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 At the end of this course participants will be able to:
 Start Excel
 Understand the Excel screen display
 Move efficiently around an Excel workbook
 Enter data and formulas
 Format data to improve the appearance of worksheets
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 Copy and move data and formulas
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 Excel – Microsoft’s Spreadsheet
 Excel is Microsoft’s spreadsheet. Spreadsheets are applications or programs that do numeric calculations such as budgeting, projecting, and forecasting. Spreadsheets allow you to enter and alter data, but also write formulas that perform specified calculations on the data that you have entered. Formulas accomplish the real work of a spreadsheet program.
 Spreadsheet applications or programs also perform graphics and database functions to extend the numeric work that is at the heart of spreadsheets. Graphics features create charts or graphs to illustrate numeric data. Database features allow you to sort and analyze data.
 Starting Excel
 To Start Excel:
 1. Click the Start button on the lower-left portion of the Windows taskbar.
 2. Select Programs, Microsoft Office, Microsoft Excel. (This may be in a slightly different location, depending upon the configuration of your computer.) or Double-click the Excel shortcut icon on your desktop if one is available.
 Excel 2007 New Interface
 Excel 2007 has a new interface. Even users with previous Excel experience will need to take some time to familiarize themselves with using the new interface. There are no longer “menus” such as File, Format, Edit, etc. which may be familiar to you from previous experience. The menus have been replaced by Ribbon “command” tabs. Tools are grouped together on the ribbon tabs in categories called “galleries.”
 New “Ribbon” replaces the menu and toolbars. “Font” Gallery
 “Home” Command Tab
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 Exploring the Excel Screen
 The Excel screen is a combination of features standard to all Windows applications and those specific to Excel 2007.
 Viewing Dialog Boxes
 Many of the galleries have a button that can take you to a dialog box. For instance, on the
 Home ribbon shown below, there is a to the right of Font that will take you to the Font formatting dialog box.
 Name Box
 Ribbon
 Row Headings
 Status Bar
 Title Bar Search for Help
 Column Headings
 Worksheet Navigators
 Worksheet Tabs
 Minimize,
 Maximize,
 Restore
 Buttons
 Scroll Bars
 Active Cell
 Formula Bar
 “Font” Gallery menu and toolbars.
 “Home” command tab
 Office Button
 Quick Access Toolbar
 Button
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 Quick Access Toolbar
 The Quick Access toolbar is located in the upper-left corner of the screen. Click the
 Customize Quick Access Toolbar button to easily add or remove buttons from this toolbar. Selecting “More Commands” allows you to add any command to this toolbar. Add tools that you use frequently to avoid having to return to a tab for such tools as Open or Print Preview.
 Tip: You can also right-click a tool that you want to add to the Quick Access toolbar.
 Minimizing the Ribbon
 The new ribbon takes up a lot of screen real estate.
 You can minimize the ribbon either from the button on the Quick Access Toolbar, or by double-clicking any ribbon tab. Double-click the ribbon tab again to display the full ribbon.
 The Office Button
 The Office button , found in the upper-left corner of Excel has many of the commands which were formerly available from the File menu. It also displays a list of your most recently used files. You can click the “pin” icon to pin an item you always want to keep handy.
 Click the “pin” to keep a file on the Recent Document list.
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 Features Standard to Windows Applications
 Feature Description
 Application Window The application window, Microsoft Excel, is the window that fills the screen and within which Excel runs.
 Document Window The document window, Book 1, is contained within the application window and is initially maximized.
 Title Bar The title bar displays at the top of the screen. Since the document window is maximized, it displays the name of both the application window and the name of the document window.
 Office Button The Office Button on left side of the title bar controls the application window, Microsoft Excel. Double clicking on the Office Button closes Excel.
 Minimize, Maximize, and Restore Buttons
 These buttons display on the right side of the title bar. The icons on the title bar affect the application window (Excel). The icons on the Ribbon affect the document window (Book 1).
 The first button minimizes the window. If minimized, the application is represented on screen by a button on the task bar at the bottom of the screen. If a document window is minimized, it displays inside the Excel window.
 The middle button is either Restore or Maximize .
 The last button is . Click to close the window.
 Ribbon The Ribbon displays below the title bar and contains options specific to Excel.
 Accessing commands using the keyboard:
 To choose an option from the Ribbon, press the Alt key. Letters display for each command tab.
 To choose an option, simply type the displayed letter.
 Press Esc to clear the command keys.
 Scroll Bars A vertical scroll bar at the right side of the document window and a horizontal scroll bar at the bottom right of the document window allow you to move through a worksheet with the mouse.
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 Features Specific to Excel
 Feature Description
 Formula Bar The formula bar is below the Ribbon. Look at the formula bar to view and edit the contents of the active cell.
 Worksheet Frame The worksheet is divided into columns and rows. The columns are labeled with letters and the rows with numbers on the worksheet frame that displays at the top and left of the worksheet.
 In Excel 2007 there are 16,384 columns and 1,048,576 rows per worksheet. The columns are lettered: A – Z, AA AB AC . AZ BA BB ... XFD. However, if working in compatibility (Excel 97 – 2003) mode, you are restricted to the former worksheet size of 256 columns and 65,536 rows per worksheet.
 The worksheet frame identifies columns and rows but also is used to select areas and change column widths and row heights.
 Active Cell The intersection of the columns and rows are cells. Data is entered in a cell-by-cell basis. The active cell is the outlined cell that moves as you press arrow keys or Tab or Enter. Data typed is entered into the active cell.
 The cell reference or cell address gives the location of the cell by listing the column letter then the row number. The cell reference for the active cell is displayed on the left side of the formula bar in the Name Box.
 Fill Handle The lower right corner of the active cell is the fill handle. When the mouse is squarely positioned on the fill handle, it is a narrow plus or “cross hair.” Dragging the fill handle fills cells down the column or across the row with the pattern determined by the active cell.
 Mouse Pointer The mouse pointer takes on a variety of shapes.
 The neutral shape is a hollow plus sign. Dragging the hollow plus selects an area or range in the worksheet.
 If the mouse pointer is placed on one side (on the border) of the active cell, the mouse becomes an arrow. Dragging this mouse pointer moves the active cell.
 The lower-right corner of the active cell is the fill handle. (See above)
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 Feature Description
 Sheet Tabs Each document window contains a workbook, thus the name Book 1. A workbook is a set of worksheets designed to work together. There are initially 3 worksheets per workbook. More sheets can be inserted and sheets can be deleted.
 Status Bar The status bar is at the bottom of the screen. The left side of the status bar indicates the mode in which Excel is currently operating. The three modes are:
 Ready indicates that Excel is ready to accept data or a menu command.
 Enter indicates that data is being entered.
 Edit indicates that a previous entry is being revised or edited.
 The right side of the status bar indicates whether or not functions like CAPS LOCK and NUM LOCK have been enabled.
 Navigating in Excel
 There are multiple ways to navigate in Excel. The table below lists a variety of options for moving from one part of an Excel workbook to another.
 Note: If you use the scroll bars to move to a different part of a worksheet, the active cell may not be visible.
 To Move to: Use:
 A cell on screen Click the cell with the mouse or Use arrow keys.
 Down, screen by screen Click on the part of the vertical scroll bar below the scroll box or Press Page Down
 Up, screen by screen Click on the part of the vertical scroll bar above the scroll box or Press Page Up
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 To Move to: Use:
 Right, screen by screen Click on the part of the horizontal scroll bar to the right of the scroll box or Press Alt + Page Down
 Left, screen by screen Click on the part of the horizontal scroll bar to the left of the scroll box or Press Alt + Page Up
 First cell in current row Press Home
 Cell A1 (upper left corner) Press Ctrl + Home
 Last cell containing contents or formatting (lower right corner) of the sheet area in use
 Press Ctrl + End
 Previous worksheet Click on the worksheet tab or Press Ctrl + Page Up
 Next worksheet Click on the worksheet tab or Press Ctrl + Page Down
 A specified cell Press Ctrl + G or F5, then type the cell you want to go to. or Click in the Name Box at the left side of the formula bar, type the cell reference, then press Enter.
 Types of Entries
 All cell entries are either data or formulas.
 Data include all data that remain as entered. Data could be text or numeric entries, text entries, and date and time values.
 Formulas are entries that instruct Excel to perform a calculation or other function on data entered in other cells of the worksheet. As those data change, Excel will recalculate the formulas to update the worksheet.
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 Entering Data
 As an entry is made, it displays on the formula bar. Keep an eye on the formula bar to see the clearest image of what is being entered.
 When entering data, note the red X and green that display to the left of the formula bar. These symbols are designed for use with the mouse.
 Clicking on the red X is equivalent to pressing Esc on the keyboard and ends the entry without making any change to the contents of the cell.
 Clicking on the green is equivalent to pressing Enter and ends the entry by putting
 what has been typed into the cell. Be sure to press Enter or click the green to enter each entry.
 Text Data
 By default, alphabetic entries (or entries containing alpha characters) align to the left. If text is entered that is longer than the column width, the text displays in the cells to the right, if those cells are empty. If the cells to the right contain data, the text appears to end at the column boundary. Column width can be adjusted to display all text in a cell.
 Numeric Data
 By default, numeric entries align to the right and alphabetic entries (or entries containing alpha characters) align to the left. The entire entry is in the cell, but not visible on the screen. If the numbers entered are too long for the column width, ### symbols may display in the column. Column width and alignment formatting can be adjusted. An alternate possibility for a large number of digits will include a scientific notation, e.g., the numbers 12345678901234 may display as 1.23+13. Note the example below. See page 15 for instructions on formatting numbers.
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 Entering Data
 Follow these steps to enter data.
 1. Navigate to the cell where you want to enter data.
 2. Type the entry. (Backspace to correct typing errors.)
 3. Press Enter or Tab or click on the green in the Formula bar to display your entry.
 Editing Data
 You can edit the contents of any cell. All edits are visible on the formula bar. Once you begin editing, note the appearance of a blinking vertical insertion bar in the formula bar. Also, note that the mode on the Status bar has changed to Edit.
 Replacing One Entry with Another
 1. Select the cell you want to edit.
 2. Type the new entry.
 3. Press Enter or click the green to the left of the Formula bar. The contents of the cell are replaced with the new entry.
 Altering an Existing Entry
 You can edit a portion of the contents contained in a cell.
 1. Select the cell you want to edit.
 2. Double-click the cell or Press F2.
 3. Use the mouse or arrow keys to move to the character(s) you want to change.
 4. Make the appropriate revisions.
 5. Press Enter or click the green on the Formula bar. The contents of the cell are replaced with the modified entry.
 Note: You can also select the cell you want to edit; then make the appropriate changes within the Formula bar.
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 Basic Formatting
 You can format data to display a selected font or format. You can also format rows and columns to be the appropriate size to display your data.
 Selecting Content
 You must select the elements you want to format. The table below describes a variety of ways to select data in Excel.
 Selecting Ranges
 A range is a rectangular area of the worksheet. A range reference is the technical term for the name of a range. The range reference lists the cell references of the opposite corners of the range with a colon between them. For example, A1:O26 is the range that would occupy a great deal of Excel's initial screen.
 A range may need to be designated as the area to be summed, averaged, printed, made bold, or shaded. To do any of these things to a range, the first step is to select or highlight the range. This can be done with either the mouse or the keyboard. The mouse is convenient for ranges that fit on the current screen.
 Selecting Ranges with the Mouse
 To Select: Procedure:
 Range on screen Drag across the range
 Entire column Click on the letter in the worksheet frame that identifies the column.
 Multiple columns Drag across the column letters in the worksheet frame that identify the columns.
 Entire row Click on the number in the worksheet frame that identifies the row.
 Multiple Rows Drag across the row numbers in the worksheet frame that identify the rows.
 Non-contiguous rows or columns Select one row or column you want to select. Press and hold Ctrl then select the additional cells you want to select.
 Entire worksheet Click in the upper left corner of the worksheet frame
 (the blue box to the left of the first column letter and above the first row number).
 A continuous range of data Click on the cell, which is the upper left corner of
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 To Select: Procedure:
 the range. Press and hold down Shift and click the lower-right corner cell of the range you want to select.
 Non-contiguous cells Select one cell or range you want to select. Press and hold Ctrl; then select the additional cells you want to select.
 Deselecting a Range with a Mouse
 To deselect a range, click on any cell.
 To move around a sheet without deselecting a range, use the scroll bars. This allows you to view all corners of a large range that you have selected, without losing or altering your selection.
 Altering the Range Selected with a Mouse:
 Reselect the range. or
 Alter the lower right corner of the selected range by holding down Shift and clicking on the new lower right corner.
 Selecting Ranges with the Keyboard
 To Select: Procedure
 A range containing data Press and hold Shift and use direction keys:
 E.g. Shift + arrow key
 Shift + Page Down or Page Up
 Shift + Ctrl + End
 A Continuous Range of Data Shift + Ctrl + *
 All data in a column or row Select the first cell; then press and hold Ctrl + Shift, and select the desired directional arrow key.
 To Deselect a Range With The Keyboard:
 Press any arrow or keyboard motion key.
 To Change a Selected Range:
 Hold down Shift and click on the new lower right corner of the range. or
 Hold down Shift and use motion keys to adjust the position of the lower right corner of the range.
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 Formatting Columns and Rows
 You can easily adjust the column width or row height from the screen.
 Columns
 Formatting One Column
 1. Position the mouse pointer on the line between column letters on the right side of the column to be changed. The mouse pointer displays with two small arrows
 pointing left and right.
 2. Click and drag the line to the appropriate column width.
 Formatting More than One Column
 1. Select the columns to be adjusted as described on page 10.
 2. Position the mouse pointer on a line between any of the selected columns. The
 mouse pointer displays with two small arrows pointing left and right.
 3. Click and drag the line to the appropriate column width.
 Rows
 Formatting One Row
 1. Position the mouse pointer on the lower line of a row marker for the row to be changed. The mouse pointer displays with two small arrows pointing up and down.
 2. Click and drag the line to the appropriate the row height.
 Formatting More than One Row
 1. Select the rows to be adjusted as described on page 10.
 2. Position the mouse pointer on a line between any of the selected rows. The mouse pointer displays with two small arrows pointing up and down.
 3. Click and drag the line to the appropriate row height.
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 Best Fit
 The best fit command makes a column wide enough for the longest entry in the column. It also can adjust a row to be the appropriate height for the text in a row. To use it, double-click on the line between the column marker on the right side of the column to be changed or on the line between the row markers beneath the row to be changed.
 Tip: To use “best fit” on several rows or columns, select the columns or rows first; then double-click on any connecting selected row or column line.
 Tip: To use “best fit” for the entire worksheet, click the “Select All” button on the worksheet.
 Basic Cell Formatting Using the
 Ribbon
 You can format data alignment, fonts, font size, currency symbols, percents, decimals, borders, shading, and font color using the Home tab of the Ribbon. As you rest your mouse pointer over each button, it displays its purpose. The Font, Alignment, and Number galleries supply most of the basic formatting options.
 Select the cell(s) you want to format; then click the appropriate tool.
 Select All button
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 Merging Text Across Several Columns
 You can merge the text in one cell across several columns. This is often used in the title of a worksheet.
 1. Select the cell containing the text you want centered over several cells as well as the cells over which you want it centered.
 2. Click the Merge & Center button from the Alignment gallery of the Home tab to
 merge the cells over the selected cells.
 Forcing a Line Break in a Text Entry
 At times you may want several lines of text to display in the same cell. Press Alt + Enter to move down a line within the same cell. Format the column width as necessary.
 You can also set this option from the Wrap Text button in the Alignment gallery of the
 Home tab on the Ribbon.
 Selected Cells
 Merge & Center Button
 Merged Cells
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 Other Formatting Methods
 Select the cell(s) you want to format, and right-click to display a mini-toolbar. Select the desired formatting options.
 Select the cell(s) you want to format, and right-click. From the menu, select Format Cells to display the Format Cells dialog box of formatting options.
 Select the cell(s) you want to format and click the button in the lower-right area of the gallery to display the Format Cells dialog box of formatting options.
 Click the by General to display multiple number formatting options.
 Format Cells dialog box
 Mini toolbar
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 Dates
 Excel uses a serial numbering system when working with dates. The earliest date Excel understands is January 1, 1900, and the latest date it understands is December 31, 9999. Excel assigns a serial number to each date. For example, January 1, 1900 is 1, January 2, 1900 is 2, etc.
 It is a good practice to always enter four-digit years in your date fields to ensure that Excel interprets your date correctly. Excel recognizes any two-digit years from 00-29 as the 21st century (the 2000’s); Excel recognizes any two-digit years from 30-99 as 20th century dates (1900’s).
 When you enter dates, the default formatting of the cell determines how the date displays. Dates are automatically right aligned. The following entries give identical results:
 2/1, 2-1, Feb 1 All display as 1-Feb by the default settings.
 To format dates:
 1. Select the cells you want to format.
 2. From the Home tab, on the Number gallery click the by General to display multiple number formatting options.
 3. Select the desired date format.
 4. If necessary, click More Number Formats from the bottom of the list for more options.
 Cool Tip!
 Shortcut for Entering the Current Date and Current Time
 Type Ctrl + ; (semi-colon) to enter the current date.
 Type Ctrl + : (colon) to enter the current time.
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 Deleting Data and Formats
 To delete the contents of a cell, select the appropriate cell(s), then press Delete. You can also use tools from the Editing gallery on the Home tab.
 Using the Tools on the Ribbon
 Click the Clear button to display the following options. Select the desired option.
 Using Undo and Redo
 Excel stores the last 100 changes made in the workbook. You can easily undo and/or redo changes.
 Use one of the following procedures to undo a command.
 Click the Undo button on the Quick Access toolbar.
 Press Ctrl + Z
 Use one of the following procedures to redo a command.
 Click the Redo button on the Standard toolbar.
 Press Ctrl + Y
 To undo or redo multiple commands, click the next to the Undo or Redo button, and select the appropriate command. All changes up to the selected item in the list are made.
 Using Spell Check
 Spell check will check all the words in text entries. Use any of the following options to run spell check. Spell check first checks the selected cell. It then asks if you want to check the remainder of the worksheet.
 Click the Spelling button from the Review tab.
 Press F7.
 If you added the Spell check button to the Quick Access toolbar, click .
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 Inserting Rows and Columns
 You can easily insert rows and columns.
 Inserting a Row
 1. To insert a single row, select the row heading (light-blue area) immediately beneath where you want the new row. or To insert multiple rows, select the appropriate number of rows immediately beneath where you want the new rows. Select the same number of rows as you want to insert.
 2. Right-click and select Insert.
 Inserting a Column
 1. To insert a single column, select the column heading (light-blue area) immediately to the right of where you want the new column. or To insert multiple columns, select the appropriate number columns immediately to the right of where you want the new columns. Select the same number of columns that you want to insert.
 2. Right-click and select Insert.
 Note: You can also insert rows or columns by selecting the row or column heading(s) immediately after where you want to add a new row(s) or column(s), then pressing Ctrl + + (plus key).
 Deleting Rows and Columns
 You can easily delete a row or column. If you delete a row or column, all the data contained in those cells is also deleted. If you make a mistake, click the Undo button. Follow these steps to delete a row or column.
 1. Select the row or column heading(s) to be deleted.
 2. Right-click and select Delete.
 Note: You can also select the row or column heading(s) you want to delete, then press Ctrl + - (minus sign).
 Using the Ribbon Tools to Delete or Insert Columns or Rows
 1. Select the row or column headings(s) to be deleted.
 2. From the Home tab, click the desired option to insert or delete.
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 Working with Files
 As with all programs, it is important to save your work as early as possible when working with a file. As you work, data in a workbook is stored only in the computer’s memory. Information in memory is wiped out when a computer loses power or is re-booted. As you continue to work with the workbook and make changes be sure to save periodically.
 Saving a Workbook
 Follow these steps to save a workbook.
 1. Click the Office button in the upper-left corner of the screen and select Save As.
 2. The Save As dialog box displays.
 Select the desired drive and folder
 Enter the filename
 If necessary, change the file type
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 3. In the Save in: field, navigate to the appropriate drive and folder.
 4. In the File name: field, enter the file name for your workbook. File names can be up to 255 characters long. If saved to a network drive, the network may require names to be no more than 8 characters with no spaces. Network files are automatically backed up.
 Note: If you need to save this file to an older version of Excel, click in the Save as type: field, and select the appropriate file type. See below.
 5. Click Save.
 IMPORTANT: Please remember that not all users have Office 2007 and may not be able to open your file if you do not save it down to Excel 97-2003. The .xlsx (XML) file type cannot be opened from Excel 2003 unless users have downloaded the compatibility pack available from the Microsoft website: http://www.microsoft.com/downloads/ Search for “compatibility.” Be aware that some new features may not transfer in compatibility mode.
 Where to Save Files - Files saved to your computer’s hard disk drive (C: or D) are vulnerable. Hard drives can fail. Files saved to C: or D: should be backed up. Students should save files to a portable storage device, such as a CD or flash drive. Students can also save files to NetFiles. See computer labs for information. Faculty and staff are encouraged to save to the S: or U: drive which are backed up daily.
 Saving Changes
 To save changes you made to a file, click the Save button on the Quick Access toolbar, or press Ctrl + S.
 Opening an Existing File
 1. Click the Office button in the upper-left corner of the screen and select Open. (Note: You can add the Open button to the Quick Access toolbar.) The Open dialog box displays.
 http://www.microsoft.com/downloads/
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 2. In the Look in: field, navigate to the appropriate drive and folder.
 3. Select the workbook you want to open.
 4. Click the Open button or double-click the file icon.
 Moving from One Open Workbook to Another
 You can have multiple workbooks open at the same time. Follow these steps to move to another open workbook.
 1. Select the View tab; then select the Switch Windows button. All open workbooks display in the list.
 2. Select the appropriate file from the drop-down list.
 Note: You can also press Ctrl + F6 to cycle through the open windows in Excel.
 Closing a Workbook
 Use one of the following options to close a workbook. If you have not yet saved the data in the workbook, Excel will prompt you to do so.
 Click the Office Button in the upper-left corner of Excel and select Close.
 Double-click the Office button in the upper-left corner of Excel.
 Press Ctrl + F4.
 Click the Close button on the second row of the upper-right corner of the screen.
 Deleting a File
 Closing a file removes it from memory. Deleting a file removes it from the disk. Follow these steps to delete a file you no longer need.
 1. Click the Office Button from the upper-left corner of Excel and select Open. (or press Ctrl + O). The Open dialog box displays.
 2. Locate and select the file you want to delete.
 3. Click the Delete button from the tools available at the top of the Open dialog box. The Confirm File Delete dialog box displays.
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 4. Click Yes to delete the file.
 5. Click Cancel to close the Open dialog box, or select another file to delete or open.
 Creating a New Workbook
 Use one of the following options to create a new workbook while working in Excel.
 Click the Office Button from the upper-left part of the Excel screen, and select New. From the New Workbook screen, select Blank Workbook.
 Press Ctrl + N.
 Copying and Moving
 There are various ways to copy and move information in Excel.
 Using the Clipboard
 You can use the clipboard to move or copy cells. Use the following commands or use the buttons on the Home tab to copy or move cells.
 1. Select the cell or range you want to move or copy.
 2. To move cells, click (or press Ctrl + X). or
 To copy cells, click (or press Ctrl + C).
 3. Select the cell that is to become the new upper left corner of the range.
 4. To paste, press Enter. or
 Click the Paste button (or press Ctrl + V). A clipboard button displays next to the pasted data allowing you to select whether you want to copy the contents, format, etc. By default, it copies the contents and format. Paste options: You can also click the drop-down option on the Paste button to select a variety paste options.
 Note: Using Paste button rather than Enter, allows you to paste the cells more than once. To remove the “marquee” around the copied data and remove it from the clipboard, press the Esc key.
 Right-click Options – You can also right-click the selected cell(s) to select Copy and right-click to select Paste to the desired location.
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 Moving a Range by Dragging and Dropping
 You can move a range of cells by dragging and dropping to a nearby site.
 1. Select the cell or range you want to move.
 2. Move the mouse pointer to one edge of the range (not the fill handle). The mouse pointer displays as an arrow.
 3. Click and drag the selected range to its new location.
 4. Release the mouse button.
 Copying a Range by Dragging and Dropping
 1. Select the cell or range you want to copy.
 2. Move the mouse pointer to one edge of the range (not the fill handle). The mouse pointer displays as an arrow.
 3. Hold down the Ctrl key.
 4. Click and drag the selected range to its new location.
 5. Release the mouse button before releasing Ctrl.
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 Using the Fill Handle
 The fill handle is a very useful tool. It is the lower-right corner of the active cell or of the selected range. Dragging the fill handle fills the range across which you drag with the contents of the cell. A “fill” command might be nothing more than a copy command, but it can also mean that the pattern set by the first entry or entries will be followed in the range to be filled.
 Using the Fill Handle to Copy One Cell
 1. Select the cell you want to copy.
 2. Rest your cursor on the “fill handle” of the selected cell. When your mouse pointer
 displays as a cross hair +, proceed to step 3.
 Note: The fill handle is the small box in the lower-right corner of the selected cell.
 3. Click and drag the fill handle in the direction to be filled. The fill handle displays an Auto Fill Options button. From the drop-down list, select the desired option. To copy the data, select Copy Cells. The default is copy cells, if no other selection is made.
 Using the Fill Handle with a Range as the Pattern
 A range can be used as the pattern for the fill to copy more than one cell or to fill a range with numbers that vary by a certain interval. Two cells are selected as the pattern for the fill command so that the interval is specified.
 1. Select the range to be used as the pattern you want to fill.
 2. Rest your cursor on the “fill handle” of the selected cell. When
 your mouse pointer displays as a cross hair +, proceed to step 3.
 3. Click and drag the fill handle in the direction to be filled. The pattern is copied. If you prefer to use the button that displays, select Fill Series, to fill in the desired pattern.
 Note: Dragging up or to the left fills “backwards.”
 Fill Handle
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 Writing Formulas
 One of the primary uses for a spreadsheet is mathematical calculations or formulas. Formulas must begin with an equal sign (=). Formulas do not contain any spaces. The cell where the formula is created displays the result of the formula. To view or edit the actual formula, select the cell and view it in the Formula bar. When writing formulas, use the following symbols to represent the following operations:
 + Addition
 - Subtraction or entering a negative number
 * Multiplication
 / Division
 ^ Exponentiation
 ( ) Set off the calculation to be performed first
 Order of Operations
 The Order of Operations law of algebra holds that if a formula contains more than one mathematical operation, those operations are performed in the order of the most complicated to the least complicated. The order is:
 1. Negative sign
 2. Percent
 3. Exponentiation
 4. Multiplication and division
 5. Addition and subtraction
 When operations tie in complexity, for example multiplication and division, the order of operation is left to right.
 Parentheses ( ) overrule this order. Whatever operation is surrounded by parentheses is performed first.
 Example: 6+4/2 = 8
 (6+4)/2 = 5
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 Using Cell References in Formulas
 Formulas most often are used to perform a calculation based on data entered in other cells. To refer to those data, use the cell reference in the formula. This allows the data in the cell to change and the formula to update to reflect that change. The result (or answer) of the formula displays in the cell containing the formula.
 Example: To add up the January sales on the worksheet below, enter the following formula in cell B10, then press Enter or click the green to the left of the Formula bar to enter the formula and display the result.
 =B6+B7+B8+B9
 When entering a formula that refers to other cells, you can either enter the cell address by typing the cell address, by selecting the cell or range of cells to be used in the formula.
 Entering a Formula by Selecting
 Follow these steps to enter a formula by selecting the cells.
 1. Select the cell where you want the result of the formula to display.
 2. Type =.
 3. To enter a cell reference, select the appropriate cell by using arrows or the mouse.
 4. Type the appropriate operator (e.g., +).
 5. Select the next cell to be used in the formula.
 6. Type the appropriate operator.
 7. Repeat steps 4-5 until the formula is complete. (Do not end the formula with an operator. Do not press Enter until the formula is complete.)
 8. When the formula is complete, press Enter or click the green to enter the formula and display the result. Be careful – don’t click a blank cell to complete your formula, as that cell will be included in the formula.

Page 31
                        

Introduction to Excel 2007
 Copyright © 2007, Carlson School of Management, University of Minnesota 27
 Copying Formulas
 You can copy a formula to another cell. Excel displays the results in the new cell “relative” to that new cell. In the example below, if you copy the formula you created in B10 (=B6+B7+B8+B9) to C10, it will perform “relative” to its new location. The copied formula in C10 will be =C6+C7+C8+C9. See page 28 for information on relative and absolute cell references.
 Copying a Formula Using Copy and Paste
 Follow these steps to copy a formula from one cell to another.
 1. Select the cell containing the formula you want to copy.
 2. Click the Copy button from the Home tab (or press Ctrl + C, or right-click,and select Copy).
 3. Select the cell where you want to paste the formula and click the Paste button from the Home tab (or press Ctrl + V, or right-click and select Paste). The formula copies and performs relative to its location. Example: In the example above, the pasted formula in C10 would display =C6+C7+C8+C9.
 Copying a Formula Using the Fill Handle
 The fill handle is a great way to copy formulas to adjacent cells.
 1. Select the cell you want to copy.
 2. Rest your cursor on the “fill handle” of the selected cells. When your mouse pointer
 displays as a cross hair +, proceed to step 3.
 Note: The fill handle is the small box in the lower-right corner of the selected cell.
 Fill Handle
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 3. Click and drag the fill handle across the cells to which you want to copy the formula.
 4. Release the mouse button to copy the formula.
 Hint: Double-click the fill handle to copy a formula down to the end of a contiguous column.
 Hint: When you double-click the fill handle, the following button displays . By default, the fill handle copies the cell or formula. To view other auto-fill options, click the drop-down arrow and select the desired option.
 Absolute and Relative Cell References when Copying Formulas
 In the previous example, we copied and pasted a formula and that formula calculated “relative” to the new location. If is very important to understand both relative and absolute references when copying formulas.
 Relative References
 By default, when you copy a formula, it calculates relative to its new location.
 Absolute References
 Sometimes you might not want to adjust all the cell references. To prevent references from adjusting relative to their new location, you can write the formula using absolute references. In the example below, cell F5 contains a formula that multiples E5 by B2 (sales commission).
 Without using absolute references, that formula would copy down to F6 as =E6*B3, which would produce an incorrect result (B3 is an empty cell). The reference to cell B2 must be absolute for it to be copied and calculate correctly.
 To make a cell reference absolute, type a $ before the column and row references to “lock in” the row and column. Example: $B$2
 Formula
 Formula
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 Making a Reference in an Existing Formula Absolute
 1. Select the cell containing the formula you want to change.
 2. Position the insertion bar on the Formula bar in the cell reference you want to make absolute.
 3. Type a $ before the column reference and row reference for the cell to be made absolute.
 4. Press Enter or click the green to enter the updated formula and display the result.
 Note: An easy way to make the cell reference absolute is to position the cursor in the cell reference in the Formula bar, then press F4 to add the required $. Press Enter to complete the formula and display the results.
 Making a Reference Absolute While You are Writing the Formula
 1. Begin creating the formula as described earlier.
 2. When entering the cell reference to be made absolute, enter the cell reference, then press F4.
 3. Continue to enter the rest of the formula.
 Mixed Cell References
 There may be times when you want the column or row to remain constant, while the other reference must be relative. When you press F4, it places $ in front of both the row and column reference. If you press F4 again, it toggles through the following options.
 Cell Reference Column Row
 A1 Relative Relative
 $A$1 Absolute Absolute
 $A1 Absolute Relative
 A$1 Relative Absolute
 Few workbooks require mixed references. They are described here to distinguish them from relative and absolute references.
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 Introduction to Excel Functions
 There are over 300 built-in formulas in Excel called functions. These functions can perform math, text, logical, and other calculations. There are several function categories such as Financial, Math & Trig, Statistical, and Logical.
 You can type in the functions you want to use, or you can use paste function to enter information into a form. Excel’s functions, like all formulas, begin with =. After the =, the name of the function is next, followed by the cells on which the function is performed. Parentheses surround the cells on which the function is performed.
 Example: =SUM(argument)
 Argument
 An argument is the information needed to perform the calculation. Most functions contain one or more arguments, which are enclosed in parentheses. If there is more than one argument, the arguments are separated by commas (not spaces.) If the function contains more than one argument, the order of the arguments is important.
 Example: =SUM(A5,A12,B10)
 This would sum the cells listed.
 Ranges
 A range is a special kind of argument. When you have several contiguous cell references in your formula, you can indicate them as a range, instead of referencing each individual cell. A colon (:) is used when creating a range. Type the beginning cell reference, then a colon, then the ending cell reference.
 Example: =SUM(A1:A5)
 This would sum all the cells within that range.
 Note: You can insert a comma to calculate non-contiguous cells. Example: =SUM(A1:A5,C7:C11) adds together a range of cells in column A and a range of cells in column C. Example: =SUM(A5,A10,B12,B19) adds the values of the four non-contiguous cells listed within the parentheses.
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 Using AutoSum
 Because the sum function is so frequently used, Excel has an AutoSum button on the Home tab as well as on the Formula tab of the Ribbon. AutoSum assumes that you want to sum the cells immediately above the active cell. If no numbers are in the cells above, Excel looks to the cells to the left of the active cell. Excel displays a marquee around the cells it assumes you want to sum. If this is not correct, you can click and drag to select the correct cells.
 1. Select the cell in which you want to display the result.
 2. Click the AutoSum button from the Editing gallery (right side) of the Home tab (or from the Formula tab). Excel displays a marquee around the cells it thinks you want to sum, and the cell range displays on the screen.
 3. If the marquee surrounds the correct cells, press Enter or click the green on the Formula bar. or If the marquee surrounds the wrong cells, click and drag the mouse to select the correct cells, then press Enter or click the green on the Formula bar.
 Note: Be careful to NOT select the cell where the formula is entered.
 Note: You can also select the cells you want to sum, including where you want the total(s)
 to display; then click the AutoSum button .
 Marquee
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 Performing Grand Totals Using AutoSum
 Follow these steps to perform a grand total (the sum of two or more subtotals).
 1. Select all the cells containing the numbers you want to sum, including the cells where you want the grand total to display.
 Excel only adds the cells with formulas in them.
 2. Click the AutoSum button on the Standard toolbar. Excel enters the grand total in the last selected cell(s).
 Using the Function Wizard
 You can use the Function Wizard to easily select a function and assemble the various parts of the argument.
 1. Select the cell where you want to display the result of the function.
 2. Click the to the right of the AutoSum button on the Home tab. The following menu displays. The most common functions display first, then the option to select More Functions.
 Selected Cells
 Grand Totals will display here
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 3. To use one of the common functions, select it. A marquee displays around the cells Excel thinks you want to use.
 4. If the marquee surrounds the wrong cells, click and drag the mouse to select the correct cells, then press Enter or click the green from the Formula bar.
 Using Other Functions
 1. Select the cell where you want to display the result of the function.
 2. Click the to the right of the AutoSum button on the Standard toolbar, then select More Functions.
 Note: You can also click the Formulas tab and select the Insert Function
 button or click the Insert Function button on the left side of the Formula bar.
 3. Select a category, or type a description to search for a function.
 4. From the Select a function: field, select the appropriate function.
 Description of selected function
 Select the appropriate category, or type a description and click Go.
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 5. Click OK to close the dialog box. The Function Arguments dialog box displays.
 6. Complete the Function Arguments dialog box by typing the requested information or selecting the appropriate cells. Note: Mandatory arguments are shown in Bold.
 Hint: you can drag the Function Arguments dialog box out of your way or click the Collapse button to collapse the dialog box and select the appropriate cells. If you clicked , press Enter to return to the Functions Arguments dialog box or click the button again.
 7. Click OK to close the Function Arguments dialog box and display the result.
 Basic Sorting
 Excel can do basic sorting by simply using a button the Home tab.
 1. Click anywhere in the column by which you want to sort. (Do not select the column, as that will only sort that one column – not the entire sheet.)
 2. Click the Sort and Filter button and select the desired sort order. The entire worksheet
 sorts by that column. Click the Undo button to return to the previous sort order. More advanced sorting options are covered in Excel Intermediate Skills class.
 Standard Deviation Function Arguments
 Mandatory Argument
 Click for additional information
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 Maintaining Column and Row Headings on Large Worksheets
 Panes can be frozen to lock column and row headings on the screen so that they are still visible as you move to the bottom or right side of the ranges that are too big to fit on the screen. Lines display on the screen to mark the boundaries of the frozen panes, but these lines do not print. With panes frozen, Ctrl + Home moves not to cell A1, but to the upper left corner of the unfrozen area. You can save the file with the panes frozen, if desired.
 Note: These changes do NOT affect the printed page. See page 38 for information on printing specific rows at the top of each page.
 Freezing a Column or Row
 Follow these steps to freeze a column or row.
 1. Select the column heading or row heading (light-blue shaded row number or column letter) AFTER the one you want to remain displayed as you navigate through the worksheet.
 2. Click the View tab and select Freeze Panes. A line displays where the pane is frozen. As you scroll through the worksheet, that column or row is always visible.
 Note: To unfreeze the panes, select Unfreeze Panes from the Freeze Panes button.
 Freezing Panes
 You can also freeze both rows and columns.
 1. Select the cell just beneath the row you want to freeze and just to the right of the column you want to freeze.
 2. Click the View tab and select Freeze Panes.
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 Temporarily Splitting the Screen While Viewing
 You can also split the screen while viewing. This creates an effect similar to freezing panes, but can be easily adjusted while viewing the screen. Scroll bars are available in both panes to easily view two different parts of the same worksheet. Splits do not save when the file is closed.
 1. Select the cell just beneath the row you want to freeze and just to the right of the column you want to freeze.
 2. Click the View tab and click the Split button. Raised borders display which can be clicked and dragged to another location to adjust the split, if desired. Additional scroll bars display in each window.
 Note: To remove the split, click the Split button again.
 Using Zoom
 Excel has a great new feature to allow you to easily zoom the screen to the desired display. Zooming a worksheet changes the size of the image on the screen. It does not change the printed report. Use Zoom to see more of a worksheet or magnify your view of a smaller area of a worksheet. Follow these steps to zoom a worksheet.
 The zoom tool displays at the bottom-right corner of the Excel screen. Simply slide the Zoom button to the desired option, or click the + to zoom in or the – to zoom out.
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 Printing
 Excel has many options to help you print your worksheets effectively. When working with large worksheets there are some important adjustments you can make to ensure that your printed worksheets are easy to understand.
 There are a variety of ways you can access the following tools. These instructions describe one way to modify print settings.
 Using the Page Layout Tab
 Click the Page Layout tab to display a variety of tools to assist you. The circled items below are used in this class.
 To adjust Margins, click the Margins button.
 To change from Portrait to Landscape, click the Orientation button and make the desired selection.
 To modify paper size, click the Size button.
 To specify a print area (partial printing) of a large worksheet, click the Print Area button.
 To insert a page break in a specific location, click the Breaks button.
 To insert a graphic background, click the Background button.
 To print titles on each page click the Print Titles button.
 To print Gridlines, select “Print” in the Gridlines area of the Sheet Options gallery.
 Note: For this exercise we will use some of these tools appropriate for the “Sales Report” worksheet. Suggestions are provided below and on the following page.
 Change the Page Layout
 The Sales Report worksheet will print more effectively in landscape orientation. Click the Orientation button and change the orientation to Landscape.
 Print Gridlines
 By default, lines do not display when you print a worksheet. Lines usually make a large sheet easier to read. Click the “Print” checkbox under the Gridlines area of the Sheet Options gallery.
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 Print Column or Row Titles
 When printing multiple pages, it is important for the column headings or row headings to display on all printed pages. Click the Print Titles button on the Page Setup Gallery. The following dialog box displays. Enter the desired row and/or columns to display on all printed pages, and click OK.
 Note: You can click in the appropriate Print titles field and then select the rows or columns you want to display on each printed page to enter the information in the field. See the example below.
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 Headers and Footers
 Headers and Footers are an effective way to display pertinent information on all printed pages. For example, students could enter their name and the assignment title on each page. Then, when the assignment is submitted electronically, you can ensure that your instructor will have your name on all printed pages. Or, for work, you could enter the project name, date, and page numbers, etc. There are several ways to view headers and footers. Excel 2007 has a new Page Layout view that allows you to easily access the headers and footer fields for editing.
 From the View tab, click the Page Layout button. The page displays as it will print with a Header and a Footer area (at the bottom).
 The “Click to add header” field displays in the middle of the top of the worksheet. You can click in the center field to add header text or, if desired, click to the left of this area to display a “left” header field, or to the right to display a “right” header field. Note the example below.
 When entering information in the Header or Footer fields, the Header & Footer Tools context-sensitive tab displays. Buttons are available to insert such items as the page number, date, worksheet name, etc.
 To return to the standard view, click the Normal button from the View tab.
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 Modifying Page Breaks
 Excel 2007 has an option to modify where pages break when printed.
 Page Break Preview
 Using Page Break Preview, you can adjust where page breaks occur on the printed worksheet.
 The following dialog box may display. Click OK.
 To modify the page break, simply click and drag the “dashed” blue line to the desired location. For this exercise, Excel can adjust to accommodate two additional columns on the printed page. Click and drag the “dashed” blue line to the solid blue line.
 Click and drag dashed blue line to solid blue line
 If desired, click and drag dashed blue line to another “break” point.
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 Inserting Page Breaks
 You can insert a page break where there isn’t one if it will make a more effective printed worksheet.
 1. Click in the location of your worksheet where a page break is desired.
 2. Click the Page Layout tab.
 3. Click the Breaks button and select the desired option.
 Note: You can also reset breaks using this button.
 Printing
 There are several considerations when printing. You can print only the active sheet, selected cells of a worksheet, several “active” sheets, or the entire workbook.
 1. Determine the desired print output.
 To print one worksheet, display the worksheet you want to print.
 To print selected cells, “highlight” or select the desired cell range.
 To print multiple worksheets, activate them by holding down your Ctrl key and clicking the worksheet tabs for the worksheets you want to print. The selected worksheet tabs display “white” indicating that they are “active.”
 2. Click the Office button in the upper-left part of the Excel screen and select Print to display the following options. (Or press Ctrl + P.)
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 3. Select Print. The following dialog box displays.
 Note: If printing “Selection” or more than one Active sheet, those selections must be selected prior to selecting Print as indicated at #1 above.
 Note: To print the Entire workbook, select that option in the “Print what” area of the dialog box.
 4. Select all the desired options and click OK.
 Quick Print
 Quick Print will send the active sheet directly to the default printer for one printed copy without any adjustments.
 Print Preview
 You can select Print Preview from the “Print” option available from the Office button, or from the “Preview” button on the above dialog box to verify that your worksheet will print as desired.
 Adding Print Options to the Quick Access Toolbar
 You may wish to add Quick Print or Print Preview buttons to the Quick Access Toolbar as described on page 3.
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 Working with Multiple Worksheets
 You can add or remove worksheets as desired. A useful example for using multiple worksheets in the same workbook would be to have a worksheet for each week or month of the year for expenses, etc. (Note: According to Microsoft, the limit on the number of worksheets is governed by the amount of available memory.)
 When you create a new workbook, three worksheets are created according to the default settings.
 Moving from Sheet to Sheet
 To move to anotherworksheet:
 Click the sheet tab to activate it.
 Press Ctrl + Page Up or Ctrl + Page Down.
 If you cannot see all worksheets in the workbook, click the navigation buttons in the lower-left area of the Excel screen , then click the sheet tab to activate it.
 Adding a Worksheet
 There are several ways to insert a new worksheet.
 To insert a new worksheet at the end of your workbook, click the Insert Worksheet button in the worksheet tab area (bottom right) of your Excel screen.
 To insert a worksheet in a specific location, activate the worksheet to the right of where you want to insert a new worksheet, and press Shift + F11. OR Right-click the sheet tab to the right of where you want to insert a new sheet, and click Insert. From the dialog box, select Worksheet.
 Moving a Worksheet
 Click and drag the sheet tab you want to move to a new location. A small mark displays above the sheet tabs to indicate the location.
 Deleting a Worksheet
 1. Select the worksheet tab(s) for the worksheet(s) you want to delete.
 2. Right-click the sheet tab and select Delete.
 Active Sheet New location
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 Copying a Worksheet
 Hold down Ctrl and drag the sheet tab to a new location. or Right-click the worksheet and select Move or Copy Sheet, then indicate the location to which you want the sheet copied and click OK. You can also copy the sheet to another open workbook, if desired.
 Selecting Multiple Worksheets
 You can select multiple worksheets for printing or to format several sheets the same. You can also select multiple worksheets before adding headers and footers.
 To select multiple sheets, hold down the Ctrl key and click on the sheet tabs you want to select.
 To deselect worksheets, click on any unselected worksheet. or Right-click any selected worksheet, then select Ungroup Sheets.
 Renaming a Worksheet
 Double click the sheet tab (or Right-click and select Rename), type the new name, then press Enter.
 Changing Sheet Tab Color
 Right-click an existing sheet tab. Select Tab Color; then select the desired color and click OK. Using colored tabs may be useful in organizing a workbook into categories, e.g. all states in a particular region, etc.
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 Writing a Formula that Refers to Cells on Different Worksheets
 You can easily create a formula to include data from more than one worksheet. Follow these steps to calculate cells from multiple sheets and display the formula result on one sheet. All other formula requirements (such as parenthesis, etc.) are the same as if the data and formula are on one worksheet.
 1. Select the cell where you want to display the result.
 2. Type = and click the tab of the first worksheet you want to include in the formula.
 3. Click the first cell you want to include in the formula.
 4. Type the appropriate operator (e.g., +, -, *, /, etc.).
 5. Click the tab of the next worksheet (if different), then select the second cell you want to include in the formula.
 6. Type the appropriate operator.
 7. Continue this process until the formula is complete.
 8. Press Enter (or click the green in the Formula bar) to display the formula result in the cell and worksheet where you began the formula.
 Note: The formula will display with the Sheet tab name, followed by an !, followed by the cell reference for each cell included in the formula. See the example below which calculates the Advertising costs on the “Yearly Totals” worksheet of the practice file.
 Tip: If the sheets are laid out in the exact same format, you can copy the formula(s) as described earlier in this class.
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 Using Microsoft Excel Help
 Excel has comprehensive help available. Click the ? button in the upper-right area of the Excel screen to access Help (or press the F1 key).
 You can type the topic for which you need help in the Search field, or browse the topics that display.
 Customizing Excel
 There are many features you can customize in Excel. To change these features, click the Office button in the upper-left corner of the Excel screen. At the bottom of the menu, select Excel Options. To get help with an option, click the in the upper right corner of the dialog box.
 Course Practice File
 You can access the practice file for this course from www.carlsonschool.umn.edu/oittraining. Click the link for Microsoft Excel 2007 - Introduction; then click the Practice file link.
 Type a topic here. Click Search.
 OR
 Browse topics here
 http://www.carlsonschool.umn.edu/oittraining
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