es Mo Help

2.1.E STATISTICAL APPLICATION FILES: SPSS, SAS, STATA, ETC

Most of these applications will read and write some formats that Excel

can read/write. These formats include Excel 4 worksheet and dBase II1.

21 F DATABASE APPLICATIONS: ACCESS, ORACLE, MS SQL SERVER,
FOXPRO, PARADOX, OTHER

Most of these applications will read and write some formats that Excel

can read/write. These formats include Excel 4 worksheet and dBase I1I1.

2.2 SPECIAL FORMATS: ADOBE PDF, HTML, WEB
ARCHIVE, XML

This topic is taught in Volume 3: Excel- Beyond The Basics.
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WORKSPACE—- “l HAVE TO WORK ON SEVERAL FILES
TOGETHER EACH DAY...CAN'T | OPEN THEM ALL AT
ONE TIME?”

Assume you are working on a project in which you use 12 files. Further,
these files are saved in different drives/directories or paths. (So, some are
in “C:\data\,” some in “M:\projects\ttvgr\vijay\,” and so on.) Assume
further that you have to open all files simultaneously before doing any
work. This can be achieved by, either (a) writing all the file names along

with their path (location), or (b), using the “Workspace” feature.

Creating a workspace

50

Assume the 12 files you need for one work session are open (and no other
files are open). Select the option FILE/SAVE WORKSPACE. Write a
name for this group of files you have been working on (see Figure 15).
Click on the button “Save.”

Figure 15: Saving links to all open Excel files as one Workspace

Save Workzpace Ed

Save in: ||:| spsshl j gl F ==k

|:I nanparanmektric Save I
| utiliby

Cancel |
File name: ISampIE data for Excel Book,

Sawve as tvpe: I'-.-'-.-'u::rkspau:es
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Using the workspace— Opening several files together

When you want to work on the group of files again— open Excel, pick the
menu option FILE/OPEN and open the workspace file as shown in Figure
16.

The 12 Excel files you were working on earlier open!

Figure 16: When you open the Workspace, Excel opens all the Excel files that were open when
you last saved the Workspace

open T
Looki: (1 spssbk & & sl = 2l B
nonparamekric open
Likility
Sample data For Excel Book. Cancel |
Advanced. .. |

Find files that match these search criceria:

File name: I j Texk ar property: I j Find Mo |
Files of bype: IWDrkspau:es j Last modified: Ianv time j Mew Search |

| 1 Filefs) Found.

NEW IN THE XP VERSION OF EXCEL: DOCUMENT
RECOVERY AND SAFE MODE

The document recovery feature is excellent in the XP version of Excel. If
the application freezes/crashes, the PC crashes, or you lose connection to a
power source, the chances of losing the work you did on the file since the

last save is low. Excel keeps a tab on your changes and creates a recovery
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backup continuously. On re-launching Excel, the recovery files are
displayed in the task pane, as well as the last saved files, along with the
times and dates of these files last save (by you or by Excel’s document

recovery tool). You can choose which version(s) to save.

A related feature is the ability to open an application in “Safe Mode,” and

resolve the problems with the application using this mode.
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CHAPTER 3

WORKSHEETS

This chapter teaches the following topics:

— INSERTING A NEW WORKSHEET
— USING THE MOUSE TO FORMAT SHEETS

— SELECTING MULTIPLE SHEETS (TO WORK ON THEM
TOGETHER)

— SELECTING ALL SHEETS

— SELECTING A RANGE OF ADJACENT SHEETS
— SELECTING NON-ADJACENT SHEETS

— UNGROUPING SHEETS

— MOVING/COPYING WORKSHEETS AND CHARTS FROM ONE
FILE TO ANOTHER

— CHOOSING THE FILE TO WHICH THE WORKSHEETS/CHARTS
NEED TO BE COPIED/MOVED.

— COPYING INSTEAD OF MOVING
— HIDING AND UNHIDING SHEETS

— HIDING THE SHEETS YOU DON'T WANT TO SEE/SHOW BUT
— AT THE SAME TIME— DO NOT WANT TO DELETE

— UNHIDING SHEETS YOU HID BEFORE (OR THE PERSON
WHO SENT YOU THE FILE DID)

— PROTECTING SHEETS AGAINST UNAUTHORIZED
CHANGES/VIEWING BY OTHERS
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— Z00M
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3.1 RENAMING SHEETS

Excel provides a default name to the worksheets that are present in any
new Excel file or any new worksheets you may insert. (More on inserting

a new worksheet follows.)

In a new workbook/file, the sheets are named “Sheetl,” “Sheet2,” ...... ,
“SheetN.” You may want to change the names to some text that provides

a better indication of the content of a worksheet.

Renaming a worksheet is simple. Click anywhere on the worksheet, and
then follow the menu path FORMAT/SHEET/RENAME.

Figure 17: Format Sheets menu

Format Tools Data Window  Help

Cells... Chrl+1 | % %" | =
R.ow - _—
Colurmn »
Shee Rename
Hide
ﬂutnllﬁ?rmat. o . Unhide. ..
Conditional Formatting.. . e
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Figure 18: In Excel XP, the Format Sheets menu includes an option for selecting the color of
the sheet name tab. (Sheet tabs are shown in the next figure.)

Sheet k Renarme
AutoFormat. .. Hide:
onditional Formatting...
W
- Background. ..
Tab Color...
oed B6-14, by area and tvoe of act -

The sheet name tab will be highlighted as shown in the figure below. In

this highlighted area, delete the old name of the sheet and write the new

name for the sheet

Figure

19: Renaming a sheet

E f 516 AN0

SAMPLE DATA

3.2 INSERTING A NEW WORKSHEET

Using the mouse, select the menu path INSERT/WORKSHEET.

Figure 20: Inserting a new worksheet

Insert Format
Cells, ..
Rows

Columns

Inserting more than one worksheet

First insert one worksheet. Then, press the F4 key on the keyboard

(“Redo”). Keep on pressing on F4 until you have the desired number of

new worksheets.
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3.3 USING THE MOUSE TO FORMAT SHEETS

Click on the sheet tab. Click on the right mouse. This will open the

shortcut menu for working with sheets.

The next figure reproduces the menu. Using this menu, you can access

most features of relevance to working on sheets.

Figure 21: Using a mouse to work on sheets

Insert...

Delete

Rename

Move or Copy.,..
Select All sheets

Wiew Code

second

3.4 SELECTING MULTIPLE SHEETS (TO WORK ON THEM
TOGETHER)

You may want to select all sheets so that you can work on one sheet but
have the work replicated on all the selected sheets thereby saving a lot of

time and effort. Some procedures conducted on a group of sheets are:

— Deleting the sheets.

— Moving and copying the sheets.

— Hiding the sheets.

Editing procedures like copying and pasting on one sheet are also

replicated across all sheets.
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Example:
Type the text “Name” into cell J1 of the first sheet. This text

automatically replicated on cell J1 of all selected sheets.

Applying uniform formatting to analogous rows, columns, cells and ranges

in each sheet.

After selecting all the sheets, if you format a row/column/cell/range in any
one sheet, the same action is replicated automatically for the same

row/column/cell/range in the other sheets.

Advantages with symmetrical worksheets

Assume that several worksheets have a symmetrical data arrangement.
The sheets have analogous data in each equivalent cell. For example,
assume that the sheet “Algeria” and the sheet “T'unisia” both contain the
data for “Ages 15-19 in Labor Force” in cell E2. Select both sheets.

Activate the sheet “Algeria” and write a formula into the cell G2 of sheet

“Algeria.” The formula is automatically replicated on the sheet “Tunisia.”

Any copy-and-paste, deletion, typing, formatting, etc applied to a
cell/row/column or any range on the sheet “Algeria” is automatically

replicates on the same range in sheet “T'unisia.”

I recommend creating symmetrical worksheets if each worksheet is

another case/observation/sampling of the same data series. (In this

example, each sheet is another case — where a country defines a case.)
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35 SELECTING ALL SHEETS

Click on the tab of any sheet. Right-click on the mouse and, in the pop
menu that opens, choose the option “Select All Sheets.”

Figure 22: Selecting all sheets

Insert...
Celete

Renarne

Maove ar Copy,..

3.6 SELECTING A RANGE OF ADJACENT SHEETS

Click on the first and last sheets in the sequence while pressing the
SHIFT key.

Figure 23: Selecting adjacent sheets

|4 141 [M[{ Oman f Qatar £ Saudi Arabia_}Syrian Arab Republic [ Turisia J Urited Arab Emirates { Vemen, Rep, { SAMPLEDATAFORCh9 A

3.7 SELECTING NON—ADJACENT SHEETS

Click on each sheets name tab while pressing the CONTROL button.

Once a sheet is selected, its name tab takes on a lighter background color.

Figure 24: Several sheets are selected. Now any action you perform on any one of them will
also be applied by Excel to all the other sheets in the selection

4[4 ] Ml 0man { Gatar £ Saudi Avabia / Syrian Arab Republic [/ Tunisia £ United Arab Emirakes  / Yemen, Rep, £ SAMPLE DATA FOR Cha |
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Once a sheet is selected, its name tab takes on a lighter background color.

Figure 25: All sheets are selected. Now any action you perform on any one of them will also be
applied by Excel to all the other sheets

Tl T4 [ [Mlif oman 7 Qatar { Saudi Arabia § Syrian Arab Republic £ Tunisia § United Arab Emirates / Yemen, Rep, 4 SAMPLE DATA FOR Ch 3 |

3.8 UNGROUPING SHEETS

Click on any one of the grouped (or selected) sheets. Right-click on the
mouse and, in the pop menu that opens (shown in the next figure) choose

the option “Ungroup Sheets.”

Once a sheet is selected, its name tab takes on a lighter background color.

Figure 26: Ungrouping sheets

LIngroup Sheets
Insert...

Delete

Rename

Mowe or Copy...
Select all Sheets

A simpler way to ungroup is to click on the name tab of any sheet. Try it.

3.9 MOVING/COPYING WORKSHEETS AND CHARTS
FROM ONE FILE TO ANOTHER

Open the file to which you want the sheets copied/moved.
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Open the file that has the sheets that you want to copy/move. (That is, the
“Original” file.)

In this “Original” file, select the worksheets you want to move/copy.

Figure 271 The “Move or Copy” dialog

Move or Copy
Move selected sheets
To book;

IS.C'.MF'LE DATA FOR CH 1 AND 2.t j Cancel

Before sheet:
SAMPLE DATA FOR CH 1 AND 7
(move ko end)

[ Create a copy

Select a worksheet by clicking on the worksheet name tab. Select several
adjacent worksheets by clicking on the name tabs of the first and last
sheets in the sequence while pressing the SHIFT key. Select several non—

adjacent sheets by clicking on each sheet’s name tab while pressing the
CONTROL button.

Go to the menu option EDIT/MOVE OR COPY SHEET. The dialog (user-

input form) that opens is shown in the next figure.

3.9A CHOOSING THE FILE TO WHICH THE SHEETS NEED TO BE
COPIED/MOVED

Click on the “downward arrow” in the area “to book.” Excel shows a list

that contains the names of all open Excel files and an option “(new book)”
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to begin a new file. (For a pictorial reproduction of this, see Figure 28.)

Choose the file where you want the sheets moved/copied.

(Alternatively, choose the option “(new book)” if you want to move/copy

the sheets to a new file.)

Figure 28: Select the file to which the selected sheets have to be moved/copied

[To biookes

SAMPLE DATA FOR CH 1 AND 2.5 =

‘mewy biook]
SAMPLE DATA FOR CH 1 ARD 2,k
Mailing Lisk, xls

budget, xls

Sheetl,xls

I chose the file “budget.xls.” The next figure illustrates this.

Select a file from the options shown in your computer.

Figure 29: After a file is chosen...

Move selected sheets

To book;

T - |

In the area “Before sheet,” choose the location of the moved/copied sheets
in the recipient file/book. I have chosen the location: “(move to end)” as
shown in Figure 30. The sheet will be placed after the last sheet in the
file “budget.xls.”

If you choose the option “Sheet2” then the sheet will be located between
“Sheet1” and “Sheet2.”
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Figure 30: Selecting the location in the “target” file of the moved/copied sheets

Before sheet:

COPYING INSTEAD OF MOVING

Place a “check mark” in the box to the left of the option “Create a copy” as
shown in Figure 31. This ensures that the sheets remain in the

original/host file and a copy is moved to the recipient file.

Figure 31: Copying sheets

The check mark is placed by clicking into the box if the box is empty. The
check mark may be removed by clicking into the box if the check-mark is

currently “on.”

Execute the dialog by clicking on the button OK. The selected sheet(s) are
copied to the end of file “budget.xls.”

o e

1 . . .
p If a moved/copied sheet contains references to cells in other

sheets then you should move/copy the referenced sheets along with the

referencing sheets.
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HIDING AND UNHIDING SHEETS

Excel permits you to hide from view the sheets which you do not want to
be “viewable.” Once hidden, the sheet's “name tab” is not shown on the
screen. You may want to hide sheets for several reasons: to avoid
confusion when you have made several versions of the datasheet, to avoid
erroneously working on a “finished” worksheet, to hide the background

sheets from a client who only wants to see the “final” sheet.

HIDING THE SHEETS YOU DON’T WANT TO SEE/SHOW BUT —
AT THE SAME TIME— DO NOT WANT TO DELETE

Select the sheets you want to hide. Select the option FORMAT/ SHEET/
HIDE.

Figure 32: Hiding a Sheet
Rename
Hide

[rtides .,
Background,

Reasons why vou may want to hide sheets:

The sheets may have intermediate work or alternate sheets to the ones
you want to show to the user. Alternatively, you may want to focus your

work on a few sheets and temporarily hide all other sheets.

UNHIDING SHEETS YOU HID BEFORE (OR THE PERSON WHO
SENT YOU THE FILE DID)

Follow the menu path FORMAT/SHEET/UNHIDE.
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Figure 33: Unhiding a Sheet
Renarme
Hide
nhide. ..

All hidden sheets will be shown in the Unhide dialog that is reproduced in
the next figure. Click on a sheet you want to unhide and click on the OK
button.

Use this feature to verify if a workbook sent to you has any hidden sheets.

Figure 34: Unhide
Unhide | 7]

nhu:le sheet:
Cancel |

icecond

ZOOM AND FULL SCREEN: CHANGING THE ON-
SCREEN SIZE OF THE SHEET

Z00M

You may customize the magnification employed to display the sheet. You
may want a large magnification if, for example, you want to focus on a

small range of cells, or if the fonts used or row and column sizes are small.

Conversely, you may want to reduce the magnification if, for example, you

want to see a larger range of cells in one view, or if the fonts used or row
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and column sizes are too large.

Figure 35: Zoom
2l
Magnification
i~ 200%.

™ Fit selection

 Custom: [100 =%
Ik I Cancel |

The magnification can be changed using the simple dialog (user-input
form) for the menu option VIEW/ZOOM. I prefer working with a

magnification of 85%.

FULL SCREEN

The sheet may be viewed on the entire monitor screen— that is, even on
those portions of the screen that usually contain icons, windows shortcut

bars, etc.

Select the menu option VIEW/FULL SCREEN. Return to the normal

view by clicking on the small dialog “Clear Full Screen.”
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Note:

The ZOOM level does not conform to the magnification level on a
printout. The magnification level for printing can be customized with the

“Scaling” option under FILE / PAGE SET UP. Refer to section 10.4.

Figure 36: Full Screen

File Edit ‘iew Insert Format  Tools Data  Window  Help f Microphaone @TDDB 2H
A | B | C | D | E | F | & |

| 1 |Series Name Country Nama__100 2000 2010

| 2 |Age 0- 19 and over B4 years  Algeria 15,218,000 16284000 | 17546,000 189635000

| 3 |Age 0- 15 and over £d years  Bahrain 234,000 254 000 261,000

| 4 |Age 0- 19 and over B4 years  Eqypt, Arab Rep. 32,543,000 34420000 | 35543000

| 5 |Age 0- 19 and over B4 years  lran, Islamic Rep. 40,309,000 44 510,000 | 51,449,000

| 6 |Age 0- 19 and over 64 years  Irag 11,348,000 12779000 15853,000

| 7 |Age 0- 19 and over 64 years  |lsrael 2,641,000 2814 000 3,018,000

| 8 |Age 0- 15 and over B4 years  Jordan 3,073,000 3,561,000 4 513,000

| 9 |Age 0- 19 and overbBd years  Kuwait 557,000 909,000 916,000

| 10 |Age 0- 19 and over B4 years  Lebanon 1,484,000 1,583,000 1,595,000

|11 |Age 0- 19 and over B4 years  Libya 3,162,000 3,717 000 4,937 000 o

| 12 |Age 0- 15 and over 64 years  Morocco 13,764,000 14087000 | 14,280,000

| 13 |Age 0- 19 and over B4 years  Oman 1,309,000 1,635,000 2,411,000

| 14 |Age 0- 19 and over B4 years  Qatar 192,000 214,000 259,000

| 15 |Age 0- 15 and over B4 years  Saudi Arabia 9,977,000 11636000 15415,000

| 16 |Age 0- 19 and over B4 years  Syrian Arab Republic 7,407 000 4,058,000 9,925,000

| 17 |Age 0- 15 and over B4 years  Tunisia 4,489 000 4 581,000 4,773,000

|18 |Age 0- 13 and overbd years  United Arab Emirates 865,000 957 000 1 087,000

| 19 |Age 0- 19 and over B4 years  Yemen, Rep. 9,133,000 11,034,000 15223000

| 20 |Age 15 - 19 years Algeria 3,185,000 3,521 000 3,776,000

| 21 |Age 15 - 19 years Bahrain 45 000 52 000 £5,000 I !

| 22 |Age 15 - 19 years Eqypt, Arab Rep. E,316,000 7,525,000 7 B47,000

| 23 |Age 15 - 19 years Iran, lslamic Rep. 7,320,000 5,540,000 10,940,000

| 24 |Age 15 - 19 years Irag 2,144,000 2,503,000 3,037 000

| 25 |Age 15 - 19 years lzrael 433,000 529,000 579,000

| 26 |Age 15 - 19 years Jordan f04,000 £37,000 916,000

| 27 |Age 15 - 19 years Kweait 176,000 218,000 209,000

| 25 |Age 15 - 19 years Lebanon 292,000 311,000 367,000

| 29 |Age 15- 19 years Libya 56,000 £78,000 936,000

| 30 |Age 15 - 19 years Marocco 3,020,000 3,041 000 3,262,000

| 31 |Age 15 - 19 years Orman 215,000 275,000 423,000

| 32 |Age 15- 19 years Clatar 36,000 44 000 51,000

| 33 |Age 15 - 19 years Saudi Arabia 1,598,000 2,198,000 2,929,000

| 34 |Age 15 - 19 years Syrian Arab Republic 1,618,000 1,980,000 2,081,000

| 35 |Age 15 - 19 years Tunisia 952,000 1,035,000 1 026,000

| 36 |Age 15 - 19 years United Arab Emirates 155,000 210,000 221,000

| 37 |Age 15- 19 years Yemen, Rep. 1,626,000 1,852,000 2,318,000

| 35 |Age 20 - 24 years Algeria 2,718,000 4 157 303 5757 303

| 35 |Age 20 - 24 years Bahrain 36,000 4F 000 53,000

| 40 |Age 20 - 24 years Eqypt, Arab Rep. 5,261,000 £,251,000 043,000

| 41 [Age 20 - 24 years Iran, lslamic Rep. 5,770,000 958,000 10,174,000
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3.12 PROTECTING SHEETS AGAINST UNAUTHORIZED
CHANGES/VIEWING BY OTHERS

This topic is taught in Volume 3: Excel- Beyond The Basics.
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CHAPTER 4

COLUMNS AND ROWS

This chapter teaches the following topics:

— WORKING WITH COLUMNS

— SELECTING COLUMNS

— SELECTING ALL COLUMNS

— USING THE MOUSE TO CHANGE COLUMN WIDTH

— USING AUTO FIT TO FIND THE “CORRECT” COLUMN
WIDTHS

— HIDING
— UNHIDING

— DELETING A COLUMN (SO THAT ALL OTHER COLUMNS
MOVE ONE OVER TO THE LEFT)

— CLEARING CONTENTS SO THAT THE COLUMN BECOMES
EMPTY BUT DOES NOT GET REMOVED

— INSERTING A PAGE BREAK BEFORE A COLUMN
— INSERTING COLUMNS

— COPYING AND PASTING (OR INSERTING)

— THE SHORTCUT MENU

— WORKING WITH ROWS

— VIEWING & WORKING ON NON-ADJACENT ROWS/COLUMNS
SIDE— - BY-SIDE
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— LOCKING PART OF THE WORKSHEET SO THAT CERTAIN
ROWS/COLUMNS DON'T MOVE WHEN YOU SCROLL
(FREEZING PANES)

— FREEZING ROWS

— SPLITTING THE FILE INTO TWO WINDOWS; EACH WINDOW
HAS ITS OWN VERTICAL AND HORIZONTAL SCROLL BAR

s
4.1 WORKING WITH COLUMNS

Open the file “File2.xls.” Select the sheet “base.” Note that this file has
three more columns than the first sample file. The first few rows of the

sheet are shown in Figure 37.

Figure 37: This range is from the worksheet “base” in the file “File2.x1s”

E I C | ] I E I F [ & [ H |
1_ Country Mame 1845 2000 2010 Ratio 2000038 Ratio2010; Ratio 2010095
2_ F'.Ige-ria 15,218,000 16,254,000 17,546,000 107 110 117
3_ Eahrain 254,000 254,000 261,000 1095 1035 1125
4_ Eggpt. Brab FIe-p. 32,545,000 34,420,000 35,545,000 1065 1035 1095
B |lran, Islamic Fh?p. 40,309,000 44, 610,000 51449000 1115 1165 128
& |lsrasl 11,548,000 12,779,000 15,959,000 1138 1205 1415
4.1.A SELECTING COLUMNS

Selecting one column

Click on the gray “cell” with the label of the column. For example, to

select column “C,” just click on the “C” at the top of the worksheet shown

in the figure.
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Figure 38: Selecting one column

A, B ] E
1 |Series Hame Country Hame 1995 2000 2010
2 |2oe 0- 19 and over 64 vears Algeria 15 218,000 | 16,284,000 17 546000
3 |tge15-19 vears Algeria 5195000 | 5521000 0 3,776,000
A o e AT ameonnl gas o0 n0n 2 aT7 o000

Selecting several adjacent columns

Click on the first and last columns in the sequence while pressing the

SHIFT key.
Figure 39: Selecting adjacent columns
E 1 F [ G [ H [
1 | Country Mame 1995 2000 20105 Fatio 2000095 | Ratioz010/35 | Ratio 201005
2 | Algeria 15,218,000 16,284,000 17345000 107 110 117
3 | Bahrain 234,000 254,000 261,000 1083 103 1123
4 |Equpt, Arab Rep. 2543000 34420000 36543000 106 103 109
5 _|Iran, Islamic Rep. 40,309,000 44,510,000 51,449,000 111+ 118 128+
B |lsrael 11,348,000 12,779,000 15.955,000 1135 1265 1413

Selecting several non-adjacent columns

Click on each sheet’s s name tab while pressing the CONTROL button.

Figure 40: Selecting non-adjacent columns

B |__Cc [ | F | G
1_| Country Mame 1995 2000 2010 Ratio 2000095 | Ratio2010/35
2 | Algeria 15,212,000 | 16,284,000 | 17,846,000 107 1108 17
2 | Eahrain 234,000 264,000 261,000 109 103 112
4 _|Equpt, Arab Rep. 32543000 34420000 | 35543000 1062 102 109

Note: some operations like deletion of columns cannot be done on a group

of non—adjacent columns
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SELECTING ALL COLUMNS
Figure 41: Click on the tab between the tabs that have the labels for columns and Rows
| Country Mame 19495 20010 2010 Ratio 2000195 Ratio2010/95 Ratio 2010095
Pl Nlgeria 16218000 16,284,000 17845000 107 110 117
£l Eahrain 234,000 254,000 261,000 1093 1035 12
LI Equpt, Arab Rep. 32543000 0 34.420,000 35543000 108 1035 109
LIl Iran, [slamic Fep. 40,209,000 44,510,000 51,443,000 111 115 128
[ Israel 11,348,000 12,779,000 159539000 113 1265 1415
[ Jordan 2641000 2814 000 3018 000 107 1073 1143

USING THE MOUSE TO CHANGE COLUMN WIDTH

Focus on cells F1, G1, and H1. The text does not fit into the cell. In other
words, the width of the column is not large enough to fit the text in the
cell. Let us widen the columns. Highlight the three columns (F, G, and
H) and move the mouse over the edge of the column title of any one of
these columns. When a two—headed white arrow appears, use the mouse

to widen the column.

Even though you only widened one column using the mouse, all three

selected columns will widen!

Figure 42: Selecting the range of columns

Even though you only widened one column using the mouse, all three
selected columns will widen! As shown in Figure 43, the three columns

are widened.
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Figure 43: After widening the columns

F B H

Fiatio 2000¢35 Fiatio2010¢35  Fiatio 2010435
1072 110% 172
1095 1035 R |

4.1.D USING AUTO FIT TO FIND THE “CORRECT” COLUMN WIDTHS

Though using the mouse gives you a lot of control over the exact width of
a column, finding the size that allows a proper display of all the data in all
three columns may require a lot of trial-and—error. Let us use another
method to widen the columns. (First, select the option EDIT/UNDO to
undo the width change you performed in the previous example.) Choose

the columns F, G, and H as shown in Figure 44.

Figure 44: The sample range

Pick the menu option FORMAT/COLUMN/AUTOFIT SELECTION.

Figure 45: Accessing Column Autofit

|Fgrmat Tools Data Window Help
Cells... Chrl+1
I R »
L Sheet r AutoFit Selection
Hide:
Eutculfufurmat. " . e
Conditional Formatting. .. <tandard Width. .

Each of the selected columns will expand to the minimum size needed to

fit each cell in the column. The result is shown in the next figure.
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Figure 46: The column widths have increased just enough so that each cells contents are

visible
F | [E; | H
Fiatio 2000095 | Fatic2010095 | Ratio 2010195
107% 110 117%
1093 103% 112

HIDING

Sometimes you may want to “hide” some columns from view. You do not
want to delete the columns because they are used in the spreadsheets
formulae or may be needed in the future. You just want to hide them
temporarily so you can focus on the columns that have data/text of

particular interest to you during your current session.

Alternatively, you may want to present a client with an abridged version
of the datasheet but allow the client to look at the full unabridged (that is,
unhidden) datasheet if they so desire. Assume you want to hide columns

“C” tO “E.”

Figure 47: The sample range

E ¥ F [ & |
1| Country hame 1935 2000 S Fatio 200035  FiatioZ0] 0495
L2 | algeria 15218000 16284000 17,846,000 107 10
(3 | Bahrain 234000 2EA000 261000 109 103
L& | Equpt, Arab Fep. IEEAS000 420000 35543000 1063 103
5| Iran, Islarmic Fiep. 40,309,000 44610000 51,445,000 1% 1155

First, highlight the three columns by clicking on the letter label at top
(that is, on the “C” or “E”) of the column and then dragging the mouse
over the other two columns so that all three columns are highlighted. The
figure above illustrates this. (Alternatively, click on the column label “C,”
then push down SHIFT and click on the column label “E.”)

Using the mouse, select the menu path FORMAT/COLUMN/HIDE.
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Figure 48: The Column Hide menu option
Width. ..

AukoFit Seleckion
LInhide

Standard Width.

The three columns are hidden. Look at the figure below — can you see

columns “C” to “E”?

Figure 49: After columns “C” to “D” are hidden

E I F [ G [ H
Country Mame Fatio 200035 | Ratio2010/35 | Ratio 2010035
Algeria 107 110 117
Eahrain 108 1035 112
Equpt, Arab Rep. 1063 103 109:
Iran, Islamic Rep. 1115 1158 1288

You can also hide non—adjacent columns. Try hiding columns “F “and “H.”

A time saving trick:

Assume you want to hide many columns that are spread over the entire
worksheet and maybe even across worksheets. Go to the first “to be

hidden” column or group of columns and hide it/them.

Go to the next “to be hidden” column(s) and press the Redo key — F4.
The columns will be hidden. You can continue using the key to hide

columns. The F4 key repeats the last action you performed. It is a great

time saver.

You can use it almost all tasks in Excel saving you time and the tedium of

during repetitious tasks. More on the F4 feature later in the book.
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UNHIDING A GROUP OF HIDDEN COLUMNS

Highlight the two columns that lie to the left and right of the hidden

columns.
Assume columns “C” to “E” are to be unhidden. Select the two columns to

the left and right of “C:E.” These columns are “B” and “F”. The next

figure illustrates this.

Figure 50: Select the columns to the right and left of the hidden columns

Select the menu path FORMAT/ COLUMN/ UNHIDE. The hidden

columns will be visible once again.

Figure 51: Column E is unhidden

2010 Biatio 2000455 WFiatioz0 10455
17,846,000 1102

261,000 1035
35,543,000

Thip Assume you have several hidden columns spread across the
range “C” to “Y” with several of the columns in between these two columns
being hidden. Now you want to unhide all the columns in the sheet. You
do not have to unhide each group of hidden columns one-by—one. Just

choose all the visible columns. Select the option FORMAT/ COLUMNS/
UNHIDE.

77



78

Excel for Beginners

DELETING A COLUMN (SO THAT ALL OTHER COLUMNS MOVE
ONE OVER TO THE LEFT)

Select all the columns you want to delete. I have chosen to delete column

“F” which has the series “Ratio 2000/95.”

Select the option EDIT/DELETE. The next figure illustrates this.
Column “F” has been deleted.

Note:

If you made a deletion in error, you can undo the error by selecting EDIT /

UNDO, or using the Undo icon. Refer to 11.5.

Figure 52: Deleting column “F”
Edit Yiew Insert Format Tools Data  Wing

3 Cont Unda GhrltE E @’| ) -

T4 RedoDelete Chrl+Y

I U=
& cut Chrl+x b 2000095
Copy Ckrl+C
R paste Chrl4y

Paste Special. .,
Paste as Hiperlink

Fill 3

Clear

When a column is deleted, the next column moves to the left. Therefore,
when column “F” was deleted, the series it had was deleted and column

“G” moved to the left (and so did column “H”).
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Figure 53: After column “F” was deleted, the other columns data moved one column left

B D e Gl
1295 2000 2010 Riatio2010/95 Ratic 2010495
15,218,000 16,264,000 17,546,000 110 117
234,000 254,000 261,000 1035 1125

The data that was previously in “G” is now in “F” and that which was in
“H” 1s not in “G.” If the data in the (pre—delete) “G” or “H” was used in a
formula or chart, the formula or chart will automatically update its

references to adjust for the leftward movement in the columns.

CLEARING CONTENTS SO THAT THE COLUMN BECOMES
EMPTY BUT DOES NOT GET REMOVED

You may want to empty the contents of a column (for example, column
“F ). Select the column(s). Select the option EDIT/CLEAR/CONTENTS
or push down the key “DELETE.”

Note that EDIT/ CLEAR can be used to clear formatting and comments.
These topics will be taught later in the book.

The data/text inside column “F” will be cleared and the column will

become empty as shown in the next figure below.
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Figure 54! The menu option for clearing the contents in a column

Edit Wiew Insert Format Tools Daka  Window H

K3 man Unde GhHE E @| K - Cu o
T4 RedoDelete Chr4y

I U|=E=E3
& cut Chrl+x b 2000/95
Copy Chrl+C |
E Paste Chlay [ Batic ZDDD.HatiDZD

Paste Special. ..
Paste as Hypetlink

Delete Eormats
Delete Sheet Contents  Del
Mowve or Copy Sheet. ., Cormrments

Figure 55: The contents in column F are deleted

C [ O [ E | F [ G [ H
1995 2000 2010 Ratio2010/35  Ratio 2010/35
15,215,000 16,254,000 17,546,000 110 1175
234 000 254 000 261,000 1038 1128
4.1.1 INSERTING A PAGE BREAK BEFORE A COLUMN

You may want to print up to a certain column on one page and then start
printing the next column on the next page. Use a page break to facilitate
this desire. Highlight the column to whose left you want the page break.

I have selected column “G” (see next figure for an illustration).

Figure 56: Column “G” is selected

Choose the menu option INSERT/PAGE BREAK.

80



Columns and Rows

The page break is shown by a dotted line to the left of column “G.”

Figure 57 The page break is shown by a dotted line to the left of column “G”

F G
o 2000435 | Ratio2010/35
107 110)
109 1073
1063 1073

INSERTING COLUMNS

You may need to add additional columns in between existing columns.
Assume you want to add three new columns to the left of column “F.”
Choose three columns starting with “F” (and up to “H”). Select the option

INSERT/COLUMNS. (Alternatively, click on the right mouse and choose
the option INSERT).

Figure 58: Accessing INSERT/COLUMNS
Insert Format
Cells
EHaws

Columns

Three columns will be inserted (because you selected three columns before

requesting the insertion.) This is reproduced in the next figure.

Figure 59: Three columns are inserted

C | O | E | F | G | H | I | J | K
1995 2000 2010 Fratio 2000/95 | Fatio2010/95 | Fatio 2010/95
15,218,000 16,284,000 17,846,000 107 1108 1178
254,000 254,000 261,000 108 103 112%
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41K COPYING AND PASTING (OR INSERTING)

A column can be copied and pasted at another location as a column.
Choose the column. Pick the menu option EDIT/COPY.

Pasting

Highlight the “pasted on” column and pick the menu option EDIT/PASTE.

This will replace the data/formats in the “pasted on” column.

Inserting

Highlight the “pasted on” column and pick the menu option
EDIT/INSERT COPIED CELLS. A new empty column will be created and
the coped column will be pasted on this new column. The “pasted on”
column remains unchanged in content and format, but shifts one column
to the right. The copied data will be pasted onto the new empty column

and not on the original data (which will now be one column to the right).

Paste Special

This powerful tool is taught in chapter 16.

4.1.L THE SHORTCUT MENU (RIGHT-CLICK)

After selecting a column(s), click on the right half of the mouse. A “pop-

up” menu opens — like the one shown the next figure.
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This menu provides easy access to the most commonly used procedures

that you may wish to perform after selecting the column(s).

The right-click “Shortcut menu” is available in most software applications.

Figure 60: The shortcut menu that will pop-up if you click on the right half of the mouse after
selecting one or more columns

ah @

Copy
= Paste

Paste Special. ..

Insert
Delete

Clear Contents

Earmat Cells, ..
Column Width, .,
Hide

Lnhide

The options shown in the menu will change depending on the current

selection

Therefore, if you click on a sheet tab and then click on the right mouse
you will see a menu with options relevant for working on a sheet(s)— like

rename, delete, insert sheet.

4.2 WORKING WITH ROWS

The options and properties are analogous to those for columns.
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GROUPING AND OUTLINING ROWS AND COLUMNS

The “Grouping and Outlining” tool enables easy grouping of rows and/or

columns which you may want to hide/unhide as a group.

GROUPING

Several groups may be created. Groups can overlap or subsume other
groups. Such groupings are useful if you desire “clickable”
collapsibility/expandability of details. Excel creates groups automatically

as part of a few procedures.

See Volume 4: Managing & Tabulating Data in Excel to learn about
grouped sub-totals.

The data for this section is in the sample file “Grouping.xls.” Choose the
rows 3 and 4. Pick the menu option “DATA/GROUP AND
OUTLINE/GROUP.” The two rows will be grouped and a grouping

indicator will be shown on the left of the row titles for rows 3 and 4.

This is shown in the next figure. The black “inverted L” to the left of the
row titles 3 and 4 shows the range of the group. The “minus” sign next to
this “inverted L” indicates that the group is “currently expanded/visible

but can be collapsed/hidden by pressing on the minus sign.”

Figure 61: After grouping rows 3 and 4

3 |hge15- 19 years Algetia 3195000 3521000 3,776,000
4 |ige 20 - 24 years Mlgeria 2718000 415730292 3,577,000
=l | 5 |age25- 29 years Mlgeria 2,366,000 2599000 3488000
B |Age 30 - 34 years Algeria 2096000 2348000 3,142,000
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Click on the minus sign. The group will be collapsed (hidden) as is shown

in the next figure. Note that rows 3 and 4 are hidden.

Refer to sections 4.1.e-4.1.f for manual hiding/unhiding of rows or columns.

Figure 62: The group made from rows 3 and 4 after collapsing

1 |Series Hame Country Hame 1995 2000 2010
2 |Age 0- 19 and over 64 years Algeria 15,21 EE,EIIIIEI‘ 16,284,000 @ 147846 000
# 5 |Age 25- 29 yvears Algeris 2,366,000 2 699 000 3,485 000
b |tge30- 54 vears Algeris 2,096 000 2,348,000 3,142 000
7 |hge 35 - 39 yvears Algeris 1,562,000 2,075,000 2 BEE, 000

The “plus” sign next to the hidden group indicates that the group is
“currently collapsed/hidden but can be expanded/shown by pressing on the

plus sign.”

Multiple Groups

I have made several groupings. The groups are indicated by the “inverted
Ls” in the next figure. The group “rows 3-11” overlaps the other two

groups. The group “rows 3-7” overlaps the smallest group “rows 3-4.”

Note the small buttons “1,” “2,” “3” and “4” on the top-left of the next
figure. These buttons can be used instead of the minus signs to expand
the groups. Experiment with the buttons and the minus signs.

Collapsing the largest group will collapse all groups because the two other

groups are subsumed by the largest group.
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Figure 63: Several groups, with overlap

1)2]3] 4 A | B | ¢ | Db | E |
1 |Series Hame Country Hame 1995 2000 2010
- 2 |&ge 0- 19 and over B4 years Aleris 15,21 B,IIIEIEI‘ 16,284 000 | 17 846000
3 |fge15-18 years &lgeria 3,195,000 3,521,000 3,776,000
4 |fge 20 - 24 years Algeria 2,718,000 415730292 3577000
=l 5 |Age 25 - 29 years Algeria 2,366,000 299,000 5,485,000
B |fge 30 - 34 years Algeria 2,096,000 2,345,000 3,142,000
7 |Aoe 35- 39 vears Algeria 1,562,000 2,075,000 2 Figig 000
=l B [Age 40 - 44 years Algeria 1,302,000 1,543,000 2,308,000
5 |Age 45 - 49 years Algeria 965,000 1,282,000 2,030,000
10 |&ge 50 - 54 years Algeria 574 000 945 000 1,494 000
11 |&ge 55 - 59 years Algeria 535,000 550,000 1,217,000
= 12 |&oge B0 - 64 years Algeria 571,000 597 000 867,000
13 |Age 65 and up years Aleris 1,006 000 1,194 000 1,505,000
14 L)l ane grogns coimbined - wear Alnerig 2E409 000 41599 000 A EAE 00

Once you have tried the minus signs or the buttons, expand all the groups

again by clicking on the plus signs if any. Group rows 2-14. The next

figure displays the result. Note that all other groups are contained within

this group. Furthermore, note that the top-left of the figure now shows

five numbered buttons. Experiment with the buttons and/or the

minus/plus signs. Try grouping columns along with rows.
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Figure 64: All other groups are contained within the largest group

1]2]3] 4] 5 A | B | ¢ | D | E |
_ 1 |Series Hame Country Hame 1995 2000 2010
- 2 |Age 0- 19 and over 64 years Algeria 15,21 Ei,IZIIZIIZI‘I 16,284,000 | 17 845000
3 |hge15- 19 vears Algeria 3495000 3521000 3,776,000
4 |Age 20 - 24 vears Algeria 2718000 M5730292 3,577 000
=l |5 |age 2529 years Algeria 2366000 2F99,000 3488000
B |Age30- 34 vears Algeria 2086000 2348000 3142000
7 |fhoe 3539 vears Algeria 1562000 2075000 2,666,000
El 8 |Age 40 - 44 vears Algeria 1302000 1543000 2,309,000
9 |Age 45 - 49 vears Algeria 9EG000 | 122000 2,030,000
10 |2ge 50 - 54 years Algeria E74,000 946 000 1,494 000
11 |Age 55 - 59 years Algeria 535,000 650,000 1,217 000
= 12 |Age B0 - B4 years Algeria 571,000 597,000 867,000
13 | &ge 65 and up years Aleria 1,006,000 1,194 000 1,505,000
14 | &l age groups combined - years Algeria 25109000 31599000 | 38636000
j 15 |&ge 0- 19 and over 64 years Bahrain 234,000 254,000 261,000
16 |&ge 15 - 19 years Bahrain 45 000 52,000 £5,000

OUTLINES

Excel is supposed to have to ability to create outlines of a selected range.

That is, to automatically “sense” groups and sub-groups. In my

experience, this feature is buggy. Therefore, I do not teach it.
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VIEWING & WORKING ON NON—ADJACENT
ROWS/COLUMNS SIDE-BY-SIDE

LOCKING PART OF THE WORKSHEET SO THAT CERTAIN
ROWS/COLUMNS DON’'T MOVE WHEN YOU SCROLL
(FREEZING PANES)

A typical spreadsheet has more columns than can be seen in one window

view. For example, in the sample file, you may only be able to see

columns “A” to “E” in one view. (For a pictorial reproduction of this, see

figure below.)

Figure 65: This range is from the worksheet “Sort by series” in the file “File2.x1s”

& | B | C | 5] E F—
1 |Series Mame Courtry Mame 1995 2000 2010 Ratio 2=
2 |Age 0- 19 and over 64 vears Algeria 15,218,000 16,284,000 17,848,000
3 |Age 0- 19and over B4 vears Bahrain 234,000 254,000 261,000
4 |Age 0- 19and over 64 vears Eqypt, Arab Rep. 32543000 34,420,000 35,543,000
2 |Age 0- 19and over 64 years Iran, lslamic Rep. 40,209,000 44,610,000 51,443,000
You can use the horizontal scrollbar to see the columns “C” to “E” as
shown in the next two figures; but then you will not be able to see
columns “A” to “B.”
Figure 66: After scrolling to the right, the leftmost columns cannot be seen
[ | D E | F G | H [ =
]| 1945 2000 2010 Ratio 2000095 |Ratio204 0495 Ratio 204 0595 —
L 16,218,000 16,284,000 17,846,000 107% 110% 117%
i 234,000 204,000 281,000 109% 103% 112%
L 22,543,000 24,420,000 25,543,000 106% 103% 109%
8 | 401,309,000 44,510,000 51,443,000 111% 115% 128%
i 11,348,000 12,778,000 15,958,000 113% 125% 141%

You can use the horizontal scrollbar to see the columns to the right of “E;”

but then you will not be able to see columns “A” to “B.” This is a problem:

the data for columns “H” onwards makes no sense if it cannot be viewed
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along with the column that has the titles/labels for the row. A tool that
enables the simultaneous viewing of the “title” columns with the data

columns is “freeze panes.”

See page 186 to learn how to print out the “title” columns and “title” rows

on each printout worksheet.

Click on the column to the right of the last column you want to see always
on the screen (that is, the “title” columns). In our example, I always want
“A” and “B” on the screen. Therefore, I clicked on and selected column

“C.” Work with me and perform the same selection.

Go to WINDOW/FREEZE PANES. The columns “A” to “B” are frozen
now. If you move the horizontal scroll bar to the right, then “A” and “B”
will not move; the other columns will scroll over. Consequently, you will

see columns “G” and “H” along with columns “A” and “B.”

Figure 67: The columns A and B are frozen. As you scroll, you will always see A and B

A | B G | H |
|1 |Series Mame Country Mame Fatio2010/85 Ratio 2010035
| 2 |Ane 0- 19 and over 64 years Algeria 110% 117%
|3 |Aoge O0- 19 and over B4 years Bahrain 103% 112%
4 |Ane 0- 19 and over 64 vears Eopypt, Srab Rep. 10533 1093
Note:

The columns in the middle have not been deleted or hidden; you have just

scrolled past them.

Freezing rows

You can also freeze the title rows such that these rows do not move as you

scroll down the rows of the worksheet. In our sample file, the title row is
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row 1.

Freezing row 1

Highlight row 2. The next figure illustrates this.

44B
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Figure 68: Selecting the boundary for the “freeze”

A | B | c_ | o |

1 | Series Mame Country Mame 1935 2000
Age 0- 18 and over B4 years Algeria 15215000 15284 000
] ge - 19 and owver 64 years Etahrain 224,000 254,000
4 | Age 0- 19 and over B4 years Eqypt, Arab Rep. 32543000 34.420,000
5 |Age 0- 19 and over B4 years Iran, Izlamic Fep. 40,309,000 | 44,610,000

Pick the menu option WINDOW/FREEZE PANES. The first row is frozen

now. When you scroll down using the vertical scroll bar, all the rows will

scroll except for row 1. Consequently, you will be able to see the data for

any row along with the series title in the first row. The next figure

illustrates this.

Figure 69: The rows 1 and 2 are frozen. As you scroll down, you will always see rows 1 and 2

4 | E | c_ | D | E I

1 | Series Mame Ciountry Mame 1995 2000 20110
|8 |Age 0- 19and aver B4 years Lebanon 267,000 09,000 916,000
| 10 | Age 0- 19 and aver G4 years Libya 1,454,000 1,583,000 1,595,000
| 11 |Age 0- 19 and aver 54 years Mlarocea 2,162,000 2,717,000 4,937,000
| 12 | Age 0- 19 and aver B4 years Orman 12,761,000 14,097,000 14,280,000
13 | Age 0- 19 and ower 64 years Clatar 1,308,000 1,636,000 2,411,000

REMOVING FREEZE PANES

Select the menu option WINDOW/ UNFREEZE PANES.
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Figure 70: Unfreezing panes
Window Help

Mew Window
Arrange. ..
Hide
[mhides, .,

Split

Infreeze Panes

44.C PRINTING NON-ADJACENT COLUMNS/ROWS NEXT TO EACH
OTHER

Refer to section 10.7 on page 186.

4.4.D SPLITTING THE FILE INTO TWO WINDOWS; EACH WINDOW
HAS ITS OWN VERTICAL AND HORIZONTAL SCROLL BAR

You may want to work on a part of a worksheet independent of another
part of the worksheet. You can break up the worksheet into two windows.

Each window has its own scroll bars.

Assistance with references in a formula

A major use of this feature is cross—referencing. If you have a formula in
cell “G223” that references cells in the range “C2:C15” (for example) then
you can split the window such that you can view the referenced data while
writing the formula. (As you will learn later, you can also insert the

reference by clicking on the referenced cell(s).)
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Assistance for crosschecking data

44.E
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Another use 1s to crosscheck data on screen when the data to be
crosschecked is spread across non—adjacent and possibly distant rows and

columns.

SPLITTING ACROSS COLUMNS

Assume you want to split the window through column “D.” First, click on
column “E.” Choose the menu option WINDOW/SPLIT.

Figure 71: Selecting the boundary for the “split”

The window will be split into two halves. The next figure illustrates this.

Figure 72: The window is split
A =] C [u] E F G =
|1 |Series Mame Country Mame 1335 2000 2010)  Fiatio 2000495 | Ratioz010ms | =]
| 2 |Age 0- 13 and owver B4 years Algeria 15,215,000 16,254,000 17,546,000 1072 10| =
| 3 |Age 0- 19 and owver B4 years Eahrain 234,000 254,000 261,000 109 103
|4 |Age 0- 13 and over B4 years Eqypt, Arab Rep. 32,543,000 S, 420,000 35,545,000 1063 1033
B | Age 0- 19 and owver B4 years Iran, Islamic Rep. 400,508,000 44,610,000 51,449,000 111 116
E Age 0- 13 .and over B4 years lzrael 11,343,000 12,779,000 15,959,000 1133 1263
| ¥ |Age 0- 19 and over B4 years Jordan 2,641,000 2,514,000 3,015,000 107 107
|8 |Age 0- 13 .and over B4 years FEoum ait 5,078,000 5,561,000 4,613,000 116% 130%
| 9 |Age 0- 13 and owver B4 years Lebanon &57,000 209,000 916,000 1083 1013
| 10 | Age O- 13 and owver B4 years Libya 1,454,000 1,553,000 1,595,000 1072 1012
|11 | Age 0- 19 and cwver B4 years Maoroeoo 3,162,000 3,717,000 4,937,000 118 133
|12 | Age 0- 13 and over B4 years Oman 13,761,000 14,097,000 14,250,000 1023 10134
| 13 | Age 0- 13 .and over B4 years Clatar 1,509,000 1,635,000 2,411,000 125 147
| 14 | Age 0- 13 and ower B4 years Saudi Arabia 192,000 214,000 259,000 11134 1213
| 15 | Age 0- 13 and over B4 years Syrian Arab Republic 9,977,000 11,636,000 15,415,000 17 132%
| 16 | Age O- 13 and over B4 years Tunisia &, 407,000 9,055,000 9,925,000 1083 110%
| 17 | Age 0- 13 and ower B4 years United Arab Emirates 4,459,000 4,681,000 4,773,000 1043 1023
| 18 | Age 0- 13 and ower B4 years ‘femen, Fep. S6RS5,000 957,000 1,057,000 1113 1142
| 19 | Age 0- 19 and cwver B4 years Algeria 9,133,000 11,054,000 15,223,000 121% 138
| 20 | Age 15- 13 years Eahrain 3,195,000 3,521,000 3,776,000 110 107
21 | Age 15 - 19 years Equpt, &rab Rep. 45,000 52,000 5,000 116 125
|22 [ fne 15 . 1908 Iran I<lami f 1R AN 7 525 i FAT NI 1135 e
[ | 4 [» [ M}, SAMPLE DATA }\secundx: | 4] b if v |_‘




Columns and Rows

Note that each window has its own horizontal scroll bar. The next figure
1llustrates this. Each window may be scrolled independent of the other

window.

Figure 73: Each window has its own horizontal scroll bar

L] | 1R | o

You can see the same range of data in both windows. When you work on a
range in one window, the other window 1s “de-activated.” You can use the

split windows to:

— facilitate checking numbers located far away,

— copy/cut and paste/insert from a range in one window into a range
in the other window, and,

— lower the chances of making a cell reference error when writing a

formula (the cell with the formula is in one window, while the
referenced cells may be in the other).

REMOVING THE SPLIT

Select the menu option WINDOW/ REMOVE SPLIT.
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Figure 74: Removing split windows

Window Help
e \Window
Arrange. ..
Hide
8 i[5

Remaove Split

SPLITTING ACROSS ROWS

Select the row to split at and then select the option WINDOW/SPLIT.
You will see two vertical scroll bars and can scroll on each window

independent of the other one.

SPLITTING ACROSS ROWS AND COLUMNS

You can split the window along rows and columns. Click on a cell in the
middle of the screen. At this point, pick the menu option
WINDOW/SPLIT.
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Figure 75: Splitting into four windows

D | E F | H | C | D E F ]
|37 | 1,852,000 2518,000 114% 182% 173% 1626000 1,852,000 2,518,000 114% |
|38 | 415,730,202 15295% 0% 0% 2,718,000 | 415730292 15295%
|39 | 46,000 59,000 128% 128% 164 % 36,000 46,000 53,000 1268%
40| B251.000 8,043,000 119% 129% 153% 5,261,000 6,251,000 8,043,000 119%
41| 6,958,000 10,174,000 121% 146% 176% 5770000 6,255,000 10,174,000 121%
42| 2125000  2931,000 110% 138% 152% 1926000 2,128,000 2531,000 110%
143 | 507,000 557,000 109% 110% 119% 467,000 507,000 557,000 109%
|44 | 601,000 755,000 112% 126% 140% 539,000 601,000 755,000 112%
Ei=N 183,000 255,000 136% 139% 189% 135,000 183,000 265,000 136%
|46 | 290,000 340,000 94% 17% 110% 310,000 290,000 340,000 4%
|47 | 562,000 7599 000 117% 142% 167 % 478,000 562,000 799,000 117%
|48 | 2579000 3,138,000 113% 105% 119% 2647000 2579000 3,138,000 113% =
|24 | 24503000 3,057,000 117% 121% 142% 2144000 2,503,000 3,037,000 117 %
125 | 529,000 578,000 106% 109% 116% 499,000 529,000 579,000 106 %
|26 | 537,000 916,000 105% 144% 152% 604,000 £37,000 916,000 105%
127 | 215,000 209,000 124% 96% 119% 176,000 218,000 209,000 124%
128 | 311,000 367,000 107% 118% 126% 292,000 311,000 367,000 107 %
129 | 579,000 936,000 120% 138% 165 % 566,000 679,000 936,000 120%
130 3041000 3292000 101% 108% 109% 3020000 3041000 3292000 101
131 | 275,000 423,000 128% 154% 197 % 215,000 275,000 423,000 1268%
132 | 44,000 51,000 122% 116% 142% 36,000 44,000 51,000 122%
33| 2,198,000 2,929,000 116% 133% 154% 1,895,000 2,198,000 @ 25029000 116%
34| 1880000 2,081,000 122% 105% 129% 1,619,000 1,580,000 2,081,000 122%=
4[> [mi SAMPLE DATA KD 3 | KN o

The worksheet is broken into four parts. The top two windows scroll up

together. The bottom two scroll up together. The left two scroll sideways

together. The right two scroll sideways together. Try it out!

REMOVING THE SPLIT

Choose the menu option WINDOW/REMOVE SPLIT.
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CHAPTER 5

CELLS AND RANGES

This chapter discusses the following topics:

— SELECTING BY DRAGGING THE MOUSE

— USING THE KEYPAD TO ASSIST IN SELECTING A RANGE
— SELECTING A RANGE OF ROWS OR COLUMNS

— SELECTING NON-ADJACENT RANGES

— SELECTING ALL CELLS/CONTENT ACROSS THE
WORKSHEET THAT MEET A CRITERION

— SELECTING CELLS WITH DISTINCT FEATURES

— SELECTING BASED ON DATA VALIDATION

— SELECTING BASED ON FORMULAE

— SELECTING BASED ON CELL REFERENCES IN FORMULAS

— SELECTING ALL CELLS WHOSE FORMULAS REFERENCE
THE ACTIVE CELL (DIRECTLY OR/AND INDIRECTLY

— SELECTING ALL CELLS REFERENCED (DIRECTLY OR/AND
INDIRECTLY) BY THE FORMULA IN THE ACTIVE CELL

— WORKING SIMULTANEOUSLY ON CELLS IN DIFFERENT
WORKSHEETS
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5.1 SELECTING BY DRAGGING THE MOUSE

Open the file “Files1.xls.” Highlight the range “D2:E3.” I will go through
all the features one— by— one starting with the data type format (or

“number type” format).

Clicking on the first cell and then dragging the mouse until the last cell of

the range can select a range. This selects a range like Range(“B2:D34”).

5.2 USING THE KEYPAD TO ASSIST IN SELECTING A
RANGE

Please try these time saving key combinations.

— CONTROL plus A selects the entire worksheet.

— CONTROL plus SHIFT plus END selects the entire range from the
current cell to the last cell in the data worksheet.

— CONTROL plus SHIFT plus HOME selects the entire range from
the current cell to the first cell in the data worksheet.

— SHIFT plus PAGE UP (or PAGE DOWN) selects large blocks of
cells.

— SHIFT plus CONTROL plus the DOWN KEY selects all data from
the current row until the last row in the columns associated
with the current selection of cells.

— SHIFT plus CONTROL plus the UP KEY selects all data from the

current row until the first row in the columns associated with
the current selection of cells.
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— SHIFT plus CONTROL plus the RIGHT KEY selects all data from
the current column until the last column in the rows associated
with the current selection of cells.

— SHIFT plus CONTROL plus the LEFT KEY selects all data from
the current column until the last column in the rows associated
with the current selection of cells.

— Click and select a column by using the left mouse. Now, using
SHIFT plus the RIGHT (LEFT) KEY selects columns, one at a
time, to the right (left) of the currently selected column. SHIFT
plus CONTROL plus the RIGHT (LEFT) KEY selects columns
to the right (left) until the end (start) of the range.

— Click and select a row by using the left mouse. Using SHIFT plus
the DOWN (UP) KEY selects rows, one at a time, to the bottom
(top) of the currently selected column. SHIFT plus CONTROL
plus the DOWN (UP) KEY selects rows to the bottom (top) until
the end (start) of the range.

5.3 SELECTING A RANGE OF ROWS OR COLUMNS

If the range consists of entire rows or columns, then select the range by
clicking on the row or column titles. This process selects a range like
Range(“A:C”) or Range(“1:77).

5.4 SELECTING NON—ADJACENT RANGES

Select the first range. Push down CONTROL and select the next range.

And so on...
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DATA ENTRY

Data or text may be typed directly into a cell. On pressing the Enter key,
the cursor will move to the next cell. Depending on the options set for
your copy of Excel, you can “Click, Drag and Move” cells. The options are

shown in 13.2.

e Once data is entered, its display format can be changed as shown
in 6.1.

Excel provides some special utilities that make data entry easier and less
likely to contain typographical errors. The tools include Data Validation,
Data Forms, and the Fill option. Volume 4: Managing & Tabulating Data

in Excel.

e Excel can read many different file formats as was shown in

chapter 2.

e Excel can “link” to a database such that linked cells in Excel can
be easily updated with “fresh” data from the database whenever
the user desires. Refer to Volume 4: Managing & Tabulating

Data in Excel.

¢ You can copy and paste tables from another Excel file or another

application (like Microsoft Word) into Excel.

e Copy and Paste (or “Paste Special”) is often used to replicate

formulas. This is shown in chapter 16.
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5.6 SELECTING ALL CELLS/CONTENT ACROSS THE
WORKSHEET THAT SATISFY A CRITERION

This extremely powerful timesaving tool (accessible via EDIT/GO
TO/SPECIAL) is taught in Volume 3: Excel- Beyond The Basics and in
Volume 4: Managing & tabulating Data in Excel.

5.7 WORKING SIMULTANEOUSLY ON CELLS IN
DIFFERENT WORKSHEETS

Assume your workbook has 18 worksheets, each for a different country.
Assume further that all the worksheets have a similar composition— the
same variables in the same columns and rows. You want to make some
calculations for each country/worksheet. The long way of doing this is
calculating separately for each country/worksheet. However, this means

that you will be repeating the same step 17 times.

An easier way is to select all the worksheets and do the calculations only
once. Whenever you select several worksheets! and perform some
formatting on a range of cells, rows, or columns in one of the worksheets,

the same is automatically conducted for the same range of cells, rows, or

1 Selecting multiple consecutive worksheets: (a) click on the first sheet, (b) press
down on the SHIFT key, and, (c) click on the last sheet. Selecting multiple non-
consecutive worksheets: (a) click on the first sheet, (b) press down on the CTRL
key, and, (c) one by one, click on the other worksheets you want to select. If a
sheet is selected successfully, its sheet tab will be highlighted.
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columns in all the selected worksheets.

If you write a formula on a cell (for example, in cell “C3”) in one of the
worksheets, the same formula is automatically written in the same cell (in
cell “C3”) on all the selected worksheets. Whenever you copy and paste
formulas or cell values in one worksheet, the same copy and paste action

1s replicated on the other worksheets.

Try this

feature is best learned by practice. So, try it out on the sample file

Once again, as the other sections in this chapter, this

“Files1.xls.” In that file, all the worksheets whose names are country
names (see the worksheets “Algeria,” “Bahrain,” ... , “Yemen”) are

identical in their structure.

— In cell D5 of each cell, I wanted the formula “= (C5/C4) — 1.” 1
selected all the worksheets and typed the formula into cell D5 of
only one of the worksheets. The formula was automatically
replicated on all the worksheets I had selected.

— Write the formula “= (C6/C5) — 1” into cell D6 of all these
worksheets using this method. With all the worksheets
selected, try different things like formatting cells, changing the
width of columns, etc. Notice that you only have to work on one
worksheet, and the work is automatically replicated for all the
selected worksheets.

The use of this feature is optimized if data in separate worksheets is

arranged in a manner that facilitates work on several sheets.
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5.8 INSERTING CELLS

Assume you want to insert three cells to the left of range “C2:C5.”
Highlight this range. Pick the menu option INSERT/CELLS. The dialog

(user-input form) shown in the next figure opens.

Figure 76: Options for inserting cells/rows/columns
Insert B

Insert

i~ Entire Fio
™ Entire colurn

(0] 4 I Cancel

You wanted to insert the cells “to the left of” the chosen range. Therefore,
choose the option “Shift cells right” (and place the new cells at the old
location of the currently selected cells). The original data in range
“C2:C5” will move to cells “D2:D5,” and the range “C2:C5” will end up

with three new, blank cells.

If, instead, you choose “Shift cells down,” then the data in cells “C2:C5”
will move to the range “C6:C8” and three new, blank cells be inserted into
the range “C2:C5.”

5.9 DELETING CELLS

Assume you want to delete the three cells “C2:C5.” Highlight this range.
Pick the menu option EDIT/DELETE. The dialog shown in the next

figure opens.
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Consequence of choosing “Shift Cells left”

After deletion, the pre-deletion range “D2:D5” will occupy the cells
“C2:C5” post-deletion.

Consequences of choosing “Shift cells up”

After deletion, the pre-deletion range “C6:C8” will occupy the range
“C2:C5” post-deletion.

Figure 77: Options for Deleting cells/rows/columns
Delete d by

Delete

™ Shift cells up

™ Ertire row
" Entire calumn

(0] 4 I Cancel

5.10 CLEARING THE CONTENTS OF CELLS (BUT NOT
SHIFTING ANY OTHER CELLS)

Assume you want to clear the contents of the three cells “C2:C5” and
make these cells empty. You do want to shift any other cells. Highlight
this range. Pick the menu option EDIT/CLEAR/CONTENTS.

e
5.11 NAMING A RANGE

You can use range names as references instead of exact cell references.

Named ranges are easier to use if the names chosen are explanatory.
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The topic is best discussed after learning about making references in

formulas. Please refer to 16.8.
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CHAPTER 6

FORMATTING CELLS AND
RANGES

In this chapter, you will learn the following topics:

— NUMBER TYPE

— CREATING A CUSTOM NUMBER TYPE OR MODIFYING AN
EXISTING TYPE

— ALIGNMENT

— TEXT ALIGNMENT

— VERTICAL ALIGNMENT

— HORIZONTAL ALIGNMENT

— TEXT CONTROL

— USING “WRAP TEXT “SHRINK TO FIT“

— WRAP TEXT

— CENTER ACROSS SELECTION, MERGING CELLS

— “IN SOME CELLS, ALL I SEE ARE # SIGNS (####+#). WHAT IS
THE PROBLEM AND WHAT CAN I DO?”

— ORIENTATION
— FONT
— BORDER

— CHOOSING A BORDER TO OUTLINE ALL FOUR SIDES OF
THE SELECTED RANGE
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— CHOOSING TOP, BOTTOM, LEFT AND RIGHT BORDERS ONE-
BY-ONE

— BACKGROUND PATTERN

— DEFINING REUSABLE CUSTOM STYLES THAT FORMAT ALL
FEATURES

— SUMMARY OF PROPERTIES OF CELLS, COLUMNS, ROWS,
AND WORKSHEETS

— REMOVING FORMATTING

6.1 NUMBER TYPE

Using the mouse, select the menu path FORMAT/CELLS. Click on the
tab “Number.”

What do you want as the data or number type of the data? Assume it is
“Numeric with 3 decimal places and the 1000's separator.2“ Make the

appropriate choices as shown in the next figure.

2 So, the number “1000” will be shown as “1,000.000."
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Figure 78: Selecting the “Number Format” for the selected range

Format Cells

Category:

Mumber I.ﬁ.lignment I Fonk | Border | Patterns I F‘ru:uteu:tiu:unl

CuUrrency
Accounting
Datke

Time
Percentage
Fraction
Scientific
Texk
Special
Zuskarm

|General ‘I

’-Sample

Decimal places: Iﬁ

¥ Use 1000 Separator ()

Megative numbers:

1,234,210
(1,234,210
{1,234,210)

|-

Examples for numeric data

(The format you define will also be used in charts and in any formulas

that are derived from this data)

Category Example | Comment

Number 10000 Decimal Place=0 and “Use 1000 Separator(,)” is not
selected

Number 10000.00 | Decimal Place=2 and “Use 1000 Separator(,)” is not
selected

Number 10,000.00 | Decimal Place=0 and “Use 1000 Separator(,)” is
selected

Percentage | 1000000% | Use percentage for numbers in the range 0 to 1 and if
the data series is a percent measure or proportion
measure. The number 0.233 will be seen as 23.3%.

Scientific 10+E4 Used if the numbers are very large or small and you

are interested in only comparing (visually) the number
of “thousands,” “millions,” “billion,” “nanoseconds,” etc.
10E3=1000, 10E6=1 million, 10E9=1 billion and 10E-6

= nanoseconds.
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Tips

— Negative numbers can be displayed in three different ways: [1] with a
minus sign before the data, [2] by enclosing any negative value in
parentheses, or [3] by making negative values data show in red

colored font.

— If a cell is formatted as “text” data type but it contains the entry “1,”
Excel will not let you use the cell in any numeric formula. Excel is

not seeing the 1 as a number.

— When converting data from other file formats (ASCII Text, Lotus, etc)

into Excel, you should check if the data types converted correctly.

— Use scientific for very large or small numbers as, for example,
1.21+E10 can be more easily read as 12 billion than 12000000000.
This also helps in conserving space. (Usually for very large/small

numbers you are usually interested in the rounded off number.)

— Enter percent values as “.01, .02” and not as “1%, 2%.”

6.1.A CREATING A CUSTOM NUMBER TYPE OR MODIFYING AN
EXISTING TYPE

This is an advanced topic; most beginners can skip this sub-section.

The definition of a number type contains four parts of which the first is

essential and all codes are separated by semi—colons:

— Format code for a positive value (necessary)

— Format code for negative numbers (optional; otherwise default
used)
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— Format code for zero values (optional; otherwise default used)

— Format code for text strings (optional; otherwise default used)

Figure 79: Custom Number Formats

Format Cells EE3

Murnber |.ﬁ.lignment I Fant | Barder | Patterns I F'rn:-tectin:nnl

Cakeqary: —2ample

General ;l -2.02

Murmber

CuUrrency Tvpe:

Accounking

Date ID'DD

Tirne General -

Percentage ]

Frackion

Scientific #,4#0

Texk A, #¥0,00

Special A, B0 0, R0

TN | |40 Red ), 0) il
Delete |

Tywpe the number Format code, using one of the existing codes as a skarking

poink,

The above list can be represented by the letters p, n, z and t for positive,
negative, zero and text format codes, respectively. A number type is then

represented by:
p-n;:z;t
As mentioned above, the last three format codes are optional. What series

of characters can the format codes have? Some of these characters are

shown in the next table.

Table 11: Codes used for creating custom Number Formats

Code | What it represents

, Thousands separator
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Code | What it represents
Decimal point

% Percentage

# The default — represents a digit or space

0 A digit or zero

Blue | Sets the color of the font. Can use any of the basic colors: Black, yellow,
red, etc. You can choose a special color for negative numbers— as is often
used in accounting when red is shown for negative numbers.

( Open parentheses

) Close parentheses

) No parentheses

$ Currency sign

The format code typically uses a series of the characters in the table

above. You will view some examples in the next few figures.

The first four custom number types on my Excel have only a positive

number format because they do not have any semi—colon. The four types

are shown in the next figure.

Figure 80: Excel has a few custom formats already defined

0
0.00
#2820

&, ##0.00

In order of complexity, the next higher level of number type definitions

uses two format code series. The first series is for the codes for positive

number; the second is typically for the codes for negative values. Such a

number type in which the zero and text formats are not defined is

represented by:
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The custom number collection on my PC’s Excel has the following two—
"number type” definitions. Notice the semi—colon in each of the
definitions. The codes to the left of the semi—colon define the format for
positive numbers. The codes to the right of the semi—colon define the

format for negative numbers.

I I3 ®e Definitions 1 and 2 are similar — the only difference is
definition 2 makes Excel color red the font of a negative number.
Definition 3 differs from definition 1 by permitting a higher level of

preciseness in number display — two points after the decimal point.

Figure 81: Formats with codes for negative values

#,##0_(#, ##0)
#,##0_[Red](#,##0)
#,##0,00 );(#,##0,00)

#, ##0,00 u[Red]i#,##0.00)

A number type in which the negative and zero formats are not defined is

represented by:
D553t

A number type in which the negative and text formats are not defined is

represented by:

ALIGNMENT

Click on the tab “Alignment.” Choose the alignment of data/text within
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each cell.

Reminder:

The formatting dialog is accessed through the menu path FORMAT/
CELLS.

The dialog for formatting the alignment has three areas—Text alignment,

Text control, and Orientation.

Figure 82: The dialog for formatting the alignment of the selected range

Format Cells i
Mumber ~ Alignment | Fonk | Border | Patterns | Frotection |
Text alignment —orienktakion

Horizontal: Indentk: * .
IGeneraI j ID ﬂ *,
T .
Wertical: Ol Tet —e
x .
IEh:uttu:um j k .
*
Text conkral .
IEI 5‘ Degrees
¥ Merge cells

TEXT ALIGNMENT

Focus on the “Text alignment” part of the dialog. This part is reproduced

in the next figure.

The options permit setting of the Vertical and Horizontal alignments in

the currently-chosen chosen cells.
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Figure 83: Text Alignment area in the dialog for alignment formatting

Text alignment

Horizontals Indent:
IGeneraI j IU ﬂ
YWertical;

R - |

6.3.A VERTICAL ALIGNMENT

The choices here set the vertical alignment. The choice aligns the

text/data in the cell relative to the top and bottom boundaries of the cell.

A “Top” alignment will place the data/text at the top of the cell. This may
be a problem if it makes the text in, for example, the heading cell too far
up from the first row of data. In certain situations, you may want the top

alignment for some cells.

Figure 84: Options for Vertical Alignment

Wertical:

Biokkorn -
TDE Y
Batkarm

Justify =

The “Center” alignment is usually the best, irrespective of the type of data
you have. This alignment provides a good symmetry and useful white
space between the cell and the top/bottom cell boundary. The “Justify”

option is not advisable for vertical alignment.
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6.3.B HORIZONTAL ALIGNMENT

The options for horizontal alignment are greater. Apart from the
standard alignment options, the choices include “Left (Indent),” “Fill,” and
“General.” General is the default. Excel uses left alignment if the cell
contains text and right alignment if it contains data. (This is accounting

convention.)

I recommend you follow the same practice. Sometimes you may want to
“Center” the entire column. Do this only if the data is still easy to read. If
the data cells have very different number of characters then the

horizontal alighment may make comparing across cells a bit tricky.

A slight indent can be given in a cell. The indent effectively starts the
text/data in the cell after a gap to the left of the cell. This feature should
be used when you want to delineate categories and sub—categories in the

labels column.

6.4 TEXT CONTROL

The options in this area allow you to (a) Wrap text:— permit multiple
lines in one cell, (b) Shrink to Fit— reduce font size until the data/text

just fits into the cell, (c) Merge cells and the contents in them.
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Figure 85: The “Text Control” options. You can ensure that the text in the cell will go on a
second line in the cell if the cell width is not sufficient to show all the text in the cell. You may
also merge two or more cells.

Texk control

[ Wiap bexk
™ Shrink to Fit
[ Merge cells

USING “WRAP TEXT” AND “SHRINK TO FIT”

One way to ensure that a column is wide enough to display the text in the
cells in the column is to use “Autofit.” (Refer to page 74 for a discussion
on “Auto fit.”) The problem with Auto fit is that even if one cell has a lot

of information, the entire column becomes very wide.

Ensuring that several lines of text fit into a row

Assume you do want text to flow into the next cell but to “wrap” by
allowing cell to contain more than one line of text (the cell height
increases accordingly). Simply implement this by choosing the option

“Wrap text.”

Choose column A the worksheet “Sort by country” in the file “File2.x1s”
and— using the mouse— make its width smaller so that the text does not

fit into the cells.

Figure 86: Use the mouse to decrease the width of column A such that one can see the entire
text in the cell

A, [ B
| 1 | SeriesMame Country Man
2 [Age 0- 15 and owe Algeria

3 | Age 0- 19 and owe Babrain

Assume this i1s the width desired for this column. Further, assume that

you want to make a trade—off— this width but a higher row height so that
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the cells can have more than one line.

Choose column A and pick FORMAT/CELLS. The dialog shown in Figure
87 opens. Click on the tab “Alignment.”

Figure 87: Reproduction of the dialog (user-input form) for Alignment formatting

Format Cellz X
Murnber | Font | Border | Patterns | Prokection |
Text alignment —orientakion

Horizonkal: Indent: * .
IGeneraI j ID ﬂ *.
T .
Wertical: S [ —
x .
IEh:uttu:um j E .
*
Texk contraol .
[ wWrap text
™ shrink ka Fit IU 5‘ Degrees
[~ Merge cells

Let us focus on the area “Text control.” One way to ensure that each cells

width is sufficient is to choose the option “Shrink to fit.”

Figure 88: The “Shrink to fit” option of “Text control”
Text control

[ wirap kext
v
[~ Merge cells

The result of this is usually horrendous— the font size adjusts in each cell
so that the text fits within each cell. However, this makes the fonts very

different in size across the worksheet, a real eyesore!
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Figure 89: The result of “Shrink to Fit” option
A |
1 |Series Mame

2 | Ane 048 und ware B grars

3 e 0o 43 and narr Bl grars

Wrap text

A better option is the use of the “Wrap text” option.

Figure 90: Choosing the “Wrap text” option for text control

Texk conkrol

i

I~ shrink ta fit
[ Merge cells

This allows the cell to display more than one line of text. The row height

automatically increases to adjust to wrapping of text.

Figure 91: Result of using “Wrap text”— text is wrapped within each cell
& [
1 | Series Mame

Age 0- 19 and

2 |over B4 years

Auge 0- 19 and

3 |over B4 years

Sometimes, when using the wrap text option for text control, the row

heights may not adjust fully. An example is shown in the next figure

Figure 92: The row height may need adjustment if the text is being cut from the top or bottom
of the cell

Correcting the problem
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You can (a) widen column width or/and (b) increase row height. (You can
also use FORMAT/ROW/AUTOFIT to ensure that the row heights
increase to “just fit” every cell's contents. This may give you rows of
differing heights. You have to make the trade—off between row height and

column width.)

6.4.B CENTER ACROSS SELECTION, MERGING CELLS

While merging cells or centering text along selection (of cells) may assist
with formatting they may also increase the possibility of making an error

while deleting or inserting rows/columns, referencing cells, etc.

“In some cells, all I see are # signs (##H###). What is the problem and how

can I resolve it?”

Figure 93: Cells cannot display all the digits in the number
R B
1995 2000 2010

AN REHEEE | fnnn

M 254000 |

There are a few ways for you to see the full data instead of the # signs.

— Increase the width of the columns using
FORMAT/COLUMNS/AUTOFIT.

— Use the “Shrink to fit” option discussed on page 117.

— Choose a “Number Format” that uses less space. For example, the
scientific format uses less space. (In changing number format,
you can also benefit by reducing the number of decimals
displayed.) This method is used below.

Select the range whose Number Format you want to change.
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Go to FORMAT/CELLS .

The dialog shown on the right opens. Click on the tab “Number” and

choose the category “Scientific.”

Setting number of Decimals displaved on screen

Change the decimal settings in the box “Decimal places.”

Figure 94: Scientific Number Format

Format Cells

Humber |F\Iignment | Font: | Border | Patterns | Prat
Categary! ample
i

General 2. 0E+03
Murmber
Currency Decimal places: Iﬁ
Accounking

Date

Tirne:

Percentage

Fraction

Scientific

Text
Special
Zustom ﬂ

The next figure displays the result.

Figure 95: Scientific notation may be a superior Number Format for numbers with many

digits

i |
Z0E+03 Z0E+03 2.0E+03
1.5E+07 1.6E+07 1.5E+07
2.3E+05 2.5E+05 2EE+05

6.5 ORIENTATION

The orientation of the values in a cell can be set using the “Degrees”

control in the area “Orientation.” The next figure displays this area.
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You can set the text to write top to bottom instead of left to right by
setting the “Degrees” to 90.

Figure 96: Orientation
—orienkation

Lol e (I |

IIZI 5‘ Cegrees

Figure 97: Cell B14 in the sample file

Clatar

Figure 98: Cell B14 after the orientation is set to 90 degrees.

Qatar

6.6 FONT

Click on the tab “Font” and choose the font type, size, color, etc. (For a

pictorial reproduction of this, see the next picture.)
Tips

Make the font for the data cells a bit smaller than the font for the cells

with row/column labels. (I use sizes 8 and 10, respectively).
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Furthermore, increase the height of rows a bit relative to Excel’s default.

For increasing height: (a) select all the rows by pressing and holding down
the keyboard keys CONTROL and A, then (b) use the mouse to increase
the height of any one row. The heights of all the rows will now equal the

height of the one row whose height you increased.

Figure 99: The dialog for formatting the font of the contents of cells in the selected range

Format Cells E
Mumber I Alianment Font | Barder | Patterns I F'rn:-tectin:nnl
Eont: Font skyle:

IEicunk Antiqua IReguIar
Bon Apetit MT

El Bookman
M Bookman CId Skyle

Underline:
INu:une

ffecks revign

I strikethrough
[~ superscript AaFbCc¥yiz
[ subseript

and your screen.

This is a TrueType fonk, The same fonk will be used on bath your prinker

BORDER

Click on the tab “Border.”

i

(0] 4 | Zancel |

1p Note that borders are more useful if you remove the default
gridlines by deselecting “Gridlines” in the dialog TOOLS/OPTIONS/
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VIEW.

Figure 100: The dialog for setting borders for cells in the selected range and a boundary for
the entire range.

Format Cellg 7| x

Murmber I Alignment I Fonk Border | Patterns I Prokection |

Presets e
= Skwle:

....... Norg ======

Mone Qutline Ineide | | e P

Border o

o - [ e ) -

= — :

o Text E—
= 1 r Color:

T Automatic j

The selected border stvle can be applied by clicking the presets, preview

diagram or the buttons abowve.

6.7.A CHOOSING A BORDER TO OUTLINE ALL FOUR SIDES OF THE
SELECTED RANGE

When using the dialog: choosing “Outline” for a border to the entire range
of cells you have selected will set all four sides of the borders around the

entire range of cells.

6.7.B CHOOSING TOP, BOTTOM, LEFT AND RIGHT BORDERS ONE-
BY-ONE

You can choose a specific border component— top, right, left, bottom,

diagonal—up, and diagonal —down. (I ignore the diagonal borders.)
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For example, assume you desire a line for the “top border.” First, click on
the desired line “Style.”

Figure 101: Select a style for the border line
—Line
Skle:

Second, click on the “top border” button inside the dialog. (This button is
highlighted with an arrow in the next figure.)

Figure 102: When you click on the indicator (the depressed/lighted box where the arrow
starts) for the top border, the top border will be set equal to the line style you chose. Clicking
again on the indicator will remove the border.

T IO I IT 5

Border

If you want to apply the same line style and color for the “bottom border,”
simply click on the “bottom border” icon inside the dialog. The next figure

illustrates this.

1 P When you click on the icon (the pressed/lighted box the bottom
border will be set equal to the line style. Clicking again on the indicator

will remove the border.
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Figure 103: Second border.

Format Cells

Murnber | Alignrnent | Fonk Border | Pa
Presets
Jr——
Hone Qutline Inside
Border
| B '
_ Texk

Assume you want a thinner line style for the right and left borders.
Choose the line style and thickness in the area “Style”. The next figure

illustrates this.

Figure 104: Choosing a style or the border line
Line
Skyle:

Now, click on the “left border” and “right border” icons.
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Figure 105: Setting the right and left borders

Border

6.7.C REMOVING EXCEL GRIDLINES AND USING USER-SET
BORDERS

Go to TOOLS/OPTIONS/VIEW, and deselect the option “Gridlines” in the

area “Show.”

6.7.D COPYING AND PASTING ALL EXCEPT BORDER FORMATTING

Refer to Volume 3: Excel- Beyond The Basics.

6.8 BACKGROUND PATTERN

Click on the tab “Patterns” and choose the background color and patterns

for cells.
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Figure 106: The dialog for setting the background color of cells in the selected range.

Format Cells
Murnber I Alignment I Fant | Border F‘atternsl Protection |
el shading
Colar:
|| Mo Color |
EEEEEEEN
EEEEEEERN

EENEEEN
BOOECOEMNC
| EEEE .

AmiiLmEm]
EE((NEEN

Pakkerm: I - I

ample

This feature is very useful if you will be printing in color. If using Black
and White, then use softer shades. Shading alternate rows or columns

looks nice. You may also want to shade cells that you wish to highlight—

better than using bold or italic, as it is more eye—catching.

6.9 DEFINING REUSABLE STYLES THAT FORMAT ALL
FEATURES

A simple yet powerful feature is “Style.” Assume there are five formatting
combinations you like. The combinations are ‘Annex Tables’, ‘Accounts,
‘Personal’, ‘Flashy’, and ‘High text content cells.” You can make Excel

store information on all these formatting combinations. You can use any

of these whenever you desire.

First, format a cell with the cell formatting (font, patterns, borders,
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shading, alignment, etc) that define the formatting combination “Annex
Tables.” Then select the option FORMAT/STYLE. The dialog (user-input

form) that opens is shown in the next figure.

Write the name of the new style into the text-box “Style name.” I have

typed “Annex Tables.”

The dialog options will pick up and display all the formatting features of
the underlying cell.

Figure 107: Style

Style ki
Style name: I.ﬁ.nnex Tables ;I K I
Style Includes (By Example)
Cancel |
W Mumber _0* 3, ##0.00_3; _0* (&, ##0.000; (*
Wien
. i (@) _ Modify, .. |
¥ alignment: Horizontal Center, Botkom Aligned
¥ Faont arial 12, Bold add
v Border Mo Borders Delete |
v Patterns Shaded Merge. .. |

¥ Protection  Locked

Include this style in the list of styles by clicking on the button “Add.”

Applying the style in the future

Select a range, and then select the option FORMAT/STYLE. Choose the
style name “Annex Tables” and then execute the dialog by clicking on the
button OK. (If you have to do this several times repetitively then use the
STYLE dialog for the first range and then press the F4 key (the Redo key)

after selecting the second range, and so on...keep using F4.
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Deleting a style

A style can be deleted by clicking on the “Delete” button in the STYLE
dialog.

Modifying a style

A style’s definition can also be changed by clicking on the “Modify” button

and making changes in the “Format Cells” dialog that appears.

You can define styles for the other formatting combinations also.
Remember to give style names that relate to its functionality or intended

purpose/context.

If you want to use the styles feature often then you should make the
styles more accessible (compared to opening the STYLE dialog). Follow
the menu path TOOLS/CUSTOMIZE/COMMANDS, choose the toolbar
category “Format” and the toolbar icon “Style.” (For a pictorial

reproduction of this, see figure below.)



Formatting Cells and Ranges

Figure 108: Customizing Command icons displayed on the toolbar

Commands i
Toalbars G | gl:'t":'nsjﬁck on and then drag and drop the

Cateqaries: Command{  “Style” icon to the top of the screen
File a| | where all the other icons and toolbars
Edit = are shown.

Wiew Fonk:
Insett .
Farmat Fank Size: -
Taools

Skyle, £
Daka ¥ :
Window and Help =
Drawing -
Aukoshapes ;I A Increase Fonk Size ;I

Selecked command:
Descripkion | [Madify, Seleckian © |

o

PROPERTIES OF CELLS, COLUMNS, ROWS & SHEETS

Table 12: Summary of properties

Sheet Row Column | Cell Range
If method or property is valid
Name (& rename) v X X X C
Hide v v v % y
Unhide v v v % y
Delete v 4 v v v
Insert new object v* 4 4 v v
Data type specification x X X v U
Alignment of text/data x X X v U
Merge objects X X X v U
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Sheet Row Column | Cell Range
If method or property is valid
Text orientation x X X v U
Font x X X v U
Background pattern x X X v U
Borders x X X v U
Comments x X X v X

Legend/Key for table

*: Increases the size of the workbook

C: a range can be referenced by a user—defined name. However, this
name 1is a reference to the range, not the range itself. The range
itself is just a description of begin cell and end cell.

U: These methods are applicable on ranges because a range is just a
collection of cells. The methods are applied to the cells with the
chosen range.

6.11 REMOVING FORMATTING

Select the range with the formatting and follow the menu path
EDIT/CLEAR/FORMATS.

6.11.A COPYING AND PASTING FORMATTING (AND NOT CELL
VALUES OR FORMULAS)

Refer to 11.1, and Volume 3: Excel- Beyond The Basics.
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CHAPTER 7

“CONDITIONAL FORMATTING

This chapter illustrates the use of the following features:

— UNDERSTANDING THE DIALOG
— DEFINING THE CONDITION
— STEP 1: DEFINING THE CONDITION/CRITERIA

— STEP 2: DEFINING THE FORMAT TO USE FOR CELLS THAT
SATISFY THE CONDITION

— UNDERSTANDING THE “CONDITIONAL FORMAT“
— DEFINING A “DYNAMIC” CONDITION
— DELETING CONDITIONAL FORMATS

CONDITIONAL FORMATTING is an excellent utility for quickly color—
coding patterns in data. As you go through this example, the usefulness

of this utility will become clear.

7.1 UNDERSTANDING THE DIALOG

Access the feature through the menu path FORMAT/CONDITIONAL
FORMATTING. The dialog shown in Figure 109 opens.
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Figure 109: The “Conditional Formatting” dialog

Conditional Formatting E

ondikion 1

Wm&j Il:uetween j I ik_j and I ik_]
Prewvi f F kL
when condtion s true: No Format Set Format... |

a2

fdd == |

In this box, you have to tell Excel: “If condition 1 is satisfied by the data in

a cell than format the cell using Format 1 which you have defined. If
condition 1 is not satisfied by the data in a cell than do not format the cell

using Format 1.

7.2 DEFINING THE CONDITION

Figure 110 to Figure 113 show how to set the first conditional format. Let

us go through this process systematically.

7.2.A STEP 1: DEFINING THE CONDITION/CRITERIA

Assume the conditional format is:

“If the value of the cell is between 10,000,000 and 12,000,000 then
give the cell the formatting I will define by pressing the button

Format."™

First, define the condition as shown in Figure 110.
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Figure 110: Defining the first condition

Conditional Formatting E

ondikion 1

ICEII Yalue Is j Il:uetween j IIDJDEIEIJEIEIEI f't_j and IIZJEIIIIEIJEIEIEI| j‘_’
Preview of format to use |
when condition is true: Mo Format Set Eimitlzoo:

El Delete. .. | (a4 I Cancel |

fdd == |

7.2B STEP 2: DEFINING THE FORMAT TO USE FOR CELLS THAT
SATISFY THE CONDITION

Click on the button “Format?“and (as shown in Figure 111 and Figure
112) choose the formatting desired for those cells that satisfy the
condition “Cell value is between 10,000,000 and 12,000,000.”

Select the tab “Patterns” and choose the fill color for the cells.

3 On clicking “Format,” I got the dialogs shown in Figure 208 and Figure 209. I chose
a font style (see Figure 208) and a pattern/background shading (see Figure 209).
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Figure 111: Choose a pattern

Fonk | Border  Patterns

Cell shading
Color:

| Mo Color |

EEEEEEER
EEEEEEEDN
EfENEENN
BOOECOEEO
BO000E&EO

) FENEY RON RN
BN CNEEN

catterr: [N ~ |

I recommend using bright yet light and distinct colors. Dark colors will

make the reading of cell data a bit of a pain in the eye.

After selecting the pattern, you may want to select a font style also. I
recommend using patterns only. If you set font features in a conditional

format, select different font colors for every conditional format.

Figure 112: Choose a font style, color, etc.

Fark | Border | F'atl:ernsl

Fank: Font style: Size:

| Foldal___|

T Abadi MT Condensed &) [Reqular BN E

B abadi MT Condensed E Ttalic g
Hp Abadi MT Condensed Li Bild 10
Accent j 11

Linderline:

| N
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7.3 UNDERSTANDING THE “CONDITIONAL FORMAT”

After clicking on the button “OK,” you will be back to the CONDITIONAL
FORMATTING dialog. (For a pictorial reproduction of this, see Figure

113).
Figure 113: The first condition and the concomitant formatting are defined
Conditional Formatting E
ondition 1
ICEII Yalue Is j Ibetween j IID,DEIEI,EIEIEI :ﬂ_j and |12,EIIIIEIJIIIEIEI jﬂ
Preview of Format to use
when condition is true: AaBblcYyZz

a2

add == | Delete. .. Ik Cancel

The formatting style you chose is displayed in the area “Preview of format
to use when condition is true.” The 'condition' mentioned is what you had

defined— “Cell Value is between 10,000,000 and 12,000,000.”

7.3.A STEP 3: ADDING MORE CONDITIONAL FORMATS

Assume you want to add more conditional formats (the maximum allowed
1s three). In the dialog shown in Figure 113, see the button “Add.” Click
on this button. The result is that the dialog becomes bigger with a new

sub—section titled “Condition 2” as shown in Figure 114 below.
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Figure 114: Adding conditions to the ‘Conditional Format “

Conditional Formatting EHE

—Condition 1
ICEII Yalue Is j Ibetween j IlD,EIEIEI,EIEIEI :ﬂ_] and IIZJEIIZIIII,EIEIEI :‘J
Preview of Farmat bo use
when candition is true: AabbCcYyZz oo

—Condition 2

Cellvaluz Is v | FEPEMPRSTMMM—_—G— - | | 2 and |

Preview of Format to use
when condition is true:

EI Add == | Celete. .. | Ok, I Cancel |

il

Mo Format Set Formak. ..

As you did for condition 1, define the expression for condition 2 and
condition 3 and the formatting style to be applied if the condition is
satisfied. I do not show all the steps because they are the same as for

condition 1.

7.4 DEFINING A “DYNAMIC” CONDITION

In this example, the condition does not reference a fixed number (as in
Figure 115 where the fixed number is 100,000,000) but, instead, a cell on
the Excel worksheet.

This can be termed as a “dynamic” condition, because it changes if the
referenced cells value changes (this cell is “E14” in my example). If the
value in cell E14 changes, then any conditional format definition that

references the value in cell E14 will also change.
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Figure 115: Another example of defining a condition

—Condition 2
Cell Walue Is j Igreater than or equal ko j IlEIEI,IIIIIIEI,IIIEIIJ :H

Preview of Farmat to use

when condition is true: Mo Format Set Format... |

Figure 116: Example of defining a “dynamic” condition. If the definition cell (‘E14”) changes,

then you may see a change in formatting of the cells using this definition.

ondition 3

Cell Yalue Is j Igreater than or equal to j |=$E$14 :"J

Preview of Format to use
when condition is true:

2

After defining the conditional formats, execute the dialog by clicking on
the button OK. The formatting of cells that meet the criteria you defined
will change to the formats defined by you.

You may find that a lower level of magnification (“zoom”) allows the
patterns in the data to be seen more easily. Change the zoom level by
selecting the menu option VIEW/ZOOM and making the change. The

next figure illustrates this.

Excel offers preset options of magnifications/reductions from “200%” to
“25%.” You can set a custom level by typing the value into the box
“Custom (and selecting the option “Custom”). I usually set the zoom to
85%.
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Figure 117: ZOOM dialog

—T1agnification
i 200%:
& 100%
755

™ Fit selection

- Cuskaormn: IES o

7.5 DELETING CONDITIONAL FORMATS

Select the area that is under conditional formatting. Go to
FORMAT/CONDITIONAL FORMATTING and click on the button
“Delete.” The dialog shown in the next figure opens. You can delete
conditional formats by pressing on the button “Delete” and choosing the

appropriate options from the dialog that opens.

Figure 118: Dialog for deleting Conditions in a Conditional Format

Delete Conditional Format

Select the condition{s) ko delete:
™ Condition 2 Cancel |

[ Condition 3

7.6 SELECTING ALL CELLS WITH THE SAME
CONDITIONAL FORMAT RULE

This topic is taught in Volume 4: managing & Tabulating Data in Excel.
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CHAPTER 8

SORTING

This chapter discusses the following topics:

— BASIC SORTING
— CASE SENSITIVITY
— SORTING BY ROWS

— SORTING RANGES THAT DO NOT COVER ENTIRE COLUMNS
OR ROWS

8.1 BASIC SORTING

I use a simple data set for this example —"Advanced File2.xls.” The set
has five columns; each column corresponds to one series/series. (For an

1llustration, see Figure 119.)

Follow these basic rules for facilitating effective data handling:

e Always write the series name in the first row.

e Do not leave the first column empty
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Figure 119: The sample data

) E c &) E F I
1 |Series Name Country Name 1995 2000 2010
|2 |Age 0 - 19 and over 64 year Eahrain 234000 2R4000 ZE1000
|2 |Age 0 - 13 and over 64 year Iran, Islamic Rep. 40303000 44610000 51443000
|4 |Age 0 - 19 and over 64 year Irag 11343000 12773000 15953000
|5 |Age 0 - 19 and over 64 year Izrael ZE41000 2814000 2012000
B_l Age O - 19 and over 64 year Jordan 3073000  IBE1000 4613000
¥ |[Age 0- 19 and over 64 gear Kuwait SEFOO0 A09000  31E000
i Aoe o ldandouerGdscat chann ELET IR LT T

Choose the columns you want to Sort by clicking the mouse on a column
title (like “A”) and then dragging the mouse over the other columns you

want to Sort.

Select the option DATA/SORT. In the dialog (user-input form), choose the

series by which you want to Sort.

Choose a series by (a) clicking on the down—arrow next to the topmost

white box, and, (b) picking a series from the list of series.

Sorting by two or three series

Repeat this process with a second (and, after that, a third) choice of series
name in the middle (and, after that, lowest) box in the dialog. Excel first
sorts by the series whose name is in the topmost box. Within each value
of this series, it sorts the data by the values of the series whose name is in
the middle box.

I show an example with two series in the next figure.
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Figure 120: The dialog for Sorting

Sort

Sork by

ICn:nunI:r':.f Mare =] " ascending
" Descending

Ther by
' ascending
"~ Descending

Ther by
I ;I % ascending
" Descending

My lisk has

' Header row ™ Mo header row

options. .. Zancel

8.2 NAMES OF SERIES OR COLUMNS

How does Excel know the names of the series? It has picked them up
from the first row. I allowed this by clicking on “Header row” in the area
“My list has.” If you look at the worksheet, notice that the first row has
the label for each series. These are the “headers.” If there is no such

header row, then choose “No Header row” in the area “My list has.”

Figure 121: Choose if your data series have a label/heading in the first cell of each data series

My lisk has

' Header row ™ Mo header row

Execute the dialog by clicking on the button OK.

The result is shown in Figure 122. The data is sorted— first by “Country
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Name,” then by “Series Name.”

Figure 122: Compare the Sorted data with the original data shown in Figure 119

2 B C &] E ’I

1 [Series Name Country Name 1995 2000 2010
| 2 |Age 0- 19 and over 64 year Algeria 15218000 16234000 17348000
| 3 | Age 15 - 19 years Algeria 3186000 3521000 37VE000
| 4 |Age 20 - 24 years Algeria 2718000 3174000 35TFOOO0
| 5 | Age 25 - 29 years Algeria 23IBE000 2693000 3482000
| & | Age 30 - 34 years Algeria 2096000 2348000 3142000
| 7 | Age 25 - 29 years Algeria 1662000 2075000  2EEE000
| & | Age 40 - 44 years Algeria 1302000 1543000 2309000
| 9 |Age 45 - 49 years Algeria 68000 1282000 20:30000

10 | Age 50 - 54 years Algeria ET4000 948000 1434000
E Age 55 - 59 years I.ﬁ.lgeria ! E3R000  BRO00O 1217000
| 12 | Age 60 - 64 years Algeria Y1000 BETO0O0  BETO00
| 13 | Age 65 and up years Algeria 1006000 1134000 1505000
| 14 | All age groups combined - g1 Algeria 28109000 21533000 32636000

15 [Age 0 - 19 and over 64 year Eahrain 234000 254000 Z2E1000

CASE SENSITIVITY

Click on the button Options. The dialog (user-input form) that opens is
shown in Figure 123. Within this box, you can fine—tune the Sorting

options.

If you want the Sorting to be “Case Sensitive” (so that AA6 is higher

ranked than aa6), then select the option “Case Sensitive.”
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In rare cases, you may have to Sort ‘by rows’. Choose the rows you want
to use for defining the sorting criterion. Drag the mouse over the entire

data that needs to be sorted (including the labels for each row, usually in

column A).

Choose the menu option DATA/SORT. The Sort dialog opens.

Figure 123: Opting for “Case Sensitive” Sorting

Sort Options

Eirst key sort order

IN::-rmaI j Ik I
Cancel |

Cirienkation
=" Sork top ko botkom
™ Sork [eft ko right

SORTING BY ROWS
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Figure 124: Sorting by rows — click on the “Options button and... (see next figure)

Sort

Sork by

ICn:nunI:r':.f Mare =] " ascending
" Descending
Then by

' ascending
"~ Descending

Ther by

I ;I % ascending
" Descending

My lisk has

' Header row ™ Mo header row

options. .. Zancel

Click on the “options” button and choose the option “Sort left to right” in

the area “Orientation” (for an illustration of this, see Figure 125).

Figure 125: Select “Sort left to right” for “Sorting by rows”
Sort DOptions

Eirsk key sart arder

INl:urmaI j | (]'" I
_ Gl |

[ Case sensitive Cancel

Orienktakion
£ Sork top ko botkom
oF E:

Execute the dialog by clicking on the button OK. You will be returned to
the “Sort” dialog, but it will look different from the dialog you were in

earlier.
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Figure 126: The dialog for Sorting when you are sorting by rows

O x|

Sork by
Row 1] = ™ dscending
Emnei ~| © Descending
Th
Row 2
Fow 3 ¥ Accending
FLoma < ™ Descending
Y EE hd
I ;I ' ascending
i~ Descending
My lisk has
 Headerrow € Mo header row
Qptions, ., I Ik I Zancel I

The dialog will ask you for the “Rows to Sort by.” Figure 126 shows the
“Sort” dialog when sorting by rows. Compare it to the generic “Sort”

dialog shown in Figure 124 above.

8.5 SORTING RANGES THAT DO NOT COVER ENTIRE
COLUMNS OR ROWS

Assume your main data is in the cells “A1:D180.” However, in cells below
row “180” and/or to the right of column “D” you have some formulae and
text that you do not want to include in the Sorting. This can be done

easily — the process is similar to the examples above.

The only exception is that you do not click on the column or row titles
while selecting the range to Sort; instead, you highlight the cells that

define the range you want to Sort.
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8.6 CHOOSING THE ENTIRE WORKSHEET

Choose the entire worksheet be clicking on the gray button on top of row
title “1” and to the left of column title “A.” The area is pointed out by the

arrow in Figure 127. Try it on a sample worksheet.

Figure 127: Selecting the sample data

A
Series Name

Age 0- 19 and ov|
Age 0- 19 and ov|
Age 0- 19 and ov|
Age 0- 19 and ov|
Age 0- 19 and ov|
Age 0- 19 and ov|
Age 0- 19 and ov|
Age 0- 19 and ov|
Age 0- 19 and ov|

EEEEEERE

(=]
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CHAPTER 9

FILTER (“HIDING THE DATA YOU
DO NOT WANT TO VIEW”)

This chapter teaches the following topics:

— BY ONE CRITERION ON ONE COLUMN
— THE FILTERING ARROWS

— CHOOSING THE VALUE TO USE AS THE FILTERING
CRITERION

— THE RESULT: A FILTERED WORKSHEET
— COPYING AND PASTING THE FILTERED ROWS
— REMOVING THE FILTER

— CUSTOM FILTERING — USING MULTIPLE CRITERION,
LOGICAL CONDITIONS, ETC

— EXAMPLE OF A FILTER THAT HAS TWO CRITERIA OVER ONE
SERIES/COLUMN

— USING THE WILDCARD “*”

— FILTERING USING CRITERIA FROM MORE THAN ONE
COLUMN/SERIES

— ICONS FOR SORTING AND FILTERING

Filtering is used to hide the data one is not interested in viewing at
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present. For example, you may want to view only those rows that have
data for the country Algeria. Alternatively, only the data for Algeria and
(within the rows having Algeria data) only for those Algerian's in the
sample who are less than 20 years in age. (Please look at and work along
side on the sample data set— “Advanced File2.xls;” otherwise, you may

not completely grasp this section.) Filtering provides this ability.

The chapter shows several examples of “Filtering.” Using this feature,
you can define criteria to “Filter out” (or hide) the data you do not want to
view on screen. Filtering has several uses; the section shows some of

these.

9.1 BY ONE CRITERION ON ONE COLUMN

Open the sample data file supplied* in the zipped file and work along with

the section.

Access the feature through the menu path DATA/FILTER/AUTOFILTER

as shown in Figure 128.

4 The sample is in one of the Excel files provided in the zipped file: “Advanced File2.xls.”
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Figure 128: The menu option for Filtering

|gata Window Cell Run Help

8| sort.. | =

Eilker r

£ 41 2] im

AutaFilker

9.1.A THE FILTERING ARROWS

Now the Filter is “on.” On the worksheet, you will observe small

downward arrows on each of the first rows. (I have made huge ovals

around them in Figure 129.)

Figure 129: The indicators that a column is “Filter—ready”

& N E_ /N

c

me | Rountry Nanfe -

995 = 2000 = 0

9.1.B CHOOSING THE VALUE TO USE AS THE FILTERING

CRITERION

Click on one of the arrows. A list will “drop down.” (For an illustration,

see the next figure.)
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Figure 130: Looking at the “drop—down” list of possible Filtering criteria
H 1
Series Name -

[Tep 10..]
[Custom...)

Age 0 -

Age 15 -
Age 20 -
Age 25 -
Age 50 -
Age 35 -
Age 40 -
Age 45 -
Age 50 -
Age 55 -
Age B0 -

19 and over B4 years
19 years
24 years
29 years
3 gears
F9 gears
dd years
49 years
54 years
59 years
B years

P P P e e ]

Age 65 and up years
All age groups combined - pears

This list contains each unique value of the series “Series Name” (or,
equivalently, each unique value of the column a, except the value in the

first cell) and some other options:

e “(All)” does no Filtering.

e “(Top 10)” chooses the rows that have the 10 most
occurring values in that column.

e “(Custom)” is very powerful and is discussed later in this
section

Assume you want only to view the data for those in the category “Age 15

— 19 years.” Click on that label in the list displayed by Excel.

9.1.C THE RESULT: A FILTERED WORKSHEET

The worksheet will only show data for the rows in which the “Series
Name” series has the value you chose (“Age 15 — 19 years”). All else is

hidden (and not deleted). If you look at the row numbering on the left,
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you will see non—consequent numbers (3, 16, 29, etc.) as highlighted by

the rectangle in Figure 131. The “unfiltered” (or “Filtered out”) rows are

hidden>.

Figure 131: The results of a simple Filter— one-value criteria for one data series

) [=] [5 [u] E

1 | Series Name ¥ |Country Mame | 1995 |« |2000 - |2010 -
| 3 | Age 15 - 19 years Algeria F185000] 3521000 ZFFE000
| 16 | Age 15 - 13 years BEahrain 45000 B2000 EROO0
| 29 | Age 15 - 19 years Eqypt, Arab Rep. E316000| VH25000) FE47000
| 42 | Age 15 - 13 years Iran, Islamic Fep. F320000| 8540000 10940000
|55 |Age 15 - 19 years Irag 2144000| 2503000 3037000
| 68 | Age 15 - 19 years Izrael 499000 529000 &VA000
[ 81 | Age 15 - 13 years Jaordan 04000 B3F000  S1E000
| 54 | Age 15 - 19 years Fuwait 1vEO00 2180000 209000
107 | Age 15 - 19 years Lebanon 292000 311000 387000
120 | Age 15 - 13 years Libya BEEOO0  ETI000  93E000
133 | Age 15 - 19 years Marocco J020000| 3041000 3292000
146 | Age 15 - 13 years Oman 215000 275000 423000
154 | Age 15 - 13 years Clatar 3E000 44000 51000
172 | Age 15 - 19 years Saudi Arabia 1898000 2138000 2923000
125 | Age 15 - 13 years Syrian Arab Fepublic 1619000 1980000 2081000
138 | Age 15 - 19 years Tunisia A5Z000 10350000 102E000
211 | Age 15 - 13 years United Arab Emirates 185000 210000 221000
FITUF PRELBRLIFETe PP S e

COPYING AND PASTING THE FILTERED ROWS

One use of Filtering is to make a new worksheet with only the Filtered

data.

Therefore, after you have done the Filter above, highlight all the rows,

click on EDIT/COPY, go to an empty worksheet, click on the first cell and

choose the menu option EDIT/PASTE. You now have a new worksheet

with data for only the category® you chose in the Filter. (For an

6 You chose “Series Name” = “Age 15-19 Years.”

5 Unhide the rows by selecting the option DATA / FILTER / AUTOFILTER.
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1llustration of this, see Figure 132.)

Figure 132: Copying and pasting the Filtered data

(which will be a subset of the entire data set)

A E C O

1 |Series Name Country Name 1995 2000
|2 |Age 15 - 13 gears | Algeria HAs000 3521000
|2 | Age 15 - 19 gears Bahrain 45000 Bz2000
|4 | Age 15 - 19 years  Egupt, Arab Rep. E31E000 FH2E000
|5 |Age 15 - 18 years  Iran, Islamic Rep. T320000 2540000
|E | Age 15 - 19 gears  Irag 2144000 2503000
| 7 | Age 15 - 19 years  Israel 493000 HzA000
|2 |Age 15 - 19 years  Jordan EO4000  E3v000

9 |Age 15 - 19 years  Kuwait 17E000 215000
El Age 15 - 19 years Lebanon 282000 311000
|11 | Age 15 - 19 years  Libya REEOOO Y9000
|12 | Age 15 - 19 gears  Morocco 3020000 3041000
|12 | Age 15 - 19 years Oman 215000 275000
|14 | Age 15 - 19 gears  Glatar SR000 44000
|15 | Age 19 - 19 years  Saudi Arabia 1892000 2132000
|16 | Age 15 - 19 years  Syrian Arab Republic 1813000 1320000
|17 | Age 15 - 19 years  Tunisia 952000 1035000
|12 | Age 15 - 19 gears  United Arab Emirates 165000 210000
19 | Age 15 - 19 gears  Yemen, Rep. 128000 1352000
i

9.2 REMOVING THE FILTER

Select the option DATA/FILTER and choose AUTOFILTER. The Filtering
arrows will be removed and the “Filtered out” rows (which were hidden

when they had been filtered out) will be unhidden and visible again.

9.3 CUSTOM FILTERING — USING MULTIPLE CRITERION,
LOGICAL CONDITIONS, ETC

Typically, one would use a more complex Filter. These are created using

the option “Custom.” Thus, this time click on the option “(Custom).”
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Figure 133: Choosing the powerful “Custom Filter” criteria

| ) il |
Series Name -

[Tap 10..]

[Custom...)

Age 0- 19 and over 64 years
Age 15 - 19 years

Age 20 - 24 years

.

inias

9.3.A EXAMPLE OF A FILTER THAT HAS TWO CRITERIA OVER ONE
SERIES/COLUMN

Try an example choosing rows that meet either of two criteria:

e Series Name = “Age 15— 19 years”

e Series Name = “Age 20— 24 years”

Figure 134: Using the “Custom AutoFilter” dialog
Custom AutoFilter 7| x| |

Shaw rows where:
—Series Marme

quuals j I.ﬁ.ge 15 - 19 vears ;I _
)4
= Cancel |

quuals j I.ﬂ.ge 20 - 24 vears ;l

Use ¥ ko represent any sindle characker

Use * ko represent any series of characters

9.3.B USING THE WILDCARD ASTERISK (¥)

Try a more complex example—

Filter all rows in which the cell in the column “Series Name”

contains the text 15 (and other stuff) but does not contain the text
64.
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Figure 135: Using a wildcard and two conditions to define a custom AutoFilter
Cusztom AutoFilter

Show rows where:
eriges MName

* &4
ea.d- = e =

" and = or

Iu:h:ues not equal j |*54*| =] Cancel |

Idse 7 to represent any single characker

Ise * ko represent any series of charackers

The options for this Filter are shown in Figure 135. The * is called a
wildcard. It means “any other character/digit/text.” So “*15*” will choose
any cell that contains “15.” The choice “2?” will choose any cell that

contains 2 followed by some characters (for example, 20, 24, and 29).

Removing the Filter

Choose the menu option DATA/FILTER and choose AUTOFILTER. The
Filtering arrows will be removed and the “Filtered out” rows (which were
hidden when they had been filtered out) will be unhidden and visible

again.

9.4 FILTERING USING CRITERIA FROM MORE THAN ONE
COLUMN/SERIES

You can also filter using criteria from more than one series.
Step 1:

First, click on the arrow next to “Series Name,” choose “(Custom),” and

choose criteria as shown in Figure 135. Execute the dialog by clicking on
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the button OK. The worksheet will be Filtered based on these criteria

based on the column/series “Series Name.”

Step 2:

Now, Filter the Filtered data by running a Filter through a second
column/series— “Country Name.” Click on the arrow next to “Country
Name” and choose custom criteria as shown in Figure 136 and the figure

next after that.
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Figure 136: Setting up an additional Filtering criteria

Country Mame |

[Top 10..]
[Custom...)

Algeria

Eahrain

Egupt, Arab Rep.
Iran, Izlamic Rep.
Irag

lzrael

dardan

Kuwait

Lebanon

Libya

W Moracco

Oman

Elakar

Zaudi Arabia

Eyrian Arab Republic
Tuniszia

United &rab Emirates

a

Figure 137: Defining the custom AutoFilter for the second column used in this complex “Filter
based on 2—column/series”

Custom AutoFilter E

Shows rows where;
ounkry Mame

quuals j I.ﬁ.lgeria ;I

" and & or

_ Zancel
quuals j wpt, Arab Rep, —l

Ilse ? to represent any single character

Ilse * to represent any series of characters

The worksheet will only show the data that corresponds to both the

multi—column Filters.” (For an illustration of this, see Figure 138.)

7 The two filters are shown in Figure 611 and Figure 613.
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Figure 138: The results of Filtering across categories of two columns

A E C 1
1 |Series Mame » ICountry Name = (1995 Zl]lll
| 2 |Age 0 - 13 and over 64 year Algeria 16215000 182
| 2 | Age 15 - 13 years Algeria 2185000
(4 |[Age 20 - 24 years Algeria 2712000
| 5 | Age 25 - 23 years Algeria 2366000
| & | Age 30 - 34 years Algeria 2096000
| 7 [Age 35 - 39 years Algeria 16E2000
| 2 | Age 40 - 44 years Algeria 1302000
| 3 | Age 45 - 43 years Algeria SE5000
|10 | Age 50 - 54 years Algeria Ev4000
11 | Age 55 - 69 years Algeria E3R000
z M P P

You can have as many levels of Filtering as the number of columns with
series. Each additional column you filter with adds more criterions to the

set defined by the previous columns being used to define the Filter.

9.5 NEW IN THE XP VERSION OF EXCEL

You may insert or delete columns while the sheet is in filter mode.

9.6 ICONS FOR SORTING AND FILTERING

The icons shown in the right half of the next figure will be useful for
Sorting and Filtering data. You can customize the set of icons shown on
the toolbars at the top of the screen. This can save time by enabling you

to place the often—used buttons onto the toolbar.

Please refer to Volume 3: Excel- Beyond The Basics to learn how and why

to customize toolbars and the icons shown in them.
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Figure 139: The Data menu icons

Cusztomize
Toolbars | Cpkions |
Cateqgoties: Commands:
File - A Saort s
Edit 24
Yig %l Siort Ascending
Insert z _
Format Al Sort Descending
Dnls Sr= AutoFilker
Daka
‘Window and Help Shiow All
Drrawing
AutoShapes j #dvanced Filter. .. ;I
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CHAPTER 10

PRINTING AND PAGE SETUP

In this chapter, you will learn the following topics:

— USING “PRINT PREVIEW VIEW THE PAGES
— PAGE BREAKS

— PAGE BREAK PREVIEW

— PAGE SETUP FOR WORKSHEETS

— SETTING PAGE ORIENTATION AND SCALE

— ORIENTATION: PRINTING “SIDEWAYS” (LANDSCAPE
ORIENTATION)

— SEEING THE DIFFERENCE BETWEEN THE TWO
ORIENTATION TYPES

— SCALING — MAGNIFYING/REDUCING THE SCALE AT WHICH
WORKSHEET DATA IS PRINTED

— SETTING MARGINS
— SETTING THE MARGINS WITH THE MOUSE

— ORIENTATION OF CONTENT WITHIN EACH PRINT-OUT
SHEET

— INSERTING A CUSTOM HEADER AND FOOTER
— ICONS AVAILABLE FOR USE IN CUSTOM HEADERS/FOOTERS

— AN EXAMPLE OF PLACING TEXT, DATE, AND PAGE
NUMBERS INTO THE HEADER
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— SETTING THE FONT OF HEADER (OR FOOTER) TEXT
— CUSTOM FOOTER

— ENSURING THAT ROWS AND COLUMNS WITH TABLE
HEADINGS ARE PRINTED ON EVERY PAGE

— RESTRICTING THE RANGE PRINTED

— ORDER OF PAGES

— NEW PRINTING FEATURES IN EXCEL XP
— PAGE SETUP FOR CHARTS

You should make changes to the “setup” of each sheet so that your
printouts look good and convey the information they are intended to
convey. In addition, you may want to include information on page

numbers, print date, etc on the headers or footers of the printouts.

10.1 USING “PRINT PREVIEW” TO VIEW THE PAGES

Before sending material to a printer, you can preview how the material
will look when printed out. Access “Print Preview” by, either, (a) selecting
the option FILE/PRINT PREVIEW, or (b) clicking on the “Print Preview”

icon at the top of the screen.
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Figure 140: The “Print Preview” icon

Figure 141: The “Print Preview” view. This range is from the worksheet “Sort by country” in
the file “Files1.xls”

Mext | Erevin:nusl Zar | F'rin;...l Margins Marmal Yigw | Clase | Help |

Bories Name 1945

g 0 - 18 el v 64 s 15 218000
fge 15- 10 yaars 4,15 0
fge20- 24 yaars 271,000
g 25 - 29 years 2.3 0
g d0- 3 yaars 2,15 P

g 35 - 30 yars 1,562 010
fgedl- & yers 1,3 000
e 45 - 40 ymars A0
fge 0. 5 yars 74,000
e - 5 yas 35,000

You can preview the next page in the printout by using the vertical

scrollbar on the right or by using the key “Page Down” on your keyboard.

Access the “Page Setup” options by clicking on the button “Setup” at the
top of the “Print Preview” window. (I recommend not using this route to
reach the setup; instead use FILE/PAGE SET UP.) Return to the

“datasheet view” by clicking on the button “Normal View.”
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10.2.A

10.2.B

Printing and Page Setup

PAGE BREAKS

INSERTING AND REMOVING BREAKS

Manually inserted Page Breaks (at a Column or Row) allow you to print
logical tables/data together and to start a new print page at specific rows
and/or columns. Place a break before a column by selecting the column by
clicking on its label bar (that is, the alphabet for the column) which is just
before the first row. Place a break before a row by selecting the row by
clicking on its label bar (that is, the number for the row) which is just to
the left of the first column. Inserting page breaks is easier in the Page

Break Preview. This topic is discussed next.

PAGE BREAK PREVIEW

Go to VIEW/PAGE BREAK VIEW.

-L\ I O'te Not all versions of Excel have this feature.

Figure 142: Page Break Preview

Yiew Insert Format  Tools

| E orrmal

| Page Break Preview

In this view, you see each page break represented by a dashed-line.
(Notice the line to the right of column C and below row 25). You can
change the location of page breaks by clicking and dragging on their

indicator line.
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Figure 143: The page breaks are shown as dotted lines

A [ B [ | o | E F [ & [ H [ 1 [ a T E |
1 Serice Bame Cannlry Bame u::l zunn i
2 Jane 0 A% and warr Bl yrars Rlyrria 15210000 AEZNLEN | 47,1E0N0
T Janed5-10grarn Alyrria 1,524,000 1,717,000
A fane2l igrars Rlyrria I :::: :::a 15,700,202 1,577,100
5 lanees: 21grars Wlyrria rucam]  zEmam LTI TT]
B Jane a0 2igrara Rlyrria sl zaam 1,442,000
i T LIS | P Alyrria 1.s:=.|||| 2,075,000 2,EEE, 100
G Janedl ddgrars Rlyrria 1,902,100 1,541,000 2,111,101
9 Janeds  d1grara Wlyrria a1z ENLTNTT]
10 Jane 50 54 grars Rlyrria s EETA T e
11 Jéiar5s- Saqrars Alyrria oz | [T 1T 1 |
12 Jonr 60 Edqrars Rlyerig sr1.|||| S99,
15 JAqrESundmp grars Blyrrid 1,||:,|||I LRETAT] ITIDU l:.al'l adeSt whn_are thE pag_e tlrEEIkS are h':'ll
14 Jatlanr yranpe sumbinrd - yrars Rlyrria WAL M5 I:|Il:k.ll'|g and dragglng them with BT (B =,
15 Jéiar B 49 ud wnrr Bl grars [ :u.llll 254,000
16 Jine 5. 13 4rars Babrsin a5 52,1 r gl:l nok show Ehis dialog again, §
17 Joqr 20 24 qrars Bakrain !E,IIII £, 00
18 Janr25- 29 qrars Bakrain 1r.|||| 3,00
19 Jénr 300 qrars [ I!.IIII 41,00
20 lAgr 35 Magrars Bakrain [1R11] E1,00 T.m
21 [Aqran ddqrars Bakrain 1|,|||I (TR 1] HE 1
22 |Anrd5- dqrars Bakrain !l.IIII 47,00 [TRLLI
23 lAnrSE- S qrars [ 1:.|||| 2, [1H11]
28 lAqr55 Sqrars Bakrain 1:.|||| 15,000 [HT]
== P B T S — it o m m ttd i
26 |AinrE5andap grars Bakrain 14,000 1, 1,0
27 [allanr yranps sambinrd - yrars Eukrais ssr.ml LI M

Clicking on the right mouse, when in the page break view, opens a

shortcut menu (shown in the next figure).

The shortcut menu provides easy access to addition/removal of page
breaks, definition of the area to include in the printout (the “Print Area”),

and also for the general Page Setup.

168



Printing and Page Setup

Figure 144: When in “Page Break Preview,” right-clicking displays this shortcut menu

& cut
Copy
E Paste

Paste Special. .,

Insert...
Delete. ..

Clear Conkents

ﬁ Insert Commment

Eormat Cells...

Insett Page Break.
Reset all Page Breaks
Set Prink Area

Reset Prink Area

Page Setup, ..

10.3 PAGE SETUP FOR WORKSHEETS

You can do the setup of one or several worksheets at a time. Choose the
worksheet(s)8; then, choose the menu option FILE/PAGE SETUP. The
dialog for “Page Setup” opens. It is shown in Figure 145.

8 For multiple adjacent sheets, click on the named tab for the first sheet, press the
SHIFT key, and, holding SHIFT pressed, click on the last worksheet whose Page
Setup you want to select. If the sheets are non-adjacent, then press the
CONTROL key and, while keeping this key pressed, click on the sheet tabs of all
the worksheets you want to select.
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10.4 ORIENTATION AND SCALE

Choose the tab “Page.” (For a pictorial reproduction of this, see Figure
145.)

Figure 145: The dialog for setting the Orientation and Scale of a page for printing

Page Setup K
__________ P32 1| Wargins | Headarfrocter | sheet |
Crientation Prinkt |
i Print. ..
L
% Portrait € Landscape Print Preview |
Scaling Qptions., ., |

" adjusk ko IIEIEI E‘ 2%, notmal size
" Fit to: |1 5‘ pagels] wide by |1 5“ Eall

Paper size: ILetter j

Print guality: IEEIEI dpi j

First page number: I.ﬁ.utu:u

10.4.A ORIENTATION: PRINTING “SIDEWAYS” (LANDSCAPE
ORIENTATION)

If the tables/data on the sheet have a longer horizontal length relative to

vertical height (that is, many columns plus — relatively— few rows, or
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very wide columns), then choose “Landscape” orientation®. Verify if this

orientation is better by viewing the “Print Preview” button.

Portrait orientation fits more rows but less columns per page compared to

landscape orientation.

10.4.B THE DIFFERENCE BETWEEN THE TWO ORIENTATION TYPES

Click on the first sheet of the sample file. Choose the orientation
“Portrait” and then choose to see the print preview. The preview is shown

in the next figure.

Figure 146: Print preview of first page of a worksheet that has a “Portrait” orientation

ek | Erevinusl Zoom | Prin;...l A margins Mol iew | Close | Help |

Saries Nama 1995)

fge 0 - 19 and ger B4 yars 15218000
Age 15 19 yaars 3,195 000
g 20- 24 years 2,718 000
e 25- 20 years 2,366 000
e 30 - 3 years 2,096 000
g 35 - 0 ymars 1,562 (01
Agedll- 4d years 1,302,000
g dh- 49 years 263000
g 50~ 54 years 674000
e 55 - 50 years 15000
e 0 - 64 years 571,000
fga S and i wmars 1,006 000
Al age gmugs carmbined - wars 23108000

9When using letter size paper, the landscape orientation corresponds to a height of
8.5” and width of 11” but the portrait orientation corresponds to a height of 11”
and a width of 8.5".
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Choose the orientation “Landscape” and then choose to see the print

preview. The preview is shown in the next figure.

Figure 147: Print preview of one page of a worksheet that has a “Landscape” orientation. The
worksheet is the used in the print preview of the portrait orientation example in the figure
above.

Mexk | Ereviousl Zoom | PrinL...l Margins Mormal Yiew | Close | Help |

Series Name Courntry Name 1995 2000 2010

Age 0- 19 and over Bdyears Algeria 15,212,000 16,284,000 17,848,000

Age 15 - 19years Algeria 3,195,000 3,524,000 3,776,000

Age 20 - 2vyears Algeria 2,718,000 : 445,730 292 3577000

Age 26 - 29vyears Algeria 2,366,000 2 589,000 3,438,000

Age 30 - 3dyears Algeria 2,096,000 2.348,000 3,142,000

Age 35 - years Algeria 1,852,000 2,075,000 2 566,000

Age 40 - Ayears Algeria 1,202,000 1,543,000 2,309,000

Age d6 - Myears Algeria Q=000 1,282,000 2,030,000

Age &0 - Sdyears Algeria G74,000 845,000 1,484,000

Age 6 - B9 vyears Algeria §35,000 G50,000 1,217,000

Age B - Bdyears Algeria 471,000 A97,000 257,000

10.4.C SCALING — MAGNIFYING/REDUCING THE SCALE AT WHICH
WORKSHEET DATA IS PRINTED

Sometimes you may find that almost all the spreadsheet print area can
print out on a page but a few rows/columns do not fit even when you
perform innovative formatting like making the row or column sizes

smaller, using Auto fit, reduce font size, etc.

Apart from the time—consuming trial and error process involved in such
reformatting, the reformatting may also change the look of your

spreadsheet in a way you do not desire. For example, the columns may be

172



Printing and Page Setup

bunched too closely together with no space between the data and the edge
of the cells.

Use the “Scaling” option to rectify this problem. This option allows you to
scale down the way in which the worksheet is mapped into a printout.
For example, you can choose to scale down this mapping to, for example,
97%, or 91%1'° of the original.

This will reduce the size of all items in the worksheet proportionally to

the percent you selected. Consequently, more content will fit on a printed

page.

Figure 148: Scaling reduces the size of the entire sheet as printed, thereby allowing you to fit
more information into every sheet in the printout

Page Setup

| Margins I Headet/Fooker | sheek |

Orientation Brint |
5 Frint. ..
It
% Portrait i~ Landscape Print Preview |
Scaling Qpkians. ., |

.

% normal size

' adjust ko:  |100

Verify if a scaling percentage is appropriate by using “Print Preview.”
You can keep decreasing the scaling until you reach your objective of

fitting a certain amount of information on one page and/or to reduce the

10 Another way of making more fit into a page is the reduction of margins. This is
shown in the next sub- section.
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total number of pages printed!!.

|
10.5 MARGINS

Click on the tab “Margins” and choose the margins you desire. Each
margin is measured in inches and is the distance between the edge (end)
of the paper and the margin type'2. I usually use the margin levels shown

in Figure 149.

11 The lower the scaling percent, the more are the total number of cells displayed on
each page of the print-out (and, thus, the data may print-out in less number of
pages).

12 Therefore, a header margin of .5 and top margin of .25 means that the header
starts at a distance of .25 inches from the paper’s edge and the actual content of
the sheet starts at a distance of .5 inches from the paper’s edge.
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Figure 149: Dialog for setting Page Margins
Page Setup

Page  Margins |Header,l'Fu:u:uter| sheet I

Top: Header:

Left: Right:

IEI.S 5‘ IEI.S 5‘

Enottorn: Foaket:

= [E=

Center on page

¥ Harizonkally I werkically

THip

. Do not reduce any of the margins below 0.25 or the edges of the
table will be cut—off in the printout.

. Keep a gap between the header and top (and, correspondingly,
the footer and bottom) margins if you are going to insert a
header or /and a footer. The gap should be at least 0.25.”
Therefore, if the header margin is 0.25” then the top margin
should be at least 0.50.” For a large/long header or footer, you
may need a larger gap.

. If you have no header or footer, then the corresponding margin
can — technically— equal the margin for the top (bottom)
margin, but, for aesthetic reasons, I advise against having a top
or bottom margin less than 0.5.

B Fle S =8 TI’] this

Playing around with the margins is another way (the other way is
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“Scaling” discussed on page 172) to make your data fit on less number of

pages.
Table 13: Tips for page margins
Margin | Minimum Size
Top 0.5; more if header is large or uses large font
Header | 0.25
Right 0.25
Footer | 0.25; 0.5; more if footer is large or uses large font
Bottom | 0.5
10.5.A SETTING MARGINS WITH THE MOUSE

Access the feature through the menu path FILE/PRINT PREVIEW.
(Alternatively, click on the “Print Preview” button inside the “Page Setup”
dialog.) The print preview window opens. Click on the button “Margins”.
The next figure illustrates this. Thin, dotted lines will show the six

margin lines — header, footer, top, bottom, left and right.
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Figure 150: In “Print Preview,” the margins are shown as dotted lines. You can move the
margins by clicking on and dragging the dotted line

Header margin line
Header maroin line

Mk | Ereviu:uusl w

|
Top margin line
Left margin line

Right margin line

Bottom margin line

Footer margin line

Mormal Wigw | Close | Help |

‘Sories Name ’ Country Name 1993
Age 0 - 10 an B4 yars Algara 15218000
Age 15 - ] Algada 3,195,000
Ay -2 years Algada 2,716,000
a2f- 2 yeams Algada 2,356 000
Mg 0 - 3 peans Algada 2,006 000
Age 35 - 39 yeas Algada 1,562 000
Agedll - 44 yoas Algada 1,302 000
AgedS - 48 yoars Alogeda S6E000
Age S0 - 54 paa SAlgada Gr4,000
Age 55 - 5 gaam SAlgada G35,000

Age B - BS yeas M’ﬁ?tﬂ?
Aga s a 1,006 000
All aga g cambinad - wmars 28,109,000
Age 0 - 19 and gwer 64 wars 234000
Age 15 - 19 paams 45000
Age 2 - M paams 36,000
Age 25 - 2 years 47 000
30 - 3 years &2 000
e TN yeans 63,000
N 400 - = 43000
Agedd- 48 2900
- 54 }u:r:\ 16,000

Age S s \ 12,000
Aga Bl - 64 9,08

A

Y

Move the mouse over any of the lines. When the cursor changes to a bi—

directional arrow, click on the left mouse and drag the margin line to the

left/right/top/bottom.
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Figure 1511 When the mouse is just over a margin line, it will become a double-headed arrow
TS 5

Nate The top margin needs to be more than the header margin and

the bottom margin needs to be more than the footer margin.

10.5.B ORIENTATION OF CONTENT WITHIN EACH PRINT-OUT
SHEET

I recommend you choose the option “Horizontally” in the option area

“Center on page.”

e
10.6 INSERTING A CUSTOM HEADER AND FOOTER

Click on the tab “Header/Footer.” The “Header/Footer” dialog is shown in
Figure 152. Let us first create the header. The first step is the launching
of the “Header/Footer” dialog. This is achieved by clicking on the button

“Custom Header.”

178



Printing and Page Setup

Figure 152: Dialog for Header/Footer

Page Setup

Page Margins

Header:

I(nn:nne]l

Cuskom Header, .. Custom Fooket. ..

Fooker:

I{nl:une]l

The header dialog opens. (It is shown in Figure 153.) The header has
three text-boxes— left, center, and right section. You can type text into
any one of them or in more than one. Do not type in too much text in
more than one box— if you type too much text in, for example, the left

box, then it may run into the test written in the center box.

Figure 153: The three sections in a Header/Footer

To format kexk; select the text, then choose the font button,

To insert a page number, date, time, filename, or tab name: position the insertion poink Ll
e
w

in the edit box, Ehen ch th iate butkan.
in the edit box, then choose the appropriate butkon Cancel

Al 88 Blal 8o

Left section; Cenker seckion: Right section:
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Figure 154: Header dialog in the XP version of Excel

S

2 x|
To format text: select the text, then choose the Font button, ok |
To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button. Cancel |
To inserk pickure: press the Insert Picture button, To Format wour picture, place the
cursar in the edit box and press the Format Pickure butkon,
Al Blo| ol8l0] w |
Left section: Cenker section: Right section:
-] -] =

Above the text-boxes, you see some icons. These icons make it easy to add

file information into the header.

Icons available for use in custom headers/footers

A

— Font formatting

B
— Insert page number -

— Insert total number of pages

— Insert date

— Insert time @l

— Insert file name (including path in versions before Excel XP)

— Insert path and filename (for Excel XP)
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— Insert sheet name E

— Insert and format picture (only available in the XP version of Excel)

lasl| #

Placing text, date, and page numbers into the header

Step 1: Inserting text

In the “Center section” text-box, type the text “labor data” as shown in
Figure 155.

Step 2: Inserting page numbering

Assume you want each page to have the text “Page X of Y pages” (the

result is shown in Figure 155): The steps required are:

— Click inside the “Right section” box
— Type “Page”

— Click on the “Insert page number” icon

— Type “of”

— Click on the “Insert number of pages” icon

— Type “pages”

181



Excel for Beginners

Figure 155 Using field codes for information on page numbers

Header

Tao Farmak kextk: seleck the kext, then choose the Fonk buktan,
To insetk a page number, date, time, filename, of kab name: position the insertion poink
in the edit box, then choose the appropriake button,

Al # & B el 8o

Left section: Center seckion; Right section:

]

i

Zancel

- labor data - FPage &[Fage] of &[Fages] =

pages

Font

Typically, one desires a large font for the header. Click on the “Center

section” and highlight the text in there. Now, click on the “Format” icon—

e I The “Font” dialog opens. It is shown in Figure 156.

Figure 156: Setting the font of text in a Header/Footer

Fontk: Fonk skyle; Size:

I Arial IBI::Il:I I 2

15
Alrmanac MT
2z =
nderline:
IN,:,,-IE j ™ mormal Fank

Opt for a large font size. In addition, choose the style bold (see Figure
156).

Execute the options chosen in the dialog, by clicking on the button OK.

Notice that the font of the chosen text changed— for an illustration of
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this, see Figure 157.

Figure 157: The reformatted center text-box of the Header
Header

ki Ed
To Format texk: seleck the text, then choose the fonk buktan,

Toinsert a page number, date, time, filename, or tab name: position the insertion poink

Ok |
in the edit box, then choose the appropriate butkan, |
Al Blo| &0

Center section:

Zancel

Left section: Right section:

labor data‘ =l  Page &[Page] of &[Fages] =

pages

Y

Click “OK” to return to the “Header/Footer” tab of PAGE SETUP. The
dialog will look like the one shown in the next figure.

Notice that the top white text-box now shows a sample of the header.
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Figure 158: The Header/Footer dialog with the Header defined
Page Setup

Page | Margins ~ Headet/Fooker | Sheet I

Fage 1of 1 pages Print. ..

labor data |
Prink Preview I

Header: oot |

r = ions. ..

labor data, Page 1 of * pages j =P

Custom Header. ., Cuskom Fooker. .. I
Fooker:

I{nune} j

(4 I Zancel

Custom Footer

Choose the menu option FILE/PAGE SETUP/HEADER/FOOTER. Click
on the button “Custom Footer” (see Figure 158). The dialog is the similar
as that the dialog for “Custom Header” (shown in Figure 153).

. Type in “File details:” into the left section, and use the icons for

“Date” @ and “Time” El to insert the data and time into the
center section.

. In the right section, place information on the file name by

clicking on the “File name” icon— .
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Figure 159: The three text-boxes in the Footer

Left seckion: Center section: Right section:

File details: - Last saved on &[Date] - &[File]
&[Time]

Execute the dialog by clicking on the button OK. You are back to the
“Header/Footer” tab of PAGE SETUP. (For a pictorial reproduction of
this, see Figure 160.)

Figure 160: The completed Header/Footer dialog
Page Setup K

Page Margins ~ Headet/Footer | Sheet |

Fage 1of 1 pages Prink...
labor data |
Prink Prewview |
Header: onti |
ions. ..
labor daka, Page 1 of ¥ pages j =
Cuskom Header, .. Custom Fooket, .. |

Foaker:

File details:, Last saved on 1175199 5:45 PM |, SAMPLE

DATE Ol

File details: Last zaved on 1108099 248 FWFLE DATA FORCH 1

Cancel _|

Nate The tab shows samples of the header and footer you have

created. If you do not like what you see, click on the “Custom Header” or
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“Custom Footer” button, and make the changes needed?'s.

PRINT RANGE

Click on the tab “Sheet.” The dialog shown in Figure 161 opens!‘.

Figure 161: Dialog for advanced printing options

Page Setup

Prink. ..

Prink Presview |

opkions. ..

Prink area: I :k_j
Prink titles
R.ows ko repeat at top: I Sk
Colurmns ko repeat at lefk: I :H
Prink
[ Gridines [T Row and column headings
™ Black and white Comments: I.:N,:,,-,E:, j
[ Draft guality
Page order
% Down, then over EE E ET_EE
™ Over, then down EE &IE 58

Cancel |

13 Look at the footer preview. Observe that the “Center section” text runs into the

“Right section” text. Tip for corrective measure: Move all the text into the “Left

section” or experiment until you can fit in all the information.

14 When doing the Page Setup for a chart, you will see the tab “Chart” instead of the

tab “Sheet”. The chart tab is shown in Figure 205.
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Displaying Cell Errors (only available in the XP version of Excel)

10.8

10.8.A

In Excel XP, you can print cells with errors “as displayed on the sheet,” or
after alteration. The alterations are to display the error-containing cell as
a blank cell, or as a cell containing the indicator “—” or “#N/A.” The list of

possible errors is shown in Volume 3: Excel- Beyond The Basics.

Figure 162: Options for Printing Cell Errors
Comments: I.:N,:,,-IE:, j

Cell errors as:

— hlank>

==f 1 1

ENSURING THAT ROWS AND COLUMNS WITH TABLE
HEADINGS ARE PRINTED ON EVERY PAGE

In the area “Print Titles,” define the rows/columns you want repeated on
every printed sheet. Usually these rows/columns have the labels for the

data in each row and column. (Typically, row “1:1” and columns “AA” or
“A:B.”)

THE PROBLEM

Assume row 1 has the series names and columns. If you print out the
worksheet without choosing to repeat rows, then only the first printed

worksheet will have the headings/labels of the column!

In the sample file, leave the box “Rows to repeat at top” blank as in Figure
161.
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When this worksheet is printed, you will notice that the series labels on

the first page (refer to Figure 163) but not on the second or later pages.

Figure 163: Page 1 of the printout. The first row contains the labels you would like to use to
label the data shown on each page of the printout

labor data
Countny
Series Hame Hame 1995 2000 2010
Age 0- 19 snd over 64 years  Algeria 15,218,000 16,264,000 17 G46,000
Age 15 - 19 years Algeria 3,195,0m 3,521,0m 3,776,0m
Aoy 20 - 24 vesrs Al cjeria 2,715,000 ¢ 415730292 3,577,000

Fage 1 of ¥ pages

Figure 164: Page 2 of the printout.
Note that the first row on this page does not have the series titles/labels/headings

labor data
Age B5 and up yesrs Egypt, Arab Re 2,639,000 3,072,000 3,925,000
Al age groups combined - vesrs  Eovpt, Arab Re 62 096 000 55,119,000 80,260,000
Age 0 - 19 and over B4 years Iran, |slamicRi 40,303,000 44 E10,000 51,449,000
Age 15 - 19 vears Iran, | slamic R 7,320,000 §,540,000 10,540,000

Page 2 of 7 pages

Ensuring the repetition of row 1 on each printed page

Type “1:1” into the box “Rows to repeat at top,” or click on the right edge

of the text-box “Rows to repeat at top” and then highlight row 1.

Figure 165: Requesting Excel to repeat title rows on each page of the printout

Prink: titles

Riows bo repeat at top:

[1:1

Now when you print the worksheet, each page will have the series/series

labels on the top. (Page 2 of the printout is shown in Figure 166.

(Compare with two figures above.)
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Figure 166: Note that the first row on this page does have the series titles/labels/headings

Page 2 of ¥ page
labor data
Country
Series Hame Hame 1995 2000 2010
Ane BS and up vesrs Egypt, Lrab Re 2 639,00 3,072,000 382300

Al age groups comhbined - vears  Eovpt, Arab Ré 62 096,000 63,119,000 &0 ,260 000

bge 0- 19and over B4 years  ren, |damicRl 40309000 | 44610000 | 51,449,000

Age 15 - 19 years ran, | damic R 7,320,000 8,540,000 | 10,840,000

Ensuring the repetition of columns A and B on each printed page

Type “A:B” into the box “Columns to repeat at left,” or click on the right
edge of the text-box “Columns to repeat at left” and then highlight
columns A and B. The options should look like Figure 167.

Figure 167: Requesting Excel to show columns A an B on the left and row 1 on top of each
printed page

Print Litles
Rows to repeat ak top: |1:1 :ﬂ
Colurnns ko repeat at left: IF'.:B :ﬂ

J\\ ‘:G'te Although the choice of columns to repeat at left is redundant
in this sample file (because there are only five columns), the choice

becomes important if the number of columns are greater than would fit on

one page.

10.9 RESTRICTING THE RANGE PRINTED

You may only want to print a certain range from a worksheet. You can
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restrict the printing to the range you want by entering the range into the
text-box “Print area.” (For a pictorial reproduction of this, see Figure
168.)

Click on the multi-colored [blue, red, and white] edge of the text box
“Print area,” and then use the mouse to select columns A and B by
highlighting the columns with the mouse and again pressing on this

multi-colored edge.

This is the same functionality provided by “FILE/PRINT AREA.”
Highlight the range you want to print and then Go to the menu
FILE/PRINT AREA.

Figure 168: Choosing a Print Area. You can click on the Print Preview button to check how
the printout will look after the changes you have made.

Page Setup i

Page | Margins | Header/Footer ~ Sheet |

!

Print area:  |$a41:4E4235] Print. .. |

Prink: titles

Prink Presview |

Rows to repeat at top: |1 i1

Cipkions. .. |

bt ket

Columns to repeat at left; IP.:EE
Prink
[ aridlines [~ Row and column headings

I™ Black and white  Comments: I(Nu:une]l j
[ Draft gualicy

Page order

% Down, then over
™ ower, then down

it i
1] [iicla]
PIGATTY

e e

Options in the area “Print:” I recommend deselecting all the options. You
may want to select the option “Row and column headings” if you want the
reader of the printout to know the exact location of each cell. When this

option is selected, then the row numbers (“1,” “2,” “3,” ...) and column
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numbers (“A,” “B,” “C,” ...) also print along with the text and data cells.

Click on the button “Print Preview” and, if you are satisfied with the

preview, print the sheet|[s].

10.10 ORDER OF PAGES

The other important option is “Page order.” If you want the data for the
first X rows (and all columns) to be printed before that for other rows,
choose “Over, then down.” Therefore, for example, all the data for Algeria
will be printed before any data for Lebanon. If you choose “Down, then
over” then all the data for the first few columns will be printed before the

data for the next column is printed.

Figure 169: The pages can be printed either “All rows first” or “All columns first”

¥ Down, then over
€ Over, then down

e i
T e

PO

e i

Click on the button “Print Preview” and, if you are satisfied with the

preview, print the sheet|[s].

10.11 PAGE SETUP FOR CHARTS

When you use FILE/PAGE SETUP, the “Chart” tab replaces the “Sheet”
tab. (For a pictorial reproduction of this, see Figure 170.) The other three

tabs are the same as for worksheets.
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When you copy and paste a chart into Word or PowerPoint, then you may
want to choose “Custom” size and manually resize the chart using the
mouse. This way, your copy & paste may be better at maintaining the

relative integrity of font sizes in the chart.

Figure 170: Some specific options for the Page Setup of charts
Page Setup

Pange | Margins | Header/Fooker

~Printed chart size |

PFimE. ..
&+ Use full page
" sScale ta fit page Prirk Preview |
" Cust
= opkions. .. |

~Prinking quality
[ Draft gualicy
™ Print in black and white
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CHAPTER 11

SHORTCUTS

This chapter teaches the following timesaving tools:

— THE FORMAT PAINTER

— CHOOSING THE RANGE WHOSE FORMAT DESIRED AS THE
‘“MODEL” FOR OTHER RANGES

— ACTIVATING THE FORMAT PAINTER

— THE “MIDAS” TOUCH— PAINTING THE FORMAT ONTO
TARGET RANGES

— FORMAT PAINTING CHARTS
— QUICK FORMATTING OF TABLES (AUTOFORMAT)
— CUSTOMIZATION OF AN AUTOFORMAT

— THE SHORTCUT MENU (ACCESSED THROUGH THE RIGHT
MOUSE)

— F4 (REDO)

— WHAT DOES F4 DO?

— USING F4 ACROSS OBJECT OR SELECTION TYPES
— UNDO

— OFFICE CLIPBOARD (ONLY IN XP)

— FIND AND REPLACE

— TASK PANE

194



Shortcuts

11.1 THE FORMAT PAINTER

F4 repeats the last action. However, what if you wanted to
duplicate/replicate all the formatting of one range!>? Use the “format

painter” to achieve such format replication.

11.1.A CHOOSING THE RANGE WHOSE FORMAT IS DESIRED AS THE
“MODEL” FOR OTHER RANGES

Choose the “model” range whose format you want to use as the role model.
The range could be a cell, a collection of cells, rows, columns, the entire

worksheet, drawing objects (like arrows, text-boxes), etc!6.

11.1.B ACTIVATING THE FORMAT PAINTER

Click on the “Format Painter” icon (see Figure 171) twice in quick

succession.

15 That is, use the formatting of one range/chart as the blueprint for the formatting of
other ranges/charts.

16 Choose a range that has a distinctive format; for example, a background color of
blue and bold font. (Or, format a range in such a way and then use it as the model
range.)
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Figure 171! The icon for Format Painting

THE “MIDAS” TOUCH— PAINTING THE FORMAT ONTO
TARGET RANGES

Now, wherever you click (or click and drag) the mouse, the formatting of
the chosen range will take on the formatting of the model range!”. In

effect, you are “painting” the format of one range onto other ranges.

STOPPING THE PAINTING OF FORMATS

Click again (a single click) on the format painter button. Until you do

that, “format painting” will be done on any range the mouse highlights.

17 Formatting includes a wide array of attributes:

° Font color, size, type, etc

° Background shades and patterns

o Borders

o Alignment of text/data within the cell

° Number type and number of decimals

) Indentations

° Text control — whether text wraps around a cell

In addition to the above, row height when using row(s) as the model range, column
width when using column(s) as the model range and both, row height and column
width, when using a range that combines rows and columns.
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Please experiment with this feature. Try it out by using, as the model
range, the following: a cell, a collection of cells, a row, a column, and an
entire worksheet. You can use this feature across worksheets and files—
use the range from one Excel worksheet and file as the model, and paint

its format on ranges in other worksheets, either in the same file or in

another Excel file.

The format painter is also available in Word.

11.1.E FORMAT PAINTING CHARTS

You can copy and paste the formatting of one chart on to another. This

topic is taught in book two in this series — Charting in Excel.

11.2 QUICK FORMATTING OF TABLES (AUTOFORMAT)

Excel has several preset table formats called “AutoFormats.” The use of
these AutoFormats can save a lot of time; in addition, it provides a tool for

enforcing uniformity in formatting style across tables.

11.2.A PRIOR TO USING AN AUTOFORMAT

Remove the gridlines from the worksheet. This is done by going to
TOOLS/OPTIONS and deselecting the option “Gridlines.” (For a detailed
description, read 13.1 on page 242.)

Highlight the range of cells that constitute the table. Choose the menu
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option FORMAT/AUTOFORMAT.

The “AutoFormat” dialog opens— it is shown in Figure 172. In the area
“Table format,” click on the names of different AutoFormats and view a

sample in the area “Sample.”

Figure 172: Dialog for Table AutoFormat

AutoFormat

Table format:

- - ~Sample Ok
SSimple

Classic — Cancel |

Classic 2 Jan Febh Mar Total

Classic 3 .
Accounking 1 East 7 7 5 19 Cpkions ==

Accounting 2 West B 4 7 17
fccounting 3 South i 7 9 24

Accounting 4 - Total 21 18 21 B0
Colorful 1
Colorful 2
Calarful 3

Lisk 1 d

Figure 173: The dialog looks different in the XP version of Excel

Ix

K
Jan Feb Mar Total Jan Febh Mar Total
Eazt T 7 5 19 East T T 5 19 C |
West B 4 7 17| |west| & 4 7 17 ance
South g 7 9 24 South g 7 9 24 .
Total 21 18 21 60| |Total | 21 18 21 B0 Gptions. ..
Simple Classic 1
Jan Feb hiar Total
East ¥y 7 5 19 ast 7 T 5 19
West E 4 7 17 est 5] q T 17
Somth 5 Y 9 24 South S ¥ g 24
Total 21 15 {=]1] Total 21 18 21 [50)
Classic 2 Classic 3
Jdan Feb Mar Total Jan Feb Mar Total

Bast § 7% 73 5% 19 |East § 73 73 5% 19
Wwiest B 4 7 17 |west E 4 7 A7
Soth & 07 09 24 lsowth 8 7 9 24
Total § 21F 18% 21§ G0 |Total § 21 % 135% 21 § B0

Accounking 1 Accounting 2 LI
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Say you like the AutoFormat “Classic 3.” Click “OK” after choosing the
AutoFormat the range of cells you had chosen will now have a new

format, all in a few seconds!

Figure 174: Choose an AutoFormat by browsing through the list of available AutoFormats
(shown in the left half of the dialog)

AutoFormat

Table Farmat:
~Sample

Simple -
Classic 1
W‘C'ESS‘E z Jan Feb Mar Total
Accounting 1 East 7 7 5 19
Accounting 2 est BE 4 7 17
Accournting 3 South a 7 =] 24

Accounting 4 | Total 2118 2 G0
Colorful 1
Colarful 2
Colorful 3

Lisk 1 =

11.2.B CUSTOMIZATION OF AN AUTOFORMAT

You can opt not to apply certain parts of the AUTOFORMAT. If you click
on the button Options (see Figure 174) a new area “Formats to apply”
opens at the bottom of the dialog as is shown in Figure 175. By

deselecting any of the options in the area “Formats to apply,” you ensure

that that component of the AutoFormat is not applied.
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Figure 175! You can customize some attributes of the AutoFormat

I AutoF ormat EHE

Table Format:

—Sample

(04 I
Simple -
Classic 1 Cancel |
Classic 2 Jzn  Fab Mar Total
Accounting 1 e i ‘ 2 19
Accounting 2 est b 4 i 7

Accounting 3 South g 7 g 24

Sccounting 4 | Total 21 18 =]
Colorful 1

Colorful 2
Colorful 3

List 1 =
~Formats ko apply
¥ Mumber ¥ Eont ¥ alignment

V¥ Border ¥ patterns W widthHeight

Qpkions = >

The components functions

— “Number” — if your table has percentage data then you will want to
deselect the option “Number.” Otherwise, the percentage
“7.87%” will be displayed as “0.07” if you choose the Auto format
style “Classic 3.”

— “Font” — deselect this if you do not want to change the font type,

color, style (bold, italic, other) and size of the existing table data
and labels.

— “Alignment” — deselect this option if you do not want to change the
horizontal alignment (left, center, or right) or vertical alignment
of data/text in the cells of the existing table.

— “Border” — deselect if you want to maintain the existing borders.

— “Patterns” — deselect if you want to maintain the existing
background shades of all cells in the table.

— “Auto fit” (an option available for some auto formats) — deselect if
you do not want to change the width/height of existing
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cells/columns/rows.

— “Last row” (an option that exists for some auto formats) — deselect
if you do not want the format of the last Row to be different
from the format of the second last row. (Sometimes you will
want a different format for the last row if the row contains
aggregates or averages of the other rows). In Autoformat style
“Classic 3” the last row has a different background shade (it is
white and not shaded as the other rows are) and border as

compared to the rows above it.

— “Last column” (an option that exists for some auto formats) —
deselect this option if you do not want the format of the last
column to be different from the format of the second last
column. (Sometimes you will want a different format for the
last column if the column contains aggregates or averages of the

other columns).

Learning some simple tricks can make you lightning fast in working on
Excel. This chapter teaches some utilities that Help save time spent in

performing the same task repetitively.

Apart from the major time saving enabled by these techniques, they serve
another purpose — assisting in enforcing uniformity in formatting across

cells, rows, columns, worksheets, and charts.

s
11.3 THE SHORTCUT MENU (ACCESSED THROUGH THE

RIGHT-CLICK-ON-MOUSE)

The most used menu options are available when you right—click the

mouse. These menu options constitute the “shortcut menus.”

201



11.3.A

202

Excel for Beginners

An additional feature makes these shortcut menus very useful— they are
“dynamic” in the sense that they give different options depending on what
the currently active object is in Excel. Therefore, if you choose some rows
by using the left—click—and—drag method and then click on the right
mouse, the options you will see are different then when you right-click
after selecting a range of cells. The options “Row Height, ““Hide” and

“Unhide” are relevant to rows but not to individual cells.

On the other hand, the options “Insert Comments” and “Pick from List”
are relevant only to specific cells and not to entire rows. In this section,
you will see pictorial reproductions of the shortcut menus for different

“current selection” items.

CELLS, ROWS, WORKSHEETS AND COLUMNS

After selecting a row or several rows by clicking on the row titles (like “1,”
“2,” ete), right-click. The shortcut menu still displays some options of

specific relevance to rows.

DMaote The sample shortcut menu reproduced in the next figure
includes two options — Hide and Unhide— that are relevant only for rows
and columns, and one option — “Row Height” — specific to the attributes

of rows.
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Figure 176: Shortcut menu for a row (or several rows). In Excel XP, you may see more
options.

& cut
Copy
E Faste

Paste Special...

Insert
Delete
Clear Conkents

Eormat Cells, .,
Row Height. .
Hide
LInhide

The options included in the menu change if Excel senses that you might

be conducting a certain procedure.

For example, after you choose some rows and choose EDIT/COPY, and
then right-click the mouse the options shown will be a bit different—
Excel has sensed that you will want the “Insert Copied Cells” as an option

at this stage. (Compare the two menus on the right.)
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Figure 177: Shortcut menu for a single cell. In Excel XP, you may see more options.
b Cut

Copy
E Paste

Paste Special. ..

Insert. ..
Delete...
Clear Contents

ﬁ Insert Comment

Eormat Cells, ..
Pick From Lisk. ..

Figure 178: Shortcut menu for a range of cells after you have selected the menu option
EDIT/COPY

& cut
Copy
E Paste

Paste Special. ..

Insert Copied Cells
Delete
Clear Conkents

Format Cells. ..
Row Height. ..
Hide
Unhide

If the cell you have selected has an attached comment (see page 134), then
the shortcut menu will change accordingly. The next figure illustrates

this. Compare this dialog to the one for a cell that has no comment— see

either of the previous two figures.
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Figure 179: Shortcut menu for a cell that has a comment attached to it
T

Copy
E Paske

Paste Special. ..,

Insetk. ..
Delete, ..
Clear Conkents

@ Edit Comment
E Delete Comment

Show Comment

Eormat Cells. ..
Pick From List. ..
_

If you right-click after choosing a sheet tab (the protruded part of an Excel
sheet with the name “Sheet1,” the following options can be seen. These
are relevant to actions you would do to worksheets as a whole. (For a

pictorial reproduction of this, see the next figure)

Figure 180: Shortcut menu for a sheet. In Excel XP, you may see more options.

Imsert...

Celete

R.enarme

Movve or Copy...
Select All sheets

Wiew Code

The same principle applies to all windows programs. The dynamic

shortcut menus are very useful in Microsoft products.

205



11.4.A

206

Excel for Beginners

F4 (REDO)

No, I am not hurling abuse! I am repeating the mantra of the biggest
time saver in Microsoft Office— the “F4” key. (At the top of your
keyboard, you will see keys labeled as “F1,” “F4,” ..., “F12.” These are the

“Function keys.”)

WHAT DOES F4 DO?

The F4 key is the “Redo” or “repeat last action” key in Excel and Word.
Hitting it repeats the last action you did. A few examples of the use of F4

demonstrate its utility as a major time saver.

Example 1:

Assume you want to italicize the data and text in some of the rows of your
worksheet. Choose the first row where you want the italicization, follow

the menu path FORMAT/CELLS/FONT, and choose the option “italics.”

(Alternatively, click on the italics icon.)

Now if you choose another row that you want to italicize and press the F4
key! The last action will be repeated and this row will now be in italics.
Click on any other row (or for that matter any row, column, cell or
combination thereof) and press the F4 key— the text and data will be

italicized. You can repeat F4 an infinite number of times.

Example 2:

Click on a cell, then select the option FORMAT/CELLS and change the
formatting of the font, the data type, the background patterns, alignment,
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and border style. Now go to another cell and press the F4 key. All the

changes you made for the first cell will also be implemented in the second

cell.

The use of F4 is not restricted to formatting. Any discrete action can be

repeated an infinite number of times.

The action may be a simple “one—stroke” action like pasting or deleting, or

one where you have to choose several options such as formatting a cells

font & pattern & number type & alignment & borders. The more complex

the action is the greater is the time saving produced by F4.

Please experiment with this feature and make it an integral part of your

approach to Excel and other Microsoft Office applications.

Try these examples

1. Delete a column; click on another column and push down the F4
key.

2. Choose a column and make the background gray using

FORMAT/CELL. Now, click on every alternate column and use

F4 to make it gray patterned.

3. Choose two adjacent columns. Select the option INSERT/COLUMN.

Now click on another column and press the F4 key. Observe
how the column insertion is repeated.

4. Choose a column and choose the menu option

FORMAT/COLUMN/HIDE. Choose another column and push

down the F4 key to hide this column also.

Note:
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The F4 feature can also be used in charts or with drawing tools like
arrows and text-boxes. You can format one text-boxes font, pattern,

border, alignment, and then go to another text-box and click on F4.

11.4.B USING F4 ACROSS OBJECT OR SELECTION TYPES

Across selection types

Activate a cell and make the font bold.

. After that, select a cell on another worksheet and push down
the F4 key.

o Highlight a range of cells and push down the F4 key.

. Choose some columns and push down the F4 key.

Choose some rows and press the F4 key.

Each time the F4 key is used, the font of the active or chosen range is

converted to bold.

The process may be continued an indefinite number of times.

Across worksheets

The F4 feature can be used across worksheets and — if applicable— with
several object types even though the original action was on one type of

object only.
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Across objects

The following example also illustrates the way in which the feature works
across objects. Choose a cell and make its font bold. Now go to a text-box
and press the F4 key. Go to a chart title/axis/labels and click on F4. The

font of any text in all these objects will become bold.
MNate The F4 feature is also available in Word.

Try this Discover the power of F4 by using it often. It will save time

everyday!

115 UNDO

The Undo icon will undo the last action you performed. You can Undo up
to a 100 actions. If you want to conduct more than one Undo/Redo, then

use the Undo/Redo icon. The Undo icon is reproduced in the next figure.

Figure 181: The Undo icon

If you Undo too many, then you can Redo the ones that have been

Undone.
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OFFICE CLIPBOARD (ONLY AVAILABLE IN THE XP
VERSION OF EXCEL)

The “Office Clipboard” is an extremely handy tool in Office XP. One of the
more irritating tasks in any Office software is copying/cutting “one of
several” non-adjacent ranges of material or copying/cutting and pasting a
combination of several non-adjacent ranges of material. You have to
copy/cut one range, paste it at one or more locations. The task has to be
repeated for each range of material copied/cut and pasted. The Office
Clipboard permits the copying/cutting and pasting of up to 24 ranges of

material even if they are not (copied/cut-) from Excel.

Copy or cut the first range. You can use EDIT/COPY or EDIT/ CUT or
the icons shown in the next figure.

Figure 182: Icons for cutting and copying, respectively

& B3
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As you work in Excel or other software,
each copied/cut material will be stored
in memory (until a maximum of 24
ranges of material). You can view these
ranges by choosing the option

EDIT/OFFICE CLIPBOARD.

The pane for the Clipboard opens on the
right side of the Excel window. The
pane is shown in the next figure. The
title of the pane shows how many items
can be pasted (in the example shown
here, the number is five).

The main body of the pane contains a
short indicator for each item.

On the left of the indicator, Excel shows
the software from which the material
was copied/cut. Note that the 5th item 1is
from Microsoft Word, the 2nd to 4th from
Excel and the first from unknown
software.

Figure 183: The Office Clipboard
pane

4 % 5aof 24 - Clipboard r X

|%Paste Al | |®Clear All |

Click. an ikem ko paste;

&) D L
@ 10 year growtkh in Labor
Force= 0%

] Output Average 9,525,346
Median 3,299,000 Maximum
57,954,000

[ 3,488,000 3,142,000
2,666,000

=)

=
To display this task pane again, click,
COffice Cliphoard on the Edik menu ar
press Chrl4C bwice,

Opkions -

You can paste any of the items by clicking at the right end of the item’s
indicator and selecting the option “Paste.” The next figure Paste by

just clicking anywhere on the indicator.

You can remove any of the items by clicking at the right end of the
item’s indicator and selecting the option “Delete.”
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Figure 184: Pasting or removing one item from the Clipboard

4 % 5aof 24 - Clipboard * X

|@F‘aste All | |@C|ear All |

Click. an item to paste:

&) D ]:I

@ 10 vear groy [F
Force= S0%;
# Delete

The icons at the top of the pane —shown in the next figure— permit the
pasting or removal of all the items in the Clipboard memory.

Figure 185: Pasting or removing all the items in the Clipboard

@F‘aste All | |@C|ear All |

The options for the Office Clipboard can be set by clicking on the
button Options at the bottom of the pane and selecting the default
options.

Figure 186: Options

Shiow OFfice Clipboard Automatically

Collect \Without Showing Office Clipboard
Show Office Clipboard Icon on Taskbar
Show Skakus Mear Taskbar When Copying

1.7 FIND AND REPLACE

EDIT/FIND and EDIT/REPLACE permit the replacing of formats as well
as text/data. The FIND also lists and provides hyperlinks to all the cells
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that satisfy the find criteria.

The FIND and REPLACE tool has been improved dramatically in the XP

version of Excel.

You can choose to find cells with specific data/text and/or formatting. In

the “Found” cells, you can replace data/text and/or formatting.

Figure 187: “The Find and Replace” dialog in the XP version of Excel

Find Replace |
Find what; |1IZIEI ;I | Mo Format Set | Format. .. |v|
Replace with: |1IIIIII.IIIEI LI | Mo Format Sek | Format. .. |v|
Within:  |Shest | I Makch case

™ Makch entire cell contents
Search: IBy Fows TI
Look in: IFu:urmuIas - I [«\}

Opkions << |

Replace Al | Replace | Find Al | Find Mexk I

Close

Scope

This tool’s scope can be customized by selecting the appropriate option in
the list boxes “Within.” The scopes are (Current) Sheet and Workbook.

Search Directions

Excel can search left-to-right, searching through all the cells in the first

row in the selected range before moving to the next row. Alternatively,

Excel can search top-to-bottom, searching through all the cells in the first
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column in the selected range before moving to the next column. A search
direction can be selected by choosing the appropriate option in the list box

“Search.” The options are “By Rows” and “By Columns.

Formula or formula results

In cells containing a formula (for example, “=AVERAGE (“C2:C219”),” you
can choose whether the tool searched for text strings in the written
formula or in the resulting value of the cell. This choice is implemented
by selecting the appropriate option in the list box “Look in.” The two

options are Formulas and Values

If the formula and formula result are, respectively, AVERAGE(“C2:C219”)
and 234,521, then selecting “Look in Formulas” will include the cell for a
Find string “C2,” but will not include it if the Find string is “23.” This
feature can be used to make changes to a large number of functions. For
example, you can change the range in formulas from “C2:” to “C3:” by

setting the Find string as “C2” and the Replace string as “C3.”

Format from existing cell
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The Find and/or Replace formatting attributes can be chosen based on the
formatting of an existing cell. Click on the “Format” button. Select the

option “Choose Format From Cell.”
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Figure 188: Choose Format from (Existing) Cell

Format. .. I"l | |

Faormat...

Chioose Format From Cell. .,

The indicator shown in the next figure will hover over the sheet. The
indicator moves with the mouse. Place the cursor on the cell that defines

the format for Find/Replace and go back to the Find & Replace dialog.

Figure 189: The cursor changes into this indicator. Click on the cell whose formatting you
want to use in the Find or Replace criteria

Zd

TASK PANES

The task pane is a window that has the length of the screen and around
15-20% of the width of the screen. The pane contains information
relevant to the current work you are doing. The panes make the task of

selecting between options much easier.

. When you open Excel, you may see the pane displaying the
recently saved files, and options for opening a file or creating
one anew. The pane is reproduced in the next figure.

. After a crash, the pane shows the recovered files.

o When using the Office Clipboard, the pane shows the last 24
ranges copied/cut.
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Figure 190: The task pane is shown on one side of the active worksheet

E F o +.00 .00

3 0 o+ | EE

SiE | - P i -
J | 58 | L & % Mew Warkbook r x
— Open a workbook
Trignornekric
Date and Time
indes

Srnart Functions
= More workbooks.,,,

New
oo

[ Blank workbook,

MNew from existing workbook
@_j Choose workbook, .,

New from template

=] ] izeneral Templates, ..,

% Templates on ey Web Sites,

] ] Templates on Microsoft, com

[ Add Mebwark Place. ..

@ Microsaoft Excel Help
[w] Show at startup

-]

You can make Excel always open a task pane. Simply select the menu
option VIEW/TASK PANE.

The pane may itself be divided into functional categories. In the pane for
“New Workbook,” the categories are:
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. “Open a Workbook” which provides access to recently used files,
. “New” which creates a new, blank workbook,
. “New from existing workbook” which allows you to use any

saved workbook as the model for a new file, or

° “New from template” which provides access to pre-filled and
formatted “base” workbooks.

. The bottom of the pane provides ready access to Help, and
allows you to choose whether to see this pane whenever you
open Excel.

In Excel XP, you can search for files by using the menu option
“FILE/SEARCH.” The pane for this option is shown in the next figure.

Excel provides several options for defining the search. You can Search in

selected folders or paths, and restrict the search to certain file types.

Clicking on the text “Search options...” displays further options for

refining the search.

If you desire a sophisticated search, one which uses information on

several options, then click on the icon “Advance Search.”

You can search for text within the current document—using the icon

“Find in this document.”
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Figure 191: The “Search” task pane

|| 4 o Basic Search r X

Search for:

Search bext:

| Search | | Restore |

@ Search Tips...

Other Search Options:

Search in:

| Selected locations | - |
Fesulks should be;

|Selected file bypes | vl

Fast searching is enabled

Search options., ..

See also
B Advanced Search
| @& Find in this document...
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CHAPTER 12

USING FILL AND OTHER TOOLS
1O SAVE ON TYPING TIME

This chapter teaches the following topics:

— MAKING EXCEL FILL IN NUMBERS AND DATES
— FILLING YEARS/INTEGERS
— FILLING IN EVERY ALTERNATE YEAR

— AUTO FILL — FILLING FROM PRE-DEFINED LISTS OF DAYS,
MONTHS, OTHER

— CREATING A NEW “CUSTOM LIST“

— FILLING MISSING VALUES

— USING CONSTANT INCREASE IN VALUES

— USING CONSTANT GROWTH RATES

— FILLING FORMATS

— USING THE RIGHT MOUSE FOR QUICK-FILLING

— PLACING DATA ENTRY ICONS ONTO THE TOOLBAR

Please use an empty Excel worksheet to practice this and the next section.

Create a new Excel file to try the examples shown in this chapter.
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12.1.A

Using Fill & other Tools to Save Time

MAKING EXCEL FILL IN NUMBERS AND DATES

Assume you want to type in the series of numbers (1991, 1992....1999) or
(1991, 1993... 2003) on to consecutive cells in a row or column. One way
of doing this would be to type in each number manually. A faster

approach is to use EDIT/FILL. Section 12.1.a uses this approach.

In 12.2, I show how to “fill” months and weekdays.

In 12.3, I show how to define a “Custom Lists” of names. For each such
defined list, you can use EDIT/FILL to save time and preclude the
possibility of typos.

FILLING YEARS/INTEGERS

Open a new Excel file. Assume you want to use EDIT/FILL to type in the
series of numbers (1991, 1992....1999) on to consecutive cells in a row or
column. Type the first number in the series (for an illustration of this, see

Figure 192).

Figure 192: Entering the start point for the Fill
A, B s
1991 1

1
2
i

Click on the cell you just typed into (cell B1 in this example), and drag the

mouse over the cells where you want to “fill” the series.

You can drag to the right or to the bottom. In the illustration in the next

figure, I drag it to the right across a row. For a pictorial reproduction, see
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Figure 193.

Figure 193: Use the mouse to drag over the cells you want to fill

Access the feature through the menu path EDIT/FILL/SERIES.

4

Figure 194: The menu option and sub—options for Fill. Choose the sub-menu “Series.’

I
L Clear 3 Right Chrl+R
Delete, .. Lip
Delete Sheet Left
Mowe or Copy Sheet. .. feross Workshests,
Series.. .,
4 Find... Ctrl+F -
Juskify
o bislae i

Figure 195 reproduces the dialog that opens. Excel has automatically
detected that the “Series (is) in Rows.” (That is, that you want to fill the
numbers on consecutive cells on a row.) Choose the option “Linear” in the

area “Type.”

Figure 195: Choosing the basis for the Fill

eties in Twpe— ate unit
¥ Rows i Linear ¥ Day _IOK
& Columns " Growth € Weekday
Zancel |
" Date  mMonth
™ Trend  autafil " Year
Skep value: I Shtop walue: I

Note that Excel auto selects the “Step value” of 1. A step value of 1

implies that each consecutive cell will have a value that is “1 + the
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preceding cells value.”

Select the option “Trend.” The next figure illustrates this.

Figure 196: Filling with a Linear Trend that increments by one for each cell
Series

Twpe ake unit
& Linear Doy
" Growth  Weekday
Cancel
" Date " Month
£ autoFil £ Year

Skep value: |1 Stop value: I

Execute the dialog by clicking on the button OK. Excel fills the series.

For a pictorial reproduction, see Figure 197.

Figure 197: The series is filled with a “Linear Trend of one”

12.1.B FILLING IN EVERY ALTERNATE YEAR

Assume you want to fill the series (1991, 1993, 1995...) — that is, every

alternate year/integer.

The procedure is the same as in the previous example with one
difference— choosing a “Step Value” of 2 as shown in Figure 198.

(Compare this with the step value of one in the previous example.)
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Figure 198: Filling with a Linear Trend that increments by two for each cell

Series EH
eties in Tvpe ake unik
 Rows & rgat | | & ooy [ o |
" Columns " Growth £ weekday
Cancel |
"~ Date " Month
™ Trend ™ AutoFil € vear
Skep value: |2 Skap value: I

Execute the dialog by clicking on the button OK. As you can observe in
Figure 199, the fill now uses steps of 2.

Figure 199: The series is filled with a “Linear Trend of two”

1993 1995 1997 1995 2001 2003

Use EDIT/FILL even if the desired series included text along with a

number sequence (for example, a series like “yr91, yr92,..., yr99”).

12.2 AUTO FILL — FILLING FROM PRE-DEFINED LISTS OF
DAYS, MONTHS, OTHER

Assume you want to fill the series of months.

Go to the first cell you want in the series and type in the name of the
month with which you want to start the series. (As shown in the next

figure, I chose “Jan” but that need not be the case.)
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Figure 200: Type the initial month for generating a sequential series. You can also type
“Janu,” .., “January”

1

dan |
| |

Z
3
—

Click on the cell with the text “Jan” and lightly drag the mouse over the
cells into which you want the series filled. As the next figure shows, I
have dragged the mouse down over a column this time and not to the right
across a row as in the examples above. You can Fill series in all four

directions.

Figure 201: Select the range to Fill
|

Jan

D S [ | | L ) P | —

—
=

Using the mouse, select the menu path EDIT/FILL/SERIES.

The dialog (user-input form) that opens is shown in the next figure.

Note that Excel has automatically determined that the series are in a

column because you dragged the mouse down.
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Choose the option “AutoFill!s.”

Figure 202: Using “Autofill” to Fill in the series of months

Series
eres in Type—————; ake unik
% Columns € weekday
Zancel |
£ Month
I Trerd " vear

Step value: |1 Stop value: I

Execute the dialog by clicking on the button OK. Excel fills the list— the

next figure shows the filled range.

18 Choose the option “Date if the cell's data is defined as “Data Type.” A detailed
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Figure 203: The Filled series of months

S0 | = S [ | o | G f P | —

12.2.A FILLING WEEKDAYS

Type in “Monday” or any other day and drag down or to the right. Follow
the menu path EDIT/FILL/SERIES.

Figure 204: Type the initial weekday for generating a sequential

series

Choose the option “AutoFill.” Execute the dialog by clicking on the button
OK.
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Figure 205: Using “AutoFill” to Fill in the series of weekdays

eties in 1 FlYEE—— ake unik
" Rows " Linear & Day |LI
£ Columns " Growth € wWeekday
Cancel
" Date £ Month
™ Trend ; ll " vear

Skep value: |1 Shop value: I

Excel fills the weekday series — the next figure shows the result.

Figure 206: The Filled series of weekdays
(&

12.3 CREATING A NEW “CUSTOM LIST”

You can create new “lists” that Excel will fill in automatically. Assume

you have three lists you work with often:

¢ Employee names (Seligman, Gupta, Smith, Snipes, Stallone, Ali,
Kinnuken, Singh, Gunter, Mandela, Berger...)
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e (Client names (Nike, Adidas, Reebok, Old Navy, Bata...)

e Account names (Citibank, Chase, UBS, American Express, 1st
Capital...)

(Note: the client and account names are registered trademarks of the

respective companies.)

You want the ability to type in only one word from a list (for example, the
word “Nike”) and fill in the series with other words in the list “Client
name” by using EDIT/FILL/SERIES.

First, type the names of all members of each list onto a spreadsheet. (Use

a different row for each list — as shown in Figure 207.)

Figure 207: Type the names of all members of each list onto a spreadsheet

A | B | C | D . E | F | & | H | I | J | K
1
2 |
3_ Mike Adidaz  Reesbok  Old Mawy Bata Azics Lotta
il_SeIigman Gupta  Smith Snipes Ztallone Ali Kinnuken =ingh  |Gurter  Mandela Berger
E_C'rtibank Chaze UBZ American Express 13t Capital  |Rigas

Now you have to inform Excel that these lists are to be included as lists
for EDIT/FILL/SERIES/AUTOFILL. Select the menu path

TOOLS/OPTIONS/CUSTOM LISTS (for an illustration of this, see Figure
208).
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Figure 208: The tab “Custom Lists” in the dialog (user-input form) “TOOLS/OPTIONS.”
Notice the lists for months and weekdays in the left half of the dialog. In the examples in the
previous section, Excel used these lists to fill in the series.

Wign | Calculation | Edit I General
Transition Custom Lisks | Chart | Colaor
Custom lisks: Lisk enkries:

T | [ [— ad |
Sun, Mon, Tue, Wed, Thu! =
Sunday, Monday, Tuesdas

Jan, Feb, Mar, Apr, May, Celete |

January, February, March

= H
Press Enter to separate list entries,

Import list Fram cells: I :k_] Inport |

(04 I Zancel |

In Figure 208, notice the lists for months and weekdays in the left half of
the dialog. In the examples in 12.2, Excel used these lists to fill in the

series.

In Figure 208, focus on the area inside the dark—bordered rectangle. You
want to “Import” lists from cells. Click on the area marked by the arrow
in Figure 208. Choose the cells in the worksheet that has the lists as

shown in Figure 209.
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Figure 210: Choose the worksheet that has the lists

C1z | =
Options - Import list from cells:

Plike Adidaz Reebhak  Old Mavwy Bata Azics Lotta

Eeligman Gupta | =mith Znipes Stallone Ali Kinnuken =ingh  |Gunter  Mandela Berger

[Citibank Chaze LBS American Express 1t Capital  Riggs

Choose the cells that have the list entries for one list (for example, the

clients list.) See the next figure for an illustration.

Figure 211: Choose the cells that have the entries for one list
A5 - =/

K

Click on the small box marked by the arrow in Figure 211.
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Figure 212: Importing the new “Custom List”

Options o
Wigw | Calculation | Edit I General I
Transition Cuskom Lists | Chart | Color I

Custom lisks: Lisk enkries:

= - add
Sun, Man, Tue, Wed, Thu
Sundaw, Monday, Tuesday |
Jan, Feb, Mar, Apr, Mavy, Delete

Januaty, February, March

|- | -
Press Enter to separate list entries.

Irnport list From cells: |$A$3:$G$3 :k_j Impork

Execute the dialog by clicking on the button “Import.” A new list is

created as shown in Figure 213.
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Figure 213: The new list is added to the “Custom Lists”

Options K ES
Wi I Calculation | Edit I General
Transition Custom Lists I Chart I Colar
Cuskom lisks: Lisk entries:
MEW LIST L] [Mike | add |
Sun, Mon, Tue, Wed, Thu! Adidas —
Sunday, Monday, Tuesda: Reebok, Deleke |
Jan, Feb, Mar, Apr, May, Old Mawy =
January, February, March Eata
Mike, Adidas, Reebok, Cld Asics
Lakko
= =
Press Enter ko separate lisk entries,
Import lisk From cells: |$.¢'\.$3:$G$3 j‘_’

Repeat the above steps for the other two lists. Execute the dialog by
clicking on the button OK.

In the future, you just have to type in one entry from the client list (for
example, “Nike”) and use EDIT/FILL/SERIES to fill in the rest of the list.
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Figure 214: After repeating the process for other lists, you will have created several “Custom

Lists”
Custar lisks: List enkties:
MEW LIST a | |Citibank.
Sun, Maon, Tue, Wed, Thu Chase
Sunday, Monday, Tuesdas B3
Jan, Feb, Mar, Apr, May, Armerican Express

January, February, March 15t Capital
Mike, Adidas, Reshaok, Old Riggs]
Seligrman, Gupka, Smith, Si

Citibank, Chase, UES, Am

12.4 FILLING MISSING VALUES

FILL is also used for replacing/filling—in missing values from a numerical

series. The methods available for filling in the missing data are:

e Linear Interpolation (Linear in Absolute Value)
e Constant Growth Interpolation (Linear in Growth Rate)

124.A USING CONSTANT INCREASE IN VALUES

Assume your data has two series: x and y as shown in the picture below—
Figure 21519, The series x is missing data for the years 1993 and 1994.
You want to use Excel to fill the missing values using a simple

mathematical algorithm for the fill.

19 On an empty Excel sheet, type in the data as shown in Figure 136 and work along
with this book.
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Figure 215: Type this sample data into an Excel worksheet
mal R E E
1 1951 1992 1993 1994 1995
2 |4 3 312 36
3 |Y 2 2.1 1.9 2.11 2.2

Highlight the cells with the missing data and the first non—missing data

cell on each end. (For an illustration, see Figure 216.)

Figure 216: Highlight the two ends of the range with missing data

S |
1902 1903 1904 1905

312 Y = |
e ————— 7]

Follow the menu path EDIT/FILL/SERIES. Choose the options “Linear.”

Excel automatically calculates the step value of 0.162°. (For an

illustration, see Figure 217.)

Figure 217: Choose the “Linear” type of Fill
Series [l
eries in Tvpe ate unik
& Linear & Day Lo |
™ Growth  weekday
Cancel
" Date £ Month
™ aukoFil = ear
Step value: 0.16 Stop value: I

The missing cells are filled (for an illustration of this, see Figure 218).

20 The formula is: ((end value)-(start value)) / (number of missing values) = (3.6-3.12) /

3=.16
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The step value of “0.16” implies that Excel added 0.16 for each increment.
(So, the data for 1993 equals the data for 1992 plus 0.16. The data for
1994 is the new value for 1993 plus 0.16. And so on for the following

years.)
Figure 218: The missing data is filled with a linear trend
A | B | C | ] | E | F
| 1991 19972 1993 1994 1995
| % 3 312 3.28 3.44 3k
Y 2 2.1 19 2.1 22
12.4.B USING CONSTANT GROWTH RATES

A better method of filling in missing values is to use a constant growth
rate. That is, instead of the above example in which every increment was
the same absolute number, the increment will represent the same growth

rate?! from year to year but not the same absolute values.

The implementation of the “constant growth” method follows the same
steps as for the constant linear trend example described earlier. The only
difference is that you choose the option “Growth” and check the option
“Trend” as shown in Figure 219 (the number 0.16 is from the previous

example and will not play a role here.)

21 Excel calculates and uses a constant growth rate “r” based on the compound growth
(or “compound interest") formula: 3.6 = 3.12%(1 + 1)3
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Figure 219: Example of using a “Growth” type of Fill

Series
eries in Tvpe ake unik
™ Linear % Day _I':IK
' Growth £ weekday
Cancel
" Date € Month
€ autoFil € Year
Step walue: 0.16 Stop value: I

Excel fills the series. Figure 220 shows the result. Compare the numbers

estimated using a constant growth trend with those obtained using a

constant linear trend (shown in Figure 218).

Figure 220: The missing values are filled with numbers based upon a constant Growth rate

5 E E B E G
1 1991 1992 1993 1994 1995
il 3 3.12 3.27 3.43 36
3 |y 2 2.1 1.9 2.11 2.2

12.5 FILLING FORMATS

Assume you want to copy the format of a cell to a range of adjacent cells in

the same row or column. Select the active cell and the “target” range and

choose the menu option EDIT/FILL/FORMATS.

12.6 COPYING THE ACTIVE CELL

Assume you want to copy a cell and paste onto to a range of adjacent cells

in the same row or column. Select the active cell and the “target” range.
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Select the option EDIT/FILL/COPY.

USING A RIGHT-CLICK-ON-MOUSE FOR QUICK-
FILLING

You can access EDIT/FILL using the mouse.

Click on the first cell in the series. Follow this with clicking on the right—
mouse at the location shown by the arrow and dragging the mouse over
the other cells where you want to fill-in. Leave the mouse. You will see
the options for EDIT/FILL. (For an illustration, see Figure 221.) Choose
the option “Series” — the EDIT/FILL dialog opens. Follow the steps

shown in the examples above.
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Figure 221: Tip for quickly accessing the Fill menu

3 3.12; 3k
2 2.1 1.9 ﬁS_ Copy Cells

Fill Series

Fill Eormats
Fill ¥alues

Filll Grees
Fll i ek ays
Fill T amths

il fears

Lineat Trend
Erakhn Trend
Series...

12.8 PLACING DATA ENTRY ICONS ONTO THE TOOLBAR

You can customize the set of icons shown on the toolbars at the top of the
screen. This can save time by enabling you to place the often—used
buttons onto the toolbar. Please refer to Volume 3: Excel- Beyond The
Basics to learn how and why to customize toolbars and the icons shown in
them.

Go to VIEW/TOOLBARS/CUSTOMIZE. Click on the category “Data” and
you will see some icons for specific data management tasks. You can
place these icons on the toolbar and use them as shortcuts to access data

management features.
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Figure 222: Icons for data management
Commands:

Farm. .. ;I
Subkokals, ..
|

Yalidation. ..

“SPEECH TO TEXT”

The menu option TOOLS/SPEECH in the XP version of Excel does not
function well. You need a high quality microphone, “correct” accent and
diction, and the time to make the Speech Recognition software recognize

your pronunciation.

Stand-alone speech recognition applications can be configured to work
with earlier versions of Excel. Unless you are purchasing high-end
Speech Recognition software, you will be disappointed with the tool. Such
high-end software is used in the health industry. Nevertheless, even

there, the recorded speech is transcribed into text by a human.
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CHAPTER 13

DEFAULT OPTIONS

This chapter shows the following topics:

— THE BROAD SYSTEM OPTIONS

— ENSURING THAT THE USER IS PROMPTED TO PROVIDE
SUMMARY INFORMATION FOR THE FILE.

— ENSURING THAT FILE/OPEN AND FILE/SAVE AS OPEN THE
FOLDER YOU USE MOST OFTEN.

— CHOOSING THE NUMBER OF WORKSHEETS IN ANY NEW
WORKBOOK

— SETTING THE WORKBOOK’S SUMMARY PROPERTIES

— DEFAULT SETTINGS FOR “CALCULATION*

— CUSTOMIZING WHAT ITEMS ARE SHOWN ON-SCREEN

— VIEWING THE FORMULAS IN THE CELLS OF A WORKSHEET
— DEFAULT SETTINGS FOR VIEWING COMMENTS

— CUSTOM LISTS

— AUTOCORRECT

13.1 SETTING THE DEFAULT OPTIONS

Learning how to set the default environment will:
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— Enhance your knowledge of and insight into the basic structure of
Excel

— Make you feel in control
— Permit the choice of icons in the toolbar22

— Resolve some problems you may have had on files obtained from
others or on certain computers. Alternatively, “Why does the new
file have 16 empty worksheets and not only 6 like I prefer?”)

— Enable the saving of time

— Allow for better formatting

13.2 EDITING AND BASICS OF TYPING INTO CELLS

The most basic default settings are for simple editing. In its simplest
form, editing involves simply typing data/text into a cell or pressing the
ENTER key after working on a cell. Editing also includes cutting,
copying, pasting, inserting, and dragging and dropping cells (that is,
moving cells). I recommend sticking with the default options. These are

reproduced in the next figure. Most of the options are self-explanatory.

Basic editing in a cell

If you want the cursor to the cell on the right after you press the ENTER
key at the end of working on a cell, then select “Right” in the list box

22 “Toolbar” refers to the set of zcons you see at the top of the screen in any windows
program. It is shown in Figure 259.
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“Direction” below the option “Move selection after Enter.” The default
decimals displayed for any new data entered into a cell can be set by
selecting the option “Fixed decimal” and selecting the number of decimals

in the box next to “Places.”

The option “Enable AutoComplete for cell values” activates the
AutoComplete tool. Whenever you begin typing text into a cell, Excel may
prompt you with optional “completed” strings. Just press the ENTER key
to select the Excel suggestion. You can keep the AutoCompleted text or
modify it.

In any case, you may save a lot of typing time and reduce the chances of
typing errors. (In Volume 4: Managing & Tabulating Data in Excel, 1
discuss some tools that save typing time. Many generic shortcuts are

taught in chapter 11)

Figure 223: The options for setting default editing options In Excel XP. The equivalent
dialogs in earlier versions have fewer options.

options 2|

Colar I Inkernational | Save | Error Checking | Speling | Security
Wig I Caleulation £ | zeneral | Transition | Cuskom Lists | Chart
Setkings
v Edit directly in cell v Extend lisk Farmats and Formulas
¥ allow cell drag and drop [™ Enable automatic percent entry
¥ alert before averwriting cells ¥ Show Paste Options buttons
¥ Move selection after Enter v show Insert Options butkans

™ Fixed decimal
Flaces:

Direction: IDDwn 1|rI
Iﬂ =

¥ Cut, copy, and sort objects with cells

¥ ask to update automatic links

™ Provide Feedback with Animation
¥ Enable autoComplete For cell walues
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Fill

The option “Extend list formats and formulas” facilitates the easy use of
“Filling,” a technique taught in Volume 4: Managing & Tabulating Data

in Excel.

Pasting and Inserting

Excel has several pasting and inserting options. You can choose to see
these options on-screen after you have copied or cut a range. If you want
to always see the options for pasting and inserting, select the options
“Show Paste Options buttons,” and “Show Insert Options buttons,”

respectively.

Objects

The insertion of objects is taught Volume 3: Excel- Beyond The Basics.
Charts made on a worksheet are also objects. If you want the objects over
a range of cells to move whenever the underlying cells are moved, then

select “Cut, copy and sort objects with cells.

Updating of links

Links are taught in Volume 3: Excel- Beyond The Basics. If you do not
want to automatically update links, then select the option “Ask to update

automatic links.”
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THE BROAD SYSTEM OPTIONS

Access the feature through the menu path TOOLS/OPTIONS. The multi—
tabbed dialog shown in Figure 224 opens. Each “tab” is itself a dialog and

contains the options for setting the defaults for a specific topic — “View,”
“Edit,” “Color,” etc. Click on the tab “General.”

Figure 224: The dialog in Excel 97

Options EHE
Transition ] Cuskon Lisks ] Chart ] Calar
Wig l Calculation l Edit General
Settings

[ R1C1 reference style ¥ Prompt For warkbook properties

[ Ignore other applications [ Provide Feedback with sound

W Macro virus protection [ Zoom on roll with InkeliMouse

¥ Recently used file list: 9 Eﬂ‘ entries

Sheets in new workbook: z E‘

Standard Font: arial x| Sizmifin =

Default fils lacation: [F:]

Alternate skartup File location: 1

User name: 1'-.-'ijay Gupta|




Default options

Figure 225: In Excel XP, the option “Macro virus protection” is now under a new tab
“Security.” Two new options are added: the “Function tooltips” (which assist while writing
functions or error-checking functions), and “Web Options” discussed a bit later in this chapter.

Yigw I Calculation | Edit | Transikion | Cuskarn Lists Chatt
Settings

[T R1cl reference skvle ™ Prompt For workbook properties

I Ignore ather applications ™ Provide feedback with sound

¥ Function tooltips [ Zoom on roll with IntelitMouse

¥ Recently used file list: |4 5‘ entties Web Cptions. ., |
Sheets in new workboaol: |3 5‘

Standard Font: |awial | sie|io |
Defaulk File location: IC:".M‘:-" Dacuments

Ak skartup, open all Files in: I

User name: Ivija,:,f
13.3.A ENSURING THAT EXCEL PROMPTS FOR SUMMARY
INFORMATION

Choose the option “Prompt for workbook properties.” This forces you into
the good practice of writing a small summary on the contents of the file.
Enter your name in the box “User name.” This will place your name in
the “workbook properties.” (For more on using workbook properties, see

the next page.)

13.3.B ENSURING THAT OPEN AND SAVE OPEN THE MOST OFTEN
USED FOLDER

In the box “Default file location,” enter the path you most often open files
from or save files to” (like, for example, “f:\” or

“m:\projects\consultant\gupta”). This is a great time saver— whenever
you choose FILE/OPEN or FILE/SAVE AS you are taken to the path you
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use most often.

13.3.C CHOOSING THE NUMBER OF WORKSHEETS IN ANY NEW
WORKBOOK

In the area “Worksheets in new workbook,” choose the number of
worksheets you want in a new workbook. Typically, Excel has too many
worksheets (16 is the Microsoft—set default) in a new workbook. You may

prefer a smaller number23,

13.3.D RECENTLY OPENED FILES

In the FILE menu, the last few items are always the files you recently
opened. The showing of this list permits easy access to these files. You
can customize the number of files shown in this list by setting the number

in the box next to the option “Recently used file list.”

I recommend choosing the other options as shown in Figure 224.

23 New worksheets can always be added later using the menu option INSERT /
WORKSHEET.
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13.4 SETTING THE WORKBOOK’S SUMMARY PROPERTIES

If you select the default option “Prompt for Summary Properties”?* (refer
to the previous figure and sub—section) then you will be prompted to enter
the properties of the workbook any time a new workbook is saved. The

“prompting” action is the opening of the dialog shown in Figure 226.

Figure 226: The “General” properties of the file
SAMPLE DATA CHART FOR CH 10 Properties

|| Summar_l,ll Statistics Enntentsl Eustnml

@ SAMPLE DATA CHART FOR CH 10

Type: Microsoft Excel Warksheet
Location:  E:iExcel book
Sizes 55.0KB (59,392 bytes)

MS-005 name: SAMPLE~1,5LS

Created; Tuesday, Sepkember 28, 1999 3:27:44 AM
Modified: Wednesday, Cctober 06, 1999 2:51:10 PM
Arcessed: Wednesday, QOckober 06, 1939

Click on the tab “Summary” and type in relevant information on the
properties of the workbook. (I have done this for this particular

workbook— see Figure 227.)

24 For any single file, you can observe/write the properties by choosing the menu
option FILE / PROPERTIES.
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Figure 227 I recommend filling the text-boxes in the tab “Summary” as I have done for this
file

SAMPLE DATA CHART FOR CH 10 Properties

Title: ISampIe data Far ch 10 of "Excel for Professionals”

Subjeck: IMakjng Charts in Excel

Authar: I'u'ijay Gupta

Manager: IH

Camparty: |y IINC

Categary: ISampIE

Keywords: ISampIeJ data, charts, book

COmmeEnts: [wyike comments here that pertain to the entive File,
For comments on specific cells, use
INSERTCOMMENTS

Hyperlink
base: I

If you click on the tab “Statistics,” you will see some summary statistics

about the workbook. (For a pictorial reproduction of this, see Figure 228.)

Figure 228: “Statistics” of the file

SAHPLE DATA CHART FOR CH 10 Properties

Created: Sundaw, September 05, 1999 7:15:34 PM
Madified: ‘Wednesday, Ockober 06, 1999 2:51:10 PM
Accessed: Wednesday, Ockober 06, 1999

Printed:

Lask saved by: Wijan

Revision number:

Total editing time:
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If you click on the tab “Contents,” you will see information on all the
worksheets, charts, and other objects in the workbook. (For a pictorial

reproduction of this, see Figure 229.)

Figure 229: The top level objects in the file. Worksheets and Charts will be listed.
SAMPLE DATA CHART FOR CH 10 Properties

il T
SAMPLE DATA FOR CH 1 AMD 2
Zharts
Chart1

135 WEB (ONLY AVAILABLE IN THE XP VERSION OF
EXCEL)

The web options are accessed through
TOOLS/OPTIONS/GENERAL/WEB OPTIONS.

Figure 230: Web options
Web Options

zeneral |Brnwsers | Files I Pictures I Encoding | Fonks |

Compakibility

v iSave any additional hidden data necessary to maintain Formulas;

¥ Load pictures from Web pages not created in Excel

If the Excel file will be placed on the web (as an Excel or web file), you can
optimize the file so that it is compatible with the browser you select. Most
of the topics in this section may be incomprehensible if you do not work in

web development
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Furthermore, you can choose to save pictures within an Excel file in the
new PNG format, and make Excel save a CSS style sheet for saving

formatting features.

The new VML mode can be used for displaying graphics.

Saving as a web archive saves all aspects of the Excel file as one web

archive file.

Figure 231: Browser options

Genetal | Files I Pictures I Enn:n:u:lingl Faonks |

Target Brawsers

People wha vigw this Web page will be using:

Microsaoft Inkernet Explorer 3.0, Mekscape Mawvigator 3.0, or laker j

Each choice above gives smaller Web pages than the choice before

Cipkions

Allows PMG as a graphics Format
™ Relky on €55 for font Formatting
™ Rely on YML for displaving graphics in browsers
[ =ave new Web pages as Web archives

=l

The options under the “files” tab are beyond the scope of this book.
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Figure 232: Files options

General | Browsers Files | Pictures | Encoding | Fonks |

File names and locations

¥ Organize supparting files in & Falder
[ Use long file names whenever possible

[ Update links on save

Cefault editor

[T Check if Office is the default editor For Web pages created in Office

Cffice controls

r Diownload Office Web Components:

Location: IFiIe:D:'I,beF"I,

Select the resolution for which the web file should attempt optimality.

Figure 233: Pictures

General Bru:uwsersl Files

Targek manitar

Screen size: IE:IIIIII ¥ 600 j

Pixels per inch: I':'JE ;I

Select the default fonts.
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Figure 234: Fonts

General Eiru:uwsersl Files |F‘ictures

Defaul; Fonts

Encoding

Character set;

Arabic
Cyrillic

English'Western European)Okher Lakin scripk
areek

Hebirew

Japanese

Korean

Propartional Fonk: I.ﬁ.rial

;I Size:

Fized-width Fonk: ICDuriEr Mew

LI Size:

13.6

Return to TOOLS/OPTIONS— the same dialog as in Figure 224 on page

DEFAULT SETTINGS FOR “CALCULATION”

246. Let us set the default options for calculations— to access the

relevant dialog click on the tab “Calculation.”

Choose the options as shown in Figure 235. Make sure the option

“Automatic 1s chosen in the area “Calculation?5.”

25 If you are working on a workbook in which the numbers do not change even after
you change the formula, then, most probably, the option “Manual been chosen.

Click on the button “Calculate Now” and choose the option “Automatic.”
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Figure 235: Setting default options for “Calculation”

Options Ed
Transition I Custom Lists I Chart | Color
Yiew Calculation I Edit: I General
Calculation

{% automatic ™ Manual Calc Mow {F9) |
™ Automatic except kables ¥ Recalculate before save
Calc Sheet |

[ Iteration
Maxirmunn iterations: 100 Maximum change: IIZI.IIIIIII
Wiarkboaok options
¥ Update remote references ¥ Save external link values
[ Precision as displayed ¥ accept labels in Formulas

[T 1904 date system

Under some circumstances, the setting “manual” is preferable. If you are
working on a worksheet that has a lot of formulas (and specially if you are
entering data that will be used in the formulae) then automatic

calculation will:

(a) slow down Excel’s response, and

(b) come up with errors in formula cells whose reference cells have still
not been filled.

In such a situation, choose the setting “manual.” When you want

“manually” calculation:

(1) press the SHIFT key and then the F9 key to run the calculations

for the worksheet you are working on.

(i1) press only on the F9 key to run calculations for all worksheets
in the file.
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13.7

SCREEN

CUSTOMIZING WHAT ITEMS ARE SHOWN ON-—

Let us set the default options for views— to access the relevant dialog

click on the tab “View.” This tab has options that allow you to customize

how worksheets look on screen and in some cases when printed (see

Figure 236). The best way to learn how to use these options is to make

changes and see the impact of each change.

In the area “Show,” select the options “Formula Bar” and “Status Bar.”

Figure 236: Choosing what you see on-screen

Options

Transition
Wiew

Shiowy

Chart
Edit

| Cuskom Lisks I

| Calculakion |

i B

| Colar
I Genetal

¥ Formula bar

Camments

¥ Status bar

e Mone
Objects

€ Comment indicator only

£ Comment & indicator

&+ Show 4l

Window options

" Show placeholders " Hide &l

¥ Page breaks
[ Formulas
V¥ Gridines

¥ Row & column headers
v outline symbals
¥ Zero walues

¥ Horizonkal scroll bar
¥ “Yertical scroll bar
¥ sheet babs

Figure 237: In Excel XP, you have the additional options for seeing the “Startup Task Pane”
and “Windows in Taskbar.” Earlier versions of Excel did not have Task Panes.

Calculation |

Edit I General | Transition |

Cuskom Lists | Chart

Shiow

¥ startup Task Pane

¥ Formula bar ¥ Status bar

IV windows in Taskbar
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For a worksheet with tables that will be placed into a report, I advise
deselecting the option “Gridlines” in the area “Window options.” Without
gridlines, you can format table borders much better by using
FORMAT/CELL/BORDERS or FORMAT/AUTOFORMAT. (For a pictorial
reproduction of this, see page 197.)

s
13.8 SAVING (ONLY AVAILABLE IN THE XP VERSION OF

EXCEL)

In Excel XP, options related to saving files are placed within their own
tab. (The options “Save AutoRecover info every,” and “AutoRecover save
location” were under the tabs “General” and “File Locations,” respectively,

in earlier versions of Excel.)

The AutoRecover option is a new feature.

Figure 238: In Excel XP, options related to saving files are placed within their own tab

Colar | Inkernational _________________ 5 ENE _________________ I Error Checking Speling Security “
Settings

v Save AutoRecover info every: Im minukes

AukoRecover save lacation: IC:'l,'-.-'-.-'INDO'-.-'-.-'S'I,F‘rDFiIes'l,vijay'l,.ﬁ.pplicatinn DatalMicrom
Wiorkbook options

[ Disable AutoRecover

13.9 VIEWING THE FORMULAS IN THE CELLS OF A
WORKSHEET

The option “Formulas” is useful if you want to see the formulas instead of
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the results. So, when you choose this option, a cell with the formula
“=2*34” will show the formula “=2*34” instead of the result (“68”). This is
useful when you want to read/check the formulas in the worksheet. I will

show this to you on page 284.26

13.10 DEFAULT SETTINGS FOR VIEWING COMMENTS

The options under the area “Comments” discussed in Volume 3: Excel-
Beyond The Basics.

13.11 CUSTOM LISTS

The options under the tab “Custom Lists” are discussed in Volume 3:
Excel- Beyond The Basics.

13.12 AUTOCORRECT (ONLY AVAILABLE IN THE XP
VERSION OF EXCEL)

Microsoft has added a limited version of the “AutoCorrect” feature from
Microsoft Word into Excel XP.

26 Try it out— write some formulas onto an Excel sheet and then choose to see the
“Formulas”. See its usefulness?
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Pick the menu option TOOLS/AUTOCORRECT OPTIONS. The relevant
dialog is shown in the next figure. You can choose to make Excel

automatically correct (as you type):

— Two initial capitals (for example, “AMerica” will be corrected to

“America”)
— Capitalize the first letter of each sentence

— Correct the accidental use of the Caps Lock key (for example,
“AMERICA IS GREAT” will be corrected to “America is great” if
Excel “senses” that the use of the Caps Lock key was accidental

Excel will “Replace specific text strings as you type” if you choose the
option “Replace text as you type.” The “incorrect” text and its auto-
replacement text are defined in the list at the bottom of the dialog. In the

next figure, see “incorrect-replacement” pairs like “abbout — about.”

Removing an AutoCorrected pair

If Excel is replacing text that you do not want auto-corrected, then find

and remove the pair from the list in this dialog.

Excel has predefined pairs of commonly made spelling errors and
Inappropriate representation. (An example of the latter is the “(tm) -

™“pair in the previous figure.)
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Figure 239: The AutoCorrect dialog

AutoCorrect: Englizh [U.5.]

AuboCorrect |.ﬂ.utnFDrmat &5 You Type | Smart Tags I

v show AutoCorrect Options buttons

d

¥ Correct Two INitial CApitals

¥ Capitalize first letter of sentences

¥ Capitalize names of days

W Correct accidental use of caPs LOCK key

Exceptions. .. |

v Replace text as you type

Replace; “ith:
[
ir ® =
l:tm:l TH —
abbout ahbiouk ;I
Add | Delete |
K I Cancel |

Figure 240: Adding an autocorrect pair using Spelling

Spelling: Englizh [U.5.]

Mat in Dickionary

2 x|

Itesttt

Suggestions:

kasty ll

| Ignore Cnce I

Ignore All |

add to Dickionary |

Change |

—hange &l |

AukoCarrect
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You can add new pairs either by:

(a) Typing the pair into the dialog, or,

(b) Clicking on the “AutoCorrect” button while performing a spell check
using TOOLS/SPELLING. The button is at the right-bottom of the
spelling dialog as the next figure illustrates. In the example shown below,

the pair that that will be added to AutoCorrect is “test — tests.”

Using AutoCorrect to save on typing time

AutoCorrect saves on time by reducing the chances of spelling errors. In
addition, you can define pairs that AutoCorrect an abbreviation with the
full form of the abbreviated text. For example, you can define a pair
“USA-United States of America” so that you just have to type “USA” to
obtain the text “United States of America.”

Exceptions to AutoCorrect rules like “AutoCorrect two initial capitals”

and “Capitalize the first letter of each sentence”

Some text strings end in a period even though the period is not supposed
to signify the end of a sentence. For example, when using alphabetical
numbering of points, the strings “a.” and “b.” end with periods but they
are just being used as numberings for points. You may not want to

capitalize after the period.

Other examples where periods do not signify the end of a sentence are

shown in the next figure. (The dialog is accessed by clicking on the button
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“Exceptions” in the AutoCorrect dialog displayed two figures above.) You

can add/remove strings from this list.

Figure 241: Exceptions to autocorrect

utoConect Exceptions T

First Letter | Thitial Caps |

Don't capitalize after:

|
a f’ fidd

acck,

4l Delete |
appro,

appk.

apr. ;I

You can also direct Excel not to autocorrect two — or more — initial

capitals in certain words. An example is shown in the next figure.

Figure 242! After typing the word, click on the button “Add”

First Letber  INitial CAps |

Don't correck:
Y books

| (=]
CL
cL

Delete

Ik

Zancel |

Auto-Hyperlinking

If you want to convert all web URLs and email addresses into hyperlinks
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to the URLs or emails, respectively, then select the option “Internet and
network paths with hyperlinks” in the tab “AutoFormat as you type” in
the AutoCorrect dialog.

If you want to convert all web URLs and email addresses into hyperlinks
to the URLs or emails, respectively, then select the option “Internet and
network paths with hyperlinks” in the tab “AutoFormat as you type” in
the AutoCorrect dialog.

On the other hand, if you want to remove the automatic hyperlinking,

then deselect this option.

Figure 243: Auto-Hyperlinking
AutoCorrect

AutoCorrect  AuboFormat As You Type | Smark Tags

‘Replace as you bype

¥ Internet and netwaork paths with byperlinks

13.13 DEFAULT SETTINGS FOR SPELLINGS (ONLY
AVAILABLE IN THE XP VERSION OF EXCEL)

The Spellchecker tool can be assessed through the menu option
TOOLS/SPELLING.

A few spellchecking options can be set. I recommend sticking with the
defaults.

Make changes or additions to AutoCorrect options using methods taught

in the previous section.
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Figure 244: In Excel XP, you can set some options for the Spellchecker

I 21 x|

Wiew I Calculation | Edit I General | Transition | Cuskorn Lists | Chart

Colar I Inkernational Save | Errar Checking : } Security
Spelling

Dictionary language: rLanguage-specific

IEninsh (s j ¥ German: Use posk-reform rules

add words to: ¥ Korean: Combine au werbfadi,

ICLISTOM.DIC x| | M kaorean: Use auto-change list

- ‘ i dlict I [T Korean: Process compound nouns
Sugaest From main dickionary only Hebrew modes:

I ds in LPPERCASE
[ Ignore words in L IFuII j
¥ Ignore words with numbers

Arabic modes
I¥ Ignore Internet and file addresses
IEh:-I:h skrick j

AukoiZorrect Opkions. ..

(o] 4 I Cancel

13.14 DEFAULT SETTINGS FOR ERROR CHECKING (ONLY
AVAILABLE IN THE XP VERSION OF EXCEL)

The options are listed in Volume 3: Excel- Beyond The Basics.
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CHAPTER 14

USING THE HELP AND OFFICE
ASSISTANT

This chapter briefly teaches the following topics:

— OPTIONS FOR OFFICE ASSISTANT AND HELP
— USING THE HELP

— USING “CONTENTS”

— USING “INDEX*

— USING “ANSWER WIZARD*

— QUICK HELP: USING F1, THE RIGHT MOUSE AND “WHAT’S
THIS”?

Although newer versions of Excel (and Microsoft Office) have a wider
range of facilities available through the HELP menu, these facilities are
not presented in a consistent manner. Sometimes — and on some PCs —
when you open Excel or try to perform an action in Excel, the Office
Assistant or “Tips” ‘balloon/cartoon’ pops up with the assistance/tips it
‘senses’ you need. Other times nothing pops up. You would benefit from
knowing [a] how to enable/disable the Help/assistant/ pop-ups and/or [b]

how to use the facilities efficiently.

Options For Office Assistant And Help are shown in 14.1 on page 267.
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OPTIONS FOR OFFICE ASSISTANT AND HELP

Go to the menu HELP/SHOW OFFICE ASSISTANT. The next figure
1llustrates this. This makes the Office Assistant (a Help tool) visible and

available for your use.

Maote
If the Office Assistant is already enabled then you may not see the menu
option SHOW the OFFICE ASSISTANT.

Figure 245: The HELP menu

e

@ Microsoft Excel Help FL

Show the Office Assistant

i
| W2 what's This?  Shift+F1
Office on the Web

about Microsoft Excel

Office Assistant icon

A large icon/picture/cartoon will pop-up. This is the Office Assistant icon.

The exact picture you see on the icon will depend on the settings in your

copy of Excel. The next figure shows the icon that opened on my machine.

Figure 246: The icon for Office Assistant
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Place the cursor over the Office Assistant icon and then click on the right
half of the mouse. A sub—menu will pop-up next to the Office Assistant

icon. This sub—menu is shown in the next figure.

Choosing the option “Hide” will hide the Office Assistant. The option

“Animate” will change the icon to an animation of the icon.

Figure 247: The shortcut menu for the Office Assistant

Qpkions. ..

Choose Assistant. ..

Animate!

Options
Refer to the previous figure — choose “Options.” The relevant dialog is

shown in the next figure.

Click on the tab “Gallery.” Clicking on the buttons “Back or Next,”
permits browsing available icons/animations for the Office Assistant. In

the next figure, you are shown the icon for the Office Assistant “Genius.”

MNate
The choice among different icons/animations is also available through the
option “Choose Assistant” on the pop-up menu shown in the previous

figure.
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Figure 248: The Office Assistant dialog
Office Assistant EE:

Gallery | options I

You can scrall through the different assistants by using the <Back and Mext = buttons, \When vou
are finished selecting your assistant, click the O button,

Hello, Getking help in Office is relatively simple,
Just give me a click.

Mame: The Genius

The mind af the Genius works ak the speed of light,
Harness his power of thought to save yourself time
and energy.

Ik Zancel

14.1.A OPTIONS FOR THE OFFICE ASSISTANT

Click on the tab Options.
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Figure 249: Setting the options for the Office Assistant

Dffice Assistant

Gallery Cipkions |

¥ Use the Office &) 1 jnt

W Respond t—key ¥ Move when in the way
W Help with wizards ¥ Guess Help topics
W Display alerts [~ Make sounds

[ sSearch For both product and programming help when progranmming

Show tips about | 2

¥ Using featorestnore effectively ¥ only show high pricrity tips
[™ Using the mouse more effeckively [~ Show the Tip of the Day at starkup
[T kevboard shorkcuts Reset my bips |

Cancel |

Check the options in area 1 of the Office Assistant options dialog (shown
in the previous figure.) I recommend choosing the options as shown in the

figure. A brief explanation of each option follows:

— “Use the Office Assistant”: deselecting this option will ensure that
the Office Assistant icon does not pop-up at any time. Selecting
this option will make the Office Assistant pop-up when the help
facility is accessed from the menu or using the F1 key (refer to

the next point).

— “Respond to F1 key”: in most software applications, the F1 key
provides assistance on whatever objects/dialogs/other you have
currently selected. If you select this option, then the Office
Assistant is shown when you press the F1 key. If you deselect
the option then the Help topic associated with the
object/dialog/other. (You will learn later about the difference
between the Office Assistant and the Help facility.)

— “Help with Wizards”: a wizard is a sequence of dialogs that together
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provide all the options for an Excel feature. For example, when you make
a chart, you have to fill in four dialogs. (You complete the first one and
then click on the Next button. Complete the second dialog and click on the
Next button. Except for the first dialog, all the dialogs have a “Back”
button. When you reach the last dialog in the sequence, you will see the
button Finish. Clicking on this will create the chart.) Selecting the “Help
with Wizards” option may be useful if you need a sequenced tutorial to

pop-up when you are working on the wizard.

— “Display Alerts”: after you choose this option then, depending on
your current action, the Office Assistant will provide an alert if
it senses that you need such an alert with respect to your
current action in Excel.

— “Move when the way”: always select this option. This removes the
annoyance of the Office Assistant covering the screen area
where your typing or other action is causing changes. In
addition, if you do not use the Office Assistant for five minutes,
the assistant is shrunk and minimized by Excel.

— “Guess Help topics”: choose this option if you want the Office
Assistant to ‘guess’ the Help topics you need. The guess is
made on the basis on your current context of work in Excel.

14.2 USING THE OFFICE ASSISTANT

Now that you have set up the assistant, let us use its power. If the
assistant icon is not visible, choose the menu option HELP/SHOW
OFFICE ASSISTANT. The icon will ‘pop-up’. Click on the icon with the
left mouse. The assistant will provide an area for typing in a question or
a keyword with which you want assistance. This is shown in the next

figure.
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Figure 250: Launching the Office Assistant Query Box

I What would you like to do?

wpe wour question here, and
Fhen click Search,

Assume you want assistance on “decimals.”

Key-in: “decimals” into the text-box within the assistant dialog. The next

figure illustrates this.

Figure 251: Type in a question or keyword(s) — that is, a “Search String”
What would you like to do?

decimnals

options Search

Click on the button “Search.”

The assistant will show you a list of Help topics that contain the term you

searched for — “decimals.”

The next figure shows a picture of how the Office Assistant will look.
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Figure 252: The Office Assistant shows some topics that relate to the text you entered in the

If the assistant finds more Help topic headings than it can display on the

dialog of the assistant, then an option “See more” preceded by a “down”

arrow will be shown.

When you click on the arrow more Help topics found by the assistant will

Query box.

Yhat would you like to do?

@ Troubleshook Formatking
numbers, dates, and kimes

@ Change how a number looks
without changing the number

@ Enter numbers with decimal
places

@ Change the display of chart
labels, data kables, legends,
gridines, or axes

@ TRUMNC waorkshest Funckion

¥ See more...

decimals

Options Search

be shown— see the next figure.
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Figure 253: If the number of related topics is large, the Assistant may have the topic names on
more than one dialog

What would you like to do?

A See previous. .,

@ INT warksheet Funckion

@ Change the number format
for the data areain a
PivotTable report

® Troubleshook Formatting cells
@ ROMARN warksheet Funckion

@ Mone of the abowve, look For
more help on the \Web

decimals

Dptions Search

Scrolling to the top of the list of

Click on the “up” arrow next to the label “See previous.”

If you click on the labels of any of the Help topics, the “Help” facility

opens.

Therefore, the assistant, in essence, is assisting in collecting Help topics

relevant to your search question or keyword.

The actual Help text is contained within the “Help” facility.
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Figure 254: When you click on any one of the topics shown in the Office Assistant answer
dialog, the Help dialog opens with several topic labels. If you click on another topic in the
Assistant dialog, then the content in the Help dialog will change accordingly.

:E Microsoft Excel Help

Be= BE

Troubleshoot formatting
numbers, dates, and times

Troubleshook Farmatting
numbers, dates, and kimes

@ Change how a number looks
without changing the number

@ Enter numbers with decimal
places

What do you need help with?

Murmbers aren't displaved or calculated
as numeric values,

@ Change the display of chart
labels, data kables, legends,
gridlines, or axes

@ TRUNC warksheet Function

See more, .,

Leading zeros aren't displayed in
numbers such as postal codes,

I want to format numbers as text data.
Mumbers suddenly change to ## #4244,

Decimal points are added to all the
numbers I enter,

decimals

Dptions Search

The number in a worksheet cell isn't
the same as the number in the formula
har. ﬂ

Viewing the Help topic associated with a “found” item

Access the window “Excel Help,” and click on the label of the item . The

Help topic text will be visible as is shown in the next figure.

Office Assistant and the Help Window

While using the assistant, two windows will always remain open— the

Office Assistant dialog and the Help window.

Help Icons

The Help window also has some icons that assist in navigating through

the Help facility. The actions associated with the buttons are listed
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below.

Figure 255: After you select a topic in the Help dialog, then its text will be shown

B Microsoft Excel | =10l x|
& 5 Ger

Mumbers aren't displayed or
calculated as numeric values.

If the numbers are aligned to the left
of the cell and if you have not changed
the default alignment (General], the
nurnbers are formatted or entered as
text. To change the numbers to
nurmeric data, do the following.

1. Select a blank cell that you know
has the General nurmber farmat,

If vou aren't sure of the cell
farrnat, click Cells on the Format
menu, and then click the Number
tab. In the Category box, click
General, and then click OK.

2. Inthe cell, type 1 and then press
ELTER LI

Figure 256: The icons are located at the top of the Help dialog

f = - SEF

Figure 257: The “Back arrow” icon will return you to the previous Help topic you were on

=

Figure 258: The “Next arrow” icon will return you to the next Help topic if the current Help
topic on display was reached by using the “Back” icon shown in the previous figure.

=

Figure 259: The “Show” icon displays the entire Help facility.
< <
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14.3 USING THE HELP

The complete Help facility is shown in the next figure.

Figure 260: The Answer Wizard

B o]

2 Microsoft Excel Help
T 2 B0

Contents Answer Wizard | Index | Troubleshoot format* _

numbers, dates, and

What waould wou like to do?

- -1 1

;ZEE;EDW question here and then clig what do you need help with?
HNurnbers aren't displaved ar
calculated as numeric values,
Leading zeros aren't displayed in

Select topic to display: numbers such as postal codes,

I want to format nurmbers as text
data.

Mumbers suddenly change to ###£%,

Decimal points are added to all the
numbers I enter,

The number in a worksheet cell isn't
the same as the numher in the ;I

The complete help facility is shown in the next figure. The window has
three areas. The top—left area (labeled as area “1” in the next figure) is
where you look/search for help on a keyword/question. After you search,
the results of the search are displayed (as topic headings, with links to the
topic text) in the bottom—left area (labeled as area “2” in the next figure).
When you click on a shown topic in this area, the text associated with the
topic is shown in the right area where the topic text is displayed (labeled

as area “3 in the next figure).

The Help facility provides three avenues to look for a Help topic:
“Contents,” “Answer Wizard,” and “Index.” (The dialogs for these three
are launched by clicking on the relevant table in area 1 of the Help facility

figure shown above.)
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14.3.A USING “CONTENTS”

Choose the menu option HELP/Excel Help.” (If the Answer Wizard comes
up, then right-click on the icon for the wizard and chose the option “Show

wizard in response to F1 key.”)

Figure 261: The “Contents” tab of the Help dialog
-7 Microzoft Excel Help

BRI Yo

Content - . e
S |E”SWE' Wizard | Indes | Troubleshoot formatting

=~ numbers, dates, and times

®
@ IJzing Shaortcut Keps

What do you need help with?
@ Inztalling and R ermoving Microsafl ¥ p

@ iersiresie berswrt dnlaor
@ working with Eura Curency _ _ L
@ Creating, Opening, and 5aving Fil Leadénq zernﬁ arent ?lslnlaé.red In
@ working with Workbooks and W LLMRers =deh a2 posa’ boges.
@ Ertening Data and Selecting Cells I want to format nurmnbers a5 text
@ ear 2000 Iszues data.
@ Editing ‘Woarksheet Data Murmbers suddenly change to ##X£#.
@ Fomatting Worksheets Decimal points are added to all the
@ Frinting - numbers I enter.
1] | 4 The number in a worksheet cell isn't
U the same as the nomhberin the LI

The “Contents” tab provides information on many topics. You can
“browse” through the topic headings (in the left half of the dialog) and
Excel will, in the right half of the dialog, show you the Help pages related
to the browsed topic. The previous and next figures show some of the

topics on who Help is available.

Figure 262: The contents are like a book with several chapters...

@ Creating On-gcreen or Printed Forms

@ Creating Formulas and Auditing ' orkbookz

@ working with Charts

@ Creating Drawingz and [mparting Pictures

@ kM anaging Lists

@ Retrieving Data

Summarizing Data in Lists and T ables |
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Click on a topic title in the left half of the dialog. If the topic title has a
plus sign to its left, then several sub—topic titles will be visible. The next

figure illustrates this.

Any topic title that is prefixed with a question-mark icon provides a direct
link to relevant Help text. Keep opening the “Book” icons until you reach

the question-mark icons.

Figure 263: when you click on any of the “chapters,” you will see several other sub-chapters
(those with a book icon) and several topics (those with a question-mark icon)
BB} G ctting Started
K.eu information for upgraders and new users
"What da | need to know about upgrading and converting files
Microzoft Excel specifications
What's installed with Microzoft Excel?
@ [F wour are updgrading fram an earlier version of Microzoft Excel

@ Switching fram Other Prograrms

Figure 264: You may have to open chapter, sub-chapter, and so on until you reach a topic
whose Help text can be viewed

@ “What do | need to know about upgrading and corverting files to Microsoft Excel
El Microzoft Excel specifications
El What's installed with Microsoft Excel?
= Eﬂ] If wou are upgrading from an earlier version of Microsoft Excel
[7] what's new in Microsoft Excel 20007
@ K.ey information for upgraders and new ugzers
@ About using Microsoft Excel 2000 files with earlier versions of Excel
@ Frequently asked questions about uparading from Microzoft ERcel 37
@ Frequently azked questions about upgrading from Microgoft Excel 95
@ Frequently asked questions about uparading fram Microzaft Excel 5.0

14.3.B USING “INDEX”

The Index 1s an index list constituted from all the Help files that
constitute the Excel Help system.
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You can browse the index using the scrollbars to the right of the box “2...
Or Choose keywords.” The browsing may be speeded if you type the first
letter or more of the Index topics you want to see. For example, if you
click the mouse once anywhere in the second box in the dialog, and type
“D,” the box will auto-browse and show the first Index keyword that starts
with “D.”.

Figure 265: Using the “Index” tab of the Help dialog
7 Microzoft Excel Help

- =2 S0

e
Enntentsl frswer Wizard | Index | j

1, Tvpe keywords

Idecimal

Clear || Search I

2, Or choose keywords

decaorative
decrease — -
decrement: J JJ

You can also search within the index using a keyword or phrase. The

Index Help facility will show you the closest entries (on an alphabetic

basis) in the Help index.

USING “ANSWER WIZARD”

The answer wizard is equivalent to the Answer Wizard that accompanies
the Office Assistant.
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14.4 QUICK HELP: USING F1, THE RIGHT-CLICK-ON-
MOUSE AND “WHAT’S THIS”?

Quick Help is provided when you right-click over an option in a dialog, or
choose the option on HELP”WHAT’S THIS.” The F1 key is a shortcut
used in most software to show Help on the currently active item or to

bring up the Help facility.

Figure 266: The “What’s This” quick Help facility

telp.

@ Microsaft Excel Help Fl
Hide the Dffice Assistant

Ldwhat's This?  Shift+F1

Office on the Web

Figure 267: The use of “What’s This” or the F1 key will show a small text-box with Helpful
text

=3ERIES('SAMPLE DATA FOR Ci—l 1-2 4-6 B-2pAF2S7 §AF30NT SAMPLE DATA FOR CH 1-]
BAF237 BAFI0Y 1)

Formula bar

A bar near the top ofthe window that displays the
constant value or formula used in the active cell. To
enter ar editvalues ar formulas, select a cell, type the
data, and then press ENTER. ¥ou can also
double-click a cell to edit data directly in the cell.
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CHAPTER 15

WRITING FORMULAS

This chapter discusses the following topics:

— THE BASICS OF WRITING FORMULAE

— TOOL FOR USING THIS CHAPTER EFFECTIVELY: VIEWING
THE FORMULA INSTEAD OF THE END RESULT

— The A1 VS THE R1C1 STYLE OF CELL REFERENCES

— TYPES OF REFERENCES ALLOWED IN A FORMULA
— REFERENCING CELLS FROM ANOTHER WORKSHEET
— REFERENCING A BLOCK OF CELLS

— REFERENCING NON-ADJACENT CELLS

— REFERENCING ENTIRE ROWS

— REFERENCING ENTIRE COLUMNS

— REFERENCING CORRESPONDING BLOCKS OF
CELLS/ROWS/COLUMNS FROM A SET OF WORKSHEETS

The most important functionality offered by a spreadsheet application is
the ease and flexibility of writing formulae. In this chapter, I start by
showing how to write simple formula and then build up the level of

complexity of the formulae.

Within the sections of this chapter, you will find tips and notes on

commonly encountered problems or issues in formula writing.
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THE BASICS OF WRITING FORMULAE

This section teaches the basics of writing functions.

TOOL FOR USING THIS CHAPTER EFFECTIVELY: VIEWING THE
FORMULA INSTEAD OF THE END RESULT

For ease of understanding this chapter, I suggest you use a viewing option
that shows, in each cell on a worksheet, the formula instead of the result.
Follow the menu path TOOLS/OPTIONS/VIEW. In the area “Window

Options” select the option “Formulas” as shown in Figure 268.

Execute the dialog by clicking on the button OK. Go back to the

worksheet. The formula will be shown instead of the calculated value.

Eventually you will want to return to the default of seeing the results
instead of the formula. Deselect “formula” in the area “Windows Options”
in TOOLS/OPTIONS/VIEW.
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Figure 268: Viewing the formulas instead of the formula result
Options ki

Transikion | Cuskom Lists | Chart I Color

Wigw | Calculation | Edit | Gereral

Show
¥ Formulabar | Skatus bar

Cornrmenks
™ Mone % Comment indicatar only " Comment & indicator

Dhjects
& Show all " Show placeholders " Hide all

Window options
[ Page breaks ¥ Row & column headers ¥ Horizonkal scrall bar
¥ Forrulas v outline symbals v wertical scrall bar
V¥ Gridines V¥ Zero values ¥ sheet tabs
Colar: I Aukamatic j

The effect is only cosmetic; the results will not change. As you shall see
later, what you have just done will facilitate the understanding of

functions.

In addition, leave the option VIEW/ FORMULA BAR selected as shown in
Figure 269.
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Figure 269: Select “Formula Bar”
|£iew Insert Format Tools

E tormal

1N Page Break Preview

Toolbars »
|7 Formula Bar

|T Skatus Bar

THE “A1” VS. THE “R1C1“STYLE OF CELL REFERENCES

The next figure shows a simple formula. The formula is written into cell

G15. The formula multiplies the values inside cells F8 and F6.

Figure 270: Al-style cell referencing

This style of referencing is called the “A1“ style or “absolute” referencing.
The exact location of the referenced cells is written. (The cells are those

in the 6th and 8th rows of column F.) One typically works with this style.

However, there is another style for referencing the cells in a formula.
This style is called the “R1C1“ style or “relative” referencing. The same
formula as in the previous figure but in R1C1 style is shown in the next

figure.

Figure 271: The same formula as in the previous figure, but in R1C1 (Offset-) style cell
referencing while the previous figure showed A1 (Absolute-) style cell referencing

=RL7ICHITRESICE]

Does not this formula look different? This style uses relative referencing.

So, the first cell (F'8) is referenced relative to its position in reference to
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the cell that contains the formula (cell G15). Row 8 is 7 rows below row
15 and column F is 1 column before column G. Therefore, the cell

reference is “minus seven rows, minus 1 column” or “R[— 7]C[— 1].”

If you see a file or worksheet with such relative referencing, you can
switch all the formulas back to absolute “A1” style referencing by going to
TOOLS/OPTIONS/GENERAL and deselecting the option “R1C1 reference
style.”

Figure 272: Settings for Formula Referencing
Options EE

Transikion | Cuskorm Lists | Chart | Color |
Wigi | Calculation I Edit General

Setkings

[~ RiCi veference styis: I™ Brompt for workbook properties

15.1.C WRITING A SIMPLE FORMULA THAT REFERENCES CELLS

Open the sample file “File3.xls” and choose the worksheet “main.”
Assume you want to write add the values in cells C22327 and D223 (that

1s, to calculate “C223 + D223”) and place the result into cell F223.

Click on cell F223. Key-in “=“and then write the formula by clicking on
the cell C223, typing in “+” then clicking on cell “D223.”

27 Cell C223 is the cell in column C and row 223.
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Figure 273: Writing a formula

=C223+0223

After writing in the formula, press the key ENTER. The cell F223 will

contain the result for the formula contained in it.

Figure 274: The result is shown in the cell on which you wrote the formula

20,167 000

15.2 TYPES OF REFERENCES ALLOWED IN A FORMULA

15.2.A REFERENCING CELLS FROM ANOTHER WORKSHEET

You can reference cells from another worksheet. Choose cell H235 on the
worksheet “main.” In the chosen cell, type the text shown in the next
figure. (Do not press the ENTER key; the formula is incomplete and you

will get an error message if you press ENTER.)

Figure 275: Writing or choosing the reference to the first referenced range

=E233+

Then select the worksheet “second” and click on cell D235. Now press the
ENTER key. The formula in cell H235 of worksheet “main” references the

cell D235 from the worksheet “second”. The next figure illustrates this.
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Figure 276: Writing or choosing the reference to the second referenced range which is not on

the worksheet on which you are writing the formula

H

235

=E235 + zecondiD235

In this formula, the part “second!” informs Excel that the range referenced

is from the sheet “second.

15.2.B REFERENCING A BLOCK OF CELLS

Select the worksheet “main.” Choose cell H236. In the chosen cell, type

the text shown in the next figure.

Figure 277: This formula requires a block of cells as a reference

H

236/ =sum(

Use the mouse to highlight the block of cells “E223 to E235.” Type in a
closing parenthesis and press the ENTER key. The resulting function is

shown in the next figure.

Figure 278: Formula with a block of cells as the reference

Ho ]

236 |=SUMEZ23:E235) I

15.2.C REFERENCING NON-ADJACENT CELLS

Choose cell H237. Click in the cell and type the text shown in the next
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figure.

Figure 279: The core function is typed first
H |
237 | =50 I

As in the previous example, choose cells E223 to E235 by highlighting

them— the formula should like the one shown in the next figure.

Figure 280: The first block of cells is referenced
H |
237 | =SIUMEZ23E235 I

Type a comma. The resulting formula should look like that shown in the

next figure.

Figure 281: Getting the formula ready for the second block of cells
H |
D37 | =SUMEZ23E235, I

Highlight the block of cells “E210 to E222.” Key-in a closing parenthesis
and press the ENTER key.
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Figure 282: The formula w

ith references to two non-adjacent blocks of cells

H

237

=SUMEZ25 E2535 B2 0 E228)

15.2.D REFERENCING ENTIRE ROWS

Choose cell H238. In this cell, type the text shown in the next figure.

Using the mouse, highlight the rows 197 to 209. Type in a closing

parenthesis and press the ENTER key. The resulting formula is shown in

the next figure.

Figure 283: Referencing entire rows

H

238 | =sUni197:209)

15.2.E REFERENCING ENTIRE COLUMNS

Choose cell H239. In this cell, type the text shown in the next figure.
Using the mouse, highlight the columns C and D. Key-in a closing

parenthesis and press the ENTER key.
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Figure 284: Referencing entire columns

H

239 =sUMCD)

REFERENCING CORRESPONDING BLOCKS OF
CELLS/ROWS/COLUMNS FROM A SET OF WORKSHEETS

Assume you have a workbook with six worksheets on similar data from

six clients. You want to sum cells “C4 to F56” across all six worksheets.

One way to do this would be to create a formula in each worksheet to sum

for that worksheet’s data and then a formula to add the results of the

other six formulae.

Another way is using “3-D references.” The row and column make the

first two dimensions; the worksheet set is the third dimension. You can

use only one formula that references all six worksheets that the relevant

cells within them.

While typing the formula,

Type the “=“sign,
Write the formula (for example, “Sum”),
Place an opening parenthesis “(,” then

Select the six worksheets by clicking at the name tab of the first one
and then pressing down SHIFT and clicking on the name tab of the
sixth worksheet, and then

Highlight the relevant cell range on any one of them,
Type in the closing parenthesis “)”

And press the ENTER key to get the formula:

ESUM(Sheet1:Sheet6!”C4:F56”)
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CHAPTER 16

COPYING/CUTTING AND
PASTING FORMULAE

This chapter teaches the following topics:

— COPYING AND PASTING A FORMULA TO OTHER CELLS IN
THE SAME COLUMN

— COPYING AND PASTING A FORMULA TO OTHER CELLS IN
THE SAME ROW

— COPYING AND PASTING A FORMULA TO OTHER CELLS IN A
DIFFERENT ROW AND COLUMN

— CONTROLLING CELL REFERENCE BEHAVIOR WHEN
COPYING AND PASTING FORMULAE (USE OF THE “$”
KEY)

— USING THE “$” SIGN IN DIFFERENT PERMUTATIONS AND
COMPUTATIONS IN A FORMULA.

— COPYING AND PASTING FORMULAS FROM ONE
WORKSHEET TO ANOTHER

— SPECIAL PASTE OPTIONS

— PASTING ONLY THE FORMULA (BUT NOT THE FORMATTING
AND COMMENTS)

— PASTING THE RESULT OF A FORMULA, BUT NOT THE
FORMULA ITSELF

— CUTTING AND PASTING FORMULAE



— THE DIFFERENCE BETWEEN “COPYING AND PASTING*
FORMULAS AND “CUTTING AND PASTING” FORMULAS

— SAVING TIME BY WRITING, COPYING AND PASTING
FORMULAS ON SEVERAL WORKSHEETS
SIMULTANEOUSLY

16.1 COPYING AND PASTING A FORMULA TO OTHER
CELLS IN THE SAME COLUMN

Often one wants to write analogous formulae for several cases. For
example, assume you want to write a formula analogous to the formula in
F223 into each of the cells F224 to F23528, The quick way to do this is to:

— Click on the “copied from” cell F223.

— Select the option EDIT/COPY. (The menu can also be accessed by
right-clicking on the mouse or by clicking on the COPY icon.)

— Highlight the “pasted on” cells F224 to F235 and
— Choose the menu option EDIT/PASTE. (The menu can also be
accessed by right-clicking on the mouse or by clicking on the

PASTE icon.)

— Press the ENTER key.

28 The formula in F223 adds the values in cells that are 3 and 2 columns to the left
(that is, cells in columns in C and D.)
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— The formula is pasted onto the cells F224 to F235 and the cell
references within each formula are adjusted?® for the location

difference between the “pasted on” cells and the “copied from” cell.

Figure 285: Pasting a formula
& | D = F
2239133000 11034000 15223000 |=C223+D223

224 1526000 1852000 2515000 =C224+0224

2251417000 1600000 2255000 =C225+0225

2261202000 1359000 1502000 =C226+D226

227 | a7E000 1176000 1850000 | =C227+0227
228 |s07000 851000 1339000 | =C228+D225
229 | 454000 559000 1124000 | =C229+D229
230 396000 447000 597000 =C230+0230
237 |33 000 375000 544000 =C231+D231
232 | 27an0n 307000 400000 =C232+D232
233 221000 250000 319000 =C233+0233

16.2 COPYING AND PASTING A FORMULA TO OTHER
CELLS IN THE SAME ROW

Select the range F223— F235 (which you just created in the previous sub—
section). Select the option EDIT/COPY. Choose the range G223— G235

(that is, one column to the right) and choose the menu option

29 The formula in the “copied cell” F223 is “C223 + D223” while the formula in the
“pasted on” cell F225 is “C225 + D225.” (Click on cell F225 to confirm this.) The
cell F225 is two rows below the cell F223, and the copying-and-pasting process
accounts for that.
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EDIT/PASTE. Now click on any cell in the range G223— G235 and see
how the column reference has adjusted automatically. The formula in
G223 1s “D223 + E223” while the formula in F223 was “C223 + D223”.

The next figure illustrates this. Because you pasted one column to the

right, the cell references automatically shifted one column to the right.

So:

— The reference “C” became “D,” and

— The reference “D” became “E.”

Figure 286: Cell reference changes when a formula is copied and pasted

The examples in 16.1 on page 295 and 16.2 on page 296 show the use of

“Copy and Paste” to quickly replicate formula in a manner that maintains

referential parallelism.

F | 5

223

224

225

226

22r

228

229

-+

=C225+0223  1=D223+E273

=CE24+0224  =D224+E224
=C2+D225  =D225+E225
=CZ26+0226  =D226+E226
=CAT+022T  =D2IT+E22T
=CE23+0228  =D225+E225
=C22o+0229 =D229+E229
=C230+D2350

=D230+E250
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16.3 COPYING AND PASTING A FORMULA TO OTHER
CELLS IN A DIFFERENT ROW AND COLUMN

Select the cell F223. Select the option EDIT/COPY. Choose the range
H224 (that is, two columns to the right and one row down from the copied
cell) and choose the menu option EDIT/PASTE. Observe how the column
and row references have changed automatically— the formula in H224 is
“E224 + F224” while the formula in F223 was “C223 + D223".

The next figure illustrates this. Because you pasted two columns to the
right and one row down, the cell references automatically shifted two

columns to the right and one row down. So:

— The reference “C” became “E” (that is, two columns to the right)
— The reference “D” became “F” (that is, two columns to the right)

— The references “223” became “224” (that is, one row down)

Figure 287: Copying and pasting a formula
F | G | H
=C223+0223 =D223+E223

=C22402 0 =DE244+E22 =EXA44F224

e
16.4 CONTROLLING CELL REFERENCE BEHAVIOR WHEN

COPYING AND PASTING FORMULAE (USE OF THE “$”
KEY)

The use of the dollar key “$” (typed by holding down SHIFT and choosing
the key “4”) allows you to have control over the change of cell references in

the “Copy and Paste” process. The use of this feature is best shown with
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— The steps in copy and pasting a formula from one range to another:
— Click on the “copied from” cell F223.

— Select the option EDIT/COPY. (The menu can also be accessed by
right-clicking on the mouse or by clicking on the COPY icon.)

— Choose the “pasted on” cell F219 by clicking on it, and

— Select the menu option EDIT/PASTE. (The menu can also be
accessed by right-clicking on the mouse or by clicking on the
PASTE icon.)

— Press the ENTER key.

— The formula “C219 + D219” will be pasted onto cell F219. (For a
pictorial reproduction of this, see Figure 288.)

Figure 288: The “pasted-on” cell

|

219 |=c219+40218

Change the formula by typing the dollar signs as shown Figure 289.

Figure 289: Inserting dollar signs in order to influence cell referencing

F
219 |=fCt219+0219

Copy cell F219. Paste into G220 (that is, one column to the right and one
row down). The dollar signs will ensure that the cell reference is not

adjusted for the row or column differential for the parts of the formula
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that have the dollar sign before them3°— see the formula in cell F220

(reproduced in Figure 290).

Figure 290: The “copied-from” and “pasted-on” cells with the use of the dollar sign

F | G |
219 (=§cg219+02149
220 =303 9+E220
S

For the parts of the cell that do not have the dollar sign before them, the

cell references adjust to maintain referential integrity>!.

USING THE “$” SIGN IN DIFFERENT PERMUTATIONS AND

COMPUTATIONS IN A FORMULA

The dollar sign in the
“copied from” cell

The copy &
paste action

The cell references in the “pasted on” cell
depend on the location of the dollar signs
in the formula in the original, “copied
from” cell

Reference behavior
with a dollar sign
before one of the
column references

Original cell:

F219 =$C219 + D219

Copy F219 and
paste into
G220.

Figure: 291: Only the reference to “C” does not
adjust because only “C” has a dollar prefix

F | ]

-+

219)-3C21940219 |

220 =FC220+E220

30 In this example, the parts are the “C” reference and “219” reference in “$C$219”

part of the formula.

31 The part “D219” adjusts to “E220” to adjust for the fact that the “pasted on” cell is
one column to the right (so “D->E") and one row below (so “219->220".)
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The copy & The cell references in the “pasted on” cell

The dollar sign in the |paste action depend on the location of the dollar signs
“copied from” cell in the formula in the original, “copied
from” cell

Reference behavior Copy F219 and

with a dollar sign paste into Figure 292: Only the reference to “219” (in the
before one of the row G220. formula part “C$219”) does not adjust because
references only that “219” has a dollar prefix
.. r | G
Original cell:
219|=C5219+D219
F219=C$219 + D219 220 =D§219+E220

Reference behavior Copy F219 and

with a dollar sign paste into Figure 293: the references to “C,” “D” and to “219”
before all but one of the|(G220. (in the formula part “$D$219”) do not adjust
row/column references because they all have a dollar prefix
Original cell E | 2
rigthat cet 219 =502 90505219
F219=$C219 + 220 =FC220+50%2
$D$219
Original cell: Copy F219 and |Try it...
paste into
F219 = $C$219 + G220. G220 = $C$219 + $D$219
$D$219
Original cell: Copy F219 and |Try it...
paste into
F219=$C219 + $D219 |G220. G220 = $C220 + $D220
Original cell: Copy F219 and |Try it...
paste into
F219 =C219 + $D$219 |G220. G220 = D220 + $D$219

16.5 COPYING AND PASTING FORMULAS FROM ONE
WORKSHEET TO ANOTHER

The worksheet “second” in the sample data file has the same data as the

worksheet you are currently on (“main.”) In the worksheet main, select
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the cell F219 and choose the menu option EDIT/COPY. Select the
worksheet “second” and paste the formula into cell F219. Notice that the

formula 1s duplicated.

16.6 PASTING ONE FORMULA TO MANY CELLS,
COLUMNS, ROWS

Copy the formula. Select the range for pasting and paste or “Paste

Special” the formula.

16.7 PASTING SEVERAL FORMULAS TO A SYMMETRIC
BUT LARGER RANGE

Assume you have different formulas in cells G2, H2, and I2. You want to

paste the formula:

— In G2 to G3:G289

— In H2 to H3:H289

— In I2 to 13:1289

Select the range G2:12. Pick the menu option EDIT/COPY. Highlight the
range G3:1289. (Shortcut: select G3. Scroll down to 1289 without
touching the sheet. Depress the SHIFT key and click on cell 1289.) Pick
the menu option EDIT/PASTE.
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16.8

DEFINING AND REFERENCING A “NAMED RANGE”

You can use range names as references instead of exact cell references.

Named ranges are easier to use if the names chosen are explanatory.

First, you have to define named ranges. This process involves informing
Excel that the name, for example, “age_nlf,” refers to the range “C2:C19.”
Pick the menu option “INSERT/NAME/DEFINE.” The dialog (user-input
form) that opens is shown in the next figure. Type the name of the range
into the text-box “Names in workbook” and the “Cell References” in the

box “Refers to:” See the next figure for an example.

Figure 294: The DEFINE NAMES dialog

Defne Nane 7

Mames in workbook;
age_nif | Ik

X

Close

Delete

Refers tao:
|=MameigCgz:CH19

J bl

—

Click on the button “Add.” The named range is defined. The name of a
defined range is displayed in the large text-box in the dialog. The next

figure illustrates this text.

Figure 295: Once added, the defined named range’s name can be

seen in the large text-box
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Define Name 27| x|

Mames in waorkbook:

_ﬂ e |

Several named ranges can be defined. A named range can represent
multiple blocks of cells.

Iage_nIF Ok I
Close

Figure 296: Defining a second named range. On clicking “Add,” the named range is defined,
as shown in the next figure.

Mames in waorkbook;
agels_19 | oK I

age_nif |

Refers tao:

|=Mame 1$CE2:$CH19-+Name 1 $CE20:4C437 1

You can view the ranges represent by any name. Just click on the name
in the central text-box and the range represented by the name will be

displayed in the bottom box.
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Figure 297 Two named ranges are defined

Mames in workbook;

a30el5 19

Delete |

Refers tao:
|=Mame $C2:$CH1 9-HName $C20:4C437 EY

Figure 298: You can define many ranges. Just make sure that the names are explanatory and

not confusing.

X

[Define tame B

Mames in workbook:

4 I
agels_19 -
agez0_24 _I Close |
age2s_29
age3d_34 Aadd |
age3s_39 =
aged0_44 |
agedts_49
ages0_54

5|

aEEEE 50 —
-

Refers to:

|=mameigCg182: 404199

Adding several named ranges in one step

If the first/last row/column in your ranges has the labels for the range,
then you can define names for all the ranges using the menu option
INSERT/NAMES/CREATE. The dialog is reproduced in the next figure.
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Figure 299: CREATE NAMES
Create Hames 2 x|

Creake names in
v Top row
I i

r Eokkam row
™ Right column

K, I Zancel |

In our sample data set, I selected columns “A” and “B” and created the

names from the labels in the first row.

Figure 300: The named ranges “Country_Name,” and “Series_Name” were defined in one step
using “Create Names”

Doine Name

Mames in waorkbook:

agezs_z9 -
age30_34

agess_39

agetd_44

age45_49

ages0_54

agess 59

agecl_&4

Country_MName

Series_Marme b

Using a named range
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Named ranges are typically used to make formulas easier to read. The

named ranges could also be used in other procedures

Assume you want to sum several of the ranges defined above. One way to

sum them would be to select them one-by-one from the worksheet.

| =SUM( |




Another way is to use the menu option INSERT/NAME/PASTE to select
and paste the names of the ranges. The names are explanatory and

reduce the chances of errors in cell referencing.

A reference to the named range is pasted onto the formula as shown

below.

| =SUM(age15_19) |

Figure 301: Pasting named ranges

Paste name

16.9 SELECTING ALL CELLS WITH FORMULAS THAT
EVALUATE TO A SIMILAR NUMBER TYPE

This topic is taught in Volume 3: Excel— Beyond The Basics.
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16.10 SPECIAL PASTE OPTIONS

16.10.A PASTING ONLY THE FORMULA (BUT NOT THE FORMATTING
AND COMMENTYS)

Refer to Volume 3: Excel- Beyond The Basics.

16.10.B PASTING THE RESULT OF A FORMULA, BUT NOT THE
FORMULA ITSELF

Refer to Volume 3: Excel- Beyond The Basics.

16.11 CUTTING AND PASTING FORMULAE

16.11.A THE DIFFERENCE BETWEEN “COPYING AND PASTING”
FORMULAS AND “CUTTING AND PASTING” FORMULAS

Click on cell F223, select the option EDIT/CUT, click on cell H224 and
choose the menu option EDIT/PASTE. The formula in the “pasted on” cell
1s the same as was in the “cut from” cell. (The formula “=C223 + D223.”)
Therefore, there is no change in the cell references after cutting—and—
pasting. While copy—and—paste automatically adjusts for cell reference

differentials, cut—and—paste does not.

If you had used copy and paste, the formula in H224 would be “=D224 +
E224.”
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Figure 302: Cut from cell F223
F | G | H |
223 |=0223+0223  =D225+E223

224 |=C22440224  =D224+E224

Figure 303: Paste into cell H223. Note that the cell references do not adjust.
F | G ] H
223 =D223+E223

24 |=C224+0224 |=D224+E224 | =C223+D223

After doing this, select the option EDIT/UNDO because I want to
maintain the formulas in F223— F235 (and not because it is required for

a cut and paste operation).

16.12 CREATING A TABLE OF FORMULAS USING
DATA/TABLE

The menu option DATA/TABLE supposedly offers a tool for creating an X-
Y table of formula results. However, the method needs so much data
arrangement that it is no better than using a simple copy and paste

operation on cells!

16.13 SAVING TIME BY WRITING, COPYING AND PASTING
FORMULAS ON SEVERAL WORKSHEETS
SIMULTANEOUSLY

Refer to page 88 to learn how to work with multiple worksheets. The

section will request you to follow our example of writing a formula for
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several worksheets together.
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