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Tools and Features of Excel's

Application Window

When you load Excel, you may see a "Tip of the Day" screen appear. (On new installations this will appear, but the display is often turned off.) Click on the "OK" button to close the tip screen and go on to the Excel screen. You should see the application window at the top of the screen and a document window below. You can maximize both of these windows, if you want. 



The application window area contains five rows or lines of command menus which can be used to act upon the information found in the document window. These command menus display command words and graphic icons. These menus include the title bar (at the very top) followed by the menu bar, the Standard toolbar, the Formatting toolbar, the Formula bar, and the Status bar. The function of each of these is as follows: 

Title Bar 
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Displays the name of the application "Microsoft Excel." The control menu box is on the far left and the minimize/maximize or restore buttons on the far right. These are standard Windows features, and you can consult the Windows manual for additional information. 

Menu Bar 
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Displays the main level commands. These commands can be executed with a click of the left mouse button; then additional command options are presented in pull-down menus. The commands FILE, EDIT, VIEW, WINDOW and HELP are common menu options found in other Windows applications. 

Exercise 1 - (To be completed in the Excel program.) 

Start the Excel program. Move your mouse pointer to the FILE option on the menu bar and click to see its pull-down options. Do not click any pull-down options yet. You can escape or cancel from a pull-down list by either pressing the [ESC] key on the keyboard or clicking outside of the display list. Do one of these to remove the FILE pull-down list. 

Toolbars 
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There are two toolbars which normally display--the Standard toolbar and the Formatting toolbar. The toolbars have graphic icon buttons which can be mouse clicked to perform an action or bring up another set of menus. The actions performed by the toolbar buttons are also found in the menu bar/pull-down menus. Buttons are popular with Excel users because they give a quick way to perform an action but it is not NECESSARY to use them. Because the buttons duplicate menu items, there are often several ways to "perform an action." If you put your mouse pointer on top of a button, its ToolTip (name) will pop up. 

If two toolbars are not displaying, click on VIEW on the menu bar, then Toolbars. A list of the toolbars appears. Click on the box in front of the toolbar name to display it. 

These are the toolbar buttons we will use in Lesson 1:
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New Workbook (results in a blank document)
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Open (workbook/file)
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Save (workbook/file)
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Print
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AutoSum (to add up numbers in a row or column)
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Undo (un-does the last editing action) 

Exercise 2
Switch to the Excel program. Put your mouse pointer over each button on both of the toolbars and view its ToolTip. You will see some buttons similar to other windows applications, especially if you are using other Microsoft programs like Word. We will use more of these buttons in other lessons. 

Formula Bar 
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This is the last line before the document window. It displays information entered or about to be entered in a cell and gives the address location of that cell. Cell editing can also be done on this formula bar. The active cell position is indicated on the far left end of the Formula bar ... more about this later. 

Status Bar 
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Displays information about the current state of the program. This feature is located at the very bottom of the document window. The user is provided information about what Excel is doing. Examples are Ready when Excel will accept new entries or Edit if you are editing a cell. 



Tools and Features of Excel's

Document/Workbook Window

Just below the application window is the document or workbook window. 
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This is the window where the spreadsheet information will appear. If this window is not maximized, the top of this window also contains a document title bar which will display the filename. Below the title bar is a grid matrix area where information will be displayed or entered. There is a vertical scroll bar on the right margin, a horizontal scroll bar at the bottom right, and sheet tab controls at the bottom left. Each of these items is listed and described below. 

Title Bar
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This will only appear if the document window is not maximized. It displays the workbook (file) name. The name on a blank application would be Book1, Book2, etc., depending on how many windows are open. You can click on this title bar and drag it to move the window. The control menu box is at the left end and the [image: image14.png]


minimize and [image: image15.png]


maximize buttons are on the right end. (The minimize and maximize buttons look different on Windows 3.1.) 

Workbook Page 

Contains the grid matrix of cells (defined below) where the spreadsheet information will be entered or found. The column headings are referenced by alphabetic characters and the rows are referenced by numbers found on the left. The area where the column letters and row numbers are found is called the frame. 
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Scroll Bars 

The scroll bars are used to view different parts of the spreadsheet. You use the vertical scroll bar at the right margin to move vertically or the horizontal scroll bar at the bottom right to move horizontally. 

Sheet Tabs and Scrolling Buttons 

Tabs appear at the bottom of the document window with names of Sheet1, Sheet2, Sheet3, etc. (Refer to the diagram above.) You can go to another sheet by clicking on a different tab. Also, the scrolling buttons appear to the left of the tabs; they allow you to scroll more quickly through the sheets. 



Learning Excel

Basic Terms and Definitions

These are additional terms you need to know: 

Cell 

This is the basic unit of the spreadsheet. It is a location that can contain information and is most often defined by its column and row address. For example C6 represents a cell in the third column (column C) and sixth row. The naming convention for a cell reference is the alphabetic column letter position followed by the row number. C6 is correct but 6C is incorrect. You may use either lower or upper case letters when referencing a column. 
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Active Cell or Selected Cell 

The cell which has the dark border around it is the active cell. This is the cell that can be acted upon and indicates where the insertion point is located. You can select a new active cell by using the keyboard's arrow keys or clicking on a new cell with the mouse. You can also use keys like [PageDown] and [PageUp] and [Home] to change the active cell location. 

Exercise 3 

Move the active cell. First, notice where the bordered box is. When you begin working in a new spreadsheet, the active cell will be cell A1. Look at the left most cell on the formula bar as you change the active cell. 

Block 
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A group of adjacent cells forming a rectangle is called a block. It is defined by the addresses of the two cells that are in the opposite corners of the rectangle block area, from the top left cell in the block to the bottom right cell in the block. A block of cells can be marked by using the mouse or by holding down the shift key and using the arrow keys. Once a block is defined, you can do many things with that block such as move it, copy it, delete it, or alter the display of its contents with formatting options. 

Workbook 

This is Excel's name for a file. The workbook can have multiple sheets with different information on each sheet. This permits you to keep related data in one file rather than break it up into several different files. 

Constant Values 

Data that you type directly into a cell is called a constant value by Excel. These can include text, whole numbers, decimal numbers, dates, times, currency, percentages, and scientific notation. 

Formulas 
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A formula is a sequence of values, cell references, names, functions, or operators that produces a new value from existing values. A formula will display on the screen as a number but the formula bar will show what is really stored in that cell. As numbers affecting the formula change, the formula value will change. 



Microsoft Excel

Basic Document Activities

Having reviewed the background information, you are ready to begin creating a spreadsheet. You need to be in Excel to do this section. 

MOVING AROUND IN THE SPREADSHEET 
You can move around in the spreadsheet by various means. The arrow keys can be used to move left, right, up, and down within the boundaries of the spreadsheet. The arrow keys move the active cell one cell at a time. You can hold an arrow key down and get a continuous one-cell movement until you let up. You can similarly use the [PageUp] and [PageDown] keys to move the active cursor up or down a screen at a time. Try moving the active cell around with these keys. 

Another way of moving the active cell is to point to a cell with the mouse and click. The active cell will move to where you clicked with the mouse. Click on cell C5 and the active cell position will change. Try selecting another cell to be the active one. 

You can also use the vertical and horizontal scroll bars to look at other parts of the spreadsheet. Scroll down with the vertical bar until you are looking at row 100. Notice that the active cell on the formula bar has not changed its reference. When the scroll bars are used, the active cell will remain where it was last selected and will disappear if the window of view moves beyond the view of the active cell. After using the scroll bars, you have to click on a cell in the new display to actually change the active cell. 

Some other common keys to move the active cell are: 

    [Home]               moves to the first column on the current

                         row

    [Ctrl]+[Home]        moves to the top left corner of the

                         document or A1 (press both keys at the

                         same time)

    [End], then [Home]   moves to the last cell in the document

                         (lower right corner)

You move between sheets (pages) by clicking on the sheet tab or using the scrolling buttons to move more quickly through the sheets. Try moving between pages using these techniques. Again, since there is no information on these pages, the only difference is that the highlighted sheet tab changes. 

MARKING A BLOCK 

Marking a block can be a very challenging task, but you need to learn how to do it since it is a common procedure. 

Exercise 4 

Let's say you want to mark the block from B2 to D6. This will encompass 15 cells. To do this, click on cell B2 and hold down the left mouse button; then drag the mouse down and to the right. (Make sure you continue to hold the mouse button down.) If you see that cells are being blackened, you are progressing correctly. Continue to move the mouse arrow down to cell D6 and then release the mouse button. This should result in the desired 15 cells being in a blackened rectangle (the original active cell of B2 is not blackened but is included in the block). 

Using the mouse is popular when marking a block, but you can also hold down the [Shift] key and simultaneously press arrow keys. Do not release the [Shift] key until all the cells you want are highlighted. Try this method of blocking as well. 

DATA ENTRY 

The initial spreadsheet you will build now is a simple one which will not require any type of formatting. (Formatting will be addressed in Lesson 2.) 

The little example is going to record information about a fund-raising project where six people are selling different colored toothbrushes. This spreadsheet will let us know how many toothbrushes are sold by an individual, how many brushes are sold of each color, and the total number of toothbrushes sold. Remember, the process for accounting for six people will be similar for that of 600! 

To enter data make the appropriate cell the active cell, and type in the information for that cell. Pressing the [ENTER] key will move you down one cell; you can also press an arrow key on the keyboard to move in a different direction on the grid. If you make a mistake you can type over the previous information. 

Exercise 5 

Enter this information in the same cells as indicated here. 

          A         B     C     D       E      F    G

     1             Red   Blue  Green  Totals

     2    Mary      23    25     25    

     3    Sam       16    18     19    

     4    Bill      19    33      4     

     5    Sue       24    22     33    

     6    Mandy     17    27     21    

     7    Tommy      9     5     18    

     8    Totals                    

     9

     10

Note: Text will display to the left and numbers to the right in each cell. Leave the justification alone. In Lesson 2 you will learn about justification options. 

EDITING DATA 

Now that you have entered data, you might need to alter the information. There are several ways to do this. Let's say you want to replace the name Tommy (A7) with Robert. First make cell A7 the active cell. Now type in Robert and press the [ENTER] key and the change will take place. Another way to edit is to double-click on the cell you want to edit and the insertion point will appear inside the cell. You can use the arrow keys and edit this cell as needed. Try doing this by changing Sue in cell A5 to Susey. Another means of editing is to select the cell (or cells) you want to change and press the [DEL] key on the keyboard to blank the marked cells. 

ENTERING FORMULAS 
Although the numbers are small and we could easily do the calculations in our head, another spreadsheet might have 500 numbers to add. A formula can be a combination of values (numbers or cell references) and math operators into an algebraic expression. Math operators include the following symbols: 

+ for addition 

- for subtraction 

* for multiplication 

/ for division 

% for percentage 

^ for exponentiation 

In addition you can use parentheses and decimal points, where needed. 

Excel requires that EVERY formula begin with an equal sign (=). If you just type without this symbol, Excel treats the entry as text. 

Exercise 6 

First make cell B8 your active cell. Enter the simple formula: =23+16+19+24+17+9 into B8. (Be sure to use number 1 and not the letter l and 0 and not the letter o.) Remember to begin this formula with the = sign. You should see the result of your formula 108 displaying in that cell in the spreadsheet. Look at the formula bar; it will be displaying what you typed as the formula. 

Move to cell C8. Enter the formula: =C2+C3+C4+C5+C6+C7 into cell C8. Again compare the cell results displaying in that cell with the formula bar at the top of the screen. 

Having entered the two formulas and having the totals appear, now enter a different number in both column B2 and C2 for Mary and see what happens to the total results in cell B8 and C8. What happened? For column B there was no correcting update to the total. This was because of the inflexibility of the formula, whereas in column C the formula referenced the position and was correctly updated when the numbers above changed. This is important to understand. 

Let's look at another way to do this formula. If you had dozens of people in the fundraising project, and not just 6, you would not want to type in all the cells to add together. A shorthand formula format for adding a list of numbers in one column or in one row is: 

=SUM(Beginning cell:Ending cell) 

Exercise 7 

Try entering this formula in D8. The formula should be: =SUM(D2:D7). Note the results. Again, enter a new number for Mary in D2 and see what the results are. If your formula did not function properly, check that the formula has been correctly entered. (The : between the two cells tells Excel to treat this as a block of cells, from D2 through D7.) 

Adding or summing a series of numbers is a very common spreadsheet procedure and so Excel has added a button on the Standard toolbar to help. 

Exercise 8 

Move to cell B8 and press the [DEL] key to erase this formula. Click on [image: image20.png]


AutoSum button near the middle of the Standard Toolbar. The symbol is the Greek sigma, and looks like a fancy E. AutoSum is designed to look for numbers above it and add those numbers together; if there are no numbers above, it looks for numbers to the left of the active cell. In this example, there are numbers above cell B8, so Excel displays a sum function of =SUM(B2:B7). Press the [ENTER] key to accept this formula. There is a new total in cell B8. 

The AutoSum can be applied to several columns or several rows at once. For example, use your mouse to block from cells E2 through E8. Now click on the AutoSum and the totals for each row will be placed in column E. 

You have just created an Excel workbook. The contents of this spreadsheet include constant values (numbers and text) and formulas, and that's what can be found in the most sophisticated of spreadsheets. From here, you would generally enhance the format of the information found in the spreadsheet. For example, you might need to change the width of a cell to contain more information, you might want to adjust the positioning of column or row headings to make it look nicer, or you might need to change the way the numbers were displayed--especially if you were using decimal places. These features will be described in the second lesson. 

SAVING THE WORKBOOK 

Once you have created your Excel application, you will want to save it. This can be done in several ways, which is similar to the way files are saved in other Windows programs. The workbook file is saved by either mouse clicking on the [image: image21.png]


Save button on the Standard toolbar or using File, Save (or Save As) from the menu bar. 

Go ahead and save your file. Name it FUNDRAS. You do not need to add an extension, since Excel automatically adds .XLS as the extension to any workbook. Pay attention to what directory the file is being stored in. Some people will want to create a directory area under EXCEL to store all of their own spreadsheets. 

As you save a new workbook, you may see a "Summary Info" dialog box. This window allows you to enter a longer descriptive title, author, keywords and other comments. The words used here can be used in helping to find a particular workbook later. Thus, this feature is useful if you have LOTS of workbooks. If you only have a few, it is not critical to fill it out. Type in the title of Toothbrush Sales Project and click on the "OK" button to close this window and continue with the saving process. 

It is a good idea to keep saving a file frequently as you create it. If, after you save a file, you make changes you do not want to keep, simply click on File and Close. When you are prompted to save changes, select "No". 

PRINTING THE WORKBOOK 

When you have your workbook as you want it, you can print it. Again, this is very much like what you would do in other Microsoft programs. Your printer should have already been set up for all your Microsoft applications including Excel. 

Exercise 9 

Click on File on the menu bar and then Print. You have options to select what or how much you want to print under the section of "Print What" in the Print dialog box. The default is to print the active sheet. 

Before you print, click on the [Print Preview] button in the Print dialog box to see what it will look like. The small file you have created will not fill up the sheet of paper. You may want to click on the button [Margins] in the Print Preview screen to display lines for the location of top, bottom, and side margins. When you put the mouse over a dotted margin line, it changes shape from a magnifying glass to a cross arrow. Click and drag on one the dotted margin lines to move it in the display. You can use this technique to lower the display on the paper and move it to the middle. Go ahead and click on the [Print] button in the Print Preview screen to print the file to your printer. 

We will look at other options for printing in Lesson 3. 

QUITTING EXCEL 

Once you are sure you want to quit Excel, be sure that you have saved everything you want to save first. It is a good idea to close your workbook before exiting but this is not a requirement. To close, click on File on the menu bar, then Close. 

Some of the ways to quit Excel are to double-click on the Control menu box, press [Alt]+F4, or click on FILE, then Exit. If there are unsaved files open, you are asked if you want to save the open file(s). 

OPEN VERSUS NEW 

When you have an existing file, to modify or print it you open up Excel, and then select the [image: image22.png]W



Open icon on the Standard toolbar. The process is similar to other Microsoft programs. You can change the directory area or drive to look for files in other locations. 

If you already have an Excel file displaying and click on [image: image23.png]W



Open you can load (or open) another file in another window. These are not the same windows. The number of windows (files) that can be open at once depends on your computer's memory, but normally you should be able to have at least 4 or 5. To see how many files you have open, click on Window on the menu bar and at the bottom of the drop-down window you will see a list of the open windows. Clicking on the filename in this listing is one way to jump to another spreadsheet without closing your active one. 

You would use the [image: image24.png]W



Open button to open/retrieve an existing workbook. You would use the [image: image25.png]


New button to go to a blank sheet layout to build a new workbook.

Learning Excel

Unit 1 Summary

Excel can be used for organizing information in columns and rows. Although text can be used in places, numbers and calculations from numbers are the heart of a spreadsheet application. 

After opening Excel, you will see the title bar at the top, then the menu bar, two toolbars and the formula bar. The active cell in the document window is highlighted with a darker border, so you can tell where you are sitting in the grid. A cell is the intersection of a column and row and is labeled with its column letter and then its row number. 

You can move around the document window by using the arrow keys or the vertical and horizontal scroll bars. You can edit a cell various ways: simply type over the cell's current contents, or double-click on it, or press the [DELETE] key to erase it and type in new information. 

All formulas in Excel start with an = symbol and they can use algebraic symbols of + (adding), - (subtracting), * (multiplying), and / (dividing). The [image: image26.png]


AutoSum button on the Standard toolbar will first look for numbers above it to add, and then it looks for numbers to the left to add. You can highlight several cells in a row or in a column, and click on the AutoSum button to quickly add up numbers above that block or numbers to the left of that block range. All workbooks will have an extension of .XLS if saved as Excel 5.0 files.

Learning Microsoft Excel

Unit 1 Exercises

1. Why is an Excel file called a workbook?
Answer 

2. What are constant values in an Excel file? Give some examples.
Answer 

3. Bring up a blank workbook in Excel and press the [END] key, then a right arrow key. Where does the cursor move to? Again, press the [END] key, then the down arrow key. Where is the active cell sitting? What is the address of the lower right cell on a workbook page?
Answer 

Open up the file FUNDRAS.XLS that you saved and use these same [END] and arrow keys in this file. What happens? 

Practice using these movement keys in the file: 

[PageUp]
[PageDown]
[End], then [Home]
[Home]
[Ctrl]+[Home] (pressing at the same time) 

4. Using the FUNDRAS.XLS file, click on File on the menu bar, then Save As. Change the filename to PRACTICE.XLS 

5. There are two ways to print a file, by clicking on the "Print" button on the Standard toolbar and by selecting File then Print. What is the difference in using these two options? Try both with your PRACTICE.XLS file.
Answer 

6. Which of these are valid cell addresses? 

7.           G3000     DH30      20AD

8.           b20       Ab6000    550

Answer 

9. Using the PRACTICE.XLS file, highlight several cells and press the [DELETE] key. Now click on the "Undo" button on the Standard toolbar. What happens?
Answer 

10. Close any spreadsheet files that are open. Click on File, then New to bring up a blank layout. Using the same skills you used earlier in this lesson, create this spreadsheet: 

11.      A          B      C        D        E       F

12. 1    Attendance                                  

13. 2    Class      Fall   Winter   Spring   Summer  Totals

14. 3    Plants     40     50       10       30      

15. 4    Insects    100    50       60       35      

16. 5    Money      10     40       60       30      

17. 6    Leaders    35     75       10       40      

18. 7    Totals     

Use the "AutoSum" button to calculate the totals. Save this file under the name of CLASSES. Practice printing this file; you can use the Print Preview screen and adjust the margins with the mouse first, if you want.
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 HYPERLINK "http://www.extension.iastate.edu/Pages/Excel/ans1-8.gif" Check your work. 

19. Here is another application to create: 

20.         A         B     C      D      E

21.    1    Meeting Registration                           

22.    2                    Brunch Dinner   Tour

23.    3    Mary    Jones   1      2        1   

24.    4    Bill    Ramon   1      1        1   

25.    5    Sue     Black   2      3        3   

26.    6    Angie   Rivers  1      1        2   

27.    7    Harry   Adams   1      1        1   

28.    8    Totals                              

Save this under the name of REGISER.
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 HYPERLINK "http://www.extension.iastate.edu/Pages/Excel/ans1-9.gif" Check your work. 

29. Take the time to go through some of the online lessons found under HELP, then Examples and Demos. Focus for now on the lessons under "Selecting Cells," "Using Toolbars," and "Entering Data." 

30. Use the "online tips" database to read more about various items covered in this lesson. Click on HELP, then "Search for Help on" and type in these phrases. 

deleting, cells
AutoSum button
Print area 

When Excel finds the term in the alphabetical listing, click on the "Show Topics" button and then pick out a topic from the lower half of the help screen. Click on the button "Go To" to read the online help. From the Help window, you can click on the "Print" button on the menu bar to have a printed copy, if you want. Close the Help window when you are through. 

and Features of Excel

Changing Column Widths

A common problem as you create and use spreadsheets is needing to change columns widths--sometimes making the column wider and sometimes narrower. If text in a cell is wider than the column and there is information in the adjacent cell to its right, then the text information is truncated. 

There are multiple ways to change a column's width: 

1. Click on the column letter in the frame at the top of the column. For example, column A.
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This selects the entire column. Now click on Format on the menu bar, then Column, then AutoFit Selection. AutoFit sizes the column to the widest entry; sometimes this widens the column and sometimes it narrows the column. You can select multiple columns and then use AutoFit to adjust several columns at once. 

2. Another way to adjust a column's width is to place your mouse cursor on the right edge of a column border, in the frame area. The mouse cursor will become a double-arrow. Click and drag with the double-arrow until the column is the width you want.
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3. Yet a third quick way to autofit the column is to put the mouse cursor on the right edge of a column in the frame area, so it becomes a double-arrow. Then double-click. 

Exercise 1 

Open the FUNDRAS.XLS file created in the first lesson. Use File, Save As and save the file under a new name of PRACTICE.XLS (so you have a clean version of FUNDRAS.XLS later). Position your cursor on cell A2, double-click on the cell and edit the name so you have a first and last name in each cell. Work your way down the column, editing each name, so the names are: 
Mary Anderson 

Sam Jones 

Bill Wrightstown 

Susey Olvidad 

Mandy Dorson 

Robert Hinz 

You can see right away that column A is not wide enough. You cannot read the complete names. Make B4 the active cell (where the number 19 is) and press the [DELETE] key to erase the number. When the cell or cells next to a wide text entry are empty, Excel will often display the complete cell's contents. But if there is information in a cell adjacent to a wide text entry, the text display is truncated. Type the number 19 again in cell B4. 

Click on the A in the frame area to select the entire column. Click on Format on the menu bar, then Column, then AutoFit Selection to widen column A. 

Use the other two techniques to narrow B, C, D, and E. 

After you make column B narrower, change at least one number in column B to 100000. 

This large number in a narrow column illustrates how Excel deals with a column not large enough for a value--Excel displays pound symbols in the cell (#####). This happens most often on cells with formulas or functions, but can also happen on cells with dates, since they are also values. If pound symbols appear in a cell, simply widen a column so that the entire number will display. 
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Features of Excel

Inserting and Deleting Columns and Rows

INSERTING A COLUMN OR ROW 

To insert a column or row, click in the frame area on a column letter or a row number to highlight the entire column or row. Then click on Insert on the menu bar. Depending on which is highlighted (row or column), you would select either Rows or Columns. The highlighted row would move down and a new blank row appears. The highlighted column would move to the right and a new column appears. Every time you go back into this Insert, Row/Column menu item, a new row or column would be added. 

Exercise 2 

Click on B in the frame area and then click on Insert, then Columns. Column B and the other columns to its right are moved to the right. Type in a unit (or department) name in column B for each of the "fundraisers." 

As a further example, click on row 1 in the frame area so the entire row is highlighted. Click on Insert, then Rows for a total of three times, so you have three blank rows at the top of the spreadsheet. 

Be sure to click on the [image: image32.png]


"Save" button on the Standard toolbar to save a current copy of the PRACTICE.XLS file. 

[image: image33.png]
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DELETING A COLUMN OR ROW 

In a reverse process you can click on one or more column letters or one or more row numbers in the frame area, and click on Edit on the menu bar. Select the option of Delete and the highlighted column or row would be deleted. These columns or rows can be empty or contain information. 

Exercise 3 

Select the entire row at the top of the PRACTICE file and then click on Edit, then Delete to remove this row. 

RECOVER WITH AN UNDO 

Since it is so easy to delete information, remember that you can use the [image: image34.png]


"Undo" button on the Standard toolbar to recover a deletion. Only one "undo" is stored, so only the last single action is recoverable. 

HOW DO INSERTIONS AND DELETIONS AFFECT FORMULAS? 

Whether or not insertions and deletions negatively affect formulas depends on where the insertion or deletion occurs and how the formulas were entered. When you inserted the column B for unit information, you probably noticed that the total column continued to give a correct value, because all the columns affecting the totals were moved. Click on the total column for Mary and look at the formula in F4. Previously it was =SUM(B2:D2) and now it reads =SUM(C4:E4) because two rows were inserted at the top and a new column at B. 

Select column D by clicking on its frame area. Insert a column there, and look at the formulas in the Total column. If you had used the [image: image35.png]


"AutoSum" button to create =SUM functions there, then the new formula for G4 is =SUM(C4:F4). Excel automatically adjusts the formula because the insertion was in the middle of a SUM range. However, insert a new column at G and move to H4. If you look at the formula, you will see that it still reads =SUM(C4:F4). Excel will not assume that a new column at the edge of a range is to be added into the range. If G were another color, you would have to edit the formula so it reads =SUM(C4:G4). 

Exercise 4 

Make these changes in the PRACTICE file: 

1. Have a new column D be Black and type in numbers in that column for each person. Use the [image: image36.png]


"AutoSum" button to total that column in cell D10. 

2. Have a new column G be Purple and type in numbers in that column for each person. Again use the [image: image37.png]


"AutoSum" button to total that column in cell G10. 

3. Highlight the totals in H and press the [DELETE] key to erase the numbers. Highlight from cells H4 through H10 and click on [image: image38.png]


"AutoSum" to calculate new totals in the last column. 

4. Move to cell A1 and type in the heading of FUND RAISING PROJECT. 

5. Be sure to save this new version of PRACTICE.XLS. 

The first three rows of the spreadsheet should now look like this: 
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In the same way that insertions can sometimes make calculations inaccurate, deleting certain columns or rows can also interrupt a formula and the formula may have to be adjusted or re-entered. 

and Features of Excel

Simple Formatting Changes

BOLD AND ITALIC 

There are some easy-to-use formatting changes found on the Formatting toolbar. If you have already typed text, you can click on the cell to be changed or highlight a range of cells, and then change the formatting. 

Exercise 5 

Highlight the Totals column from cell H3 through H10 and click on the [image: image40.png]


"Bold" button on the toolbar to apply boldface. Highlight from B3 through H3 for the column headings and make them italic by clicking on the [image: image41.png]


"Italic" button. If you position your cursor on cell H3 you will see that the "Bold" and "Italic" buttons are depressed since the features are turned on here. You can turn them off by clicking on the buttons again. 

[image: image42.png]
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FONT CHANGES 

Styles of fonts and the sizes of fonts can be changed by using the [image: image43.png]


"Font" list or the [image: image44.png]


"Font Size" list on the Formatting toolbar. If you are sitting on a cell and you change the font style or font size, only that cell is affected. If you block several cells and then pick a font from the "Font" list or a size from the "Font Size" list, all of the highlighted cells are changed. 

The font choices that appear will depend on your computer and printer and what software is installed. Some printers have more internal fonts that others. Also typically the more software is installed, the more fonts you will have, especially if you have graphics software installed. 

The "Font Size" list only gives these size options for most of the graphic fonts: 8, 9, 10, 11, 12, 14, 16, 18, 20, 22, 24, 26, 28, 36, 48, 72. Selecting 72 would make the letters one inch high; 36 would be a half inch; and 18 would be quarter inch. You will learn in the third lesson a way to select other font sizes not shown on the font list. 

ALIGNMENT CHANGES 

Justification changes are also common modifications in a spreadsheet. On the middle of the Formatting toolbar are four buttons: 

[image: image45.png]


"Align Left"
[image: image46.png]


"Center"
[image: image47.png]


"Align Right"
[image: image48.png]


"Center Across Columns" 

The left, center or right options place information at that location within its cell. If the text or number is as wide as the cell, then changing the alignment has no effect. You can change alignment on a single cell or a block of cells. 

The [image: image49.png]


"Center Across Columns" option is useful for centering. Several cells, for example A1 through H1, are highlighted and then this alignment is selected. The text in A1 will appear to be centered across the cells. The text is still located in its original location (A1). For this feature to work correctly, the heading must be in the left-most cell in the block range. 

Exercise 6 
Make the active cell A1 in the PRACTICE file. Change it so it is bold and a 14 point size, using the [image: image50.png]


"Font Size" button and the [image: image51.png]


"Bold" button on the Formatting toolbar. 

Highlight cells A1 through H1 and select [image: image52.png]


"Center Across Columns". Click where the heading now appears and check the formula bar. Although the heading appears to be in the middle, the formula bar shows no text. Click on A1 and look at the formula bar. If you wanted to change the text, you would have to go to cell A1 to edit the cell. 

Highlight cells C3 through H3 and right align this text, so the headings line up with the numbers. 

Save this version of PRACTICE.XLS. 
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Tools and Features of Excel

Copying and Moving

COPYING 

One of the most common reasons for copying in a spreadsheet is to copy a formula. If your application is as small as the PRACTICE.XLS file, it is not difficult to type in a formula several times. But image that you have numerous rows or columns in which the same formula appears. You would want to be able to copy a formula and not have to manually type it in. One way to copy is to use the AutoFill handle. 

Exercise 7 

You are going to add three rows at the bottom for showing the maximum value, minimum value, and average value for each color (in each column). In cell A11 type the heading Largest Number. Place the cursor on cell C11 and type in this function: =MAX(C4:C9) . Rather than have to type this formula in each cell across the row, you can copy it. The active cell is still C11, where the formula is located. If you look at the cell, you will see a small dot in the lower right corner; this dot is called the AutoFill handle. Put your mouse cursor on the AutoFill handle and when it becomes a simple plus sign, click on and drag the handle to the right through cell H11. When you release the handle, information from the "source" cell is copied into the other cells. 

The cells in row 11 will display as values, but if you click on these cells you will see that the =MAX function was copied to the right. Check out the formulas in D11, E11, F11, G11, and H11. You will notice that Excel has adjusted the formula as it was copied. That is, references to the column change as the column changes. 

In cell A12 type the heading Smallest Number. Then in cell C12 type this formula =MIN(C4:C9). The smallest value in that column will display. Again, copy the formula across, by dragging on the AutoFill handle in cell C12. 

In cell A13 type the heading Average. Then in cell C13 type this formula =AVERAGE(C4:C9). The average for that column displays. Again, copy the formula across, by dragging on the AutoFill handle in cell C13. (These numbers may display decimal values, which you will fix soon.) 

Change some of the numbers in your spreadsheet and see if the totals recalculate and new maximum, minimum, and average values appear. Save this copy of the PRACTICE.XLS file. 
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The AutoFill feature is so easy to use that it is quite popular. However, it only works for adjacent values. If you had information you wanted copied to another section of the spreadsheet, you would have to highlight the cells to be copied (or a single cell), click on the [image: image55.png]


"Copy" button on the Standard toolbar, then move your current cell to another location and click on the [image: image56.png]


"Paste" button. 

MOVING 

To move information in a cell or a range of cells, highlight the cell or cells. Then click and drag on the border of the cell or cells and drag the cells to its new location. Release the mouse. This takes some practice in order to click and drag on the border. 

If you move a formula, there is no change in the formula. That is, if it referenced cell B4, it would continue to reference B4. 

Exercise 8 

Highlight the block A10 through H13 and move this block to cell A18. Click on one of the formula cells and look at the cell ranges in the formula. Have the formulas changed? Use the [image: image57.png]


"Undo" button on the toolbar to move the range back. 



Tools and Features of Excel

Using Dates

Dates can be extremely important in a spreadsheet, especially if you are entering research data in which the date is a variable or entering budget data. Even if you do not have these types of applications, it is nice to have dates appearing to show the "currency" of the data. 

In the Basic Terms and Definitions lesson, you learned about constant values and formulas. Most often a date would be a constant value, since it is something you type in. However, sometimes it is possible that a date is calculated from other dates. 

To enter a date in Excel just position your cursor on a cell and type in a date in this format: MM/DD/YY, for example 11/20/96 or 9/3/96 or 01/03/95. You can type in leading zeros in a date or not; the program does not care. However, leading zeros will be dropped. If you just type in MM/DD, Excel will assume the current year. 

Exercise 9 

Go to cell F17 and type in the text: Data as of
Now go to cell H17 and type in the date: 10/10/96
Save this new version of PRACTICE.XLS. 
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If you always wanted to have the current date display when you open your spreadsheet file, you would type in this function: =TODAY() . Excel will display the computer's date based on the internal clock. 



Learning Excel -
Tools and Features of Excel

Using Style Options on the Formatting Toolbar

Next to the alignment buttons on the Formatting toolbar are several buttons that affect common style options for number display. The first three options can be applied to blank cells or to cells with values or numbers. 
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	Currency Style
	Adds a dollar sign and two decimal places and will add commas to longer values.
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	Percent Style
	Multiplies the current number by 100 and adds a percent symbol at the end.
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	Comma Style
	Adds commas to longer values and adds two decimal places.
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	Increase Decimal
	Must be applied to existing numbers. Clicking here increases the number of decimal places shown in a number.

	[image: image63.png]



	Decrease Decimal
	Must be applied to existing numbers. Clicking here decreases the number of decimal places shown in a number and will round up as it drops a decimal position.


Exercise 10 

In the exercises later you will be experimenting with some of these, but for now select cells C13 through H13. Click on the [image: image64.png]


"Increase Decimal" button and watch what happens. Then click on the [image: image65.png]


"Decrease Decimal" button until you have only 1 decimal place displaying. Save this version of the PRACTICE file. 

Tools and Features of Excel

Unit 2 Summary

It is difficult to think of any "real world" examples of spreadsheets where modifications will not need to be made in the initial appearance. If nothing else, you will need to change column widths, by using Format, Column, AutoFit or by dragging the column's edge on the frame area. 

To insert or delete columns or rows, click on the column letter or the row number in the frame area; then select Insert from the menu bar, and pick Columns or Rows, depending on which you want. 

To delete columns or rows, select the item and click on Edit on the menu bar, then Delete. This removes rows or columns which are empty or have information. Use the [image: image66.png]


"Undo" button to reverse the last action. 

To copy a formula, click and drag on the "AutoFill" button in the lower right corner of a cell. When formulas are copied, they are adjusted to reflect their new location. 

To move a cell, click and drag on its border. When cells are moved that have formulas, the formula is not adjusted or changed. 

Some other common modifications are to use bold, italic or change the font style or the font size. Only limited font sizes are shown on the [image: image67.png]


"Font Size" list. 

The alignment buttons on the Formatting toolbar let you center, left or right justify information in a cell. The [image: image68.png]


"Increase Decimal" or [image: image69.png]


"Decrease Decimal" style buttons change the display of decimal numbers, but can only be applied to number areas.

Learning Microsoft Excel

Unit 2 Exercises and Questions

1. What are two ways to change a column's width?
Answer 

2. If you enter data in a spreadsheet in the first row and want to lower it to add a title to the top, what do you do?
Answer 

3. If you click on the "Bold" button to make a cell boldface, how can you remove the bold trait?
Answer 

4. What button selection can be used to center a title at the top of a spreadsheet?
Answer 

5. Make sure you have saved a copy of the PRACTICE.XLS file. Select all of column G (Purple) and click on Edit and Delete to delete the column. What happens to the formula in the last column? Is it still accurate? Use the "Undo" button to replace the deleted column and close the window.
Answer 

6. Take the time to go through some more of the Examples and Demos material under Help. Focus on "Editing a Worksheet" and "Formatting a Worksheet" (there are many items in both of these that we have not covered in this lesson). 

7. Use the "online tips" database under Help to read more about various items. Click on Help, then Search for Help on and type in these phrases: 

Inserting rows
Deleting, rows
Formats, removing
AutoFill (then overview of using AutoFill)
Decrease decimal button
Increase decimal button
8. Using the CLASSES.XLS file from the first lesson, add in row 8 the average for the class attendance for each season. After typing in the formula in B8, use AutoFill to copy the formula across to F8. Save the file again. Highlight cells B8 through F8 and adjust the decimal precision so only whole numbers are displaying. Experiment with different alignment options for the information in column A and the numbers in columns B through F. Save the file again. Select all the information displaying and change the font to a 14 point size. What happens to the display? You do not need to save this "enlarged" display. Use File, Close and do not save the changes. 

9. Click on File, then New, and on a blank spreadsheet display enter these numbers in a row: 

10.      20.50   100.75   30000   40.717    5000.00     0.776

Notice that Excel will drop any trailing zeros even if you type them in. Highlight these cells and experiment with the "Increase Decimal" and "Decrease Decimal" buttons on the Formatting toolbar. Also experiment with the "Comma Style" button and the "Currency Style" button. 

11. Using the same file, type in these numbers in another row: 

12.        100   200   300

Highlight these three cells and click and drag on the AutoFill handle for several cells across. What happens? This is another example of how you can use the AutoFill feature. 

You do not need to save this file. 

13. Open up the file REGISTER.XLS from the first lesson. Practice making these changes in the file: 

- center the heading using the "Center Across Columns" button 
- Apply a center justification to columns C, D, and E
- Insert four rows for more people and add in more registrations. You may need to erase the current totals values and redo them with the "AutoSum" button.

It is not always necessary for summary information to appear at the bottom of a display. Especially if you had a long list of registrations, you might want to see the totals quickly without having to scroll to the bottom of the listing. 

- Click on row 2 where the column headings are located and insert 5 new rows. 
- Delete the total row at the bottom.
- Go to A3 and type in: Totals for Brunch
- Go to A4 and type in: Totals for Dinner
- Go to A5 and type in: Totals for Tour
- In C3 type in: =SUM(C8:C50)
- In C4 type in: =SUM(D8:D50)
- In C5 type in: =SUM(E8:E50)
These three sums would handle additions to the file through row 50. You could make the "bottom" row whatever number you needed to handle your expected registration. 

Save this as the new version of REGISTER.XLS. 
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14. For additional practice, create this spreadsheet. You will need to adjust the width of the columns. Apply the "Comma Style" to the numbers. Adjust the alignment to suit your taste. 

15.           A                  B            C   

16. 1    Topic               Enrollment     Date

17. 2    Plant Genetics      1150           3/20/96

18. 3    Marketing           400            4/5/96

19. 4    World Wide Web      1000           3/28/96

20. 5    Animal Disease      600            5/5/96

Calculate a total for column B using "AutoSum". 

Save this file under the name of PROJECTS.XLS. 
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21. Here is another spreadsheet that will give you practice in creating different types of formulas: 

22.           A            B         C        D

23.      1   Remaining Leave 

24.      2

25.      3   Balance from previous year       45.0

26.      4   Amount earned per month          15.0

27.      5                                                    

28.      6                 Hours     Hours     Annual      

29.      7   Month         Earned    Used      Leave Balance

30.      8   Balance - June 95                 =D3

31.      9   July          =D4       10.5      =D8+B9-C9

32.     10   August        =D4        5.0      (copy from above)

33.     (Continue for each month, through June

Note: this spreadsheet illustrates the simplest type of formula--a reference to a single cell. The values in D3 and D4 would be entered by you, as well as the values in column C. The formula from D9 would be copied down for the entire year, and the formula in B9 would continue to be =D4 all the way down. 

After you create this spreadsheet, format the numbers using the "Decimal" buttons. You will also have to manually adjust column A's width, perhaps. 

Save this file under the name of LEAVE.XLS. After saving the file, change the values in D3 and D4 and in column C and see if you get correct calculations. 

Incidentally, this same type of format (and formulas) could be used for doing a checkbook application, with columns for income and expenditures. You would also have a date and perhaps a code for categorizing expenses. 

34. If you created an original spreadsheet in a previous lesson, add formatting changes, like column widths, justification, and number formatting, to your spreadsheet. 

Tools and Features of Excel

Working With the "Format Cells" Dialog Box

Although the Formatting toolbar provides you ways to format many aspects of the spreadsheet, you need to be aware of the "Format Cells" dialog box, which gives you many more options. To activate this feature, highlight one or more cells and either (1) right-click on the highlighted area and pick Format Cells from the shortcut menu, or (2) click on Format on the menu bar and select Cells from its drop-down list. 

The resulting dialog box shows six tabs that control different aspects: Number, Alignment, Font, Border, Patterns, and Protection. 
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We will look at four of these tabs here and the border tab in another section. The protection tab will not be covered in these lessons. 

NUMBER TAB 

The Number tab display shows categories on the left of the window and format code options to the right. Select the category on the left and then the specific type of coding to the right. Then click on the [OK] button to close the dialog box and apply the coding. You need to experiment with these codes to fully understand them. 

Exercise 1 

Open up the file PRACTICE.XLS from Lesson 2 and use File, Save As and save the file using the name of FORMAT.XLS. Change the number of pencils sold by various people so you have four digit numbers in places. Highlight all the numbers from C4 through H13. Right-click on the highlighted area and pick Format Cells from the shortcut menu. Click on the category Number and select the third choice from the top, which is #,##0
(The dialog box offers somewhat different choices if you are using Excel 7.0. You'll need to change the "Decimal Place" to "0" and put a checkmark in the box "Use 1000 Separator.") 

Click on [OK] to close the dialog box and look at the resulting numbers. The ones that are long enough have commas displayed but there is no decimal places showing. The 0 at the end of the format tells Excel to round to the nearest whole number. 

Highlight cell H17, which is a date. Again, right-click and pick Format Cells from the shortcut menu. Click on the category Date and select the second option, which is d-mmm-yy
(If you're using Excel 7.0, choose the 5th option, "4-Mar-95.") 

Close the dialog box and you will see the resulting date format of 8-Oct-96. You may need to widen the column to see the date. 
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Take a look at some of the other format options, like under Accounting, Time, Percentage, and Currency. Note in the Currency category, some of the options have negative numbers displaying in red. 

You can create your own formats through this dialog box, which you will actually do in one of the exercises at the end of this lesson. 

ALIGNMENT TAB 
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This set of options duplicates some of the buttons on the Formatting toolbar, but there are also new options here. Wrap Text takes text that is too wide for a column and wraps it to next lines within the same cell. This, of course, makes the row taller. Fill repeats the contents of the cell as many times as possible. There are also options to change orientation and make information print "vertically"; this is another way to deal with wide pieces of information without making the column wider. Note: if you have applied a trait like center across columns, you would need to bring up the "Alignment" display and change the alignment back to left to turn off this feature. 

Exercise 2 

Still working with the FORMAT.XLS file, make the active cell A1, which is where the title is located (even though it appears in the middle of the spreadsheet because in Exercise 2 you centered it across the columns). Right-click on A1 and select Format Cells from the shortcut menu. Select the "Alignment" tab. Change the alignment to Left and close the window. 
Insert a blank row at row 2. Then in cell A2 type one * asterisk). Open the "Format Cells" dialog box and pick the Alignment tab. Make this cell Fill and close the box and look at the results. Widen column A so the asterisks go under all of the text. 

Highlight the pencil color column headings which are now C4 through H4 and open the "Format Cells" dialog box, Alignment tab display. Select one of the orientation options so the text is "stacked vertically." Be sure that the vertical position is Bottom. Close the dialog box and look at the results. Reduce the column widths so you are taking up less space. 

Save this new version of FORMAT.XLS. 
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FONT TAB 

The Font Tab sheet gives options for changing the font style and font name, as well as applying colors and picking different types of underlining. Color changes and font changes, remember, can be done through Formatting toolbar buttons. The sizes for fonts in the drop-down list are the same as on the toolbar; however, you can highlight the font size in its window and type in another number not in the listing, for example 15, 25, or 40. 

A comment about color seems appropriate here. If you have a color printer, you need to experiment with applying color shading and color text and see how the various colors print. You will often have much better color choices on your screen than on your printer, depending on how much you paid for the color printer. If you have a black and white (regular) printer, colors are translated into shades of gray. Again, you need to determine which colors you can use and still have "readable" printed pages. Lastly, even if you have a regular printer, you may want to add color to your spreadsheet to help draw attention to parts of the screen. This would be particularly useful if you are entering numbers and getting results from the screen display, rather than always working with a printed copy. 

Exercise 3 

Put your cursor on cell A1 in FORMAT.XLS and right-click; then select Format Cells and pick the Font tab. Change the font size to 15. Pick a different color for the text, close the dialog box, and look at the results. 

Highlight the summary data from A11 through H14 and apply a color to this text, using either the "Format Cells" dialog box or the [image: image76.png]T -



Font Color button on the Formatting toolbar. 

You do not have to save this file. 
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PATTERNS TAB 

One of the buttons on the Formatting toolbar is [image: image78.png]


"Color" which makes the selected cell background the color chosen. However, the Pattern tab under the "Format Cells" dialog box allows you to pick colors AND patterns. Besides changing (or not changing) the colors, you can pick patterns to help highlight information. 

Exercise 4 

Open up the clean version of PRACTICE.XLS from Lesson 2 and save it as FORMAT2.XLS. Experiment with different colors and patterns, for example medium blue but using a light dot pattern. These are found under the "Format Cells" dialog box, Patterns tab. Apply this color and pattern to the summary section in the lower part of the spreadsheet; make the title cell A1 a red color and try printing the file. Practice changing a colored area back to No color and turning off the pattern. Save this file and close it. 

Tools and Features of Excel

Adding Lines Selectively

In the printing exercises so far, you have probably noticed that gridlines print as the default. Later in this lesson, we will talk about how to turn off the gridlines; if you do this, then you may want to add selective vertical and horizontal lines in your layout, again to help draw attention to parts of the spreadsheet. 

If you want to turn off gridlines appearing on the screen, so borders are more distinct, click on Tools on the menu bar, then Options; select the View tab and clear the Gridlines check box. This change is saved with the current spreadsheet but will not affect other spreadsheets. 

There are three ways to add selective lines: 

1. through the Font tab options 

2. by using the [image: image79.png]


"Borders" button on the toolbar 

3. by using the Border tab options under Format ----> Cells." 

USING THE FONT TAB 

We have already mentioned already the Font tab option under the "Format Cells" dialog box. Underline is one of the settings in this window, with choices of single, double, single accounting, and double accounting. The "accounting" choices add space between the line and its text, while the single and double choices have the lines touching the text. Selecting this trait for one or more cells places underlining across the entire width of the cell. If you use the [image: image80.png]


"Underline" button on the Formatting toolbar, only the words are underlined, not the entire cell. 

USING THE BORDERS BUTTON 
Next to the decimal precision buttons on the Formatting toolbar is the [image: image81.png]


"Borders" button. Highlight the cell or cells to be bordered and click on the down arrow of the "Borders" button. 

[image: image120.png]


A grid of 12 border choices appears. Examples of choices here are no border (to clear borders), single and double underline across the bottom, thick line across the bottom and thin line across the top, and a thin line outside the highlighted cells. If you have several borders to apply, click on the down arrow and then keep holding down the left mouse button while you drag the window onto the spreadsheet area. This gives you a border palette to use until you close the window. 

Exercise 5 

Bring up a copy of the PRACTICE.XLS file from Lesson 2 and highlight cells A3 through H3 (the column headings area). Click on the "Borders" button on the Formatting toolbar and drag the palette onto your spreadsheet area. Apply the single top and single bottom border (on the second row of options) to this selection. Highlight the summary data from A10 through H13 and apply the thick outside border (on the third row). Click on Tools on the menu bar, then Options, and select the View tab. Uncheck the Gridlines box and close the window. Look at the results. Highlight the entire spreadsheet area and turn off the borders, by using the "Borders" button, no border option. 

USING THE BORDER TAB UNDER FORMAT CELLS 

The greatest number of choices for bordering are found under the Border tab in the "Format Cells" dialog box. This dialog box takes some experimenting with to understand. 
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The Outline border refers to the outline around the highlighted area. The Left border is the left side of all the cells highlighted, the Right border is the right side of all highlighted cells. For each of the places where lines can occur, you can select the style of line, including dotted lines, single, thick, and double lines. You can also assign a color to the line. This is the only line option that gives you a way to place vertical lines in all or parts of your spreadsheet. 

Exercise 6 

Still using the PRACTICE.XLS from Exercise 5 (in which the lines have been turned off), select cells A3 through H13 and bring up the "Format Cells" dialog box. Select the Border tab. Click in the Outline border window and select a double border style. Click on the Left border window and select a single line style. Close the dialog box and look at the results. 

Highlight the total row (A10 through H10) and bring up the Border tab window again. Select a color of red, and then make the top border a thick red line. Close the dialog box and look at the results. You do not need to save these changes. 
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Tools and Features of Excel

Using Autoformat

You have been examining ways to change formatting via the toolbar and "Format Cells" dialog box. AutoFormat is yet another way to apply formatting. It is found under the Format menu item. 
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This dialog box has table formats listed in the left of the dialog box with a sample of the formatting in the middle display. You can apply formatting this way by either highlighting the cells to be affected, or by positioning the active cell somewhere inside a block of cells. These formatting options can affect number formats, lines, shading, justification, column widths, and colors for text. The [OPTIONS >>] button in the "AutoFormat" dialog box results in formatting choices appearing in the bottom of the dialog box. You can turn off one or more particular formatting features, for example Patterns and Number, to not change your current settings. If you do not like the results from AutoFormat, simply click on the [image: image85.png]


"Undo" button on the Standard toolbar. 

You may find this feature quite useful or you may not like it. You will see that a lot of the sample formats are oriented to a total column at the right and on the bottom row. If a particular effect, like a shaded row for a total row, is in the AutoFormat, Excel applies that feature to any summary rows at the bottom of your layout. 

Exercise 7 

Open up a clean copy of the PRACTICE.XLS file from Lesson 2. Save this file as FORMAT3.XLS and make the active cell a cell in the middle of the data area, like D7. Click on Format on the menu bar, then AutoFormat. Scroll through the format options on the left and look at the samples. Go back and select the format type "Classic 3." This has shading on the column row, and shading in the data area, with the total row white and a line above it. Click on "OK" to apply this formatting. What happened to the bottom rows in the spreadsheet? Click on the [image: image86.png]


"Undo" button to remove the formatting. 
Select the main data area (cells A3 through H13) and apply center justification. Now bring up the "AutoFormat" dialog box and apply the option of "Accounting 3." Look at the results on your spreadsheet. What happened to the justification? 

Again, click on "Undo" to remove the formatting. Bring up the "AutoFormat" dialog box and select "Accounting 3" again, but this time click on the [OPTIONS >>] button in the right of the dialog box. Uncheck the Number box and the Alignment box (to remove number formatting and the alignment used in this style). Click on "OK" to look at the spreadsheet. 
You do not need to save this file. 
Tools and Features of Excel

More About Printing

Even though this is an introductory class, there are some printing enhancements that even beginners should know about, including previewing, adjusting margins, landscape printing, turning off gridlines, and centering on the page. 

USING PREVIEW 

We mentioned in Lesson 1 the option of Print Preview. It is an option found under File on the menu bar. This shows a graphical picture of your spreadsheet as it will appear when printed. You can see the placement of your spreadsheet on the paper but not read it. Clicking with the left mouse button once increases the magnification (zooms in); clicking on the left mouse again returns the display to full page. The purpose of Print Preview is to show you what will happen when your spreadsheet prints, without having to waste paper. This feature is particularly useful when you are first learning Excel. 

One of the buttons in the Print Preview screen is [image: image87.png]


"Margins". Clicking here causes dotted lines to appear where the header and footer areas will be and shows the top, bottom, and side margins. When you are in the Preview screen, there is a [image: image88.png]


"Print" button; clicking here prints your file from this window. To close Preview without printing, click on the [image: image89.png]


"Close" button. 

Once you have used Print Preview in Excel and returned to your spreadsheet display, you will see dotted lines on the screen where page breaks will occur, even if your spreadsheet will print on a single page. Again, this is useful for longer files to see where page breaks will be placed. 

CENTERING VERTICALLY AND HORIZONTALLY 

If you have a spreadsheet that does not fill up the page either in width or length, you can tell Excel to center it on the page. In the Preview screen, click on the [image: image90.png]Setup.



"Setup" button to see a set of tabs affecting printing. In the Margins tab display are two boxes in the lower part of the box--one for centering the page horizontally and one for centering vertically. You can use one or both of these, if you so desire. 

ADJUSTING MARGINS 

The default margin settings are: 

            Top          1 inch

            Bottom       1 inch

            Left         0.75 inch

            Right        0.75 inch

            Header       0.5 inch from the edge

            Footer       0.5 inch from the edge

Under File, click on Page Setup to bring up this dialog box, then select the Margins tab. You can enter your own measurements here to change settings. 

You can also bring up margin lines in Print Preview and drag your margin lines to new locations, as we mentioned in Lesson 1. 

If you want your centering to be a true center on the page, do not change the margins but simply use the center horizontally or center vertically boxes in the Margins tab window. If you make the left margin 2 inches and then pick the horizontal centering, centering occurs from the 2 inch measurement, not the edge of the page. 

TURNING OFF GRIDLINES AND COLORS WHEN PRINTING 

Under the Page Setup dialog box, then the Sheet tab, you will see that the Gridlines box is selected. If you uncheck this box, then screen gridlines will not print. Notice in this window there is also a choice for Black and White. You can select this box if you have a black and white printer and you do not want the printer to substitute gray patterns for colors, but it lets you have the color formatting on the screen. 

LANDSCAPE PRINTING 

One more common setting for beginners is controlling landscape and portrait printing. The samples you have printed in the lessons so far have printed portrait--the spreadsheet printed across the narrowest measurement on the paper (the 8.5" width). As your spreadsheet gets too large for one page, Excel will split it across pages as it prints. One way to fit more on a page is to reduce the size of the font and then narrow the columns, but sometimes this still will not fit everything across one page. 

As your applications get wider, which they can easily do, you may want to print landscape. Bring up the Page Setup dialog box and pick the Page tab. Select the radio button landscape. You can click on the [Print Preview] button here to see what the spreadsheet looks like on the page. 

Exercise 8 

Open up the file PRACTICE.XLS from the second lesson. Click on File, then Print Preview, and practice left clicking to zoom in and zoom out. Close the Print Preview screen and press the right arrow key until you see dotted line showing a page division. 

Click on File, Page Setup and select the Margins tab. Make sure you have these margins (change them if necessary): top - 1 inch; bottom - 1 inch; left - 0.75 inch, right - 0.75 inch; header - 0.5 inch, and footer - 0.5 inch. 
Check the boxes to center this horizontally and vertically. Go to the Page tab and select a landscape orientation. Go to the Sheet tab and turn off printing of Gridlines. Click on [Print Preview] to check the way the spreadsheet looks, and then print it. 

Save this file, replacing the older version and close it. Then open it again and look at it through Print Preview. What is happening? Is landscape still in effect? Are the gridlines still turned off? 

Although none of your current files from this class are large, very soon in real applications you may have a spreadsheet that prints to multiple pages. If your file is just slightly too wide or too large, you can use an option under the Page tab in Page Setup. There is a radio button under Scaling to enter the number of pages wide and pages tall when printing. 

Tools and Features of Excel

Selecting Areas With the Mouse

Throughout these lessons you have been using your mouse to select cells for formatting, which is really a time-saver. However, as you type in formulas that use ranges, keep in mind that you can also click and drag the block with your mouse. This takes some practice getting used to. 

Exercise 9 

Open up the file REGISTER.XLS that you modified in Lesson 2. This shows counts for various events at a meeting, with totals for the listing in cells C3, C4, and C5 at the top of the display. Erase the values in those three cells so you can recreate them by dragging with the mouse. 

Cell C3 should have the totals for C8 through C12 (or whatever the lower cell is in the range) 

· Start the formula by typing =SUM( 

· After typing in the left parenthesis for the block range, use your mouse to drag from cells C8 through C25 

· You can press the [ENTER] key to close the range and have Excel place the ending parenthesis. 

Repeat these steps for cells C4 and C5, doing totals for their respective ranges by using the mouse. 

Save this as the new version of REGISTER.XLS. 
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Unit 3 Summary

This lesson addresses formatting refinements that are not absolutely necessary to use but can help improve the appearance of your spreadsheet. 

Highlight the range you want to format, and right-click on the block; select Cell Formats from the shortcut menu that appears. There are various tabs in the resulting dialog box; each tab controls different features. Justification options including vertical writing of text and numbers and wrapping text are found under the Align tab. Horizontal lines can be added through Underline in the Font tab window, by the [Borders] button on the Formatting toolbar, and by the Border tab in "Format Cells." Vertical lines are added through the Border tab options. AutoFormat is under Format on the menu bar and gives you a way to quickly apply many formatting traits to your file. 

The Page Setup dialog box has four tabs which affect aspects of printing. The Sheet tab has a setting to turn off gridlines when printing.

Learning Microsoft Excel

More Exercises and Questions - Unit 3

1. Explain the steps to turn off gridlines when you print your spreadsheet. 
Answer 

2. How do you print your spreadsheet in a landscape orientation?
Answer 

3. If you have used the "Center Across Columns" button on the Formatting toolbar to center a heading, how can you uncenter it?
Answer 

4. What are at least two ways to place underlining in one or more cells, like to separate column headings from your data?
Answer 

5. What does AutoFormat in the Format menu do? What are its "pros and cons"?
Answer 

6. How can you change a date in your spreadsheet?
Answer 

7. Bring up the file PROJECTS.XLS created in Lesson 2. Add two rows to the top and make the title Project Attendance. Make the title a 25 point size by using the Font tab in Format Cells. Center this heading across the spreadsheet data area, using the [Center Across Columns] button. 

Experiment with different date formats by selecting dates in column C and using the Number tab under Format Cells." 

Block the entire data area and use the Borders tab under Format Cells to place vertical lines between each of the columns and on the outside of the left and right edge. Add a thick line under the column headings. 

Use various tabs under the Page Setup dialog box and change the printing to landscape; center the spreadsheet vertically and horizontally; and turn off the printing of gridlines. Print this file. Save this new version of PROJECTS.XLS. 
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8. If you want, practice creating your own custom date format. Highlight the dates in PROJECTS and bring up the Format Cells dialog box; select the Number tab. Select the Custom category, then in the Code window in the lower part of the box, type: dd-mmmmmmm-yyyy 

Close the dialog box and you should see your new formatting, with the month name spelled out and four digits for the year. You may need to widen the column. Don't save this version of PROJECTS. 
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9. Using the file PROJECTS, practice apply colored shading and colored text to the title and to the totals row. Print this file but use the option on the Sheet tab under Page Setup to print it black and white. You do not need to save this file. 

10. Create this application: 

11.            A        B      C      D       E         F       G

12.      1  Plant Growth

13.      2            Jan     Feb    March   April    Average  Total

14.      3  Plant A   0.2     0.4     0.6     0.8 

15.      4  Plant B   0.3     1.1     1.5     0.8

16.      5  Plant C   1.0     1.1     1.3     1.3

17.      6  Plant D   0.1     0.5     0.7     0.9

18.      7  Plant E   0.8     0.8     1.0     1.1 

19.      8  Average   

(type in the complete month name, not just the abbreviation) 

Using the =SUM(range) and =@AVERAGE(range) functions, type in the functions where appropriate, and practice using the mouse to drag the range rather than just typing in the range. Use the AutoFill handle to copy the formulas across and down. Use the [Increase Decimal] and [Decrease Decimal] buttons on the Formatting toolbar to get one decimal place for all numbers. 

Save the file under the name of GROWTH.XLS. 

Shade the average row and the average column. Use a stacked vertical alignment for the month names (under the Alignment tab in Format Cells) and then make the columns narrower. 

Get into the Sheet tab under Page Setup and turn off printing of gridlines. Print this file. 

Save the revisions in the file using the same name. 

[image: image94.png]




 HYPERLINK "http://www.extension.iastate.edu/Pages/Excel/unit3/answer3-10.gif" Check your answer. 

20. If you want, open up the PRACTICE file and apply AutoFormat to this file; pick out a style you like. Try printing the file to see what it looks like when printed. When you are finished experimenting, close the file without saving the changes. 

Tools and Features of Excel

Sorting

Since keeping track of records is a common use of spreadsheets -- like records of expenditures, student grades, attendance information, data from research studies -- it is not unusual to want to change the order of the information (or records). General speaking you will not want to sort the entire spreadsheet; for example, you would not want to change the position of a title, column headings, or summary rows at the bottom of your layout. 

There are two ways to sort in Excel -- using the [image: image95.png]


"Sort" buttons and using Data, Sort. The method you use will depend on the layout of your data and how many criteria (columns) you want to sort by. Before sorting, it is a good idea to save a current copy of your spreadsheet as a precaution. 

USING THE SORT BUTTONS 

If your data to be sorted is in a contiguous area (cells are side-by-side) and you only want to sort by one column, then you can use the "Sort" buttons. Make the active cell any data cell in the column you wish to sort by. You may or may not have column headings (one row at the top of the column). If you click on the [image: image96.png]


"Sort Ascending" button on the Standard toolbar, Excel will rearrange the records (rows of information) in alphabetical order if the column has text, or from smallest number to largest number if there are numbers in that column. If you click on the [image: image97.png]


"Sort Descending" button, Excel arranges rows in descending alphabetical order (Z to A), or from the largest number to the smallest number, if the column has numbers. 

You need to be careful to NOT have summary data lines in the bottom row(s) of this contiguous area, or those summary rows will be mixed in with the data records. To keep summary rows from being included in the sort, you should add a blank row between the data and the summary rows, perform the sort, and then remove the blank row. (You may also need to separate out a title row from the data area.) 

Exercise 1 

Open up the PROJECTS file created in Lesson 2 and revised in Lesson 3. The file looks like this: 
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A B C
Project Attendance
Topic Enroliment Date.
Plant Genetics 1,150.00 March 20, 1996
Marketing 400.00 April 5, 1996)
Warld Wide Web 1,000.00 March 28, 1996
|Animal Disease 600.00 May 5, 1996
Totall 3,150.00





Because this file has a totals row adjacent to the data rows, you need to temporarily add a blank row between 7 and 8. Click on row 8 and use the Insert menu to add a blank row. 

To sort the list by topic, click on any cell in the data area of column A (A4, A5, A6 or A7). Then click on the [image: image99.png]


"Sort Ascending" button on the Standard toolbar. The records with their affiliated data will be rearranged. 

If you wanted to sort by enrollment, from the largest number to the smallest, click on any data cell in the B column, and click on the [image: image100.png]


"Sort Descending" button. The records will again be rearranged. 

To remove the blank row, click on row 8 and then use Edit, Delete. The file is back to its original appearance, but sorted in the way you want. Save this version of PROJECTS. 
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Exercise 2 

Use the same new version of PROJECTS. Click on cell B4 and click on the [image: image102.png]


"Sort Descending" button again. What happens this time? Is this correct? Use the [image: image103.png]


"Undo" button and do not save this version. 

SORTING USING THE SORT DIALOG BOX 

You can use the "Sort" dialog box if you want to sort by multiple criteria (up to three columns), or if you have rows that you want ignored in the sort. To select only some cells in a contiguous block, highlight the cells to be sorted (this would include all the columns but not necessarily all the rows). Then click on Data on the menu bar, and select Sort. 
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The resulting "Sort" dialog box has a radio button at the bottom to indicate whether or not your list has a header row. Check whichever is appropriate. There are three windows for indicating the sort criteria. Clicking on the down arrow in each of these windows shows a list of the column headings. You can pick one and select the radio button of Ascending or Descending. 

If you do not highlight cells before bringing up this dialog box, the Excel will sort the entire contiguous block in which your active cell is located. 

The "Sort" dialog box option would be most useful in larger files with many columns, since the [image: image105.png]


"Sort" buttons only let you pick one column to sort by. 

Exercise 3 

Still using the PROJECTS file, highlight cells A3 through C7. (You are excluding the totals row.) Click on Data, then Sort, and in the resulting dialog box, tell Excel to sort by the Enrollment column, in ascending order. Make sure that "Header Row" is marked to tell Excel there are headings in the blocked area. Click on [OK] to perform the sort. Save this version of PROJECTS. 
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Tools and Features of Excel

Using Absolute References

In earlier lessons you typed in formulas and copied them, and you saw that as the formula is copied to a new location, it is adjusted to reflect new column or row locations. That is, copying a formula that says =SUM(A2:A10) across results in the new formula changing its column letter. This is referred to as a relative address. The majority of the time you want formulas to adjust, therefore, you make them relative. 

Occasionally, you will not want all or part of a formula to adjust as it is copied, so you need to use absolute referencing. This means that the formula is referencing a fixed location, is absolute, and does not adjust as it is copied. 

To make a formula absolute precede the part or parts that are not adjusted with a $ symbol. The dollar symbol can precede the sheet name (which we will talk about later), the column reference, or the row reference. These are examples of formulas with absolute referencing: 

          $B$10        The column and the row are not changed

                       when copied.

          B$10         The row is not changed when it is copied.

          $B10         The column is not changed when it is

                       copied.

Exercise 4 

Using the PROJECTS file, let's say that you want to add a new column D that shows each topic as a percent of the total enrollment. 

             A              B            C          D

      1   Project Attendance

      2

      3   Topic            Enrollment   Date      Percent of Total

      4   Plant Genetics    1150        3/20/96

      5   Marketing         400         4/5/96

      6   World Wide Web    1000        3/28/96

      7   Animal Disease    600         5/5/96

      8   Totals           (calculated)

In D4, enter the formula =B4/B8, and use the [image: image107.png]


"Percent Style" on the Formatting toolbar. Click and drag on the AutoFill handle to copy the formula down through D7. You will see that you get error messages in D5, D6, and D7. Make D5 the active cell and look at the formula in the formula bar. The formula was adjusted and now reads =B5/B9. Adjusting to B5 is okay, but the cell containing the total is still located in B8 and should not have changed. Because there is no number in B9, Excel is dividing by zero, which is giving the error message. 

In this situation, you need to make part of the formula absolute. Go back to cell D4 and change the formula to read: =B4/B$8. Now go back and copy this formula to cells D5, D6, and D7 and the new formulas will be okay. 
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This gives a good example of when absolute referencing is needed. When you are creating formulas, stop and ask yourself if any part of the formula needs to reference a set location on the spreadsheet. If so, that part needs to be made absolute with a $ symbol.
Tools and Features of Excel

Working With Multiple Sheets of Information

In Lesson 1 when you were learning about parts of the screen, there was a brief discussion of sheets and tabs. The tabs display at the bottom of the document screen and the default names are Sheet1, Sheet2, Sheet3, etc. 
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The sheet feature allows you to split your data so it is in more manageable pieces. The sheets could have the same type of information, for example, enrollment data for the same classes taught in different locations (each sheet would be a different location). Or, the sheets could contain totally different information, but you have a need to use data from one sheet on another sheet. This is the example used in the upcoming exercise. 

NAMING SHEETS 

As you start to use sheets, you should give each sheet more meaningful names. Put your mouse pointer on a tab and right-click with the mouse. Select the option of Rename... in the listing and give the sheet a name. The name can be one or more words. The longer the name, however, the fewer tabs you can see at once. Also, if the sheet's name has multiple words, you will have to enclose the name in apostrophes when using the sheet name in a formula. Close the dialog box by clicking on [OK]. 

REFERENCING DATA FROM ANOTHER SHEET 

It is a pretty easy process to use data from other sheets. When you type in a formula, like =C3, Excel assumes cell C3 on the same sheet. If you want it to use a cell from another sheet, you precede the cell address with the sheet name, for example =Sheet1!C3 if there is no sheet name or =COUNTS!C3 if you had named the sheet COUNTS. Notice the use of the exclamation point between the sheet name and the cell address. If your sheet name has spaces, the sheet name would have this type of appearance: ='REGISTRATION COUNTS'!C3. 

If you use a sheet name in a formula and then change the sheet name, Excel automatically changes the sheet name in the formula. 

Exercise 5 

In this exercise, you will work with the file REGISTER, first created in Lesson 1 and modified in other lessons. The file should look like this:

            A         B         C       D       E   

        1  Meeting Registration                                

        2  

        3  Totals for Brunch  (sum of column C entries)

        4  Totals for Dinner  (sum of column D entries) 

        5  Totals for Tour    (sum of column E entries)

        6

        7                      Brunch  Dinner   Tour    

        8 Mary      Jones      1       2        1  

        9 Ernie     Ramon      1       1        1  

       10 Sue       Black      2       3        3

           (other rows)

Put your mouse cursor on the Sheet1 tab and right click. Select Rename from the items in the listing and change the name to COUNTS. Save the file as REGISTER. 

Click on Sheet2 to make that the active sheet and change this sheet name to BUDGETS. 

Type in the following information for a simple budget sheet. You will need to adjust column widths, as necessary. 

             A               B            C            D

      1  Budget for Meeting Costs 

      2      

      3  Last Updated       =TODAY()

      4  Total Income       =SUM(C9:C50)

      5  Total Expenses     =SUM(D9:D50)

      6  Balance            =B4-B5

      7

      8  Description         Date      Income       Expenses

      9  Brunch fee                    calculation

     10  Dinner fee                    calculation

     11  Tour fee                      calculation

     12  Hall rental        10/20/96                 300.00

     13  Conference calls   10/25/96                  75.00

     14  Food expenses      10/26/96                 500.00

        etc.

Enter these formulas which reference data from the other sheet: 

          For C9     =COUNTS!C3*15.25

          For C10    =COUNTS!C4*25.50

          For C11    =COUNTS!C5*30.00

These formulas take the current brunch count, dinner count, and tour count and multiply them by the affiliated "fee" for that event. As new registrations are received, the updated income is added to the budget sheet. 
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Go back to the COUNTS sheet and check to make sure that the formulas in C3, C4, and C5 are SUM functions referencing several rows past the current data. Add several more registrations. There should be new counts in C3, C4, and C5. 

Go to the BUDGET sheet to confirm that the income information in C9, C10, and C11 had been updated. 

For any of the cells displaying currency, add a fixed decimal style using the "Decimal" buttons on the Formatting toolbar. Make other justification changes as you deem necessary. Save this version of the REGISTER file. 

APPLYING FORMATTING ACROSS SHEETS 

If your sheets have the same type of layout, you may want to apply the same type of formatting to all of them. To select several sheets that are adjacent, first click on the tab of the first sheet in the series; hold down the [Shift] key, and click on the tab of the last sheet in the series. The tabs will all look selected (and appear white). Any formatting action done on one sheet will also occur on other sheets. 

If the sheets are not adjacent, click on the tab of the first sheet, hold down the [Ctrl] key and keep clicking on the other tabs. When you release the [Ctrl] key, those sheets are treated as a group. 

If you have selected several sheets, and enter information in one cell, it is entered on all parallel cells on the "grouped" sheets. 

To clear the selection process, simply click on a tab that is not in the group. 

If you want to select all the sheets in a workbook, right-click on any sheet tab and select the option of Select All Sheets. 

DELETING A SHEET 

You can delete one or more sheets. Click on the sheet tab (or select multiple tabs as described above) and then click on Edit on the menu bar, Delete Sheet. You will be asked to confirm the deletion. If you delete a sheet used in a formula, the formula will give an error message. 

Tools and Features of Excel

Tips For When Your Applications Get Larger

The applications we have been using for these lessons have been rather small. They have easily fit on one page when printing, and most of them do not require using the horizontal or vertical scroll bars to see all the information. However, it is good to know about a couple of features that you might want to use as your files get larger. 

FREEZING COLUMN AND ROW HEADINGS ON THE SCREEN 

As you have more columns and/or more rows of information than will display on the screen, you will find it difficult to enter new information, because you cannot see the column or row headings. To keep either or both of these displaying on the screen as you scroll to the right or down, position your cursor on the first cell in your data that can change. Now click on Window on the menu bar, then Freeze Panes. A horizontal and vertical line appear on the screen to remind you this feature is turned on. Having turned on Freeze Panes, as you scroll through the spreadsheet, the headings stay visible. To turn off the "frozen panes," click on Window, and select Unfreeze Panes. 

REPEATING HEADINGS ON MULTIPLE PRINTED PAGES 

As your files get larger, when you print, the information is split across multiple pages. Similar to the problem of not seeing headings when you scroll through the spreadsheet, as multiple pages are printed, you won't see the column or row headings. 

To include column and/or row headings on each page on a larger file, select File, Page Setup. 
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Select Sheet tab and you will see a "Print Titles" area. One window is for rows to repeat at the top and one is for columns to repeat at the left. You have to type a block range here, like A3:H3 or $3:$3 (for row 3), and cannot just indicate the row number or the column letter by itself. 



Tools and Features of Excel

Unit 4 Summary

The sorting feature can be very useful, since it allows you to enter information in any order and then rearrange it later. The [image: image112.png]


"Sort" buttons only allow you to sort by one column (one criteria). If you have multiple criteria to sort by, use the "Sort" dialog box. 

Absolute referencing is coding applied to all or parts of a formula so when the formula is copied, the row number, column letter, or both are not adjusted. 

When developing spreadsheets, you can choose to have data on more than one sheet. Right-click on a tab to bring up a menu to rename the tab. To reference data from another sheet, precede the cell address with the sheet name and an exclamation mark. If there is no sheet name in a cell, Excel assumes the same sheet. If you have multiple sheets with the same layout, one way to group the sheets is to hold down the [ctrl] key as you click on sheet tabs. When sheets are grouped, formatting applied to one sheet is then applied to all selected sheets; information entered on one sheet is entered on all selected sheets. 

Tools and Features of Excel

More Exercises and Questions

1. How can you use the [image: image113.png]


"Sort" buttons on the Standard toolbar? When would you not want to use these buttons and use the Sort dialog box instead?
Answer 

2. What is the purpose of absolute referencing in formulas?
Answer 

3. How would you make this address absolute? B10
Answer 

4. How do you change the name of a sheet's tab?
Answer 

5. If there are too many rows of data in your spreadsheet, what change can you make so that you can continue to see column headings as you move down the page?
Answer 

6. Make sure that you have saved the REGISTER.XLS file. Make COUNTS the active sheet. Change some of the names so you have people with the same last name. Highlight the data area, from A8 through E16 (or whatever the lower right cell is). Use the Sort dialog box under Data to sort by the last name and then by the first name. (Hint: Add column headings for the last name and first name columns, before you sort.) Save the resulting file. 

Note: in the file FUNDRAS, the first and last name were entered in one cell. Thus, with this file you would not be able to sort by name, unless in the cell you first typed the last name first, followed by the first name. 

7. Open up the file CLASSES.XLS first created in Lesson 1. Highlight the data area (not the Totals row) and sort by the total attendance column, so the classes are ordered from the largest attendance to the smallest attendance. Click on [image: image114.png]


"Undo" to undo the sort. 

Sort the class data area alphabetically by class name, and save the file. Since you are highlighting an area to sort, use the Sort dialog box to enter the criteria for the sort.
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 HYPERLINK "http://www.extension.iastate.edu/Pages/Excel/unit4/ans4-7.gif" Check your work. 

8. Using the CLASSES file, add a new column in G for the percent of total attendance, similar to what you did in Exercise 4. Remember to use absolute referencing when you enter the reference to the cell with the totals. Change the formatting to a percent, using the [image: image116.png]


"Percent Style" button on the Formatting toolbar. Save this new version of CLASSES.XLS.
[image: image117.png]




 HYPERLINK "http://www.extension.iastate.edu/Pages/Excel/unit4/ans4-8.gif" Check your work. 

9. Take the current copy of CLASSES and save it as MULTIPLE.XLS. For practice you are going to assume this has attendance data for different years, but the same class topics. 

i. Change the tab name to 1994. 

ii. Put your mouse cursor on the [Select All] button, which is where the column heading area and the row number area intersect. Clicking once here selects the entire sheet. 

iii. Click on the [image: image118.png]


"Copy" button on the toolbar. 

iv. Go to Sheet2 and make the active cell A1. Click on the [image: image119.png]


"Paste" button, and a copy of the first sheet is placed here. 

v. Rename the tab here 1995. 

vi. Highlight the data area from B3 through E6 and delete these numbers. Enter new numbers here and new calculations will appear. 

vii. Use the [Select All] button area to select the entire sheet, and copy the information to the next sheet (Sheet3). 

viii. Rename the tab here 1996, and highlight the data area and delete the class attendance numbers. Re-enter new data. 

ix. Once again select the sheet and copy it to the fourth sheet (Sheet4). Name this sheet TOTALS, and delete the data from B3 through E6. 

x. This sheet needs to reference the numbers from the other three sheets. On cell B3 make the formula: =1994!B3+1995!B3+1996!B3. The number that displays is the total of those cells. Go to the other sheets and type in simple numbers in B3 to test out the formula. 

xi. On the TOTALS sheet, copy the formula from B3 down through B6, by dragging on the AutoFill handle. 

xii. Highlight cells B3 through B6 and click on AutoFill handle and drag across through column E. 

xiii. Go back to the previous sheets and change some of the enrollment numbers for the different years, and check out the results on the TOTALS sheet. 

xiv. Save this version of MULTIPLE.XLS. 

10. Using this new version of MULTIPLE.XLS with multiple sheets, right-click on one of the sheet tabs and pick Select All Sheets. 

Now select column A and make it boldface. Highlight the totals column and make it italic. Highlight columns B, C, D, E, and F and use Format, Column, AutoFit Selection to size the columns to the widest entry. Go to other sheets and see what has happened. 

11. If you want to practice working with larger files, open up the REGISTER.XLS file and add 40 or so records (for additional registrations). Use Print Preview to make sure your file is more than one page. 

Position your cursor at cell A8, and click on Window, Freeze Panes. Scroll down the page as if you were going to enter a new registration, and see what happens with the top rows. Save this as the new version of REGISTER. 

Take this same file and print it. Go into File, Page Setup and select the Sheet tab. Make the row to repeat at the top $7:$7. Use Print Preview to see what the file will look like when printed. If you want, go ahead and print the file. 

12. If you have created any spreadsheets of your own, see if there is a way to use multiple sheets in your application. Practice creating formulas that reference cells from other sheets. 



