Office Excel 2010
Lab 1

Creating and Editing a Worksheet
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Objectives

Create new worksheets.

Enter and edit data.

Modify column widths and row heights.
Use proofing tools.

Copy and paste cell contents.

Copyright © 2011 The McGraw-Hill Companies, Inc. All rights reserved.


Presenter
Presentation Notes

	


McGraw-Hill

Objectives

6. Create formulas.

I nsert and delete rows and columns.
8. Format cells and cell content.

9. Hide and unhide rows and columns.
10. Create a basic chatrt.
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Objectives

. 11. Format values as a date.
12. Preview and print a worksheet.
13. Display and print formulas.

14. Change worksheet orientation and scale
content.
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Concept Preview

1. Data

2. AutoCorrect

3. Column Width

4. Spelling Checker
5. Thesaurus

6. Range

/. Formula
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Text and Numeric Entries - Information or data you enter in a cell can be text, numbers, or formulas 
AutoCorrect – A feature that makes some basic assumptions about the text you are typing and, based on these assumptions, automatically corrects the entry
Column Width - The size or width of a column controls how much information can be displayed in a cell
Spelling Checker - The spelling checker locates misspelled words, duplicate words, and capitalization irregularities in the active worksheet and proposes the correct spelling
Thesaurus – A reference tool that provides synonyms, antonyms, and related words for a selected word or phrase
Copy and Move – The contents of worksheet cells can be duplicated (copied) or moved to other locations in the worksheet or between worksheets, saving you time by not having to retype the same information
Range - A selection consisting of two or more cells on a worksheet is a range
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Concept Preview

. 8. Relative Reference
9. Function

10. Recalculation

11. Alignment

12. Row Heights

B 13. Number Formats

a
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Formula - A formula is an equation that performs a calculation on data contained in the worksheet
Relative Reference - A cell or range reference in a formula whose location is interpreted by Excel in relation to the position of the cell that contains the formula
Function – A function is a prewritten formulas that performs certain types of calculations automatically
Recalculation - When a number in a referenced cell in a formula changes, Excel automatically recalculates all formulas that are dependent on the changed value
Alignment - Settings that allow you to change the horizontal and vertical placement and the orientation of an entry in a cell 
Fonts – A  font is a set of characters with a specific design. It is also referred to as a typeface 
Number Formats - Number formats affect the appearance of numbers onscreen and when printed



Outline

e Creating a Workbook

e EXxploring the Excel Window

— Moving Around the Worksheet
— Developing a Worksheet

e Entering and Editing Data
e Adding Text Entries

— Clearing an Entry

— Editing an Entry

— Using AutoCorrect

— Adding Number Entries
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Outline

e Adding Text Entries

— Clearing an Entry

— Editing an Entry

— Using AutoCorrect

— Adding Number Entries

e Modifying Column Widths
— Dragging the Column Boundary

RO
- — Using a Specified Value

— Using AutoFit
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Outline

e Saving, Closing, and Opening a Workbook

e Using Proofing Tools
— Checking Spelling
— Using the Thesaurus

-

-— « Copying and Pasting Cell Contents
— Copying and Pasting Data

‘ — Selecting a Range
— Using the Fill Handle

N — Inserting Copied Cell Content

h — Cutting and Pasting Data
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Outline

« Working with Formulas
— Entering Formulas
— Copying Formulas with Relative References
— Summarizing Data

- — Using Pointing to Enter a Formula

— Recalculating the Worksheet

* Inserting and Deleting Rows and Columns

— Inserting Rows
— Deleting Columns
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 Formatting Cells and Cell Content
— Changing Cell Alignment
— Changing Row Height
— Indenting Cell Content
— Merging Cells
— Changing Fonts and Font Sizes
— Applying Text Effects
— Clearing Formats

RO
- — Using Format Painter

— Formatting Numbers

— Adding Font Color

— Adding Fill Color

— Adding and Removing Cell Borders
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Outline

e Hide and Unhide Rows and Columns

e Creating a Simple Chart
— Specifying the Data to Chart

 Formatting Values as Dates
 Documenting a Workbook

_
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* Previewing and Printing a Worksheet
— Displaying and Printing Formulas
— Changing Worksheet Orientation and Scaling Content

.
. ° Exiting Excel 2010
e FAQs
e Discussion Questions
N 2
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Creating a Workbook

Title bar displays

Excel Ribbon consists
default file name of seven tabs
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Creating a Workbook

The Excel application window title bar displays the default file name, book1, and program name.
Start Microsoft Excel 2010.
If necessary, maximize the Excel application window.

Additional information: Because the Ribbon can adapt to the screen resolution and orientation, your Ribbon may look slightly different. It also may display additional tabs if other application add-ins associated with office 2010 are on.

The Ribbon below the title bar consists of seven tabs that provide access to the commands and features you will use to create and modify a worksheet. 
The formula bar displays entries as they are made and edited in the workbook window.
The Name box, located at the left end of the formula bar, provides information about the selected item.
The large center area of the program window is the workbook window.
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s Creating a Workbook cont.

Workbook
window

Status bar
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Creating a Workbook cont.

A workbook is an excel file that stores the information you enter using the program.
The mouse pointer can appear as many different shapes depending upon the task you are performing or where the pointer is located on the window.
When it appears as a , it is used to move to different locations in the workbook window.
When it appears as a , it is used to choose items, such as commands from the ribbon.
Move the mouse pointer into the center of the workbook window to see it appear as a cross.
Move the mouse pointer to the ribbon to see it appear as an arrow.
The status bar at the bottom of the excel window displays information about various excel settings.
The left side of the status bar displays the current mode or state of operation of the program.
The right side of the status bar contains buttons to change the view and a zoom feature.
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ww Exploring the Excel Window
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Exploring the Excel Window

When you first start Excel 2010, the workbook window displays a new blank workbook that has many predefined settings. These settings, called default settings, are stored in the default workbook template file named Book.xltx.
The default workbook file includes three blank sheets.
A sheet is used to display different types of information, such as financial data or charts.
Whenever you open a new workbook, it displays a worksheet. A worksheet, also commonly referred to as a spreadsheet, is a rectangular grid of rows and columns used to enter data. The worksheet is the primary type of sheet you will use excel.

ADDITIONAL INFORMATION: Columns are labeled a through z, aa through zz, and so forth through the last Column, XFD. There are 17,179,869,184 cells in a worksheet.
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Exploring the
Excel Window cont.
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Exploring the Excel Window cont.

The row numbers along the left side and the column letters across the top of the workbook window identify each worksheet row and column. The intersection of a row and column creates a cell.
Notice the black border, called the cell selector surrounding the cell located at the intersection of column a and row 1. This identifies the active cell, which is the cell your next entry or procedure affects.
Additionally, the name box in the formula bar displays the cell reference, consisting of the column letter and row number of the active cell. The reference of the active cell is A1.
Initially, the sheets are named sheet1, sheet2, and so on, displayed on sheet tabs at the bottom of the workbook window. The name of the active sheet, which is the sheet you can work in, appears bold.
Click the sheet2 tab.
The sheet tab area also contains tab scroll buttons, which are used to scroll tabs right or left when there are more sheet tabs than can be seen.
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Shortcut Keys to
Navigate a Worksheet

Keyboard Action

[Alt] + [Page Downl Mowves right one full window

[Ait] + [Page up] Moves left one full windeow.

Moves to beginning of row

+ Moves to upper-left corner cell of worksheet.
+ Mowves to last-used cell of worksheet.

Moves to last-used cell in row:

Moves to last-used cell in colummn.
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ADDITIONAL INFORMATION: You can use the directional keys in the numeric keypad (with NumLock off) or, if you have an extended keyboard, you can use the separate directional keypad area.
The mouse or keyboard commands can be used to move from one cell to another in the worksheet. 
To move using a mouse, simply point to the cell you want to move to and click the mouse button.
The keyboard and mouse procedures shown in the tables that follow can be used to move around the worksheet.
 Keyboard		Action
 ALT + PgDn		Moves right one full window
 ALT + PgUp		Moves left one full window
 HOME		Moves to beginning of row
 CTRL + Home	Moves to upper-left corner cell of worksheet
 CTRL + End		Moves to last used cell of worksheet
END 		Moves to last-used cell in row
END ↓  	Moves to last-used cell in column
 In addition, if you hold down the arrow keys, the ALT + PGDN or ALT + PGUP keys or the PGUP or PGDN keys, you can quickly scroll through the worksheet.
When you use the scroll bar the active cell does not change until you click on a cell that is visible in the window. 
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Moving
Around the Worksheet
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As you use both the mouse and the keyboard, you will find that it is more efficient to use one or the other in specific situations.
Click the sheet1 tab to make it the active sheet again.
Click cell B3.
ADDITIONAL INFORMATION: If you have a mouse with a scroll wheel, rotating the wheel forward or back scrolls up or down a few rows at a time.
Press  (3 times). 
Press ↓ (4 times).
Press PGDN (3 times).
Press  ALT+ PGDN (3 times).
ADDITIONAL INFORMATION: As you scroll, the scroll bar identifies the current row position at the top of the window or column position at the left side of the window in a ToolTip.
Slowly drag the vertical scroll box up the scroll bar until row 1 is displayed. 
Slowly drag the horizontal scroll box left along the scroll bar until column A is displayed.
ADDITIONAL INFORMATION: The  CTRL+ END key presented in the table will not change the worksheet location until the worksheet contains data.
Practice moving around the worksheet using the keys presented in the table on page EX1.9. 
Press CTRL + Home to move to cell A1.
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Developing a Worksheet

Dowitewn Tuternet Cabe
Firs} Guacter Forecast

Sales:
Beu'fﬁrﬂjé’r Tanvary Fl?-bruarj M arch Total

$ 13,600 $14600 150600 #43 800

Feed KRy MK : (sum of beverage sales)
Total Sales % yx,xxx B xx Bux, Xux #yxx xxx
(Som o montlyal) Py
Expenses:

Cost of Goods $254 beverage sales +504 Fmd sales ) #(sum of gos f‘ai‘-’gum’s}

iy — — [

Speaify the purpose of the worksheet and how it should be crganized. This means cleary

identifving the data that will be input, the calculations that are necded to achicve the results,
Tﬂfal EIF)fﬂSEE -‘#)‘.’K XXX #IK XXX # and the output that is desired. As part of the planning step, it is helpful to sketch out a design
(Swm of monthly EIPBH&B&} of the worksheet to organize the worksheets stucture, The design should include the work-

sheet title and row and column headings that identify the imput and cutput. Additicnalby,
Teome. sample data can beused to help determine the fommulas needed to produce the output.

Net Tneome $lf"|afa] Sales - Tetsl E#| 2. Enter andedit  Create the structure of the worksheet using Excel by entering the worksheet labels, data, and

i formulas. A= you enter information, you are likely to make errors that need to be corrected or
ﬁ*p-‘:hl Marjlh ﬁﬁaféll Expenses + Tetal 54 edited, or you will need to revise the content of what vou have entered to clarify it or to add or
delete information.

3. Test Test the worksheet for errors. Use several sets of real or sample data as the input, and venify
the resulting cutput. The input data should include a full range of possible values for each
data itemn to ensure the worksheet can function successfully under all possible conditions.

4. Format Enhance the appearance of the worksheet to make it more readable or attractive. This step 1=
usually performed when the worksheet is near completion. It includes many features such as
boldface text, italic, and colox
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Worksheet development consists of four steps: planning, entering and editing, testing, and formatting.  These steps are described in the table.
You will find that you will generally follow these steps in the order listed above for your first draft of a worksheet. However, you will probably retrace steps such as editing and formatting as the final worksheet is developed.


wwEntering and Editing Data

A blank Excel workbook file contains three blank

.  worksheets.

 Each worksheet has predefined settings.
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“EXCEL o
__ Concept : Data

e Data you enter in a cell
- — Text
» Letters, numbers, spaces, & special characters
— Numbers
e Only the digits 0 to 9
e Characters+- (),./$%?=
— Formulas used for calculations 10

_
a
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The information or data you enter in a cell can be text, numbers, or formulas
Text entries can contain any combination of letters, numbers, spaces, and any other special characters
Number entries can include only the digits 0 to 9 and any of the special characters, + - ( ) , . / $ % ?=
Number entries are used in calculations. An entry that begins with an equal sign (=) is a formula
Formula entries perform calculations on a value in a worksheet.
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Adding Text Entries

@ - - =
Home Insert Page Layout

=11 *| A

=T -
a@ o @ =
Ti-| S 7 g=Insert i iy ‘ﬁ
= | HE, , g Apr |
= 5] 8 T80 | ek A
Delete 3
0 Cor | ¥ J ort & Find &

a el ot ) So
rmatting - as Table - Styles [ngormat' @7 Filter - Select~
Clipboard = Rt I Alignment Mumber | Styles | Cells | Editing

B3 (0 K [ January

TN e e T T 00 L 6 [ w [ o+ [ 3 | x [ v [ m | N [ o

I [l

Formula bar
displays entry

Active cell displays
entry and cursor

Mode indicator

W 4 WA Sheetl Sheei? ~Sheets . 7d 4] il [
Edit | | B O] 1003 (- —— {

McGraw-Hill Copyright © 2011 The McGraw-Hill Companies, Inc. All rights reserved.


Presenter
Presentation Notes
Additional Information: Pressing SHIFT + ENTER to complete an entry moves up a cell, and CTRL + ENTER completes the entry without moving to another cell.
Row and column headings are entries that are used to create the structure of the worksheet and describe other worksheet entries.
As you type, the entry is displayed both in the active cell and in the formula bar. The cursor appears in the active cell and marks your location in the entry. 
Two new buttons, X and CHECK appear in the formula bar. They can be used with a mouse to cancel your entry or complete it.
The mode displayed in the status bar changes from ready to enter.
Although the entry is displayed in both the active cell and the formula bar, you need to press the ENTER or TAB key, click CHECK or click on any other cell to complete your entry. If you press ESC or click X, the entry is cleared and nothing appears in the cell.
Click on cell B2 to move to it.
Type January.
Press ENTER.
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Clearing an Entry

EH9-o- &= Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View

5= Insert

13
4
[

Calibri 11 v A A == ¥ = General

¥
4

Paste

= Delete

8 Sort & Find &

[‘;jFormat' @7 Filter - Select~
Cells | Editing

B J O ~| 8 - A
Clipboard = Font I Alignment Mumber
B3 (" % ¢ f|Januay |

T e [T

[+ []I=

-.2.
.H—G

Cell contents of active cell
displayed in formula bar

Using to complete

I ;.E Wwice [~ U\.-h-|w|N =

entry leaves cell selector
in current cell location

Gle &
Il

prErreE

I
=
[

27|
W 4 ¥ ¥| Sheetl Sheei?  ~Sheets , 7d 4] il [
Edit | | RO 100%  ———————

=
o~ @

McGraw-Hill Copyright © 2011 The McGraw-Hill Companies, Inc. All rights reserved.


Presenter
Presentation Notes
The  key can be used to clear the contents from a cell.
Additional information: You also can use  +  to delete everything to the right of the insertion point.
Move to B2. 
Press  DELETE.
Move to B3.
Type january.
Click CHECK ENTER.
The active cell does not change when you click  to complete an entry.
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Editing an Entry
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Additional Information: Pressing the F2 key also will change to edit mode. The cursor is positioned at the end of the entry.
An entry in a cell can be entirely changed in the ready mode or partially changed or edited in the edit mode. 
To change to Edit mode, double-click on the cell whose contents you want to edit. The status bar shows that the new mode of operation is edit.
In Edit mode, the cursor appears at the location you clicked in the entry, and the mouse pointer changes to an I-beam when positioned on the cell.
Press Home. 
Press .
Press CAPS LOCK.
Additional information: Overwrite is automatically turned off when you leave edit mode or you press  again.
Press INSERT. 
Type AN.
Press ENTER.
Click on cell C3.
Type FEB.
Press  or TAB.
Complete the column headings by entering MAR in cell D3 and TOTAL in cell E3.
Press CAPS LOCK to turn off this feature.
Additional Information: Excel automatically adds an accent over the e in café if the feature to recognize French words is enabled.
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Editing an Entry
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To use the Ready mode, you move to the cell you want to change and retype the entry the way you want it to appear. As soon as a new character is entered, the existing entry is cleared.
Add a title to the worksheet. Inserting text while editing is the default setting. 
Move to B1.
Type Downtown Café and click CHECK ENTER.
Double-click on cell B1 to change to Edit mode.
Move the cursor to the beginning of the word Café.
Type Internet followed by a space.
Press CTRL + ENTER.
Notice that the entry is longer than the cell’s column width and overlaps into the cell to the right. As long as the cell to the right is empty, the whole entry will be displayed. If the cell to the right contains an entry, the overlapping part of the entry is not displayed.


— Concept : AutoCorrect

 Makes basic assumptions about the text you are

N typing

— Automatically corrects the entry
— Automatically corrects many common typing and spelling errors

- — Makes corrections by ...
« Checking against a built-in list

» Looking for certain types of errors

a
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When you complete an entry in a cell, Excel checks the entry for accuracy
You can also add words to the Autocorrect list that you want to be automatically corrected 
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Using AutoCorrect
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When you type misspelled words, the AutoCorrect feature corrects them as soon as you complete a word by pressing the spacebar.
Move to B2.
Type Firts Quater Forecast.
Press ENTER.
Complete the row headings for the sales portion of the worksheet by entering the following headings in the indicated cells.
Cell	Heading
A4 	Sales
A5 	Espresso
A6 	Coffee
A7 	Food/Beverage
A8 	Merchandise
A9 	Computer
		A10 	Total Sales
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7 Adding Number Entries
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2 First Quarter Forecast
3 Sales JAN FEB MAR TOTAL
4 |Espresso 13300
5 Coffee 5800 .
6 Food/Bev Long text entries are cut
7 Merchand a0
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8 Computer ' )
[ 5 lrotaisalef 1 right contains an entry
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11
12
13 3
14
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0 Number entries are right-
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ADDITIONAL INFORMATION: You can use the number keys above the alphabetic keys or the numeric keypad area to enter numbers. If you use the numeric keypad, the NUM LOCK key must be on.
When entering numbers, it is not necessary to type the comma to separate thousands or the currency ($) symbol. 
Move to B4.
Type 13300 and press ENTER.
In the same manner, enter the January sales numbers for the remaining items using the values shown below.
Cell Number
B6 5800
B7 3600
B8 1000
B9 600
Unlike text entries, excel displays number entries right-aligned in the cell space by default.
Because the cells to the right now contain an entry, the entries in cells A6 and A7 are no longer completely displayed. The entire entry is fully displayed in the formula bar. Only the display of the entry in the cell has been shortened.
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2 First Quarter Forecast
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4 |Espresso 13300
5 |Coffee 5800 Mouse pointer indicates
6 Food/Beverage 3600 .
- 7 Merchandise 1000 you can change the size
8 Computer = of the column
EITotal Sales I .I
10| |
11
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13 L
14
15
16
17
18 Column width increased
19 .
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21 row headings
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26 b
27 3
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Dragging the Column Boundary
The column width can be quickly adjusted by dragging the boundary line located to the right of the column letter. Dragging it to the left decreases the column width, while dragging it to the right increases the width.
Point to the boundary line to the right of the column letter a and when the mouse pointer changes to Double Arrow, click and drag the mouse pointer to the right.
When the ScreenTip displays 24.00, release the mouse button.

ADDITIONAL INFORMATION: You can quickly return the column width to the default width setting using  FORMAT/Default Width.

Using a Specified Value
Move to any cell in column A.
Click FORMAT in the Cells group and choose Column Width.
Type 20 in the column width text box and click OK.

Using AutoFit
Another way to change the column width is to use the AutoFit feature to automatically adjust the width to fit the column contents. When using AutoFit, double-click the boundary to the right of the column heading of the column you want to fit to contents.
Double-click the right boundary line of column A.
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Concept: Column Width

e Size of column controls the amount of information
displayed in a cell

 If text larger than the column width is entered in a
cell, data may not be fully displayed.

e Column width can be adjusted using the mouse,
using the AutoFit feature, or set to an exact value.
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To allow the long text entries in a column be fully displayed, you can increase the column’s width
Point out that even though a text entry may appear truncated, Excel does not shorten (delete) the entry
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{ ‘;u | . <« Bxcellabl » Excel 2010 Student Data Files - | 5 | | Search Excel 2010 Student Dat... 0 | @
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A N e
1 Organize + New folder 4= - @ =
2 @ Documents i Mame Date modified Type Size
Music
3 |sales él i &) ex01_Animal Housing.xlsx 10/14/2010 :50 PM  Microsoft Excel W... 12K8
4 |Espresso etres ] e401_Cafe Forecastl xlsx 10/19/2010 7:57 PM  Microsoft Excel W... 11K8
5 |Coffee B videos i ; . ;
i \zll_] exll]l_Farmily Income.xlsx 10/14/2010 2:50 PM  Microsoft Excel 13 KB
6 |Food/Beverage ) )
) \zll_] exlll_Pecan Groves Budget.xlsx 10/14/2010 2:50 PM  Microsoft Excel 12 KB
7 Merchandise & Homegroup =
8 |Computer \zll_] exll1_Publishing Salaries.xlsx 10/14/2010 2:50 PM  Microsoft Excel W... 12 KB
= /14 ] Ml Micros W... 4
9 Total Sales 8 Computer 2] ex01_US Hurricanes.xlsx 10/14/2010 2:50 PM  Microsoft Excel 12KB
10 |Espenses £, Local Disk (C)
11 Cost of Goods < RECOVERY (D:)
12 Cost of Merchandi s HP_TOOLS () =
13 Wage =
14 |Internet LG =l =01_Cafe Forecast] xlsx - B
15 Building Save as type: [Excel Workbook (*.xlsx) -
16| Capital Assets Authors: Christy Parrish Tags: Add a tag
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Additional Information: The file name in the title bar may display the workbook file extension .xlsx, depending on your windows folder settings.
The file extension .xlsx identifies the file as an Excel 2007 or 2010 workbook. The default file type saves the workbook file in XML (extensible markup language) format. If you plan to share a file with someone using Excel 2003 or earlier, you can save the file using the .xls file type; however, some features may be lost.
Click SAVE in the Quick Access Toolbar.
Select the location where you want to save your file.
Click in the file name text box to highlight the proposed file name, or if necessary triple-click on the file name to select it.
Type Café Forecast.
Click SAVE or press ENTER. 

Additional Information: Opening the file tab and choosing new allows you to open a new blank workbook file or use a template. Choosing recent allows you to open a recently used file by selecting it from the list of file names.
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Closing and
Opening a Workbook File
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13 Wage 5000 =
14 |Internet 325
15 |Building 2100
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17 Miscelaneous 1300
18 Total Expenses
19 | Income
20 Net Income
21 Profit Margin
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24
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27 3
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The new file name is displayed in the application window title bar. 
   When closing a workbook, if you had made changes to the file before trying to closing the file; you would have been prompted to save it to   �   prevent the accidental loss of data.
   To open a workbook file:
Click File tab to open Backstage view and click OPEN.
Select the location containing your data files.
Select ex01_cafe forecast1.
Click OPEN.
If necessary, maximize the workbook window.


~ Using Proofing Tools

o Spelling Checker
= — Locates spelling and typing errors
— Suggests the correct spelling

e Thesaurus
- — Suggests better words to clarify meaning
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Concept : Spelling
Checker

* Proposes the correct spelling for:

= — Misspelled words

— Duplicate words
— Capitalization irregularities

e Compares words to the main dictionar
N i Y

— Custom dictionary, if one exists

a
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Concept 4: Spelling Checker

The spelling checker locates misspelled words, duplicate words, and capitalization irregularities in the active worksheet and proposes the correct spelling. This feature works by comparing each word to a dictionary of words, called the main dictionary, that is supplied with the program. You also can create a custom dictionary to hold words you commonly use but that are not included in the main dictionary.
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ADDITIONAL INFORMATION: Spell checking operates the same way in all Office 2007 programs. The dictionaries are shared between Office applications.

When entering information into a worksheet, you are likely to make spelling and typing errors. To help locate and correct these errors, the spelling checker feature can be used.
Excel begins checking all worksheet entries from the active cell forward. The first cell containing a misspelled word becomes the active cell and the spelling dialog box is displayed.  Spelling dialog box options are described below:
Ignore Once:           Leaves selected word unchanged.
Ignore All:  	             Leaves this word and all identical words in worksheet unchanged.
Add to Dictionary:   Adds selected word to a custom dictionary so Excel will not question this word during subsequent spell-checks.
Change:  	             Changes selected word to the word highlighted in Suggestions box.
Change All:               Changes this word and all identical words in worksheet to word highlighted in Suggestions box.
AutoCorrect:            Adds a word to the AutoCorrect list so the word will be corrected as you type.
If necessary, move to A1.
Open the Review tab.
Click SPELLING in the Proofing group.
Click CHANGE.
Change this word to Miscellaneous.
Click OK to end spell-checking.


— Concept : Thesaurus

* A reference tool that provides:
- — Synonyms
— Antonyms
— Related words for a selected word or phrase
. Helps to liven up documents by adding interest and
variety to the text

o

Thesaurus
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Concept 5: Thesaurus

The thesaurus is a reference tool that provides synonyms, antonyms, and related words for a selected word or phrase. Synonyms are words with a similar meaning, such as “cheerful” and “happy.” Antonyms are words with an opposite meaning, such as “cheerful” and “sad.”  Related words are words that are variations of the same word, such as “cheerful” and “cheer.”
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Using Thesaurus
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To use the thesaurus, first move to the cell containing the word you want to change. If a cell contains multiple words, you need to select the individual word in the cell.
Thesaurus results are shown in the research task pane.
When you point to a word in the list, a drop-down list of three menu options, insert, copy, and lookup, become available.
Move to A14.
Click THESAURUS in the Proofing group.
Click the heading “carry on.”
Point to “pay” and click  to display the menu. 
Choose Insert.
Click X in the title bar of the Research task pane to close it.

Additional Information: Clicking on the word is the same as using the lookup menu option.
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Copying and

Pasting Cell Contents

e Copying and Pasting Data

e Selecting a Range

e Using the Fill Handle

* Inserting Copied Cell Content
e Cutting and Pasting Data
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i Copying Data
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5 Coffee 5800 6000 6200
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To use the copy command, you first must select the cell or cells in the source containing the data to be copied. This is called the copy area. 
A moving border identifies the source and indicates that the contents have been copied to the system clipboard.
Move to B13.
Open the Home tab.
Click COPY in the Clipboard group.
The instructions displayed in the status bar tell you to select the destination, called the paste area, where you want the contents copied.
Additional Information: The  button is a split button. Clicking the top part of the button pastes using the default settings. Clicking the lower part displays a menu of options.
Move to C13. 
Click the top part of the PASTE button.
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Pasting Data
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13| pay R T | Paste Options _
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Each time the paste command is used, the  paste options button is available. Clicking on the button opens the paste options menu that allows you to control how the information you are pasting is inserted.

Additional Information: You also can cancel a moving border and clear the system clipboard contents by pressing  ESC.

Move to D13. 
Press ENTER.
Be careful when pasting to the new location because any existing entries are replaced.
While the moving border is still displayed, the copied entry remains in the system clipboard, you can paste the value again. You can simply press ENTER to paste, however, this method clears the contents of the system clipboard and removes the moving border.


Concept §: Range

e A selection of two or more cells on a worksheet

. . .S canbe

— Adjacent: A rectangular block of adjoining cells
— Nonadjacent: A range consisting of two or more selected cells

- or ranges that are
not adjoining

. R = T T T VI e e
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Concept 6: Range

A selection consisting of two or more cells on a worksheet is a range. The cells in a range can be adjacent or nonadjacent. An adjacent range is a rectangular block of adjoining cells. A nonadjacent range consists of two or more selected cells or ranges that are not adjoining.



e e

T Selecting a Range

Sosed ————— Jwowe
- A range Chick first cell of range and drag to the last cell.
A large range Click first cell of range, hold down [{snt), and click last cell of range.
Al e=lls oo wmrkeheet Click the All button located at the intersection of the row and
column headings.
- Monadjacent cells or ranges Select first cell or range, hold down [crl | while selecting the other cell
O Tange.
Entire row or column Chick the row mumber or column letter heading.
Adjacent rows or columns Drag across the row mumber or column letter headings.
Nonadjacent rows or columns S:l;n-:'lt first row or column, hold down and select the other rows
or columns.

McGraw-Hill Copyright © 2011 The McGraw-Hill Companies, Inc. All rights reserved.


Presenter
Presentation Notes
You can select a range using the mouse procedures shown in the following table.
 
A range:  Click first cell of range and drag to the last cell.
A large range:  Click first cell of range, hold down  and click last cell of range.
All cells on worksheet:  Click the  select all button located at the intersection of the row and columns headings
Nonadjacent cells or ranges:  Select first cell or range, hold down  while selecting the other cell or range.
Entire row or column:  Click the row number or column letter heading.
Adjacent rows or columns:  Drag across the row number or column letter heading.
Nonadjacent rows or columns:  Select first row or column, hold down  and select the other rows or columns.
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Selecting a Range
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Additional Information: Selecting a range identifies the cells to be included in the selection, rather than the specific text within the cells.

A range reference identifies the cells in a range. A colon is used to separate the first and last cells of an adjacent range reference. For example, A2:C4 indicates the range consists of cells A2 through C4. Commas separate the cell references of a nonadjacent range. For example, A10,B12,C14 indicates the range consists of cells A10, B12, and C14 of a nonadjacent range. 
Additional Information: The paste area does not have to be adjacent to the copy area.
Move to B14.
Click  COPY.
Drag to select the range of cells C14 through D14.
Click PASTE.
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s Using the Fill Handle
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box in the lower-right
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AutoFill Options
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Another way to copy is to select the cells that contain the data you want to copy and drag the Fill Handle, the black box in the lower-right corner of a selection.
Press ESC to clear the moving border.
Drag to select cells B15 through B17.
Point to the fill handle and when the mouse pointer is a PLUS, drag the mouse to extend the selection to cells D1 through D17.
Release the mouse button.
Using this method does not copy the source to the system Clipboard and therefore you cannot paste the source multiple times. 
When you copy by dragging the fill handle, the AutoFill Options button  appears. It will disappear as soon as you make an entry in the worksheet.
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" Inserting Copied Cells
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You can insert copied data between existing data.
To indicate where to place the copied content, you move the cell selector to the upper-left cell of the area where you want the selection inserted.
Copy the contents of cells A3 through A3.
Move to A10.
Click INSERT in the cells group.
Select A10 and delete the word “sales”.

ADDITIONAL INFORMATION: You also can insert cut selections between existing cells by choosing Insert Cut Cells from the  drop down menu.
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" Cutting and Pasting Data
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= rotVeren pasted to a new location
25
20 T
27 3
W 4 » M| Sheetl Sheet2 Sheetd %2 [T4] [ | » [
Ready | Count: 3 ||§|E 100% (=)
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You can cut and paste using the same methods involved in copying and pasting.
The contents of the cell are removed using the  cut command, copied to the system clipboard, and pasted into the new location.
Select cells A20 through A22.
Press CTRL + X. 
Move to cell A21.
Press CTRL + V.
Additional Information: You also can hold down  and drag a selection to copy it to a new location. The mouse pointer appears as ARROW PLUS as you drag when copying.

Another way you can cut and paste is to use drag and drop editing to move the cell contents.
Additional Information: As you drag, an outline of the cell selection appears and the mouse pointer displays the cell reference to show its new location in the worksheet.

Move to cell A23. 
Point to the border of the selection and when the mouse pointer shape is DOUBLE ARROW, drag the selection down one row to cell A24 and release the mouse button.
Open the File tab and click SAVE AS.
Save the changes you have made to the workbook as Café Forecast1 to your solution file location.


7 Working with Formulas

» Entering Formulas
e « Copying Formulas with Relative References
e Summarizing Data
» Using Pointing to Enter a Formula
* Recalculating the Worksheet

=SUM(A2+B2)
=SUM(2+2)

_
a
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Presentation Notes
A formula is an equation that performs a calculation on data contained in a worksheet. A formula always begins with an equal sign ( = ) and uses arithmetic operators. An operator is a symbol that specifies the type of numeric operation to perform.


Concept: Formula

e An equation that performs a calculation on data in a
worksheet
— Always begins with an equal sign (=)
— Formulas use arithmetic operators
G, ) %, 1)
— Calculated result is a variable value
* Follows the order of precedence, except where
overridden by parentheses
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Concept 7: formula
A formula is an equation that performs a calculation on data contained in a worksheet. A formula always begins with an equal sign (=) and uses arithmetic operators. 

An operator is a symbol that specifies the type of numeric operation to perform. Excel includes the following operators: + (addition), – (subtraction), / (division), * (multiplication), % (percent), and ^ (exponentiation).
The calculated result from formulas is a variable value because it can change if the data it depends on changes. In contrast, a number entry is a constant value.
Excel calculates the formula from left to right and performs the calculation in the following order: percent, exponentiation, multiplication and division, and addition and subtraction. This is called the order of precedence.
The values on which a numeric formula performs a calculation are called operands. Numbers or cell references can be operands in a formula.
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Entering Formulas

Formula displayed in

DS

Cafe Forecastl - Microsoft Excel

D&

formula bar

Home Insert Page Layout Formulas Data Review View
= 1l T AN == = General - E
gy = s o
Paste B I U Jiy A $ Yo * Conditional For
)! - Formatting = as T
Clipboard Font Alignment Number Style
SUM ~C XV A=
A B C D E G H 1
1 Downtown Internet Café
2 First Quarter Forecast
3 Sales JAN FEB MAR
4 |Espresso 13300 13600
5 Coffee 5800 6000 |Cunvartsa number to text (baht) ‘
6 |Food/Beverage 3600 3800
7 |Merchandise 1000
8 Computer 600

Drop-down list of
function names that
begin with the letter “b”

Internet

16 Building 2100 2100 2100
17 Capital Assets 1500 1500 1500
18 Miscellaneous 1300 1300 1300

=

9 Total Expenses

\f=! BINOM.DIST
() BINOM,INV

m

Home Insert Page Layout

i] * Calibri 11 v A

Paste =T B 7 U~ v | By

j =z
Clipboard Font T
E4 - fe | =Ba+Ca+Da
A B C D E F

1 Downtown Internet Café

2 First Quarter Forecast

3 Sales JAN FEB MAR TOTAL
4 |Espresso 13300 13600

5 Coffee 5800

6 Food/Beverage 3600

7 |Merchandise 1000 1100
& Computer 600
9 Total Sales

10 TOTAL
11 |EXpassd

12

13 Result of formula

- displayed in cell

16

17 Capital Assets 1500 1500 1500
18 Miscellaneous 1300 1300 1300
19 Total Expenses

20

21 |Income

22 NetlIncome

23

24 |Profit Margin

25

20

27

H 4 » M| Sheetl Sheet2 , Sheetd /%2

Ready |
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Additional Information: Cell references can be typed in either uppercase or lowercase letters. Spaces between parts of the formula are optional.

A formula is entered in the cell where you want the calculated value to be displayed. 
Move to E4. 
Type =b.
A drop-down list of function names that begin with the letter “b” is displayed.
Type 4+c4+d4.
As you enter the formula, each cell that is referenced in the formula is surrounded by a colored box that matches the color of the cell reference in the formula.
Press CTRL + ENTER or click CHECK in the formula bar.
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Copying Formulas
with Relative References

@| H L R = |+ Cafe Forecastl - Microsoft Excel = EB 2
Home Insert Page Layout Formulas Data Review View & e o 3

;* ) A A — = General - jﬁ.g = | _;,‘_dlmm > “}: ‘:ﬁ

Past = £ g g I F it Il o o ﬂ Sort & Find &
aste B 7 U by - A = o Co na arma e [ Sort & Fin
F 4 - - Formatting = as Table = Styles E=l Format &7 Filter- Select~

4

4
>
>

1]
1]

Clipboard Font Alignment Mumber Styles Cells Editing
SUM (0 X ¥ K| =ba+carda v
A B C D E [F G
1 Downtown Internet Café
2 First Quarter Forecast
3 Sales JAN FEB MAR TOTAL
4 |Espresso
5 Coffee
6
7
8
9

==
-
=
—
=
=

[ i

Food/Beverage

Merchandise Formula cell
Computer references are

Total Sales
o VIAR color coded
11 Expenses
12 |Cost of Goods

13 |Cost of Merchandise EaCh referenced
14 Pay cell is surrounded

15 |Internet
16 Building by a colored box
17 Capital Assets
18 Miscellaneous

19 Total Expenses

21 |Income
22 NetlIncome

24 |Profit Margin

W 4 » M| Sheetl Sheet2 Sheetd %2 [T4] [ | » [
Enter | |ﬁ|§|@ 100% —
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Just as you can with text and numeric entries, you can copy formulas from one cell to another.
Copy the formula in cell E4 to cells E5 through E8 using any of the copying methods.
Move to E5.
If necessary, press ESC to clear the moving border.
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Concept @
Relative Reference

e A cell or range reference in a formula whose location
IS Interpreted in relation to the position of the cell that
contains the formula

 When a formula is copied, referenced cells
automatically adjust to reflect the new location
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Concept 8: Relative Reference

A relative reference is a cell or range reference in a formula whose location is interpreted by excel in relation to the position of the cell that contains the formula. When a formula is copied, the referenced cells in the formula automatically adjust to reflect the new worksheet location.

Move to cell E6, E7, and then to cell E8.


Conceptﬁ: Function

* Function is a prewritten formula
 Performs certain types of calculations automatically

* Function name identifies the type of calculation to be
performed

 Argument is the data the function uses to perform
the calculation

= Function name (argument 1, argument 2, ...)

1
A

=NOW()
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Concept 9: Function

A function is a prewritten formula that performs certain types of calculations automatically.  The syntax or rules of structure for entering all functions is =function name (argument1, argument2, . . .) the function name identifies the type of calculation to be performed. Most functions require that you enter one or more arguments following the function name. An argument is the data the function uses to perform the calculation.
	
Some functions, such as several of the date and time functions, do not require an argument. However, you still need to enter the opening and closing parentheses; for example, =NOW().
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Summarizing Data (part 1)

Category Function Calculates
Financial PMT Calculates the payment for a loan based on constant
payvments and a constant interest rate.
PV Beturns the present value of an imvestment—the total
amount that a series of future payments is worth now.
Fv Beturns the future value of an imvestment—the total
amount that aseries of payments will be worth,
Date & Time TODAY Eeturns the serial number that represents today’s date.
DATE Returns the serial number of a particular date.
NOW Beturns the serial number of the curmrent date and time.
Math & Tng SUM Adds all the numbers in a range of cells,
ABS Eeturns the absolute value of a number (a number
without its sign).
Statistical AVERAGE Returns the average (arithmetic mean) of its arguments.
MAX Eeturns the largest value in a set of values: ignores
logical values and text.
MIN Returns the smallest value in a set of values; ignomes
logical values and text.
COUNT Counts the number of cells in a range that contain
numbers,
COUNTA Counis the mumber of cells in a range that are not emptv
COLUMMNS Returns the number of columns inan amray or reference.
Lookup & Reference HLOOKUP Looks for a value in the top row of a table and retums
the value in the same column from a row you specfv
VLOOKUP Locks for a value in the lefimost column of a table and
returmns the value in the same row from a column you
specify:
Database DSUM Adds the numbers in the field (column) or reconds in the
database that match the conditions vou specify.
DAVERAGE Averages the values in a column in a list or database that

maitch conditions you specifv
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Excel includes several hundred functions divided into 11 categories. Some common functions from each category and the results they calculate are shown in the table.


7 Summarizing Data cont.

_
a

McGraw-Hill

Category

Text

Logical

Information

Enginecring

Cube

| Function
FROPER

UPPER
LOWER
SUBSTITUTE
IF

AND
OR

NOT
IFERROR

ISLOGICAL

ISREF
BIM2ZDEC
CONVERT

CUBESETCOUNT

| calculates

Converts text to proper case inwhich the first letter of
each word 1s capitalized.

Converts text to uppercase,
Converts text to lowercase,
Replaces existing text with new text in a text sting.

Eeturns one value if a condition you specify evaluates to
TRUE and another value if it evaluates to FALSE.

Eeturns TRUE if all its arpuments are TRUE; returns
FALSE if anv arpuments are FALSE.

Beturns TRUE if any arguments are TRUE; returns
FALSE if all arpuments are FALSE.

Changes FALSE to TRUE or TRUE to FALSE.

Returns value-if-error if expression is an ermor and the
vahie of the expression itself otherwise,

Returns TRUE if value is a logical value, either TELUE
or FALSE.

Retuwrns TRUE if value is a reference.
Converts a binary numbser to decimal.

Converts a number from one measurement system
to another

Returns the number of items in a sct.
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Excel includes several hundred functions divided into 11 categories. Some common functions from each category and the results they calculate are shown in the table.
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:j_'l | g Insert x
£ . = Delete 0|
Paste Conditional Format [ Sort & Find &
Formatting ~ as Table - Styles E=l Format &7 Filter- Select~
Clipboard Font \/, Alignment Mumber Styles Cells Editing
SUM ~ (" X « f| =SUmM(B4:B3) v
A B C D E F G H I ] K L M N :
1 Downtown Internet Café F
2 First Quarter Forecast
3 Sales JAN FEB MAR TOTAL
4 |Espresso r"ia'afo'iﬁ 13600 14200 41100
5 Coffee ! SEOOE 6000 6200 18000
6 Food/Beverage E 3600, 3800 3800 11200
7 |Merchandise ! IOOOE 00 1100 3200
& Computer b 600} 600 1800
| 5 |Total sales ﬂum(ﬁ Moving border
10 1] SUM(numberl, [number2], ..} | TOTAL . oy
Y expenses identifies proposed
12 Cost of Goods range to sum
13 |Cost of Merchandise -
14 |Pay 9000 9000 9000
15 |Internet 325 325 325
16 |Building 2100 2100 2100
17 Capital Assets 1500 1500 1500
18 Miscellaneous 1300 1300 1300
19 Total Expenses
20
21 |Income
22 NetlIncome
23
24 |Profit Margin
25
20 T
27 3
| 4« 4 » W| Sheetl ,Sheet2 ., Sheets . ¥J [ [ | v 1]
Point | | EH M 1003 —
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The SUM function is the most commonly used function and has its own command button, SUM.
Move to B9.
Click  SUM in the editing group.
Click CHECK enter.
Excel automatically proposes a range based upon the data above or the left of the active cell. The formula bar displays the name of the function followed by the range argument enclosed in parentheses.
Additional Information: The sum button also can calculate a grand total if the worksheet contains subtotals. Select a cell below or to the right of a cell that contains a subtotal and then click sum.

Copy the function from cell B9 to cells C9 through E9. 
Move to C9. 
To calculate the minimum, maximum, and average sales for each sales category.
Enter MIN in cell F3, MAX in cell G3, and AVG in cell H3.
Move to F4.
Open the SUM drop-down menu and choose Min.
Select the range B4 through D4 to specify the January through March sales values and click CHECK enter.
Enter the MAX function in cell G4 and the AVG function in cell H4 to calculate the espresso sales values for January through March.
Copy the functions in cells F4 through H4 to F5 through H8.
Move to H8.
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Using Pointing
0 Enter a Formula

@| H9-™ = |+ Cafe Forecastl - Microsoft Excel = &P EZ
Home Insert Page Layout Formulas & e (== <
% Tl . _ Cell reference of selected | B 3o Ay gy

- e o B I U - A Ce" IS enterEd n formUIa iD 4 s-:-Jut & Find &

7 = - Styles - | (I Format =~ | (27 Fijter~ Select~
Clipboard Font / Mumber Cells Editing

SUM < X K| =B v

A [ B8 [ ¢ | b E F G H 1 J K L M N =

1 Downtown Internet Café F
2 First Quarter Forecast
3 Sales JAN FEB MAR TOTAL MIN MAX AVG
4 |Espresso 713300, 13600 14200 41100 13300 14200 13700
5 Coffee 5800 6000 6200 18000 5800 6200 6000
6 Food/Beverage 3600 3800 3800 11200 3600 3800 3733.333
7 Merchandise 1000 1100 1100 3200 1000 1100 1066.667
& Computer 600 600 600 1800 600 600 600
9 |Total Sales 24300 25100 25900 75300
10 JAN FEB MAR TOTAL
11 Expenses
12 |Cost of Goods |:B4l |
13 |Cost of Merchandise -
14 |Pay 9000 9000 9000
15 |Internet 325 325 325
16 |Building 2100 2100 2100
17 Capital Assets 1500 1500 1500
18 Miscellaneous 1300 1300 1300
19 Total Expenses
20
21 |Income
22 NetlIncome
23
24 |Profit Margin
25 - -
26 Mode indicator b
27 3
H AN Sheetl Sheet2 “Sheet3 %37 [ [ | 30|
Paint | |ﬁ|§|@ 100% —
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Rather than typing in the cell references for the formula, you can enter them by selecting the worksheet cells.
To simplify the process of entering and copying entries, you can enter data into the first cell of a range and have it copied to all other cells in the range at the same time by using CTRL + ENTER to complete the entry.
During the process of using the pointer to enter a formula, the status bar displays “point”.
Additional Information: Even when a range is selected, you can still point to specify cells in the formula. You also can use the direction keys to move to the cell.





“EXCEL
7  Entering a Formula

_
a

McGraw-Hill

D&

Home Insert

Cafe Forecastl - Microsoft Excel

Page Layout Formulas

. Cell reference of selected

= B £

a@ o @ =

11 Expenses

12 |Cost of Goods |

13 |Cost of Merchandise
14 |Pay

15 |Internet

16 |Building

17 Capital Assets

18 Miscellaneous

19 Total Expenses

20

21 |Income

22 NetlIncome
23

24 |Profit Margin
25

Y| :
Preselected
9000 9000 9000

325 325 325
2100 2100 2100
1500 1500 1500

1300 1300 1300

2 Mode indicator 5
27 3
W 4 vO1 Sheetl . Sheet2 . Sheetd %2 [T4] [ | v 1]

e T AN == : . B L 2 &
v A cell is entered in formula car | Tt | B s rnaa
- 5 = — I - Styles - | ) Format = | (2~ Filter~ Select~
Clipboard Font / Mumber Cells Editing
SUM < X K| =B v
A [ B8 [ ¢ | b E F G H 1 J K L M N =
1 Downtown Internet Café [l
2 First Quarter Forecast
3 Sales JAN FEB MAR TOTAL MIN MAX AVG
4 |Espresso At
5 Coffee .
6 Food/Beverage Moving border
7 Merchandise
3 | computer surrounds selected cell
9 |Total Sales
10 JAN FEB MAR TOTAL

Point |

| O M 100%

e
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Select B12 through D12.
Type = click cell B4.
Type *25%+
Click on B5.
Type *30%+
Click on B6.
Type *60%
Press CTRL + ENTER.
Select cells B13 through D13.
Type =
Click on B7.
Type *70% press CTRL + ENTER.
Select B12 through E19.
Click  SUM.
Select B22 through E22.
Enter the formula =B9-B19 and press CTRL + ENTER.
Select B24 through E24.
Enter the formula =B22/B9 and press CTRL + ENTER.
Additional Information: While entering the formula in point mode, if you make an error, edit the entry like any other error and then continue entering the remainder of the formula.



O ;
(o130 o
—Concept ﬁ: Recalculation
« When a number in a referenced cell in a formula
M.  changes, Excel automatically recalculates all
formulas that are dependent upon the changed
value.
. ° One of the most |
powerful features = e ——
of electronic L &
- worksheets. =3 E"T,jmm%ﬁ\ s
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Concept 10:  Recalculation

When a number in a referenced cell in a formula changes, excel automatically recalculates all formulas that are dependent upon the changed value. Because only those formulas directly affected by a change in the data are recalculated, the time it takes to recalculate the workbook is reduced. Without this feature, in large worksheets it could take several minutes to recalculate all formulas each time a number is changed in the worksheet. Recalculation is one of the most powerful features of electronic worksheets.
Change the entry in cell B8 to 400
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Inserting
ows and Columns
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|§“ Lﬂ L R o [3 |+ Cafe Forecastl - Microsoft Excel |§“ Lﬂ ) - Lj |+ Cafe Forecastl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Home Insert Page Layout Formulas Data Review View
& Calibri A A= E%] B = General - & Calibri = E%] - = General -
L By~ )
_ fasie & B 7 U- b A- = =EEE - 8% 0 | w0 sW Raie &4 B 7 U- EEE S B 0§ % 0 | %%
Clipboard Font El Alignment (] Mumber (] Clipboard Font El Alignment (] Number El
B20 - fe| =SuM(B12:819) 20 - fe
A B C D B [F G H A B C D B F G H
1 Downtown Internet Café 1 Downtown Internet Café
2 First Quarter Forecast 2 First Quarter Forecast
3 Sales JAN FEB MAR TOTAL  MIN MAX AV G 3 Sales JAN FEB MAR TOTAL | AWG
4 Espresso 13300 13600 14200 41100 13300 14200 13700 4 Espresso 13300 13600 14200 41100 13700
5 Coffee 5800 6000 6200 18000; 5800 6200 6000 5 Coffee 5800 6000 6200 13000 6000
6 Food/Beverage 3600 3800 3800 11200} 3600 3800 ) 3733.333 6 Food/Beverage 3600 3800 3800 11200 §733.333
7 |Merchandise 1000 1100 1100 3200 1000 1100 § 1066.667 7 |Merchandise 1000 1100 1100 3200 1066.667
& Computer 400 600 600 1600] 400 600 § 533.3333 & Computer 400 600 600 1600 $33.3333
3 |Total Sales 24100 25100 25900 75100 3 |Total Sales 24100 25100 25900 75100
10 JAN FEB MAR TOTAL 10 JAN FEB MAR TOTAL
11 |Expenses 11 |Expenses
12 Cost of Goods 7225 7480 7690 22395 12 Cost of Goods 7225 7480 7690 223
13 |Cost of Merchandise 700 770 770 2240 13 |Cost of Merchandise 700 770 770 22
14 |\Wage 5000 5000 5000 27000 14 |\Wage 5000 5000 5000 27
2 15 |Internet 325 325 325 975 15 |Internet 325 325 325 9
inserted i o
6 |Buildin 2100 2100 2100 6300 16 Building 2100 2100 2100 6300
7 |Advertising 600 600 600 1800 17 Advertising 600 600 600 130D
18 Capital Assets 1500 1500 1500 4500 18 Capital Assets 1500 1500 1500 4500
19 Miscellaneous 1300 1300 1300 3500 19 Miscellaneous 1300 1300 1300 3900
20 |Total Expense 22750 23075 23285 69110 20 |Total Expenses 22750 23075 23285 69130 I
Formulas _H/M ETE :|21 P o—1
recalculated \com\ 22 Income
23 |Netl e 1350 2025 2615 5990 23 |Net Income 1350 2025 2615 5990
24 24
25 |Profit Margin 0.056017 0.080677 0.100965 0.07976 25 |Profit Margin 0.056017 0.080677 0.100965 0.079%6
20 20
27 27
H 4 » M| Sheetl ~Sheet2 ~Sheet3 -~ #J | H 4 » M| Sheetl Sheet2 ~Sheet3 -~ #J -
Ready | Ready |
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INSERTING ROWS
To quickly add and remove entire rows and columns of information, you can insert and delete rows and columns, or individual cells.
A new blank row is inserted above the active cell location and all rows below it shift down a row.
Blank cells are inserted above or to the left of the active cell and blank columns are inserted to the left of the active cell.
Whenever you insert or delete cells, rows, or columns, all formula references to any affected cells adjust accordingly.
Move to A17.
Open the INSERT drop-down menu in the cells group and choose Insert Sheet Rows.
Enter the heading Advertising in cell A17 and the value 600 in cells B17 through D17.
Copy the function from cell E16 to E17 to calculate the total advertising expense.
Move to cell B20.
Click  SAVE to save the worksheet using the same file name.

ADDITIONAL INFORMATION: Select a cell, row, or column and choose DELETE/Delete Cells or delete sheet rows to delete it and shift the other cells or rows up or to the left.
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" Deleting Rows and Columns

|§“ Lﬂ L R o [3 |+ Cafe Forecastl - Microsoft Excel Lt Lj |+ Cafe Forecastl - Microsoft Excel
File Home Insert Page Layout Formulas Data Review Insert Page Layout Formulas Data Review View
# Calibri A= E%] B = MlN nd MAX Catiar = E%] P = General -
G- Mo EEY S columns deleted —= =
Paste ¥ B I U-~- &vév =] = E# @v ) Ep=a= = @' $ v % v | %@ %
Clipboard Font (] Alignment (] Mumber Clipboard Font Alignment (] Number El
B20 - fe| =SuM(B12:819) F20 - fe .
A B C D B [F G H A B C D B F G H

1 Downtown Internet Café 1 Downtown Internet Café

2 First Quarter Forecast 2 First Quarter Forecast

3 Sales JAN FEB MAR TOTAL  MIN MAX AV G 3 Sales JAN FEB MAR TOTAL | AWG

4 Espresso 13300 13600 14200 41100 13300 14200 13700 4 Espresso 13300 13600 14200 41100 13700

5 Coffee 5800 6000 6200 18000; 5800 6200 6000 5 Coffee 5800 6000 6200 13000 6000

6 Food/Beverage 3600 3800 3800 11200 3600 3800 3733.333 6 Food/Beverage 3600 3800 3800 11200 §733.333

7 |Merchandise 1000 1100 1100 3200 1000 1100 § 1066.667 7 |Merchandise 1000 1100 1100 3200 1066.667

& Computer 400 600 600 1600] 400 600 § 533.3333 & Computer 400 600 600 1600 $33.3333

3 |Total Sales 24100 25100 25900 75100 3 |Total Sales 24100 25100 25900 75100

10 JAN FEB MAR TOTAL 10 JAN FEB MAR TOTAL

11 |Expenses 11 |Expenses

12 Cost of Goods 7225 7480 7690 22395 12 Cost of Goods 7225 7480 7690 223

13 |Cost of Merchandise 700 770 770 2240 13 |Cost of Merchandise 700 770 770 22

14 |\Wage 5000 5000 5000 27000 14 |\Wage 5000 5000 5000 27

15 |Internet 325 325 325 975 15 |Internet 325 325 325 9
[16 Building 2100 2100 2100 6300 16 Building 2100 2100 2100 6300

17 Advertising 600 600 600 1800 17 Advertising 600 600 600 130D

18 Capital Assets 1500 1500 1500 4500 18 Capital Assets 1500 1500 1500 4500

19 Miscellaneous 1300 1300 1300 3500 19 Miscellaneous 1300 1300 1300 3900

FormUIaS _Z;IIM/EWW I 22?50! 23075 23285 69110 %ITotal Expenses 22750 23075 23285 6911 JE -I
recalculated (me— 2 Income

23 |Netl e 1350 2025 2615 5990 23 |Net Income 1350 2025 2615 5990

24 24

25 |Profit Margin 0.056017 0.080677 0.100965 0.07976 25 |Profit Margin 0.056017 0.080677 0.100965 0.079%6

20 20

27 27

H 4 » M| Sheetl ~Sheet2 ~Sheet3 -~ #J | H 4 » M| Sheetl Sheet2 ~Sheet3 -~ #J - [
Ready | Ready |
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DELETING COLUMNS
You can quickly delete selected cells, rows, and columns and all information in surrounding cells, rows, or columns automatically shifts appropriately to fill in the space. 
To specify which column to delete, select any cell in the column.
Select cells F20 and G20.
Open the DELETE drop-down menu in the Cells group and choose Delete Sheet Columns.


Formatting Cells

and Cell Content

S £

. — Changing Cell — Clearing Formats
Alignment — Using Format
— Changing Row Painter
Height — Formattin
_— — Indenting Cell Numbersgl
Content — Adding Font Color
TN — Merging Cells — Adding Fill Color
— Changing Fonts — Adding and
h and Font Sizes Removing Cell
— Applying Text Borders
Effects
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Formats control how entries are displayed in a cell and include such features as the position of data in a cell, character font and color, and number formats such as commas and dollar signs.

Applying different formatting to text and numbers can greatly enhance the appearance of the document.


' Conceptﬁ: Alignment

1-63

e Settings allow you to change placement and
e orientation of the entry in a cell.

— Horizontal Text Text| Text
_ Vertical Text Text
Text
— Angle of text = “ P —
’ = ‘\é‘# 'F'f'/ %

a
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Alignment is a basic format setting that is used in most worksheets.

Concept 11: Alignment

Alignment settings allow you to change the horizontal and vertical placement and the orientation of an entry in a cell. Horizontal placement allows you to left-, right-, or center-align text and number entries in the cell space. Vertical placement allows you to specify whether the cell contents are displayed at the top, the bottom, or the center of the vertical cell space or justified vertically. You also can change the angle of text in a cell by varying the degrees of rotation.

The default workbook horizontal alignment settings left-align text entries and right-align number entries.
Move to B3.
Hold down SHIFT and double-click the right cell border of cell B3.
Click ALIGN TEXT RIGHT from the alignment group.
Select B10 through E10.
Click  ALIGN TEXT RIGHT.
Select cells B3 through F3.
Click ORIENTATION and choose Angle Counterclockwise.
The row height increases automatically to accommodate the change in the size of the text when the orientation changes.



— ~Concept a: Row Height

 The size or height of a row measured in points.
. . Default height is 12.75 points.
e Can be changed manually or set to a specific value.
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Concept 12: Row Height

The row height is the size or height of a row measured in points. The default row height is 12.75 points which is slightly larger than the default font point size of 11. The row height can be any number from 0 to 409. The row height can be changed manually by dragging or clicking the boundary below the row heading.

Click  Undo.
Move the entries in cells B10 through E10 into the same columns in row 11.
Drag the bottom boundary of rows 3 and 11 to increase the row height to 22.5.
Select the text in cells B3 through F3 and click ALIGN TEXT CENTER.
Do the same for cells B11 through E11.
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Indenting Cell Content

|E| E )~ [ ﬁ = Cafe Forecastl - Microsoft Excel =) EP 3
Home Insert Page Layout Farmulas Data Review View & e (= =<
o " _ = . . 3 | D | W 4
B 2 caibn ‘1 AN S=E® 5 cenen ' i‘% ——_.% _ 7 ; %? b
= By~ = 2 Delete ~ | [§]~
Paste B J U~ - FE | 0% v % 1 *i8 3% | Conditional Format Cell [y = Sort & Find &
- & o H g . Formatting = as Table = Styles = | (2d Format | (2~ Fiitar» Select~
Clipboard 15 | Font & Alignment ) MNumber - 4 Editing

A19 - F | Miscellaneous

Increase margin

A B C D E F G L M =

1 Downtown Internettafé Space between i i
2 | First Quarter Forecast border and text
| 3 Sales — JAN FEB MAR TOTAL AVG
L Espresso 13300 13600 14200 A1100 13700
| 5 | Ccoffee 5800 6000 6200 18000 6000
EN Food,p‘Eeverage 3600 3800 3800 11200 3733.333
| 7 | Merchandise 1100 1100 3200 1066.667
| 8 | Computer 1600 533.3333

9 Total Sales —L 75100

10 |

11 |[Expenses . . °
e Entries in nonadjacent )
13| Costof Merchandise selection are

14 | Pa o

o T indented

| 16 | Building

| 17 | Advertising

| 18 | Capital Assets

[ 19 | 1300 1300 1300 3900

20 Total Expenses T 22750 23075 23285 69110

1

22 Income

2_3 Net income 1350 2025 2615 5950

24 |

25 |Profit Margin 0.056017 0.080677 0.100965 0.07976 =
M 4 » V| Sheetl . Sheet? _ Shees . ¥d T4 il | [
Ready | Count: 13 |[EH|[E] B 1003 (=)—— U (+)
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To select nonadjacent cells or cell ranges, after selecting the first cell or range, hold down  while selecting each additional cell or range. You will select the cells and indent their contents.
Additional Information: You also can select entire nonadjacent rows or columns by holding down  while selecting the rows or columns.

Select A4 through A8. 
Hold down CTRL.
Select A12 through A19.
Release CTRL.
Click  Increase Indent in the Alignment group.
AutoFit the width of column A. 
Select A9, A20, and A23.
Click  ALIGN TEXT RIGHT.

Additional Information: Clicking Increase Indent multiple times indents the selection in two-space increments. Clicking  Decrease Indent reduces the margin between the border and the text in the cell.
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i Merging Cells

@H HY--E|= Cafe Forecastl - Microsoft Excel

Formulas Data Review
. Cell reference of Merges cells and
- - = __ =
- merged cell TA A T = %] =T : centers content
Paste M. A~ = = i= i= = =
.4 - B - @E] : Forn|
Clipboard ] Alignment ] Mumber ra
Al - g | Downtown Internet Café
A B | ¢ | o | E | °F G H
Downtown Internet Café
- First Quarter Forecast

3 sales JAN FEB MAR TOTAL AVG

4 Espresso 13300 13600 14200 41100 13700 Cell entry centered
5 Coffee 5800 000 6200 13000 6000 in merged cell

b FDDdeEVEngE 3600 3800 3300 11200 3733.333

Fi Merchandise 1000 1100 1100 3200 1066.667

8 Computer 400 600 600 1600 533.3333

9 Total Sales 24100 25100 25900 75100

10

11 Expenses A T
12| Costof Goods @ Merge & Center Merges cells and centers entry

13 | Cost of Merchandise

14 | Pay E Merge Across Merzes cells horizontally

15 | Internet ) )

16 Building EMcrgcCc]ls Merges cells horizontally and vertically

[ Unmerge Cells Splits cells that have been merged back into individual cells
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You can merge or combine the cells in a range into a single large merged cell and then center the contents of the range in the merged cell. This process is easily completed in one simple step using the merge and center command.
Select A1 through F1.
Click  MERGE AND CENTER in the Alignment group.
Merge and center the second title line across columns A through F.
Only the contents of the first cell containing an entry in the upper-leftmost section of the selected range are center in the merged cell. If other cells to the right of the cell contain data, it will be deleted
You also can use the commands in the MERGE AND CENTER drop-down menu shown in the table to control a merge.
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Fonts Effects

X Ed9-~-Fis
Home Insert Page Layout Formulas Data
B * cabn Flu - &8 === »-
— Hav = |
Paste Theme Fonts | | .
i , e Changes font size
- . s ) T Cambria {Headings) = g
Clipboard & s o R lent
| . Calibri oy tcafa
g — AlFontse @~ = =
E
3 | B fgency B
0 ' Aharoni 117 TIaN
| ALGERIAN |
3 Sales [ — . [TOTA
4 Espressc ¥ S 411
5 [ Coffee '-H_‘ Angsana Mew 397 | 180
6 Food/Be T angsanatiec afefl | 112 & Font &
7 | Merchar T Aparajita gOoEEET | 23
8 | ComDUté '_'ﬁ? Arabic Typesetting il JJ—T | 14
5 ; 75]
10 _'Ji' Arial |
i Arial Black
11 [Ex | . TOTA
= SXPENSES il Narrow
12 Costof( . 223
13 Cost Dfﬁ'li' Arial Rounded MT Bold | =
14| Pay T Arial Unicode MS 274
15 Internet | Baskerville Old Face [ 9
16 . Bl;ilding; i Batang 63
17| Advertis 13
; T |
18 Capital] BatanezChe =
19 Miscella T Bavhaurs 93 | 2
20 Total Expenses’ 227500 23075 23285 691
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Changing Fonts and Font Sizes
Serif fonts have a flare at the base of each letter that visually leads the reader to the next letter. Two common serif fonts are Roman and Times New Roman.
Sans serif fonts do not have a flare at the base of each letter. Arial and Helvetica are two common sans serif fonts.
As you point to the font options, the selected text in the worksheet displays how it will appear if chosen. This is the Live Preview feature of Excel.
Select A1 and A2.
Open the  Font drop-down list box in the Font group.
Scroll the list and choose Lucinda Sans.
Open the  Font Size drop-down list box.
Point to several different Font Sizes in the list to see the Live Preview.
Choose 14.


_
a
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Text Effects

=1k
Home Insert Page Layout Fo
Calibri ~ 11 v A A
ﬂ -
Applies text effects B 7 U~ i~ g~ & -
] Font a
Format Example
Bald Baold
Tialic Ttale
Underline Underline
Strikethrough Strikethmteh
Superscript “To be or ot to et
Subscript H,0
Color Color Color Color

Usa

Adds emphasis.

Adds emphasis.

Adds emphasis.

Indicates words io be deleted.
Uzed in footnotes and formulas
Used in formulas,

Adds interest.
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Applying Text Effects
In addition to changing font and font size, you can apply different character effects to enhance the appearance of text. The table below describes some of the effects and their uses.
Select B3 through F3.
Increase the font size to 12.
Click  Bold. 
Click  Underline.
Many of the formatting commands are also available on the Mini toolbar. You must right-click on a cell to display the shortcut menu. To use the Mini toolbar, choose command buttons just as you would from the Ribbon.
Select A4 through A8.
Right-click on the selection to display the Mini toolbar.
Click  Bold.
Click  Italic.
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Clearing Formats

Removes all

formatting in a

[z“ H9-t-F = Cafe Forecastl - Microsoft Excel SeleCted Ce” Or fange
Home Insert Page Layout Formulas Data Review View
_uj "5 calibri iz AL = Genenal - igj ﬂ _;g il %? ‘ﬁ
: ol 2l . Fad ~ LY <0 .00 Conditional Format Cell .j‘i."DEIEtE' ﬂ' Sort & Find &
F‘afte - 4 El % |E—|—' S A e § i 2 | Tl Formatting ~ as Table = Styles = EiFomat~ | 2~ Fitter- Select~
Clipboard 1% Font (1 Alignment ] Number [t Styles Cells Editing
BI1 - fe| AN v
A i e - 5 F | e | & | v | 3 | x | ¢t | m | n =
1| Downtown Internet Café P
2 | First Quarter Forecast
3 |Sales JAN EEB MAR TOTAL AVG
4 | Espresso 13300 13600 14200 41100 13700
5 | Coffee 5800 6000 6200 18000 6000
6 | Food/Beverage 3600 3800 3800 11200 3733.333
7 | Merchandise 1000 1100 1100 3200 1066.667
8 | Computer 400 600 600 1600 533.3333
9 | Total Sales 24100 25100 25500 75100
| 10
| 11 |Expenses JAN FEB MAR TOTAL !
12| Cost of Goods 7225 7480 7690 22395 =
13 | Cost of Merchandise 700 770 770 2240
14| Pay 9000 9000 9000 27000
15 | Internet 325 325 325 975
16 | Building 2100 2100 2100 6300
17 | Advertising 600 600 600 1300
18 | Capital Assets 1500 1500 1500 4500
19| Miscellaneous 1300 1300 1300 3900
20 | Total Expenses 22750 23075 23285 69110
21
22 |Income
23 | Net Income 1350 2025 2615 5990
24| | 3
25 |Profit Margin 0.056017 0.080677 0.100965 0.07976
26 ]
M 4 » W | Sheetl . Sheet2 . Sheet3 ~%J IEA] il |
Select destination and press ENTER or choose Paste Count: 4 ||ﬁI 100% '15] — [ -'ZE'J
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Clearing Formats

One way to remove the format from the cells is to use CLEAR in the Editing group and choose Clear Formats.
With cells A4 through A8 still selected, open the CLEAR drop-down list in the Editing group.
Choose Clear Formats.
Click  Increase Indent. 

Additional Information: You can remove both formatting and content using  Clear/Clear All.
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. [z“ ﬂ )~ ﬁ |= Cafe Forecastl - Microsoft Excel =t 2] 3
Format Palnter Home Insert Page Layout Farmulas Data Review View & e (= =<
i [ . I - = - - as |
copies format of [ — T = | H O e ; A7 &
B~ = Delete = | (@]~
Selected Ce” B| I = Jpr A~ Fad ~ LY <0 .00 Conditional Format Cell o 2 Sort & Find &
7 E' H_l i e § Wi & e Formatting = as Tabla = Styles = tstormatv 27 Filter Select~
Clipboard 15 | Font Alignment I | Number Styles Cells Editing
BI1 - fe| AN v
| 4] A s F G H ! J K Y NS
1| Downtown Internet Café I
2 | First Quarter Forecast
3 |Sales JAN EEB MAR TOTAL AVG
4 | Espresso 13300 13600 14200 41100 13700
5 | Coffee SB800 6000 6200 18000 6000
5] | Food[Beverage 3600 3800 3800 11200 3733.333
T | Merchandise 1000 1100 1100 3200 1066.667
8_ | Computer A00 600 600 1600 533.3333
9 | Total Sales 24100 25100 25900 75100
10 o
e Bold, underline, and
11 Expenses JAN FEB MAR TOTAL | f
12| Cost of Goods 7225 T480 7690 22395 Center-a Ignment Ormats =
13 Cost of Merchandise 700 770 770 2240 Copied from B3 using
14 | Pay 9000 9000 9000 27000 -
15 Internet 325 325 325 975 Format Painter
16 | Building 2100 2100 2100 6300
| 17| Advertising 600 600 600 1800
1_8 | Capital Assets 1500 1500 1500 A500
19| Miscellaneous 1300 1300 1300 3900
20 Total Expenses 750 23075 23285 69110 H
| Bold effect copied
22 Income from A9 using
23 Net Income 1350 2025 2615 5990 H
= Format Painter
25 |profit Margin 0.056017 0.080677 0.100965 0.07976 i
M 4% V| Sheetl  Sheets | Sheet3 %3 IS N I | ]
Select destination and press ENTER or choase Paste Count: 4 ||ﬁ! 100% L&)—U l&..l
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Using Format Painter

Additional Information: When Format Painter is on, the mouse pointer appears as a paint brush and the cell whose format will be copied appears with a moving border.
Format painter applies the formats associated with the current selection to new selections.
To turn on the feature, move the insertion point to the cell whose formats you want to copy and click the FORMAT PAINTER button. Then you select the cell to which you want the formats applied. 
Apply bold to cell A9. 
With cell A9 selected, double-click  Format Painter in the Clipboard group.
Click A20.
Click A23.
Click  Format Painter to turn it off.
Use Format Painter to copy the format from cell B3 to cells B11 through E11.

Additional Information: You also can press ESC to turn off Format Painter.
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Concept ﬁ:
Number Formats

 Number formats change the appearance of numbers

e Does not change the way the number is stored or
used in calculations

e Default number format is General

e QOther formats include:

— Accounting, Currency, Date,
Time, Percentage, Fraction,
Scientific, Custom

v & Slak

= C
$ 5 05600
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Concept 14: Number Format

Number formats change the appearance of numbers onscreen and when printed, without changing the way the number is stored or used in calculations. When a number is formatted, the formatting appears in the cell while the value without the formatting is displayed in the formula bar. The default number format setting in a worksheet is general, or unformatted. 

Another number format is currency.
Select cells B4 through F9.
Open the GENERAL number format drop-down list in the number group.
Choose Currency.
The primary difference between the accounting and the currency formats is that the accounting format aligns numbers at the decimal place and places the dollar sign in a column at the left edge of the cell space. In addition, it does not allow you to select different ways of displaying negative numbers but displays them in black in parentheses.
Make sure you still have cells B4 through F9 selected.
Click the Dialog Launcher in the Number group to open the Format Cells:Number dialog box.
From the Category list box, choose Accounting.
Reduce the decimal places to 0.
Click OK.
You can also use the commands in the Number group to apply the Accounting format.
Select the range B12 through E20.
Click  Accounting number format in the number group.
Click  Decrease Decimal twice.
Select B23 through E23.
Click  Accounting number format on the Mini toolbar.
Click  Decrease Decimal twice on the Mini toolbar.
Select B25 through E25.
Click  Percent Style on the Mini toolbar.
Click  Increase Decimal twice on the Mini toolbar.
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Home Insert Page Layout Formula Review

FEECHEIE

View

3 # Lucida 5ans 14 v AN @ Gener
Past - - - - - = - -

we 4 B I U & = =R
Clipboard 1 Font B Automatic

Al - § | Theme Colors
E EEEEEEE—
A | E

1 Downto
2 B ) "IIIIII
3 Sales JAN Standard Colors TOTAL
4 | Espresso ¢ 13,300 HH EEEERNE 4500
5 | Coffee $ 5,800 | MoreColors.. 18,000
6 Food/Beverage 5 3,600 S 3,800 5 3,800 5 11,200
7 | Merchandise 3 1,000 S 1,100 5 1,100 3 3,200
8  Computer 3 400 S 600 S 600 S 1,600
9 Total Sales $ 24,100 $ 25,100 S 25900 S 75,100
10
11 Expenses JAN FEB MAR TOTAL
12 Costof Goods 3 7,225 5 7,480 5 7,690 $ 22,395
13 | Cost of Merchandise $ 700 S 770§ 770 S 2,240
14| Pay $ 9,000 S 9,000 S 9,000 $ 27,000
15 Internet 3 325§ 325 § 325 § 975
16 Building $ 2100 S 2100 S 2100 S 6,300
17 | Advertising 3 600 5 600 S 600 S 1,800
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Adding Font Color
Font color can be applied to all the text in a selected cell or range or to selected words or characters in a cell.
Automatic is the default text color setting. This setting automatically determines when to use black or white text. Black text is used on a light background and white text on a dark background.
The center area of the color palette displays the theme colors. Theme colors are a set of colors that are associated with a theme, a predefined set of fonts, colors, and effects that can be applied to an entire worksheet.
The Standard Colors bar displays 10 colors that area always the same.
As you point to a color, the entry in the selected cell changes color so you can preview how the selection would look. A screen tip displays the name of the standard color or the description of the theme color as you point to it.
Select A1 through A2.
Open the  Font Color drop-down menu in the Font group.
Select Yellow from the Standard Colors bar.
Click  Bold.
The selected color appears in the font color button and can be applied again simply by clicking the button.
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Adding Fill Color

IEIEI L R A LR
Home Insert Page Layout

B o R General
K | _;;av

j B J U~ H- &~ A- $ - %
Clipboard & Font [ Alignment | Mum
| F25 - %]

A B € D E F
B O |

2 L& (]

3

4 | Espresso S 13,300 S 13,600 $ 14200 5 41,100 S 13,700
5 | Coffee $ 5800 S 6000 S 6200 5 18,000 $ 6,000
6 | Food/Beverage § 3600 5 3800 5 3800 5 11,200 S5 3,733
7 | Merchandise $ 1,000 $ 1,100 $ 1,100 S§ 3,200 S 1,067
8 | Computer S 400 $§ 600 5 600 S 1,600 S 533
9 | Total Sales 5 24,100 $ 25,100 S 25900 S 75,100

10

Cbgess N EE  MAR ToAL |
12 | Cost of Goods S 7,225 § 7480 $ 7,690 S 22,395

13 Costof Merchandise $ 700 &5 770 & 770 5 2,240

14 Wage S 5,000 $ 9,000 S 9,000 S 27,000

15| Internet 5 375 | § 325 5 335 '8 o75

16 | Building § 2100 § 2,100 $ 2,100 S 6,300

17 Advertising S 600 S 600 S 600 S5 1,800
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Adding Fill Color
Generally, when adding color to a worksheet, use a dark font color with a light fill color or a light font color with a dark fill color.
Select cells A1 through F3.
Open the  Fill Color drop-down color palette.
Point to several colors to see a Live Preview.
Select the Light Blue color from the Standard Colors bar.
Select cells A11 through F11 and click  Fill Color to apply the last selected fill color.
Apply the same fill color to A22 through F22 and A25 through F25.
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Adding and
Removing Cell Borders

O™ e B R = e Cafe Forecastl - Mig = & £
Home Insert Page Layout Formulas Data Review View Opens Borders & 0 = 2R
e e T drop-down menu  FESEEEE AT &
i By - ) Delete - | [§]~ :
K = 4 B 2 Al S OB S - % o T Formatting » as Table » Styles = | [ Format = | (2~ Ei?tr:ra'{ ?e?:ct&'
Clipboard & | Font I Alignment {1 Mumber F Styles Cells Editing
! . Sﬁ\ y
' Gl | 6 | d | v | 4 | x | v | w | T
1 Downtown Interne. “afe B
2 First Quarter Forecast
3 ]
4 | Espresso $ 13,300 S 13,600 S 14,200 s
5 | Coffee $ 580 $ 6000 $ 6200 $ 13000 S
6 | Food/Beverage $ 3,600 5 3,800 S 3,800 $ 1,200 S ThICk bOX border Style
T‘ Merchandise $ 1,000 $ 1,100 S 1,100 5 3,200 S . .
Bl o T amd e & w00 e s applied to selection
] Total Sales § 24,100 § 25,100 § 255900 $ 75,100
10
11
12| Costof Goods $ 7235 $§ 7,480 $ 7690 $ 22,395 =
13 | Costof Merchandise § 700 § 770 § 770 § 2,240
14| Wage 5 9000 S 9,000 5 9,000 S 27,000
15| Internet S 375 | § 325 | § 325 § 575
16 Building $§ 2,100 § 2100 5 2100 5 6,300
17 Advertising 5 600 S 600 S 600 S 1,800
18| Capital Assets 5§ 1,500 5 1,500 5 1500 S 4,500
13 | Miscellaneous $ 1,300 S 1,300 S 1,300 S 3,900
20 Total Expenses 5 22,750 5 23,075 5 23,285 S 69,110
2
22
23 | Metincome $ 1,350 $ 2,025 5 2615 $ 5990
24 | |
o profitMargin  se0% a0 toa0%  798% |
2% v
W 4% M| Sheetl . Sheet? = Sheet3 . ¥J RN m_ | |
Ready | |[EEME 0% (-0 (+)
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Excel includes many predefined border styles that can be added to a single cell or to a range of cells.
Select the range A1 through F25.
Open the  BORDERS drop-down menu in the Font group and choose the Thick Box Border style.
Click outside the range to see the border.
When adding borders, the border also is applied to adjacent cells that share a bordered cell boundary.
When pasting a cell that includes a cell border, the border is included unless you specify that the paste does not include the border.
Copy cell A1 and paste it in cell G2.
Move to G4, open the BORDERS drop-down menu, and choose No Borders.
Move to G6 to see the changes.
If you want to remove a border style from one area of a selection and add a border to another area, you need to remove all borders first and then apply the new border styles.
Move to G2 and choose No Border from the BORDERS drop-down menu.
Apply a Bottom Double Border to the selection.
Move to G6 to see the changes.
Restore the worksheet by using Undo, and make some final adjustments.
Undo your last four actions.
Move to any cell in row 10 and choose Delete Sheet Rows from the DEELTE drop-down menu in the Cells group.
In the same manner, delete the blank rows 20 and 23.
Add bold and yellow font color to cells A3, A10, A20, and A22.
Click  SAVE to save the worksheet changes.
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Hide and Unhide
Rows and Columns

| =9~
Columns B-D hidden to  jlis
— i emphasize totals =i
=) E b |z|| W9~ Cafe Forecastl - Microsof
e ! = E ] Home Insert Page Layout Formulas Crata Review View
Eapboa Font o Pl i £ b Y oA =S=E9 (5 | cenen
M6 - i B e s 18
‘I’ % Paste g | B L L] DA EE=EE=EEEEH | $-% 1+ |
| . G
Fi Clipboard & | Font ra Al t | MNumb
Downtown Internet Café SR = SR Sl
. H9 . £ |
First Quarter Forecast : : .
A | B C D | EL F | 6
Sales : 1 Downtown Internet Cafe
~ Espresso $ 41,100 5 2 First Quarter Forecast
Coffee $ 18,000 S 6,000 L
Food/Beverage $ 11,200 $ 3,733 P ES : : ) s
oD T & 3200 § 1067 9 TotalSales § 24,100 $ 25,100 S 25300 $ 75,100

i} Cxpenses

19 Total Expenses § 22,750 $ 23,075 §$ 23,285 § 69,110

pil Income

21 Metlncome 5 1,350 $ 2025 5 2615 $ 5990

hidden to emphasize =
totals

Rows 4-8 and 11-18

Protit Margin

McGraw-Hill Copyright © 2011 The McGraw-Hill Companies, Inc. All rights reserved.


Presenter
Presentation Notes
ADDITIONAL INFORMATION: Any range of cells within the area you want to hide can be selected.

You can hide areas of data that you do not want to see in order to emphasize others. 
Columns are hidden by reducing the column width to zero.
Select columns B through D.
Open the FORMAT drop-down menu in the Cells group and select Hide & Unhide.
Choose Hide columns.
Row heights are hidden by reducing the row height to zero.
Click on column A and drag to select columns A through E.
In the Cells group, click FORMAT and select Hide & Unhide, and then choose Unhide columns.
Select any range of cells within rows 4 through 8.
Open the FORMAT drop-down menu, select Hide & Unhide, and then choose Hide Rows.
Repeat to hide rows 11 through 18.
Click Undo twice to unhide the rows.
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[z“ H92-v-= Cafe Forecastl - Microsoft Excel [ Charl roois, = = 2
Home Insert Page Layout Farmulas Data Review View Design I Layout Format

R (2% T2 R EE bk

Type | Data | Chart Layouts Chart Styles | Location |
Chart1 - fe | lv
_ A B | ¢ D | | ¢ | ™ 7y
1 Dolwnmwn Internet Café Data outlined in color to ]
2 First Quarter Forecast

show selection for chart

4  Espresso $ 13,300 $ 13,600 S 14,200 | $ 41,100 $ 13,700
5 | Coffee $ 5800 $ 6000 $ 62003 18,000 S 6,000
6 | Food/Beverage $ 3600 S 3,800 S 3800 (S 11,200 S 3,733 !
7 | Merchandise 5 1,000 S l_j 516,000
8 | Computer _$ 00 § $14,000
9 Total sales § 24,100 & 25
512,000 -
10 $10,000 -
11 Costof Goods 5 723508 7 $8,000 -
12 Costof Merchandise 3 J00 S HIAN =
13 Wage $ o000 (s sy 00 1 mFEB
23 LiE
14| Internet S 325 § EMAR T
15| Building 4 2100 $ 2 52000
16 Advertising ] 600 S o
17 | Capital Assets 4 1,500 & 1, & é@e & & &
18 Miscellanecus $ 1,300 $ 1 Q_"Qk < o @ 6@(‘ D@Q
19 Total Expenses $ 22,750 § 23 &S & % .
B income . 5 Column chart using
21 Netlncome $§ 1,350 § 2,025 5§ 2615 5§ 5,990 data from Sales
section of worksheet
% T I I | I 1 v
H 4 b M| Sheetl ~Sheet? , Sheet3 . ¥d 4] i | » [
Ready | Average: 5006666667  Count: 24 ‘Sum:75100 |[EE|[0 [ 100% (=) (+)
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A chart is a visual representation of data that is used to convey information in an easy-to-understand and attractive manner.
You need to select the range containing the data you want to appear in the chart plus any row or column headings you want used in the chart.
Select cells A3 through D8.
Hold down the ALT key and press F1.
Point to the edge of the chart object and drag to move it below the worksheet to cover rows 24 to 38.
Click outside the chart object to deselect it.
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Values as a Date

Iz“ ﬂ )~ ﬁ = Cafe Forecastl - Microsoft Excel
Home Insert Page Layout Farmulas Data Review View LaunCheS Number
S - | A AT = | pae % dlalog 0]0)¢
By~
Paste B 7 U~ - A B~ | % - % » | %30 onditiona orma e e : ort & Find &
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Clipboard 15 | Font I Alignment I Number (1 Styles Cells Editing
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15| Building 5§ 2,100 5 2100 5 2100 S
16 Advertising ] 600 S 600 S 600 S
17| Capital Assets 5 1500 $ 1500 5 1500 5
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Presentation Notes
When a date is entered as text, excel converts the entry to a numeric entry that allows dates to be used in calculations.
Excel stores all dates as serial values with each day numbered from the beginning of the 20th century. The date serial values are consecutively assigned beginning with 1, which corresponds to the date January 1, 1900, and ending with 2958465, which is December 31, 9999. 
Enter your first and last name in cell A40.
Type the current date as mm/dd/yy in cell A41.
If necessary, move to cell A41.
You can change the date format in the worksheet without changing the windows settings using the Format Cells:Number dialog box.
Click the Dialog Launcher in the Number group to open the Format Cells dialog box.
Choose the month xx, xxxx (March 14, 2001) date format from the Type list.
Click OK.
Additional Information: You also could use the Today function, =Today(), to display the current date in the default date format, or the keyboard shortcut  CTRL+ ;.
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Presentation Notes
ADDITIONAL INFORMATION: The Author text box may be blank or may show your school or some other name. Clear the existing contents first if necessary.

When you are finished working on a workbook, you can update the file properties to include your name as the author, a title, and keywords. 
Open the File tab.
In the Backstage view Info window, enter the following information in the appropriate boxes.�Title	Downtown Internet Café�Tags	Sales Projections�Author	Your Name
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Presentation Notes
Additional Information: If you have a monochrome printer, the preview appears in shades of gray, as it will appear when printed.

The preview displays the worksheet as it will appear on the printed page.
The row and column headlines are not displayed and will not print. This is one of the default worksheet print settings. 

Additional Information: You can change printer-specific settings, such as color, by clicking printer properties and specifying the settings you want in the printer properties dialog box.

Choose Print and view the preview in the right pane. 
Click the worksheet title.
The way pages appear in the preview depends on the available fonts, the resolution of the printer, and the available colors. If your printer is configured to print in black and white, the preview will not display in color.
The Excel print settings let you specify how much of the worksheet you want printed. The options are described in the table.
If necessary, make sure your printer is on and ready to print.
If you need to change the selected printer to another printer, open the printer drop-down list box and select the appropriate printer.
Click PRINT.
When printing is complete, Backstage view is automatically closed.
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Presentation Notes
To quickly verify that the formulas are referencing the correct cells and ranges, it is helpful to display all of the formulas in a worksheet rather than the resulting values.
Open the Formulas tab.
Click SHOW FORMULAS in the Formula Auditing group.
Move to B9.
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Presentation Notes
Orientation is the direction the output is printed on a page.
The default orientation is portrait. Landscape prints across the length of the paper.
The scaling feature will reduce or enlarge the worksheet contents by a percentage or to fit it to a specific number of pages by height and width.
Open the File tab and choose Print.
Change the orientation setting to Landscape Orientation.
Open the NO SCALING drop-down menu and choose Fit Sheet on One Page.
Print the worksheet.
Press CTRL + ` to return the display to values.
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Exiting Excel 2007

If you try to close without
kS Exit saving your work, Excel
displays a warning

& Excel saves the file with
location of the cell selector
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Presentation Notes
If you attempt to close the application without first saving the workbook, excel displays a warning asking whether you want to save your work.
Move to cell A1.
Click X Close (in the application window title bar).
Click SAVE to resave the worksheet.

ADDITIONAL INFORMATION: Excel saves the file with the cell selector in the same cell location it is in at the time it is saved.
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active cell
active sheet
adjacent range
alignment
antonym
argument
AutoCorrect
AutoFit

* Ce
* Ce
e C€
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Key Terms

reference
selector

e chart

* CO
* CO
* CO

umn
umn letter
umn width

e constant
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Key Terms cont.

e COpYy area e main dictionary

e custom dictionary  merged cell

e data  Name box

 fill handle e nonadjacent range
e formula e number

e formula bar  number formats

e function e Operand

e heading e Operator
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order of .
precedence .
paste area .
range .
range reference .
recalculation .

relative reference .
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Key Terms cont.

row
row number
sans serif
scaling
serial value
serif

sheet
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sheet tab  theme

spelling checker e thesaurus
spreadsheet e variable
synonym e workbook

syntax e workbook window
tab scroll buttons e worksheet

text
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FAQS

What is a workbook? A worksheet? A
spreadsheet?

Why is there a heavy border around a cell?

How many columns and rows are in a
worksheet?

I'm not sure how to use the Name box. How Is it
used?

Help! | want to clear an entry from a cell. How
can | do this?
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FAQS cont.

What is AutoCorrect?

Is It necessary to type a comma when entering
numbers?

8. The columns on my worksheet are too small.
How can | widen them?

0. What is the file extension for Excel workbooks?

==
S
B 10. | wantto preview a file before | open it. Can | do

Al

this in Excel?

11. When I copy a cell, a moving border appears
around the cell. What does this mean?

McGraw-Hill Copyright © 2011 The McGraw-Hill Companies, Inc. All rights reserved.
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15.
16.
18.

19.
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FAQS cont. s

What is a range”?
How do | use the fill handle?

What is the difference between copy and
move?

What is a formula?
What is a function? Give examples.

I'm not sure | understand a relative reference.
What is I1t?

| read that | can enter a formula using pointing.
How does this work?

Copyright © 2011 The McGraw-Hill Companies, Inc. All rights reserved.
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22.

23.
24.
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FAQS cont. @

Help! | changed some cell values in my
worksheet. Are my calculations still correct?

| can't center the worksheet title across a
selection of cells. What can | do?

| formatted my worksheet and | don't like the
way it looks. Is there anyway to reverse this?

How do | enter the date?
How can | print a range of cells in Excel?

McGraw-Hill
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1‘
g Discussion Questions ﬂ

. Describe the formula bar and discuss how
It IS used.

. Discuss the different ways to enter text
and numbers in Excel cells.

. Discuss ways to clear an entry in a cell?
. How does Copy and Paste work?

McGraw-Hill Copyright © 2011 The McGraw-Hill Companies, Inc. All rights reserved.
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1‘
— Discussion Questions (ﬁg

5. What is the difference between Copy
and Move?

6. Explain how to select nonadjacent cells
In Excel?

7. What order does Excel use when

RO
—
TN performing calculations?

8. What are the operator symbols for
calculations in Excel?
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Discussion Questions

Describe the proofing tools available in
Excel.

Discuss how you can add words to the
AutoCorrect list.

. Your worksheet needs to be enhanced.
What can you do to make it more
attractive?

Discuss the three alignment features
available in Excel.
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