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Introduction

Excel is the most sophisticated spreadsheet program available in the world of
personal computing. As such, this program is much more than just an electronic
version of an accountant’s familiar green sheet for crunching numbers. For millions of
users the world over, Excel is also their number-one forms designer, their interface to
the corporate database, as well as their premier charting program.

Given Excel’s indisputable versatility, it should come as no surprise that mastering the
basics of the program, not to mention its finer points, is no small undertaking. My experi-
ence, however, in teaching adults to use all manner of Excel’s capabilities has convinced
me that this mastery is greatly accelerated with just a modicum of hands-on experience
judiciously applied to rather simple but realistic data-related problems.

About This Book

As its name suggests, Excel 2007 Workbook For Dummies is designed to give you the kind
of hands-on experience with all the major aspects of the program you need to start using
the program for business or home with a certain degree of confidence and efficiency. As
you’d expect from this type of book, the workbook is primarily composed of questions
and exercises that give you plenty of opportunities to experience the purpose and bene-
fits of Excel’s many features.

It’s my hope that as a result of doing the exercises in this workbook, you’ll not only be in
firm command of the basic skills necessary to work with confidence in the Excel spread-
sheet, but also have a good idea of the overall power of the program through experience
with its features beyond the spreadsheet.

Conventions Used in This Book

By convention, all the text entries that you type yourself appear in bold. In addition, all
filenames appear in italic type even though they are not italicized when you see their
names in the Windows Explorer or the Excel Open dialog box.

When it comes to instructions in the exercises throughout the workbook, you’ll notice
two conventions:

v Ribbon commands often follow the sequence of the tab, command button, and
drop-down menu option. For example, the command Home | Format | Column
Width means that you should select the Home tab, followed by the Format com-
mand button, and then finally the Column Width option on the menu that appears.
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v Ribbon hot keys are often given following the Ribbon command sequence. For
example, Alt+HOW selects the Home tab, followed by the Format command button,
and then the Column Width, entirely from the keyboard.

One other convention that you’ll notice used throughout the text is the display of the
names for Excel Ribbon commands, Quick Access toolbar buttons, and dialog box
options in the title case, wherein all major words are capitalized except for prepositions.
The title case is used to make these names stand out from the rest of the text. Often,
however, especially in the case of dialog box options, Microsoft does not always follow
this convention, often preferring to capitalize only the first letter of the option name.

Foolish Assumptions

\NG/
Vg,\\

[ assume that you're a new user of Microsoft Office Excel 2007 motivated to master its
essentials either for work or at home. Further, I assume that you’re someone who learns
by doing at least as well as, if not better than, by reading alone.

To complete most of the exercises in this workbook, you only need to have Microsoft
Excel 2007 installed on a computer running a version of Microsoft Windows XP or Vista.
For some of the printing exercises, you will benefit from having a printer installed on
your system (although you can complete most of their steps and get the gist of the les-
sons without actually printing the sample worksheets).

This workbook is designed exclusively for users of Microsoft Office Excel version 2007.
As such, all the practice material utilizes features (such as the Ribbon command struc-
ture, Live Preview, and style galleries) that are newly introduced and limited to Excel
2007, and the sample Workbook files are all saved in the new Microsoft Office 2007 XML
file format. If you're a user of an earlier version of the application program (including
Excel 97 through 2003), don’t buy this workbook! Instead, get your hands on a copy of
the original Excel Workbook For Dummies (Wiley). That edition covers the same material,
exercises, and Excel features as this workbook following the classic command structure.
Moreover, its sample files are saved in the classic workbook file format that your version
of Excel can open.

How This Book Is Organized

This workbook is organized into six Parts, the first five of which contain the chapters with
exercises you perform to become proficient in the use of particular Excel commands and
features. Each of these chapters follows a similar pattern of introductory text followed by
exercises. In some of the chapters, you’ll also encounter question and answer sections
that are designed to stimulate your thinking regarding the features you're about to prac-
tice in the subsequent exercises. Note that although the exercises within any given chap-
ter do build on one another, you're certainly not expected to complete them in strict
chapter order. Feel free to work on the exercises in any order that feels comfortable and
fits your learning needs.
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Part I: Creating Spreadsheets

This part contains the most exercises of any in the workbook. It is made up of five chapters
designed to give you practice in all the spreadsheet basics, all the way from starting Excel
to editing a completed spreadsheet:

v Chapter 1 introduces you to the new user interface in Excel 2007 in the form of the
Office menu, the Ribbon, and the Quick Access toolbar.

v Chapter 2 enables you to practice entering spreadsheet data.

v Chapter 3 runs you through formatting spreadsheet data.

v Chapter 4 gives you training in all aspects of printing the completed spreadsheet.

v Chapter 5 gives you plenty of experience with making modifications to the com-
pleted spreadsheet.

Part II: Using Formulas and Functions

This part gives you all the practice you need with creating and using formulas in the
spreadsheet. Chapter 6 introduces you to formula-making just as Chapter 7 introduces
you to the all-important topic of formula copying.

Because of the importance of Excel’s built-in functions in formula building, the remaining
seven chapters in this part concentrate on building formulas using a particular category
of functions:

v Chapter 8 gets you up and running on date and time formulas.

v Chapter 9 trains you in the use of financial formulas.

v Chapter 10 gives you practice creating formulas using Excel’s Math functions.

v Chapter 11 concentrates on exercises in creating formulas using statistical functions.

v Chapter 12 introduces you to the creation of formulas using Lookup functions.

v Chapter 13 runs you through the creation of formulas using the Logical functions,
the performance of which depends upon prevailing conditions in the spreadsheet.

v Chapter 14 introduces you to the creation of text formulas that manipulate and
change text entries in the spreadsheet.

Part I1I: Working with Graphics

This part takes you into the graphical aspects of Excel, the most important of which is
its rich and versatile charting capabilities covered in Chapter 15. In addition to charts, in
Chapter 16, you get practice in working with other type of graphics in the spreadsheet,
both those that you generate with the program’s own drawing tools and those that you
import from other sources such as clip art and digital photos.

3
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Part JU: Managing and Securing Data

This part is concerned with the management and security of the vast amounts of data
that you accumulate in your worksheets. Chapter 17 gives you practice in creating, main-
taining, sorting, and querying database tables and data lists in the worksheet. Chapter 18,
on the other hand, gives you practice using Excel’s various methods for protecting your
data and worksheets from illicit viewing and unwanted changes.

Part U: Doing Data Analysis

This part takes you the next step of using the Excel spreadsheet by introducing you to
two different kinds of data analysis. Chapter 19 gives you practice in doing various types
of what-if analysis that enable you to look at different potential outcomes in the spread-
sheet. Chapter 20 concentrates on training you in the use of pivot tables, a dynamic type
of data table that you can use to summarize vast amounts of data.

Part Ul: Macros and Visual Basic for Applications

This part introduces you to the topic of creating and using macros to both streamline
and customize your work in Excel. Chapter 21 introduces you to recording your actions
as Excel macros and then playing them back in the worksheet. Chapter 22 gives you
practice using Excel’s Visual Basic Editor to edit macros and extend macros you've
recorded as well as to create your own user-defined functions.

Part VlI: The Part of Tens

This part gives you tips for using Excel on your own after you complete the exercises
in this workbook. Chapter 23 gives you the lowdown on what I consider to be the top
ten features in Excel 2007. Chapter 24 is full of tips on using some of the many features
you've practiced in the workbook like a professional.

Using the Practice Material on the CD-ROM

The CD-ROM that comes with this workbook is an integral part of the workbook experi-
ence. It contains not only the practice material that you need to complete most of its
exercises, but also freestanding and self-running demos that introduce you to essential
techniques utilized in many of the exercises throughout the workbook, as well as those
that introduce new features specifically covered in the exercises in a chapter.

Running the Essential Technique Demos before you begin doing any of the exercises in
the workbook and the Feature Demos before you attempt the exercises in a particular
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chapter should help you understand the technique you're about to undertake as well as
visualize the end result, thereby aiding you later in completing the exercise steps in the
workbook in Excel on your own.

For details on the CD-ROM and how to use its files, see the About the CD appendix.

Icons Used in This Book

Icons are sprinkled throughout the text of this workbook in high hopes that they draw
your attention to particular features. Some of the icons are of the heads-up type,
whereas others are more informational in nature:

This icon indicates the start of a question and answer section in the workbook.

This icon indicates a hint that can help you perform a particular step in the exercise.

This icon indicates that a step in your workbook exercise utilizes an essential technique
(such as saving a workbook in a different folder with a new filename or comparing your
completed worksheet against one in a Solved workbook) that is covered in one of the
self-running Essential Technique Demos included on this book’s CD-ROM.

This icon indicates that the Excel features or techniques utilized in the exercises you're
about to undertake in a particular chapter are demonstrated in a particular self-running
demonstration video included on this book’s CD-ROM.

This icon indicates a tidbit that, if retained, can make your work somewhat easier in
Excel.

This icon indicates a tidbit that is essential to the topic being discussed and is, therefore,
worth putting under your hat.

This icon indicates a bit of trickery in the topic that, if ignored, can lead to some real
trouble in your spreadsheet.
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Where to Go from Here

This workbook is constructed such that you don’t have to start working through the
exercises in Chapter 1 and end with those in Chapter 22. That being said, it is still to
your benefit to complete all the exercises within a particular chapter, if not in a single
work session, at least in a short time period.

If you're a real newbie to Excel and have no experience with any of the earlier versions of
the program, [ urge you to complete the exercises in Part I, Chapters 1 through 5, before
you take off in your own direction. The exercises in this part are truly fundamental and
are meant to give you a strong foundation in the basic features that all Excel users need
to know.

Please keep in mind that I designed the exercises in this workbook to work with my Excel
companion books, Excel 2007 For Dummies and Excel 2007 All-In-One Desk Reference For
Dummies (Wiley). They can therefore provide you with additional information about the
Excel features you're using either at the time you go through the workbook exercises or
afterwards. To facilitate this crossover usage, [ have, wherever possible, used the same
example files in the exercises of this workbook as you see illustrated and explained at
length in these references.

Whatever you do next and wherever you go in this workbook, just be sure that you enjoy
yourself!
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In this part . . .

Tle chapters and exercises in Part | form the core skills
on which all spreadsheet users rely. These skills run
the gamut from using the Ribbon user interface, customiz-
ing the Quick Access toolbar, and basic data entry, to more
complex data editing with cell formatting and worksheet
printing in between. When you have these skills under your
belt, you are well on your way to mastering Excel.




Chapter 1

Getting Familiar with
the Excel 2007 Interface

In This Chapter
Identifying the different parts of the Excel display screen
Selecting commands on the Office menu
Selecting commands on the Ribbon
Customizing the Quick Access toolbar

Fe Excel 2007 interface has been completely revamped and redesigned compared to
the older versions of Excel we're all used to. In place of the old pull-down menus, so
prominent in all earlier versions of the program, Excel 2007 now relies primarily on the
Ribbon, a block of commands displayed at the top of the screen and divided into dis-
tinct blocks called tabs. All that’s left of the old pull-down menus is the pull-down menu
opened with the Office Button, which replicates most of the File commands. Also, in
place of the many toolbars of previous Excel versions, Excel 2007 offers a single toolbar
called the Quick Access toolbar.

The exercises in this first chapter are designed to get you familiar with the new Excel
2007 interface. As a result of doing these exercises, you should be comfortable with all
aspects of the display screen and the command structure and ready to do all the rest of
the exercises in this book.

Identifying the Parts of
the Excel Display Screen

Before you can start using Excel 2007, you have to be familiar with its display screen.
Figure 1-1 shows you the Excel 2007 display screen as it first appears when you launch
the program. Note the names of the different parts of the display screen before you per-
form Exercise 1-1.
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0. What are the primary functions of the commands on the Office menu?

A. To open, close, save, and print your Excel spreadsheet files and change the Excel program
options.

0. What is the primary function of the Quick Access toolbar?

A. To enable you to quickly select Excel commands that you use all the time without having to
open the Office menu or use the Ribbon commands.

<

What’s the primary function of the Ribbon in Excel 2007?

A. To group related Excel commands together and give you quick access to these commands.
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Selecting Commands on the Office Menu

Clicking the Office Button opens the only pull-down menu in Excel 2007. Almost all the
commands on this pull-down menu are related to actions that affect the entire file, such
as saving and printing. If you prefer, you can open this menu by pressing Alt+F (F for File)
instead of clicking the Office Button.

Exercise 1-1: Opening the Office Menu and Selecting Its Commands

In this exercise, you get familiar with the commands on the Office menu as you practice
opening the Office menu and selecting some of its commands. Make sure that Excel 2007
is running and an empty Sheetl worksheet is active on your computer monitor (see
Chapter 2 if you need information on launching Excel).

1.

Highlight the Office Button (by hovering the mouse pointer over it without clicking
the mouse button) and wait until its ScreenTip appears.

The ScreenTip shows you an image of the menu and gives you a brief description
of its function.

. Click the Office Button to open its pull-down menu.

Note the commands New through Close in the left menu pane. Also note the Excel
Options and Exit Excel command buttons at the very bottom of the menu.

. Highlight the Save As command on the Office menu (but don'’t click it).

Note all the Save a Copy sub-options that now appear in the right menu pane.

. Now, click the Save As command on the Office menu to select it.

Excel opens the Save As dialog box where you can modify the name, location, and
type of Excel workbook file before saving a copy of it.

. Press the Esc (Escape) key on your keyboard to close the Save As dialog box.

. Press Alt+F to open the Office menu again, this time from the keyboard.

This time, small letters appear on each command as well as on the sub-option
buttons attached to the Save As and Print commands. These are the access keys
that you can type to select an option rather than clicking its name or button.

. Type W to display the Print command sub-options, and then type V to select the

Print Preview sub-option.

Excel displays an alert dialog box indicating that there’s no data in the Sheet1
worksheet to preview. Note the appearance of the dashes in the Excel worksheet
display showing where the pages would be divided.

. Click OK in the alert box and then press Alt+FI to open the Excel Options dialog box.

The Excel Options dialog box contains all the options for changing the Excel pro-
gram and worksheet options. These options are divided into categories Popular
through Resources.

11
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9. Click the Advanced button in the left pane to display all the Advanced options in
the right pane. Next, scroll down to the Display Options for This Worksheet section
and click the Show Page Breaks check box to remove its check mark before you
click the OK command button to close the dialog box.

Note that deselecting the Show Page Breaks option in the Excel Options dialog box
removes all the dashed page break lines from the Sheetl worksheet.

Selecting Commands from the Ribbon

Figure 1-2:

The normal
Excel 2007

Ribbon.

\\3

The Excel Ribbon contains the bulk of all the commands that you use in creating, editing,
formatting, and sharing your spreadsheets, charts, and data lists. As shown in Figure 1-2,
normally the Ribbon is divided into seven tabs: Home, Insert, Page Layout, Formulas,
Data, Review, and View. The commands that appear on each tab are then further divided
into Groups, containing related command buttons. Also, many of these groups contain a
Dialog Box Launcher button that appears in the lower-right corner of the Group. Clicking
this button opens a dialog box of further options related to the particular Group.
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o -]
f fom e Page L ats  Fevie ey 1
Calibri 1 T - @ - General T
; z S : 5o %o |
7 B s U &8 woe A E X A EFE A 8 o 3 ;
Group Dialog Box launcher

Exercise 1-2: Selecting Commands from the Ribbon

In Exercise 1-2, you get practice selecting commands from the Ribbon. Make sure that

Excel 2007 is running and an empty Sheet1 worksheet is active on your computer monitor.
1. Click the Formulas tab to displays its commands.

Note that the commands on the Formulas tab are divided into four Groups:
Function Library, Defined Names, Formula Auditing, and Calculation.

2. Press the Alt key.

Note the access-key letters that now appear on the Office button, Quick Access
toolbar options and the Ribbon Tabs.

If you prefer selecting Excel commands from the keyboard, you'll probably want to
memorize the following access keys for selecting the seven tabs:

Home tab: Alt+H
Insert tab: Alt+N
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3

4.

Page Layout tab: Alt+P

Formulas tab: Alt+M

Data tab: Alt+A

Review tab: Alt+R

View tab: Alt+W
Type W to display the contents of the View tab and then type VG to remove the
check mark from the Gridlines check box in the Show/Hide Group.

Click the Gridlines check box to select it again and redisplay the gridlines in the
worksheet.

As you may have noticed, the Ribbon takes up quite of bit of screen space that is
otherwise used to display worksheet data. You can take care of this by setting
Excel to minimize the Ribbon each time you select one of its commands to display
only the tab names.

. Click the Customize Quick Access Toolbar button (the button with the line and

downward-pointing triangle at the end of the Quick Access toolbar) and then click
the Minimize the Ribbon option at the very end of this menu.

Excel immediately minimizes the toolbar to display only the seven tab names.

As long as this option is selected on the Customize Quick Access toolbar menu
(indicated by a check mark in front of its menu option), Excel continues to reduce
the Ribbon to its tab names any time after you select one its commands.

Keep in mind that you can expand the Ribbon to display all the command buttons
on the currently selected tab any time that the Ribbon is minimized simply by
double-clicking the tab or pressing Ctrl+F1.

. Click Data on the minimized Ribbon.

Excel expands the Ribbon to display all of the Data tab command buttons.

. Click anywhere in the worksheet area to minimize the Ribbon once again.

The only problem with this minimized Ribbon arrangement is that the temporarily
expanded Ribbon covers the first three rows of the worksheet. This makes it very
difficult to work with data at the top of the worksheet. For that reason, as well as to
help you get comfortable with unfamiliar Ribbon commands, you will work with
the Ribbon expanded at all times in all remaining exercises in this workbook.

. Click the Customize Quick Access Toolbar button and then click the Minimize the

Ribbon option to deselect this option by removing its check mark. Then, click
the Home tab to displays its command buttons.

The Ribbon now remains fully displayed at all times as you select any of its tabs
and command buttons without ever obscuring any part of the worksheet display.

13
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Selecting Commands on the Quick
Access Toolbar

When you first start working with Excel 2007, the Quick Access toolbar contains only the
following three simple command buttons:

1 Save to save changes to your current workbook file

v Undo to reverse the effect of the last change you made to a worksheet

+* Redo to restore the last change you reversed with the Undo button

Customizing the Quick Access toolbar

In addition to the three default command buttons, the Quick Access toolbar contains a
Customize Quick Access Toolbar button (the one with the line above a downward point-
ing triangle) that when clicked opens a pull-down menu. The options on this pull-down
menu enable you to quickly customize the command buttons on this toolbar. In addition,
you can change the placement of the toolbar by moving it down so that it appears imme-
diately below the Ribbon and above the Formula bar.

Exercise 1-3: Quickly Customizing the Quick Access Toolbar

In Exercise 1-3, you get practice customizing the contents and position of the Quick
Access toolbar using options that appear on the Customize Quick Access Toolbar menu.
Make sure that Excel 2007 is running and an empty Sheetl worksheet is active on your
computer monitor (see Chapter 2 for information on launching Excel).

1. Click the Customize Quick Access Toolbar button and then click the Show Below
the Ribbon option on its menu.

The Quick Access toolbar with its three command buttons and the Customize
Quick Access Toolbar button now appears immediately above the Formula bar.

2. Click the Customize Quick Access Toolbar button and then click the Quick Print
option.
Excel adds the Quick Print button to the Quick Access toolbar that you can click to
send the current worksheet to the printer.

3. Use the same technique to add the New, Open, and Print Preview command buttons
to the Quick Access toolbar on your own.

Use the ScreenTips attached to each button to verify that you've correctly added
the Quick Print, New, Open, and Print Preview buttons to the Quick Access toolbar,
noting the shortcut keys listed.
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Adding more commands to the
Ouick Access toolbar

When customizing the command buttons on the Quick Access toolbar, you aren’t limited
to the selection of commands that appear on the Customize Quick Access Toolbar pull-
down menu. Using command options that appear in the Excel Options dialog box, you
can add buttons for any of the commands that appear on the various tabs of the Ribbon
as well as some Excel commands that remain completely unavailable until you add them
to the Quick Access toolbar.

Exercise 1-4: Adding Commands from the Excel Options Dialog Box to the Quick
Access Toolbar

In Exercise 1-4, you get practice customizing the contents of the Quick Access toolbar
using commands that appear in the Excel Options dialog box. Make sure that Excel 2007
is running and an empty Sheet1 worksheet is active on your computer monitor (see
Chapter 2 for information on launching Excel).

1. Click the Customize Quick Access Toolbar button and then click the More
Commands option on its menu.

Excel opens the Excel Options dialog box with the Customize tab selected (see
Figure 1-3). This dialog box contains two list boxes:

¢ Choose Commands From list box on the left where you select the commands
to add to the toolbar

¢ Customize Quick Access Toolbar list box on the right, showing the buttons
on the toolbar and their order

To add a new command to the toolbar, you select it in the Choose Commands From
list box and then click the Add button. To reorder the buttons on the toolbar, you
click its command button in the Customize Quick Access Toolbar list box and then
click the Move Up or Move Down buttons (with the black triangles pointing up and
down, respectively) until the selected button is in the desired position.

2. Click the drop-down button on the Choose Commands From drop-down list box
and then click the Commands Not in the Ribbon option on its drop-down menu.

The Choose Command From list box now contains only command buttons that are
not found on the various tabs of the Excel Ribbon.

3. Click the AutoFormat command option in the Choose Commands From list box
(the one with the lightning bolt on top of a small table) and then click the Add
button.

The AutoFormat command option is now listed at the very bottom of your
Customize Quick Access Toolbar list box, indicating that it is now the last button
on the Quick Access toolbar.

15
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4. On your own, add the Calculator, Draw Borders, Form, Speak Cells, Speak Cells —
Stop Speaking Cells, Speak Cells by Columns, Speak Cells by Rows, and Speak Cells
on Enter command options to the Quick Access toolbar.

You may have to scroll down the list of command options in the Choose
Commands From list box in order to select and add the Draw Borders, Form, and
the different Speak Cells command options to the Quick Access toolbar.

Next, you want to modify the order in which the command buttons appear on
your customized Quick Access toolbar so that they appear in this order arranged
in four groups:

e New, Open, Save, Quick Print, and then Print Preview
¢ Undo and then Redo
¢ AutoFormat, Calculator, Draw Borders, and Form

e Speak Cells, Speak Cells — Stop Speaking Cells, Speak Cells by Columns, Speak
Cells by Rows, and Speak Cells on Enter

5. Click the New command option in the Customize Quick Access Toolbar list box to
select it and then click the Move Up button (the one with the black triangle point-
ing upward) until New is the first command in this list (four times).

6. Use the same technique to move the Open command button up until it appears
between the New and the Save button.
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Figure 1-4:
Excel dis-
play screen
showing

the final ver-
sion of the
customized
Quick
Access
toolbar.

10.

. Use the Move Down button to move the Undo and Redo buttons so that they now

appear in the same order below the Quick Print and Print Preview buttons.

The command buttons for your customized version of the Quick Access toolbar
now appear in the correct order in the Customize Quick Access Toolbar list box in
the Excel Options dialog box. The only other thing you need to do is to divide them
into groups by adding a vertical bar called a separator.

. Click the Print Preview command option in the Customize Quick Access Toolbar

list box to select it and then click the Separator option at the very top of the
Choose Commands From list box to select this option. Click the Add button.

Excel inserts a separator between the Print Preview and Undo command options in
the Customize Quick Access Toolbar list box.

. Use this same technique to add a Separator between the Redo and AutoFormat

command options and the Form and Speak Cells command options in the
Customize Quick Access Toolbar list box.

Your customized Quick Access toolbar now contains four groups of command but-
tons created by the three Separator options that appear after the Print Preview
command option, Redo command option, and the Form command option.

Click OK to close the Excel Options dialog box. On the Quick Access toolbar, click
the Customize Quick Access Toolbar button followed by the Show Above the
Ribbon option on its menu.

The final version of your customized Quick Access toolbar now appears once again
above the Ribbon to the immediate right of the Office button. Check the buttons on
your customized toolbar against those shown in the toolbar in Figure 1-4.

New Print Preview Calculator Speak Cells - Stop Speaking Cells

Save Redo Form Speak Cells by Rows
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Chapter 2
Entering the Spreadsheet Data

In This Chapter

Launching Excel and opening a new workbook
Moving around the workbook

Selecting cell ranges in a worksheet

Doing simple data entry in a worksheet

Using AutoFill to create data series and copy formulas

Saving the spreadsheet as an Excel workbook file

D ata entry is the bread and butter of any spreadsheet you create or edit. As a result
of doing the exercises in this chapter, you will have practice in launching Excel,
moving around a new spreadsheet, the many aspects of doing data entry, and, most
importantly, saving your work.

Launching Excel

Excel 2007 is only one of the primary application programs included as part of Microsoft
Office 2007. In order to be proficient in its use, you need to be familiar with all the various
ways of launching the program.

0. How many ways are there to start Excel 2007?

A. You should be familiar with all these methods:

v Click Start on the Windows XP taskbar and then highlight All Programs and
Microsoft Office before clicking Microsoft Office Excel 2007. If you're using
Windows Vista, you click the Start button, type ex in the Start Search text
box and then press Enter while the Microsoft Excel 2007 Office 2007 option is
selected at the top of the Programs menu.

v Double-click the Microsoft Excel 2007 program shortcut icon on your
Windows desktop.

\

Click the Excel 2007 shortcut button on the Windows Quick Launch toolbar.

v Double-click an Excel workbook file in any folder on any drive to which your
computer has access.
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Can I have Excel launch automatically each time I start my computer?

Copy the Microsoft Office Excel 2007 option to the Startup submenu on the All Programs
menu by holding down the Ctrl key as you drag this option from the Microsoft Office menu
to the Startup menu.

Exercise 2-1: Adding Excel 2007 Shortcuts to the Windows Desktop and Quick
Launch Toolbar

In Exercise 2-1, you add the Microsoft Excel 2007 program icon to your Windows
desktop and the Quick Launch toolbar and then launch Excel 2007 using each of these
two methods:

1. Launch Excel 2007 from the Windows XP or Vista Start menu (as described in the

Q & A on the different ways to start Excel immediately preceding this exercise).
Then, click Office Button | Exit Excel or press Alt+FX to close the program.

Excel closes and the Microsoft Office Excel 2007 program name is added to the
Windows Start menu as a recently opened application.

. Click Start on the Windows taskbar and then right-click Microsoft Office Excel 2007

on the Start menu, before you click Send To and Desktop (Create Shortcut) on the
submenus.

Excel adds a program shortcut icon called Microsoft Office Excel 2007, although
only a part of this shortcut name (something like Microsoft Office Ex . . .) appears
on the desktop. You can then launch Excel 2007 by double-clicking this program
shortcut on the Windows desktop.

. Drag the Microsoft Office Excel 2007 program shortcut icon to the Quick Launch

toolbar and then drop this icon onto to the bar some place in between its dis-
played buttons.

As soon as you drop the icon on the Quick Launch toolbar, Windows pastes a copy
of the Excel program shortcut on the toolbar. You can then launch Excel 2007 by
clicking this Excel 2007 button on the Quick Launch toolbar.

. Practice launching Excel by double-clicking the Excel 2007 program shortcut on

the Windows desktop and then exiting the program. Then launch Excel again, this
time by clicking the Excel 2007 button on the Windows Quick Launch toolbar.

You can leave Excel 2007 running for Exercise 2-2.

Opening a New Workbook

Each time you launch Excel (using any method other than double-clicking an Excel work-
book file icon), a new workbook containing three blank worksheets opens. You can build
your new spreadsheet in this workbook, using any of its sheet pages.

The blank workbook that opens with Excel is given a temporary filename such as Bookl,
Book2, and so on, that appears after the application’s name on the program window’s



21

Chapter 2: Entering the Spreadsheet Data

title bar. If you want to start work on a spreadsheet in another workbook, click the New
command button on your customized version of the Quick Access toolbar (assuming
that you performed Exercise 1-4 in Chapter 1).

When Excel opens a blank workbook, the new workbook follows the Blank Workbook tem-
plate (which controls the formatting applied to all its blank cells). You can also open new
workbooks from other, specialized templates or from a workbook that you’ve already cre-
ated. To do this, click Office Button | New or press Alt+FN. Excel opens the New
Workbook dialog box where you can click the template or file to use (see Figure 2-1).

New Workbook 13%]
Templates £ <+ | Blank Workbook

Blank and recent

Figure 2-1:
The New
Workbook
dialog box
enables you
to create a
new work-
book file
from an
installed
template
file.

Installed Templates
My templatec..
Mew from existing..
Microsoft Office Online
Featured

Agendas

Budgets

Calendars

Expense reports
Forms

Inventones
Invoices

Lists

Plans

Planners

Purchase orders

Receipts

Blank and recent

Blank Workbook

Recently Used Templates

Create | Cancel ]

S

What'’s so special about an Excel template file?

A template is a particular type of Excel file designed to automatically generate new work-
books that use both its data and formatting. Each time you open a template, Excel opens a
copy of the template file rather than the original (by appending a number to the template’s
original filename). Excel template files use the filename extension .xltx to differentiate them
from regular Excel workbook files that carry an .xlsx filename extension.

What’s the difference between opening a new workbook file from an Excel template file
rather than an existing Excel workbook file?

None, provided that you open the new file in the New From Existing Workbook dialog box —
opened by clicking the New From Existing option in New Workbook dialog box (Alt+FN) —
rather than in the regular Open dialog box (doing this opens not a copy of the template or
workbook file, but the original file for editing).
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0.

How do you create templates out of your own Excel workbook files?

Build a spreadsheet in a new or existing workbook file. To this spreadsheet add all the stock
text and data, calculating formulas, and formatting required in all the files you will generate
from its ensuing template and then save this file with the Office Button | Save As command.
In the Save As dialog box, select Excel Template (*.x1tx) in the Save As Type drop-down list
box and edit the dummy filename (without removing the .xltx filename extension) before
you click the Save button.

Exercise 2-2: Opening a New Workbook from the Blank Workbook Template

In Exercise 2-2, you launch Excel 2007 (if it’s not already running) and then open a new
workbook (Book2). Switch back to Bookl (notice the change in the Excel program title
bar) and then close the workbook. Notice what happens to Book2 when you close Bookl.
Leave Book2 open for the next exercise.

1.

To switch from Sheetl of Book2 and make Sheetl of Bookl1 active, click the Book1 icon
on the Windows taskbar or press Ctrl+Tab (to switch back to Book2, click the Book2 icon
on the taskbar or press Ctrl+Tab again so that Sheetl of Book2 is selected). To close a
workbook file, choose Office Button | Close or press Alt+FC.

If necessary, launch Excel 2007 and, in the program title bar, note that Bookl1 is the
current workbook file.

. Click Office Button | New or press Alt+FN.

Excel opens the New Workbook dialog box. Note that the Blank Workbook template
icon is automatically selected.

. Click the Create button or press Enter.

Excel closes the New Workbook dialog box and creates a new workbook file, indi-
cated by Book2 in the program title bar. Note the appearance of Bookl and Book2
program icons on the Windows taskbar.

. Press Ctrl+Tab to make Bookl1 active and then click the Book2 program icon on the

Windows taskbar to make Book2 active.

You can use either method to switch between open Excel workbook files.

. With Book2 still active (indicated by Book2 in the program title bar), click Office

Button | Close or press Alt+FC.

Excel closes Book2 and returns you to Bookl. Note that the program would have
prompted you to save changes to Book2 before closing it if you had made any data
entries in the first worksheet of this workbook. Leave the Bookl workbook open
for the next exercise.

Exercise 2-3: Open a New Workbook File from an Installed Template File

In Exercise 2-3, you open a new workbook from the Personal Monthly Budget template
installed with Excel 2007.
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1. Click Office Button | New or press Alt+FN.

Excel opens the New Workbook dialog box. This time, you will select a home budg-
eting template to use in creating your new workbook file.

2. Click Installed Templates in the left pane and then click the Personal Monthly
Budget icon.

Excel displays a preview of this template and its name in the preview pane on
the right.

3. Click the Create button or press Enter.

Excel closes the New Workbook dialog box and inserts a copy of the budget tem-
plate as a new workbook automatically named PersonalMonthlyBudgetl in the
Excel program title bar. This template is all set for you to start editing its values.

4. Close the PersonalMonthlyBudget1 workbook file. Click No in the alert dialog box
that appears asking you if you want to save changes to this file.

Excel returns you to your Bookl workbook file that you leave open for the next
exercise.
3
You can also create the new workbook and close the New Workbook dialog box by
double-clicking the desired template icon.

Moving Around the Workbook

The key to doing both data entry and data editing in any spreadsheet is selecting the cell
or cells you want to fill or modify. Doing this cell selection almost always entails moving
the cell cursor (or pointer) to another part of the current worksheet. Sometimes, it also
involves activating a different worksheet in the workbook file.

Excel gives you plenty of choices in techniques for moving the cell cursor, some of which
use the mouse and others of which are keyboard-driven.

Moving within the displayed area

Here’s a recap of the most important ways to move the cell cursor to a new cell within
the area of the worksheet that is currently displayed onscreen:

v Click the target cell with the white-cross mouse pointer.

v Press the arrow keys until the cell pointer is in the target cell.

v Click the Name Box at the beginning of the Formula Bar, enter the reference of the
target (by column letter and row number as in D12), and press Enter.
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Exercise 2-4: Moving the Cell Cursor in a Displayed Area of the Worksheet

For Exercise 2-4, make sure Sheetl of the blank workbook, Bookl, is active before you
start practicing moving the cell cursor to different cells in the displayed area using the
mouse, arrow keys, and Name Box:

1. Move the cell pointer to cell F9 with the mouse.
2. Move the cell pointer to cell C13 using just the down and left arrow keys.

3. Move the cell pointer to cell Al using only the Name Box.

Keep in mind that you can always move the cursor to cell Al (also known as the Home
cell) of any active worksheet simply by pressing Ctrl+Home.

Moving to a new area of the worksheet

Many times you have to make cell entries in areas that aren’t currently displayed in the
active worksheet. One of quickest ways to do this is by entering the reference of the cell
you want to go to in the Name Box. You can also use any of the following techniques to
scroll to new parts of the current worksheet:

v To scroll up and down rows of the worksheet by windows, press the Page Up or
Page Down or click the blank area above or below the scroll box in the vertical
scroll bar.

v To scroll left and right columns of the worksheet by windows, click the blank area
to the left or right of the scroll box in the horizontal scroll bar.

v To quickly scroll through rows or columns of the worksheet, hold down the Shift
key as you drag the scroll box up or down in the vertical scroll bar, or left and right
in the horizontal scroll bar.

v If you use a mouse with a wheel button, scroll up and down the rows of the work-
sheet by rotating the wheel button forward (to scroll up) and backward (to scroll
down).

v If you use a mouse with a wheel button, pan through the rows and columns of the
worksheet by clicking the wheel button and then dragging the triangular mouse
pointer in the direction you want to scroll.

Don’t forget that scrolling is not the same as selecting! After scrolling to a new part of the
worksheet in view, you still have to select a cell by clicking in it to set the cursor in it.

Exercise 2-5: Moving the Cell Cursor to Unseen Parts of a Worksheet

In Exercise 2-5, you get practice moving the cell cursor to cells in the same worksheet
that are not currently displayed on your screen.

1. Move the cell cursor to cell C125 with the Name Box on the Formula Bar.

Type ¢125 into the Name Box and then press the Enter key.
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2. Move the cell cursor to cell CA125 using the horizontal scroll bar.

Hold down the Shift key as you drag the scroll box in the horizontal scroll bar to the
right until column CA appears and then click cell CA125 to put the cell cursor in it.

3. Move the cell cursor to cell CA63560 using the vertical scroll bar.

Hold down the Shift key and drag the scroll box in the vertical scroll down until
row 63560 appears and then click cell CA63560 to put the cursor in it.

4. Move the cell cursor directly to cell Al (the Home cell) in a single operation.
Simply press Ctrl+Home.
Hold down the Shift key to scroll quickly through columns and rows by dragging the

scroll box in the horizontal or vertical scroll bar. After scrolling into view the region with
the cell you want to select, you still need to click in the cell to select it.

What’s the most efficient way to move between ranges of data that are spread out across
a worksheet?

Use the Ctrl key in combination with any of the four arrow keys to jump from occupied cell
to occupied cell in a particular direction.

Exercise 2-6: Moving the Cell Cursor Using the Ctrl and Arrow Keys

In Exercise 2-6, you get practice moving the cell pointer around a blank worksheet and
between data entries with the Ctrl key and the arrow keys in Sheet1 of Bookl.

1. Press Ctrl+—, Ctrl+!, Ctrl+<, and Ctrl+T in succession to jump the cell cursor from
one corner to the next of the entire Sheetl worksheet.

The first time you press Ctrl+—, the cell cursor jumps from cell Al all the way to
cell XFD1. When you next press Ctrl+{, the cursor jumps from cell XFD1 all the way
down to cell XFD1048576. When you then press Ctrl+«, the cursor jumps all the
way left to cell A1048576, and from there all the way back up to cell Al when you
press Ctrl+T. All this corner-to-corner jumping happens because there are no occu-
pied cells in a particular direction, so the cursor jumps right to the cell on each
border of the worksheet.

2. Move the cell cursor to cell A18, type Stop, and press Ctrl+Home. Next, press
Ctrl+!.

The cell cursor stops in cell A18 rather than A1048576 because A18 is now occu-
pied with the label Stop.

3. Move the cell cursor to cell AB18, type Stop again, and then press Home. Now,
press Ctrl+—.

This time, the cell cursor stops in cell AB18 rather than XFD18 because AB18 is
now occupied.
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3

4. Press the Delete key and then press Ctrl+< to move to cell AB1. Then, press the
Delete key again, this time followed by Ctrl+Home.

Both entries in cells A18 and AB18 are deleted and the cell cursor is back in the
home cell, Al.

Moving to a different sheet in the workbook

Each new workbook you start uses the general Excel Worksheet template that automati-
cally includes three blank worksheets that you can fill with data. If you need more space
for a particular spreadsheet, you can add additional worksheets by clicking the Insert
Worksheet button that appears immediately following the last sheet tab in the workbook
or by pressing Shift+F11. If you want all new workbooks you open to have more work-
sheets, open the Excel Options dialog box (Alt+FI) and then enter a new value in the
Include This Many Sheets text box in the section called When Creating New Workbooks.

Each sheet in a workbook is automatically given the next available numeric name, such as
Sheet1, Sheet2, and the like, but you can easily replace these generic names with some-
thing descriptive: Double-click the tab you want to rename, type the new sheet name, and
press Enter. You can also color-code a sheet tab by right-clicking it, clicking Tab Color on
the shortcut menu, and then selecting the color square on the pop-up palette.

Of course, you must know how to move between the sheets in order to be able to add
and edit data in them. The most direct way to select a new worksheet is to click its sheet
tab, although you can also use the shortcut keys Ctrl+Page Down to select the next sheet
and Ctrl+Page Up to select the previous sheet.

If you add so many worksheets to your workbook that their sheet tabs can’t all be
displayed at one time, you can use the Tab scroll buttons to the immediate left of the
sheet tab to bring into view the tabs you want to select. You can also display more tabs
by reducing the width of the horizontal scroll bar (by dragging to the right the split bar
that appears when you position the mouse pointer on the vertical bar at the beginning
of the scroll bar).

Exercise 2-7: Practice Moving the Cell Cursor to Different Sheets of the Same
Workbook

In Exercise 2-7, you get practice moving the cell cursor to specific cells in different work-
sheets of the workbook named Book1, which should be open in Excel.
1. Move the cell cursor to cell J10 on Sheet2.

If used in a formula on another worksheet, this cell reference is indicated as
Sheet2!J10.

2. Select cell M21 on Sheet3.

When you move the cell cursor to a cell, you, in essence, select that cell. If you
were to refer to this cell in a formula on another worksheet, this cell would be des-
ignated as Sheet3!M21.
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3. Select cell J10 on Sheet3 and then click the Sheet2 sheet tab to activate it.

Note that when the cell cursor is located in the same cell on different worksheets
and you then move between them, you don’t notice any difference on the screen.
The only way to tell that you're on a different sheet is by looking at which sheet
tab is selected (indicated by the sheet name in boldface type).

4. Rename Sheetl to Spring Sale.

The easiest way to rename a tab is to double-click it, type the new name, and then
press Enter. Leave the Bookl workbook with the renamed tab open for the next
exercise.

Selecting Cell Ranges

When entering, editing, or formatting a single cell, all you have to do is move the cell
cursor to it as you practiced in the earlier exercises. You can also enter the same data as
well as do the same type of editing and formatting in a bunch of cells at one time, but to
do so, you must first select the cells where all this is going to happen.

Most of the time when selecting multiple cells in a worksheet, you select a discrete block
of cells of so many rows high and so many columns wide. Such a block is known as a cell
range in parlance of spreadsheet software.

A cell range is most often described by the reference of its first and last cell (that is, the
cell in the upper-left corner and the lower-right corner of its block, respectively). When
written, it’s separated by a colon as in B15:F20, for a six-row and five-column cell range
whose first cell is B15 and last cell is F20. To select this cell range, you move the cursor
to cell B15 and then drag over and down (or down or over) to cell F20; or hold down the
Shift key as you click cell F20; or use the | and — keys to move the cursor to cell F20.

Excel, however, does not limit you to selecting a single cell range for data entry, editing,
or formatting. You can select as many cell ranges (even those as small as a single cell) by
holding down the Ctrl key as you add a new range to the cell selection.

Always think of the Shift key when you want to select a single range of cells and the Ctrl
key when you want to select more than one cell range at one time.

How do you select cell ranges that include complete rows and columns of the active
worksheet?

Click the letter of the column or the number of the row whose cells are to be selected in
the column and row header, respectively. To select multiple columns or rows, hold down
the Shift key and drag through them if they are consecutive, or click them as you hold
down the Ctrl key if they are non-contiguous. Press Ctrl+A or click the box at the junction
of the column and row header with the folded corner icon to select all the columns and
rows in the active worksheet (in other words, the entire worksheet).
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0. How do I select the same cell ranges that span different worksheets of the active workbook?

A.  Click the tab of the first worksheet and then hold down Shift as you click the last sheet
before you select the cell range or ranges on the active sheet.

Exercise 2-8: Practice Assigning Fill Colors to Selected Cell Ranges

In Exercise 2-8, you get to practice assigning different fill colors to cell ranges you select in
the Spring Sale worksheet of Book1. You can assign these fill colors directly from the
Ribbon, using the Fill Color drop-down button in the Font Group.

1. Drag the Zoom slider on the right side of the Status bar to the right until you've
increased the magnification of the worksheet to 200%.

Increasing the magnification of the worksheet display makes it easy to work on a
particular section.

2. Drag through the cell range A2:E2 to select this cell range; click the Fill Color drop-
down button on the Home tab and click the White, Background 1, Darker 15%
square in the drop-down color palette.

This square is the one located in the first column of the palette, the third row down.

3. Select the cell ranges A3:A9 and B3:E3 as a single cell selection (I'm sure you can
ConTRol it) and then assign Light Blue as the fill color by selecting its square on
the Fill Color palette.

The Light Blue fill color is located in the row of Standard Colors in the Fill Color
drop-down palette. It’s the turquoise square that’s fourth from the right.

4. Select the cell range B4:E9 and then assign Yellow as the fill color for this range
before you position the cell cursor in cell Al (Ctrl+Home).

The Yellow fill color is located in the row of Standard Colors in the Fill Color drop-
down palette (fourth from the left).

Making Cell Entries

As you may already be aware, Excel recognizes only two types of cell entries: text (label)
and number (or value). Numeric cell entries are those that consist solely of numbers or
calculable formulas. Text entries are those that consist of all letters or a combination of
letters, numbers, and punctuation on which Excel can perform no sort of calculation.

Anything you enter into a cell or cell selection is immediately analyzed as either being a
number or text entry. Because the general Excel Worksheet template automatically left-
aligns all text entries and right-aligns all numeric ones, you can often tell immediately
how your entry has been classified by noting how it’s aligned in its cell.
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When you make a numeric entry in a worksheet, Excel not only right aligns the value in
its cell, but also assigns the General number format to it. In this format, only significant
digits are displayed. This means that all trailing zeros after the decimal point are
dropped. Also, if the number you enter contains more than can fit within the current
column width, Excel automatically converts the value to scientific notation (as in
5.00E+11 for 500,000,000,000).

Sometimes you have to override Excel’s number/text assignment in order to obtain the
desired cell entry. The most famous example of this is a ZIP code or numeric part or item
number that begins with a zero, as in 00105. If you try to enter this ZIP code into a cell
simply by typing its five digits, Excel interprets it as a numeric entry and in assigning the
General format to it, retains only the value 105 in the cell. In order to retain the preceding
zeros, you need to force the entry to be recognized as text by typing an initial apostro-
phe, as in ‘00105 (this apostrophe does not appear in the cell, although you can see it on
the Formula bar).

Entering data in a single cell

Most cell entries are made by typing from the keyboard (although later versions of Excel
do support voice and ink text entry). After typing the characters, which appear both in
the cell and on the Formula bar, you must still complete the entry.

Any time prior to completing the cell entry, you can press the Esc key to clear the cell of
all characters you typed there.

0. How many ways are there to complete an entry in the current cell?

A.  You should be familiar with all these methods:
v Click the Enter box on the Formula bar (the one with the check mark).
v Press the Enter key.
v Press one of the arrow keys.
v Press Tab, Shift+Tab, Home, Ctrl+Home, Page Up, Page Down, Ctrl+Page Up,
Ctrl+Page Down or, any of the other cursor-movement key combinations.

® Click the Enter box on the Formula bar when you want the cell cursor to
remain in the cell where you just made the entry (so that you can format it
in some fashion). Press Enter when you want to move the cell cursor to the
next row in order to make another entry.
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Exercise 2-9: Practice Entering Data in a Simple Table
In Exercise 2-9, you get practice doing data entry for the simple Spring Sale table shown in
Figure 2-2. You make these data entries in the cells that you colored in Exercise 2-8.
1. Enter the table title Spring Sale Markdowns in cell A2.
2. Enter the column headings in row 3 as follows:
* Code in cell A3
* Description in cell B3
¢ Retail Price in cell C3
¢ % Discount in cell D3
e Markdown in cell E3

3. Enter the code numbers in column A as follows (don’t forget how to override Excel
and enter these codes as text entries by prefacing each of them with an apostrophe):

¢ 02-305 in cell A4
¢ 02-240 in cell A5
¢ 04-356 in cell A6
¢ 01-234 in cell A7
¢ 03-003 in cell A8
¢ 01-240 in cell A9
4. Enter the furniture descriptions in column B as follows:
¢ 36-inch round table in cell B4
¢ 72-inch rectangle table in cell B5
¢ 76-inch hutch in cell B6
e Side chair in cell B7
¢ Arm chair in cell B8
¢ Armoire in cell B9
5. Enter the retail prices of the furniture in column C as follows:
¢ 1250 in cell C4
¢ 1400 in cell C5
¢ 2500 in cell C6
¢ 350 in cell C7
¢ 500 in cell C8
¢ 1750 in cell C9
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6. Enter the discount percentages in column D as follows:
* 25% in cells D4, D5, and D6
¢ 15% in cells D7 and D8
e 25% in cell D9

,\@“N'ﬂllg Use the View Side by Side feature to check your completed spreadsheet table against the

e one in Solved2-9.xlsx. (Open this workbook in the Chap2 folder inside the Excel Workbook
% folder that you've copied into your My Documents folder on your hard disk or on the
‘{}3> CD-ROM that came with this book.)
Entering data in a cell range
Sometimes you want to make the same entry in several different cells in the same work-
sheet. To do this, select all the cells and cell ranges and then press Ctrl+Enter to both
complete the entry you make in the active cell and simultaneously insert it into all the
other selected cells.
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Filling in a data series with the Fill handle

The tiny black square in the lower-right corner of the cell cursor is known as the Fill
handle. The Fill handle is your key to the AutoFill feature that makes it super-easy either
to fill in a continuous range with the same entry or with data series (such as Monday,
Tuesday, Wednesday, and so on, or 101, 102, 103, and the like).

To create a sequential series that increments by one unit (day, hour, month, widget
number), you enter the first entry in the series in a blank cell and then drag the Fill
handle in the direction you want the series to appear (down or to the right are the most
common directions). To create series that increment by other units (every other day,
every third month, every fourth hour, every tenth widget), you enter the first two entries
in the series (that serves as an example of the increment to be used) in two adjacent
blank cells and then, after selecting them both, drag the Fill handle in the appropriate
direction.

Instead of filling in a data series with AutoFill, you can force Excel to copy the entry
you’ve made in the current cell by holding down the Ctrl key as you drag the Fill handle.
Excel indicates that it copies rather than fills a range by displaying a tiny plus sign to the
side of the Fill handle mouse pointer.

Before you attempt Exercise 2-10, you may want to play the AutoFill.exe demo located in
the Excel Feature Demos folder on your workbook CD-ROM. This feature demonstration
shows you how to use the Fill handle in an Excel worksheet to create different types of
data series.

Exercise 2-10: Creating a Series of Entries with the Fill Handle
In Exercise 2-10, you practice making the same data entry in multiple ranges and using
the Fill handle to create various data series in its Sheet1.

1. Make Sheet2 of Book1 active.

2. Enter today’s date, following the date format 25-Oct-07, in the cell selection Al,
D3:F3, and B4:B6.

Don’t forget to hold down the Ctrl key when you're selecting the three ranges in
the cell selection.

Be sure to complete the current date entry into all the cells of the selection by
pressing Ctrl+Enter.

3. Use AutofFill to create a data series with all twelve months in the cell range A8:A19
starting with January.

4. Use AutoFill to create a data series with the names of all the days of the week in
cell range D8:J8 starting with Monday.

5. Use AutoFill to create a data series with hours from 8:00AM to 8:00PM in cell range
C10:C22.

6. Use AutoFill to create a data series in cell range E10:H10 containing the headings
Qtrl, Qtr2, Qtr3, and Qtr4.
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7. Use AutofFill to create a series in cell range E12:E21 containing 1st Team, 2nd Team,
3rd Team, and so on all the way up to 10th Team.

8. Use AutoFill to create a data series in cell range G12:L12 that contains the name of
every other month starting with November and ending with September.

Don’t forget that you need to indicate the every-other-month increment to Excel
(by entering January in cell H12 and then selecting the range G12:H12) before using
the Fill handle to create the data series.

9. Use AutoFill to copy the data entry New Budget in the cell range G14:G19 (don'’t let
this one get out of ConTRoL).

Copying a formula with the Fill handle

AutoFill is not only useful for filling in a data series or copying a static data entry to a
continuous cell range, but also for copying a formula across a row or down a column of
a data table. When you copy a formula, Excel automatically adjusts the column and row
references in the copies so that they refer to the right data.

Don’t forget that Excel automatically uses the so-called relative column and row cell
references in all formulas you create. If you ever need to override this so that all or part
of a cell reference is not adjusted in the copied formulas, you enter a $ (dollar sign)
before the cell’s column letter or row number (you can have Excel do it for you by press-
ing F4 while building the formula on the Formula bar).

Exercise 2-11: Copying Formulas with the Fill Handle

In Exercise 2-11, you complete the Spring Sale table by entering the formula that calcu-
lates the amount of the markdown in cell E4 and then using AutoFill to copy that formula
down the cell range E5:E9.

1. Switch to the Spring Sale sheet of Bookl and then move the cell cursor to cell E4.

2. Type = (equal) to start the formula for calculating the sale price of the 36-inch
round table.

Remember that all Excel formulas start with the equal sign.
3. Click cell C4 and then type * (asterisk) before you click cell D4.

Remember that Excel uses the asterisk (*) as the sign of multiplication. Your formula
should now read =C4*D4 on the Formula bar.

4. Click the Enter box on the Formula bar and then drag the Fill handle of the cell
cursor in cell E4 down to E9.

As soon as you click the Enter button, Excel inserts the formula in the cell. The
formula =C4*D4 appears in the Formula bar and the calculated markdown amount
of 312.5 appears in cell E4. As soon as you release the mouse button after dragging
the Fill handle, Excel makes copies of the original formula in the cell range E5:E9.

5. Use the Side by Side feature to check your results against those in the Spring Sale
table shown in Solved2-11.xIsx in the Chap2 folder. (The Chap2 folder is in the Excel
Workbook folder on your hard disk or the CD-ROM that comes with this book.)

33
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Saving the Spreadsheet Data
in a Workbook File

Now all that remains to do is to save the spreadsheets you created while performing the
exercises in this chapter before exiting Excel. As you know, all work that you do in
between the times you save the worksheet is at risk because you immediately lose it if
your computer experiences even the briefest power interruption.

The first time you save your spreadsheet in a workbook file, the Save As dialog box
appears giving you have the opportunity to rename the file (replacing the Book1, Book2
monikers with something more descriptive) in the File Name text box, and indicate the
folder in which it should be saved in the Save In drop-down list box. After that, you can
use the Save command to save all additional changes to the same file without opening
any dialog box.

Excel 2007 uses a new XML (eXtensible Markup Language File) default file format (indi-
cated by the .xlsx extension to the filename). If you need to create a workbook file that
users of older versions of Excel (97-2003) can open and use, you need to save your work-
book in the older Excel file format (indicated by the .xls filename extension). To do this,
you select Office Button | Save As | Excel 97-2003 Workbook or press Alt+FF9 to open
the Save As dialog box with the old .xls file format selected.

Excel saves the current position of the cell cursor in the worksheet when you save its
workbook. Therefore, always position the cursor in the cell you want to be current when
you next open the workbook for editing before doing the final save of your work session.

How many ways do you know for saving changes to your workbook file?

You should be familiar with all these methods:

v Click the Save button on the Quick Access toolbar (the one with the disk
icon).

v Choose Office Button | Save or press Alt+FS (Office Button | Save As or
Alt+FA if you want to open the Save As dialog box again so that you can
rename or save a copy in a new folder).

v Press F12 (Shift+F12 to open the Save As dialog box).
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Exercise 2-12: Saving a Workbook File

In Exercise 2-12, save the Spring Sales table in a new Excel 2007 Practice folder inside the
My Documents (Windows XP) or Documents (Vista) folder on your hard disk:

1. With the Spring Sales table displayed onscreen, select cell A2 before you click the

Save button on the Quick Access toolbar.

Excel opens the Save As dialog box.

. Click My Documents or Documents (Vista) in the left pane and then click the Create

New Folder button or New Folder (Vista) on the toolbar of the Save As dialog box;
Type Excel 2007 Practice in the Name text box of the New Folder dialog box and
click OK.

The new folder name, Excel 2007 Practice, now appears at the top of the Save As
dialog box.

. Replace Bookl.xls in the File Name text box by typing Spring Furniture Sale and

then clicking the Save button.

. Close the Spring Furniture Sale workbook by exiting Excel (Office Button | Exit

Excel or Alt+F4).
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Chapter 3
Formatting the Spreadsheet

In This Chapter

Resizing columns and rows in a worksheet
Formatting cells with the Home tab of the Ribbon
Formatting cells with the Format Cells dialog box
Using Cell Styles

Using Conditional Formatting

Hiding columns and rows in a worksheet

In Excel, formatting means formatting cells of the worksheet. Therefore, the format-
ting you assign a cell not only affects the cell’s current contents but any contents
you enter into it. The exercises in this chapter give you a chance to practice widening
and narrowing the columns and rows of a worksheet to suit the formatting and contents
of its cells. In addition, you discover a full array of techniques for assigning formatting
to cells in worksheets, including the Format Cells dialog box and the AutoFormat and
Conditional Formatting features.

Resizing Columns and Rows

In all new workbooks generated from the general Excel Worksheet template, the columns
of its worksheets are a standard 8.43 characters or 64 pixels wide and all the rows are

15 points or 20 pixels high. You can, if you need, change this default column width for an
entire worksheet by clicking its sheet tab to select it before choosing Format | Default
Width on the Ribbon’s Home tab (Alt+HOD). Then, you enter the new default width in
the Standard Column Width text box (in characters) before you select OK.

Note that Excel does not provide any way for setting a new row height default in a work-
sheet. The 15-point default value is universal for all worksheets you deal with unless you
manually override this height. This is probably because Excel always automatically
increases the height of all rows to suit the formatting of its cell entries. Column widths,
on the other hand, are automatically widened only under certain circumstances (when
applying certain AutoFormat styles and building data tables with later versions of Excel).
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Making column widths suit the data

Resizing particular columns to suit the data they contain is one of the most common
formatting tasks you perform in creating and editing a spreadsheet.

“&N\BER You need to widen a column in a worksheet whenever it contains cells with numerical
& data having too many digits to be displayed in the current column width (indicated by a
string of #### signs in the cells) or text data with characters cut off (because they spilled
over into cells in columns to the immediate right that were then truncated by entries
made in the adjacent column).

How many ways exist for resizing particular columns in a worksheet?

0.
A.  You should be familiar with all the following methods:

v Drag the column’s right border in the column header to the left (to narrow)

or right (to widen) — to resize several columns at once, drag through their

column letters in the header or Ctrl+click them before dragging the right
border of one of them.

v Double-click the column’s right border in the column header to resize it with
AutoFit — to resize several columns at once, drag though their column let-
ters in the header or Ctrl+click them before double-clicking the right border
of one of them.

v Select the column or columns to resize and then choose Format | Column
Width on the Home tab or press Alt+HOW. Enter the new width (in characters)
in the Column Width dialog box and then select OK.

v Select the cell range or selection whose columns need resizing and then
choose Format | AutoFit Column Width on the Home tab or press Alt+HOL.
(Excel widens or narrows the columns in the cell selection to display all the
digits and text in the cells in the selection.)

v Select the column or columns to resize to standard column width (of 8.43
characters) and then choose Format | Column Width on the Home tab or
press Alt+HOW. Type 8.43 in the Column Width text box and select OK in the
Column Width dialog box.

Exercise 3-1: Changing Column Widths in a Worksheet Table

In Exercise 3-1, you practice changing the column widths in your Spring Sale
Markdowns table.

1. Launch Excel and then open the Spring Furniture Sale.xlsx workbook you cre-
ated in the exercises in Chapter 2 and saved in the Excel 2007 Practice folder.
If you didn’t do these exercises, open the Exercise3-1.xlsx file in the Chapter 3
folder inside the Excel 2007 Workbook folder.
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,&e\r\N'Oag If Spring Furniture Sale.xlsx is not listed as one of the Recent Documents in the
e right-hand pane of the Office menu (opened by clicking the Office Button or press-
% ing Alt+F), click the Open button on the Office menu, open the Exercise3-1.xIsx file
‘{}‘;> in the Chap3 subfolder inside the Excel 2007 Workbook folder. Play the File Open

on Windows XP or the File Open on Windows Vista essential technique demo if you
need help in performing this step.

2. Use the AutoFit feature to widen Column B containing the furniture descriptions
and Column D containing the discount percentages sufficiently so that none of
these descriptions are cut off.

3. Drag the right border of Column C to the left until the column is 34 pixels wide and
then release the mouse button (note the appearance of ### indicators in all but
two cells in the Sale table). Next, use AutoFit to widen Columns C and D so that all
the entries in these columns are displayed.

4. Use the Column Width dialog box to set column E to a width of 10 characters or
75 pixels.

5. Narrow column A to 7.14 characters or 55 pixels wide (use any method that works).

6. 1f you’ve been modifying your Spring Furniture Sale.xlsx file, click the Save button on
the Quick Access toolbar or press Ctrl+S to save your changes. If you've been modi-
fying the Exercise3-1.xlsx file, choose the Office Button | Save As or press F12 to
open the Save As dialog box and then rename Exercise 3-1.xIsx as Spring Furniture
Sale.xlsx in the File Name text box. Select Excel 2007 Practice folder inside My
Documents as the location in the Save In drop-down list before you select Save.

Manipulating the height of certain rows

You don'’t find yourself having to resize the rows of a worksheet all that much. Most of
the time, Excel does all the work for you by automatically resizing them just right to
accommodate any and all formatting change you make to their cells.

About the only time you might want to increase the height of a row on your own is when
you want to increase the space between the contents of one row and the contents of the
row immediately above without going through the trouble of inserting a blank row as a
spacer between them.

0. What are the two ways you can manually modify the height of selected rows in a worksheet?

A.  You should be familiar with both these methods for changing row height:

v Drag the lower border of the number of the row to modify in the row header
either up (to shorten the row) or down (to heighten the row) — to modify mul-
tiple rows at one time, select the rows (by dragging through or Ctrl+clicking
their row numbers in the row header) and then drag just the lower border of
just one of the selected rows.

v~ Position the cell cursor in any one of the cells in the row to be modified, and
then choose Format | Row Height on the Home tab or press Alt+HOH. Enter
the number of points in the Row Height text box before you select OK — to
modify multiple rows at one time, select the rows before opening the Row
Height dialog box.
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Exercise 3-2: Changing Row Heights in a Worksheet
In Exercise 3-2, practice modifying row height in the Spring Furniture Sale workbook.
1. Increase the height of Row 2, containing the table title, to 26.25 or 35 pixels by
dragging the row’s border.
Note how the spreadsheet title sinks down when the row height is increased.
2. Restore the height of Row 2 to it original height with AutoFit Row Height.
Double-click the lower border of a row in the row header and modify its height

using AutoFit. Alternatively, place the cell cursor somewhere in the row and choose
Format | AutoFit Row Height on the Home tab or press Alt+HOA.

Cell Formatting Techniques

Cell formatting can run the gamut from changing the font, color, attribute, or alignment
of a cell entry to the color, borders, and protection status of the cell itself. You can
accomplish most of the formatting in a typical spreadsheet with the command buttons
on the Home tab of the Ribbon. The rest you can accomplish with the options available
on the various tabs of the Format Cells dialog box.
<MBER
The first rule of formatting is to remember to select all the cells that need formatting
before you select the desired button on the Formatting toolbar or option on one of the
tabs in the Format Cells dialog box.

Formatting cells with the Ribbon’s Home tab

The Home tab of the Ribbon contains five groups with lots of command buttons for
formatting your spreadsheets:

v+ Font group with command buttons changing the font, font size, font attribute, font
color, and fill color.

v Alignment group with command buttons for changing the alignment and orienta-
tion of entries in a cell range as well as wrapping entries on different rows and
merging cells.

v+ Number group with command buttons for assigning the most popular number
formats to cell ranges.

v Styles group with command buttons for assigning conditional formatting, format-
ting a cell range as a table, and applying styles to a cell range.

v Cells group with command buttons for inserting and deleting cells as well as
formatting the widths of worksheet columns and the heights of rows.
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Before you attempt Exercise 3-3, you may want to play the Formatting Cell Range as
Table.exe demo located in the Excel Feature Demos folder on your workbook CD-ROM.
This feature demonstration shows you the basic process of formatting a cell range as
a table.

Exercise 3-3: Applying the Format As Table Option to Your Markdown Data Table

In Exercise 3-3, you get practice formatting the sale furniture markdown data table in the
Spring Sale worksheet of the Spring Furniture Sale workbook using the Merge & Center
and Format As Table command buttons on the Home tab of the Ribbon.

1. Center the title of the markdown table in cell A2 over the range A2:E2 and make
it bold.

Click the Merge & Center button in the Alignment group after selecting the range of
cells over which you want to center the text that’s entered in the first cell of the
range (the range A2:E2 in this case). Click the Bold button in Font group to make
the centered title bold.

Next, you want to remove all of the fill colors you earlier assigned to the markdown
table so that you can then format the range as a table.

2. Select the table’s cell range A3:E9 and then click the Fill Color drop-down button in
the Font group and click No Fill on the drop-down menu.

Excel removes all the fill colors from this cell range. You will now format this cell
range as a table. Doing this makes it possible for you to instantly change its format-
ting using Excel’s new Table Styles gallery. This gallery uses the new Live Preview
feature that lets you preview any table style in the gallery in the table in your work-
sheet before you actually select the style and apply it to the table’s cell range.

3. Click the Format as Table command button in the Styles group and then click Table
Style Light 1 (the first one in the first row) of the drop-down palette.

You must select an initial table format from the Table Styles gallery and specify the
cell range of the table before you can use Live Preview to see how any of the other
table formats in the gallery suit your particular table. Note that the Format As
Table dialog box not only displays the range address of the cell range that it
selects in the worksheet (indicated by the marquee or marching ants) but also
automatically selects the My Table Has Headers check box.

QQ,N\BEH When the My Table Has Headers check box is selected, Excel automatically consid-
& ers the data entries in the first row of the cell range as the column headings of the
table (to which it adds drop-down buttons called AutoFilter buttons). If you remove
the check mark from the My Table Has Headers check box, Excel inserts an addi-
tional row in your table with generic column headings such as Column1, Column2,
and so forth.

4. Click OK in the Format As Table dialog box without making any changes to its
settings.

Excel adds AutoFilter buttons to the column headings in row 3 of the table — Code,
Description, Retail Price, and so on — you’ll find out how to use these buttons to
sort and filter your data in Chapter 17. It also applies the Table Style Light 1 style
(with the alternating lightly banded rows) to your markdown table.
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Now, you can have some fun using Excel’s Live Preview feature to see how your
table would look if you were to apply one of the many other styles in the Table
Styles gallery to its data. Note that the end of the Ribbon now contains an addi-
tional Design tab (under the label Table Tools). You can use the command buttons
on the Table Tools Design tab to select a new table style as well as to customize
the one currently selected.

This Table Tools Design tab and the others like it that you’ll encounter as you work
with different object in Excel 2007 worksheets are referred to as Contextual tabs. A
Contextual tab and all its command buttons appears at the end of the Ribbon only
as long as you select the object (a formatted table, in this case) to which its
options can be applied.

. Click cell A2 containing the table title in the Spring Sale worksheet to select it.

The moment you select a cell outside of your formatted data table, the Contextual
Table Tools Design tab and its command buttons immediately disappear from the
Ribbon. To bring this Contextual tab and all its options back, all you have to do is
select a cell in the data table.

. Click cell A3 with the column heading Code to select this cell.

The Design tab immediately reappears at the end of the Ribbon. You will now use
Live Preview to preview your markdown table in some of the other styles in its
Table Styles gallery.

. Click the Design tab at the end of the Ribbon to make this tab active and display its

command buttons and Table Styles gallery. Position your mouse pointer (but don’t
click) on the thumbnail of each of the other four or so styles (Table Style Light 2,
Light 3, and so on) that are normally displayed in the Table Styles group to the
right of the Table Style Light 1 thumbnail.

As you mouse over each thumbnail in the gallery, Excel’s Live Preview displays the
data in your markdown table in that style. These few light styles whose thumbnails
are currently displayed in the Tables Styles gallery on the Ribbon are not, however,
your only choices.

. Click the More button (the button with the line and the downward pointing triangle)

located in the lower-right corner of the Table Styles group to expand the gallery and
then experiment by mousing over the different Medium and Dark styles. (You have
to use the scroll bar to display the thumbnails of the Dark table styles.)

Previewing a style in the gallery is not the same as selecting it. To apply a new
style, you must click the thumbnail after previewing it.

. Format your markdown table with Table Style Medium 23 in the Table Styles gallery.

Note that the thumbnails displayed in the single row of the Table Styles gallery on
the Ribbon changes to display currently selected Medium 23 style as well as other
Medium styles in its row. You can use the Up and Down buttons that appear above
the More button at the end of the gallery to display rows above and below the cur-
rent one without expanding the gallery so that it obscures cells in the worksheet.
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10. Use the Save As command on the Office menu or press Alt+FA to save your
changes to the workbook under the new filename, Spring Furniture Sale Table
Fmt.xIsx.

Be sure that you don’t change the folder (you want to save this version in the Excel
2007 Practice folder on your hard drive) or the type of file when you rename it in
the Save As dialog box. Simply append Table Fmt to the main filename before you
click Save.

Exercise 3-4: Customizing the Table Formatting for Markdowns Data Table

In Exercise 34, you get practice customizing the table formatting applied to the Spring Sale
Markdowns data table of your Spring Sale worksheet in the Spring Furniture Sale Table Fmt
workbook. Check the program title bar to be sure that the Spring Furniture Sale Table

Fmt workbook is the one open and active in Excel. If you didn’t complete Exercise 3-3,
open the Exercise34.xlsx file in the Chap3 subfolder of your Excel 2007 Workbook folder.

1. Click the Contextual Design tab under Table Tools at the end of the Ribbon to dis-
play its command buttons.

If your Ribbon doesn’t have Table Tools displayed at the end with a Design tab
underneath it, this means that none of the cells of your formatted Spring Sale
Markdowns table is currently selected. Remember that Excel only adds Contextual
tabs for an object on the Ribbon when that object is selected in the worksheet.
Click one of the cells in your markdowns table to display the Table Tools Design
Contextual tab.

2. Click the Last Column check box in the Table Style Options group in the Table
Tools Design tab.

Excel displays the calculated markdowns for each item in Column E in boldface type.

3. Click the Total Row check box in the Table Style Options group of the Table Tools
Design tab.

Excel now adds a total row in row 10 of your data table with a formula in cell E10
that totals the markdown amounts in column E. This feature is very useful when
you need totals to appear at the bottom of your data table. However, it makes no
sense here because the markdown amounts are not cumulative.

4. Deselect the Total Row check box in the Table Style Options group to remove the
Total row from your data table and then rename the data table by clicking Tablel
under Table Name in the Properties group and replacing it with the name
Markdowns.

Now you’re ready to further customize the Markdowns table by formatting some of
its contents using command buttons on the Home tab.

5. Select the values in the cell ranges C4:C9 and E4:E9. Next, click the Home tab and
there click the Accounting Number Format button in the Number group.

Excel immediately adds a dollar sign and two decimal places to all the values in
these two cell ranges. Now experiment with the Decrease Decimal and Increase
Decimal buttons in the Number group.
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6.

10.

11.

12.

Click the Decrease Decimal button in the Number group twice to remove all the
decimal places from the values in the selected cell ranges and then click the
Increase Decimal button twice to bring the decimal places back.

Now try changing the number formatting for the selected cells ranges.

. Click the Comma Style button in the Number group to change the number format-

ting from Accounting to Comma Style.

The Table Styles gallery is not the only feature to use Live Preview. This feature
also works when you want to assign a new font or font size to a cell selection.

. Select the entire data table as a cell selection (A3:E9) and then click the Font Size

drop-down button in the Font group. Highlight larger and smaller font sizes in this
list with the mouse before you click 10 to make 10 point the new font size.

Note that each time you highlight a new size on the Font Size drop-down list, Excel
displays all the table data not obscured by the list itself in the new font size.

. Click the Font drop-down button and highlight different fonts in the drop-down list

before you click Arial to make it the new font.

Each time you highlight a new font on the Font drop-down list, Excel displays all
the table data not obscured by this list in the new font.

Use the Borders button in the Font group to add a border around all the cells in the
cell selection (A3:E9).

To draw a border around a block of cells, select its cell range (A3:E9 in this case),
and then click the Borders drop-down button in the Font group of the Home tab.
Click the All Border option on the Borders drop-down list (the one divided into
four quadrants).

Next, you're going to remove the AutoFilter buttons that Excel automatically adds to
the row containing the column headings of a table when you select a table style with
the Format As Table button on the Home tab. (You only need these AutoFilter but-
tons when you intend to sort or filter the table’s data, which you don’t need to do
here, and, besides, you can always bring these buttons back should need them later.)

Click A3 to select it and then click the Sort & Filter button in the Editing group of
the Home tab and, finally, click Filter on its drop-down menu.

Excel removes all the AutoFilter buttons from all the cells in row 3 of your mark-
downs table.

Use the View Side by Side feature to check your fully formatted table against the
one entered on the Spring Sale sheet in the workbook file Solved3-4.xIsx, located
in the Chap3 Folder in your Excel 2007 Workbook folder.

When your work checks outs, click cell Al and then use the Save As command on
the Office menu or press Alt+FA to save your changes to the workbook under the
new filename, Spring Furniture Sale Cust Fmt.xlsx.

Be sure that you don’t change the folder (you want to save this version in the Excel
2007 Practice folder on your hard drive) or the type of file when you rename it in
the Save As dialog box. Simply replace Table with Cust in the main filename before
you click Save. Leave the Spring Furniture Sale Cust Fmt.xlsx workbook open in
Excel for the next exercise.
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Exercise 3-5: Using the Format Painter and AutoFormat Features

In Exercise 3-5, you get practice using the Format Painter and AutoFormat buttons to
format a cell range. The Format Painter button in the Clipboard group of the Ribbon’s
Home tab enables you to pick up all the formatting you've already assigned a cell in the
worksheet and apply this formatting to a range you select. The AutoFormat button,
which you added as part of customizing the Quick Access toolbar in Exercise 1-4, is not
normally a part of Excel 2007. This button enables you to use an earlier table formatting
feature (available in Excel 97-2003) to apply complex formatting to data tables in a single
operation.

1. Click cell A3 containing the first column heading, Code, in the markdowns data
table and then click the AutoFormat button on the Quick Access toolbar.

Excel opens an AutoFormat dialog box that contains a list box with samples of vari-
ous table formats you can apply to your table arranged in two columns. Scroll down
the list to see all the table formats available.

2. Click the Classic 3 sample in the AutoFormat dialog box and then click OK.

Excel immediately applies the Classic 3 table format with its vivid blue coloring to
all the data in your table (cell range, A3:E9).

3. With cell A3 still selected, click the Format Painter button (the one with the paint-
brush icon) in the Clipboard group of the Ribbon’s Home tab.

A marquee (of marching ants) now appears around the border of cell A3, indicating
that the formatting applied to this cell will be copied to whatever cell or cell range
you select next.

4. Use the Paintbrush mouse pointer to click cell A2 containing the table title to
select this cell and simultaneously copy the formatting from cell A3 to it.

Excel immediately applies the dark blue fill and bold white font color to the title in
cell A2. Unfortunately, the program also applies the Align Text Left formatting while
at the same time removing the merge you applied to cells A2:E2.

5. Click the Merge & Center button in the Alignment group of the Home tab and then
increase the size of the title font to 14 points using the Font Size button in the
Font group.

Excel converts the range A2:E2 into a super-cell in which it now horizontally cen-
ters the table title.

6. Save your formatting changes to this table in a new workbook file named Spring
Furniture Sale Classic 3.xlIsx in your Excel 2007 Practice folder and then close the
workbook file.

Formatting cells with the Format Cells dialog box

You rely on the Format Cells dialog box for applying more complex formatting than
assigned by the command buttons in the Font, Alignment, and Number groups on the
Ribbon’s Home tab. This includes applying any number formats other than the standard
Accounting, Percent, and Comma number formats from the Number tab as well as
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applying custom alignment angles not available from the Orientation button’s drop-down
list from the Alignment tab. You can also use its options on the Font tab for selecting
more font attributes and its Fill tab for applying patterns along with fill-in colors for cell
backgrounds, and the Protection tab to change locked or hidden status of cells that goes
into effect as soon as you protect the worksheet (see Chapter 17 for details).

When you click the dialog box launcher buttons in the lower-right corner of the Font,
Alignment, and Number groups in the Ribbon’s Home tab, Excel opens the Format Cells
dialog box with the respective Font, Alignment, and Number tabs of the Format Cells
dialog box selected. You can also open the Format Cells dialog box with the tab selected
by pressing Ctrl+1 (that’s the Ctrl key and the number 1 on the top row of the QWERTY
keyboard).

The options on the Number tab for applying the various and sundry number formats
that Excel has to offer as well as for creating your own custom number formats is possi-
bly the most important one in the Format Cells dialog box (see Figure 3-1). This tab
organizes the ready-made number formats by category from General, the default for all
cells in a new worksheet which retains only significant digits, to Custom, where you can
create your own number formats. Here’s a quick rundown on the other ten categories of
number formats that you will probably use more often:

+* Number to apply a number format to numeric entries in which you determine the
number of decimal places to display, whether to use the comma as a thousands
separator, and the appearance of negative numbers (either with a negative sign or
enclosed in parentheses in black or red).

v Currency to apply a number format to numeric entries in which you determine the
currency symbol (the dollar sign is the default), the number of decimal places to
display, and the appearance of negative numbers (either with a negative sign or
enclosed in parentheses in black or red).

v Accounting to apply a number format to numeric entries in which you determine
the currency symbol (the dollar sign is the default) and the number of decimal
places to display (the difference between Accounting and Currency is that
Accounting always uses two decimal places and aligns the currency symbol and
decimal points in their cells).

v Date to select a new date format for numeric entries that Excel recognizes as
representing dates of the year (because it was entered following one of these date
formats).

v Time to select a new time format using either a 12- or 24-hour clock for numeric
entries that Excel recognizes as representing times of the day (because it was
entered following one of the time formats).

v Percentage to multiply the numeric entries by 100 with a percent sign and the
number of decimal places you designate.

v Fraction to select a fractional number format for the decimal places in your
numeric entries.

v Scientific to apply scientific notation to numeric entries by applying an exponent
and the number of decimal places you designate.
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Before you attempt Exercise 3-6, you may want to play the Formatting Numbers.exe
demo located in the Excel Feature Demos folder on your workbook CD-ROM. This feature
demonstration shows you the basic process of assigning appropriate number formatting
to different types of values in a spreadsheet using the command buttons in the Number
group on the Home tab and options on the Number tab of the Format Cells dialog box.

Exercise 3-6: Practice Formatting Various Values with the Format Cells
Dialog Box

In Exercise 3-6, you get practice formatting different types of values using some of the
number formats found in the Format.

1. Open a new workbook (Book2) by clicking the New button you added to the Quick
Access toolbar or by pressing Ctrl+N, and then rename Sheetl Number Formats
and use it to practice applying following number formats using the Number tab on
the Format Cells dialog box.

Next, you increase the magnification to make it easier to see your work.
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. Increase the worksheet magnification for the blank Sheetl worksheet to 150% using

the Zoom slider on the Status bar.

. Format the cell range B2:B5 in the blank Sheet1 using the Currency number format

with two decimal places, the dollar sign, and negative values set in red parentheses
in the Format Cells dialog box.

When you assign a number format to a blank cell range, any values later entered in
those cells pick up that number format rather than the General format.

. Enter the following values the cell range:

¢ 1234.75 in cell B2
¢ 23500 in cell B3

¢ -1450.5 in cell B4
¢ 100.345 in cell B5

Note how Excel automatically adds the Currency format using the parameters you
selected in the Format Cells dialog box, including enclosing the negative value
-1450.5 in parentheses without a minus sign and displaying the value in red.

. Apply the Text format to cell B7 from the Format Cells dialog box and then enter

200.25 in this cell and select cell B7, if necessary.

Note how Excel left-aligns the value and the appearance of the Number Options
drop-down button in later versions of Excel (the diamond with the exclamation
point in the upper-left corner of cell B7).

. Create a formula in cell B7 that currently contains the value 200.25 formatted with

the Text format that adds the values in cells B4 and B5 together (=B4+B5).

Uh, oh. Instead of adding the cells together, Excel inserts the text of the formula
=B4+B5 into cell B7. You have to assign a number format to cell B7 and recreate the
formula to get Excel to calculate the sum of the values in cells B4 and B5.

. With the cell cursor in cell B7, select the Accounting format on the Number tab of

the Format Cells dialog box and then replace the text by recreating the formula to
add the values in cells B4 and B5.

This time when you click the Enter button, Excel enters the formula into cell B7, dis-
playing the calculated answer (1350.16) in the cell and =B4+B5 on the Formula bar.

. Enter the date 02-15-08 in cell B9.

Note how Excel automatically converts this entry to 02/15/2008.

. Format cell B9 with Date format on the Number tab of the Format Cells dialog box

that follows the pattern March 14, 2001.
Excel displays the date entered into cell B9 as February 15, 2008.

Format cell B9 with General number format, this time by clicking the Number
Format drop-down button in the Number group on the Home tab and then clicking
General at the top of its drop-down list.

Note the appearance of the date serial number 39493 indicating that this date rep-
resents the 39,493rd day since the dawn of the twentieth century.
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11. Click the Undo button on the Quick Access toolbar or press Ctrl+Z to restore the
previous date formatting.

Excel restores the previous date format and February 15, 2008 reappears in cell B9.

12. Enter the number 00401 in cell B11 and then format it with Special ZIP Code format
on the Number tab of the Format Cells dialog box.

Note that Excel immediately drops the preceding two zeros when you complete the
cell entry in B11 (so that only 401 appears) and then redisplays them the moment
you apply the ZIP Code format to the value.

13. Enter the number 4155551122 in cell B13 and then format it with the Special
Phone Number format.

Note how Excel parses the number into area code, prefix, and main number by
formatting it as (415) 555-1122.

14. Enter the number 20012551 in cell B15 and then format it with the Special Social
Security Number format.

Note how Excel formats the value as the Social Security Number 020-01-2551.

15. Open the Solved3-6.xlsx workbook file in the Chap3 folder of your Excel 2007
Workbook folder and use the Side by Side feature to check your formatted values
against those in its Number Formats sheet.

16. When everything checks out, click cell Al and then save your practice workbook in
your Excel 2007 Practice folder under the filename Number Formatting Practice.xlsx
and then close the workbook file.

Exercise 3-7: Modifying the Alignment of Labels in a Spreadsheet

Between the command options in the Alignment group of the Ribbon’s Home tab and
those on the Alignment tab of the Format Cells dialog box, Excel gives you almost total
control not only over the horizontal alignment of cell entries (that is, between the left and
right borders of their columns) but over vertical alignment (between the top and bottom
borders of their rows) and the orientation (direction of the text with regard to a horizon-
tal baseline at 0 degrees). In addition, its Text Control options (Wrap Text, Shrink to Fit,
and Merge Cells) enable you to accommodate longer cell entries to restricted column
widths.

In Exercise 3-7, you get practice modifying the alignment of various labels in the mark-
downs data table using both the command buttons in the Alignment group of the Home
tab and the options on the Alignment tab of the Format Cells dialog box (Ctrl+1). To do
this exercise, you need to open your Spring Furniture Sale Cust Fmt.xlsx saved in your
Excel 2007 Practice folder.

1. Click the Office Button and then click Spring Furniture Sale Cust Fmt.xlsx in the
Recent Documents list on the right side of the pull-down menu to open the file in
Excel.

If this filename is not listed in your Recent Documents list, click Open on the Office
menu and then click open your Excel 2007 Practice folder and click the Spring
Furniture Sale Cust Fmt.xlIsx file icon before you click the Open button.

Chapter 3: Formatting the Spreadsheet 4 9
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2. Select cell A2 in the Spring Sale worksheet and then increase the height of row 2

from the default 15 points (20 pixels) to 30 points (40 pixels).

It’s not until you increase the row height that you really notice the bottom vertical
alignment of text in its cell.

. Click the Middle Align button in the Alignment group of the Ribbon’s Home tab to

change the vertical alignment of the table title in cell A2 from bottom to center.

Excel moves the title of the table up in its super-cell so that the text is now verti-
cally centered between the cell’s top and bottom borders.

. Italicize the table title using the Italic command button in the Font group of the

Home tab of the Ribbon and then increase the size of the table title from 11 points
to 16 points using the Font Size button’s drop-down list.

The title of the table is now nicely emphasized in the super-cell created out of the
cell range A2:E2.

. Select the cell range B4:B9 containing the furniture descriptions and then click

the Wrap Text command button on the Home tab. Next, narrow Column B to 15
(110 pixels) and use AutoFit to increase the height of rows 4:9 to accommodate the
wrapping of the text in cells B4 and B5.

To select the rows 4:9 in the worksheet, click 4 in the row headings column and
then drag down to row 9. To apply AutoFit to the selected rows, double-click the
lower-right border of row 9’s heading.

When you use the Wrap Text button, Excel automatically wraps the text to other
lines in the selected cells whenever you narrow their columns sufficiently that
their text can no longer be displayed all on a single line.

. Select the cell ranges A4:A5 and C4:E5 and then click the Top Align command

button on the Home tab to change the vertical alignment of their data entries from
bottom to top.

Excel aligns the data entries in the cell ranges A4:A5 and C4:E5 with the top line of
the wrapped furniture description text entries in cells B4 and B5.

. Select the cell range A3:E3 and then change the orientation of their column head-

ings from 0 degrees to 60 degrees counterclockwise, and then increase the height
of row 3, if necessary, so that all the text in the now diagonal column headings are
displayed.

The Orientation button in the Alignment group of the Home tab only supports
rotating the text clockwise or counterclockwise 45 degrees. To rotate the text up or
down any other number of degrees, you need to open the Alignment tab of the
Format Cells dialog box. Entering positive numbers in the Degrees text box on the
Alignment tab of the Format cells dialog box moves the orientation of the text up,
counterclockwise to the baseline; whereas entering negative numbers in the
Degrees text box moves the text orientation down, clockwise from the baseline.

. Remove the fill color from the merged, super-cell A2 by selecting the merged cell

A2 and then clicking the No Fill option on the Fill Color button’s drop-down list.

Next, you need to remove the border around cell A2.

. Remove the borders from the merged, super-cell A2 by clicking the No Border

option on the Border button’s drop-down list.
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Next, you need to convert the A2 super-cell back into separate cells and return the
title text back to its default bottom vertical alignment.

10. Unmerge cell A2 and return it to the bottom vertical alignment before you use
AutoFit to return the height of the row to its default.

¢ To unmerge a super-cell and convert it back into the original block of individ-
ual cells, select it and then click the Merge & Center button on the Ribbon’s
Home tab.

¢ To restore bottom vertical alignment, click the Bottom Align button in the
Alignment group of the Ribbon’s Home tab.

Finally, you are going to move the table title from cell A2 to the home cell, Al.

11. Click cell A2 and then click the Cut button in the Clipboard group of the Home tab.
Click cell Al and press the Enter key.

When you press Enter, Excel pastes the table title in cell Al.

12. Use the Zoom slider on the Status bar to reduce the worksheet magnification down
to 100% or full size.

Use the Side by Side feature to check the changes you’ve made to the formatting of
your markdowns table in the Spring Sale worksheet against those shown in that
worksheet in the Solved3-7.xIsx workbook file located in the Chapter 3 folder of the
Excel 2007 Workbook folder.

13. When everything checks out, close the Solved3-7.xIsx workbook file and save your
alignment changes in the Spring Furniture Sale file in a new workbook called
Spring Furniture Sale Aligned.xlIsx located in your Excel 2007 Practice folder.
Then, close the new workbook.

Using cell styles

Excel 2007 makes it really easy to assign complex formatting to selected cells of a spread-
sheet. The program’s Cell Styles gallery gives you access to a whole range of varied prede-
fined cell styles that you can try on for size with Live Preview before assigning to the
current cell selection.

Exercise 3-8: Practice Applying Cell Styles

In Exercise 3-8, you get practice applying the predefined cells styles to cell ranges from
the Cell Styles gallery. For this exercise, open a completely unformatted version of the
markdown data table you've been using.

1. Click the Open button on your customized Quick Access toolbar or press Ctrl+O.
Then, in the Open dialog box, click My Documents in the left-hand pane before you
double-click the Excel 2007 Workbook folder icon followed by the Chap3 folder
icon in the main area. Finally, double-click the Exercise3-8.xlsx file icon.

Excel opens the Exercise3-8.xIsx workbook file that contains an unformatted ver-
sion of the now very familiar markdowns table.
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2. Click cell A2 and then click the Cell Styles command button in the Styles group on
the Ribbon’s Home tab.

Excel displays the Cell Styles gallery divided into various sections: Good, Bad, and
Neutral; Data and Model; Titles and Headings; Themed Cell Styles; and Number
Format.

3. Position the mouse pointer on the Heading 1 style sample, the first one in the Titles
and Headings section of the Cell Styles gallery. Highlight the samples of the other
title styles in this row and then click the Heading 4 sample to assign it to cell A2.

Note how Live Preview shows how the title, Spring Sale Markdowns, that’s entered
in cell A2 looks in each of the heading styles as you highlight their samples in the
Cell Styles gallery.

4. Select the cell range A3:E3 containing the table’s column headings and then preview
how these headings look with the samples in the Data and Model section of the Cell
Styles gallery before applying the Note style to this range.

Excel applies the Note cell style to the range A3:E3 so that these cells now use this
Data and Model style’s borders and light shading.

5. Select the cell range A4:E9 with the table’s data and then apply the Input cell style
to this cell selection.

Excel applies the Input cell style to the range A4:E9 so that these cells now use this
Data and Model style’s font color, borders, and shading.

6. Select the cell ranges C4:C9 and E4:E9 containing the table’s values and then apply
the Currency cell style to this cell selection.

Excel applies the Currency cell style to these two ranges so that the values in these
cells now use this Number Format style’s dollar signs, commas, and two decimal
places.

7. Click cell Al and then save your cell style formatting changes to this version of the
workbook under the filename Spring Furniture Sale Cell Styles.xlsx in the Excel
2007 Practice folder on your computer’s hard disk. Then, close the workbook file.

Using conditional formatting

Conditional formatting enables you to set up a particular type of formatting that goes into
effect only when a condition or a series of conditions that you define actually go into effect
in the spreadsheet. This type of formatting is useful when you want to apply a special type
of formatting (such as a red fill color or underlining) to a cell to alert you when its calcu-
lated data entry reaches a particular (high or low) value. In Excel 2007, you can even use
conditional formatting to apply different colored data bars, color scales, and icons sets to a
range of values to instantly depict their relative values in a highly visual manner.

Exercise 3-9: Practice Applying Conditional Formatting to a Target Cell

Exercise 3-9 gives you practice applying conditionally formatting to a particular cell in
a spreadsheet so that its formatting changes depending upon the value that the cell cur-
rently contains.
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1. Open the Exercise3-9.xlsx workbook located in the Chap3 subfolder inside your
Excel 2007 Workbook folder.

You will use its Income Statement to get practice in applying and using Conditional
Formatting to a particular target cell in an Income Statement spreadsheet so that
Excel changes the cell formatting when the value in this target cell is greater than,
less than, or exactly equal to an anticipated value.

2. Select cell B10 containing the formula for calculating the total operating income or
loss, and then click the Conditional Formatting command button in the Styles
group of the Ribbon’s Home tab.

Excel opens the Conditional Formatting drop-down menu.

3. Click Highlight Cells Rules on the Conditional Formatting drop-down menu and
then click the Greater Than option on the continuation menu.

Excel opens a Greater Than dialog box that contains two boxes: a text box on the
left that currently contains the value 99,440 currently in cell B10; and a drop-down
list box on the right that contains the style, Light Red Fill with Dark Red Text.

4. Type 100000 (1 and five zeros) in the text box on the left and then select Green Fill
with Dark Green Text as the formatting to use in the drop-down list box on the
right before you click OK.

Excel will now automatically format any value in cell B10 that is greater than
100,000 with a green fill color and dark green font color.

5. Use the same technique to assign a conditional format to cell B10 that formats this
cell with Yellow Fill with Dark Yellow Text when its value is less than 100,000.

Select Highlight Cells Rules > Less Than and then enter 100000 in the text box. Select
Yellow Fill with Dark Yellow Text in the drop-down list box in the Less Than dialog
box before you click OK.

Note that Excel applies this dark yellow text on yellow fill to cell B10 because the
Operating Income (Loss) cell, B10, currently contains a calculated value below
100,000.

6. Assign a third conditional format to cell B10 that formats the cell with a custom
format that uses a dark blue font color against a light blue fill color with a dark cell
border when its value is equal to 100,000.

After entering 100000 in the text box, select Custom Format at the bottom of the
drop-down list box in the Equal To dialog box (opened by selecting Highlight Cells
Rules > Equal To on the Conditional Formatting button menus). In the Format Cells
dialog box, click the Dark Blue square on the Color palette on the Font tab, the
Outline sample on the Border tab, and a light blue square on the Fill tab before you
click OK twice.

7. Reduce the Product Costs in cell B6 from the current -12,175 to -2175.

Note that as soon as you change this value, Excel applies your dark green text on
a green fill color to cell B10 because the Operating Income (loss) in this cell has
risen to 109,440 so that the calculated value now meets the greater than 100,000
condition.

To replace an existing entry with a new entry, simply select the cell and enter the
new entry as though the cell were still blank.
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8. Replace the Revenues value in cell B3 from the current 150,250 with 140,810.

Excel now applies the custom conditional formatting to the calculated value in cell
B10 because it now contains the anticipated value of 100,000 exactly.

Use the Side by Side feature to check your Income Statement with conditional for-
matting against the one shown in Solved3-9.xlsx located in the Chap3 subfolder of
your Excel 2007 Workbook folder.

. When everything checks out, click cell Al and then save your work as a new work-

book called Income Statement 08 Cond Fmt.xIsx in your Excel 2007 Practice folder
inside My Documents on your hard disk, and then close the workbook.

Before you attempt Exercise 3-10, you may want to play the Formatting Conditionally.exe
demo located in the Excel Feature Demos folder on your workbook CD-ROM. This feature
demonstration shows you how to use conditional formatting to apply different data bars,
scales, and icon sets to a cell range containing a series of sequential values.

Exercise 3-10: Practice Applying Conditional Formatting to a Range of Values

In Exercise 3-10, you get practice using Excel’s conditional formatting to apply different
data bars, scales, and icon sets to a cell range containing a series of sequential values.
These colored data bars and scales and icon sets that you apply then call attention to
the relationship between the values in this sequence.

1.

Open a new blank workbook and then position the cell pointer in cell C1. Then
enter the value 1 in cell C1 — be sure to complete the cell entry by clicking the
Enter button on the Formula bar so that the cell cursor remains in cell C1.

Now you use the Fill handle to create a sequential series of numbers in column C.

. Hold down the Ctrl key as you drag the Fill Handle down column C until you reach

cell C12 and the ScreenTip says 12.

Now, use the Fill handle to create a descending series of values in this column that
ends with 0 in cell C24.

. Enter 11 in cell C13 and then select cells C12 and C13. Next, drag the Fill handle in

cell C13 down column C until you reach cell C24 and the ScreenTip says 0.

Note that you don’t have to hold down the Ctrl key to create this descending
sequential series because cells C12 and C13 are selected as a range and these cells
show Excel how to model the series by decreasing each cell by 1.

. Select the cell range C1:C24. Then click the Conditional Formatting button in the

Styles group of the Ribbon’s Home tab and highlight Data Bars on the Conditional
Formatting drop-down menu.

Excel displays a Data Bars continuation menu with thumbnails of the various col-
ored data bars that you can assign to your cell selection. You can use Live Preview
to see how these colors look in your worksheet before you select them.

. Highlight each of the different colored data bar thumbnails in the Data Bars contin-

uation menu before you click the Purple Data Bar thumbnail to assign it to the cell
range C1:C24.
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Next, you’ll use the Fill handle to create a range of temperatures from 0 to 120
degrees that increases sequentially in 10-degree increments. Then you’ll use
Excel’s Conditional Formatting to assign the Red — Yellow — Blue Color Scale to this
cell range.

6. Use the Fill handle to create a range that begins with 0 in cell F15 and 120 in cell
R15 incremented by 10 in each succeeding cell to the right.

Enter 0 in cell F15 and 10 in cell G15. Then, select the cell range F15:G15 and drag
the Fill handle to the right until you reach cell R15 and the ScreenTip says 120.

7. Use the Conditional Formatting button on the Home tab to assign the Red - Yellow -
Blue Color Scale to the cell range F15:R15 after using Live Preview to see how the
range would look in all the other color scale combinations.

Finally, you'll use the Fill Handle to create a cell range containing a series of percent-
ages ranging from 0% to 100% that increases sequentially by 10% in each succeeding
cell. Then, you assign the Three Traffic Lights (Unrimmed) Icon Set to this cell range.

8. Use the Fill handle to create a range that begins with 0% in cell F20 and 100% in cell
R20 incremented by 10 percent in each succeeding cell to the right.

Now, play with the different Icon Sets before selecting the Three Traffic Lights
(Unrimmed) set for cell range F20:P20.

9. Use the Conditional Formatting button on the Home tab to assign the Three Traffic
Lights (Unrimmed) Icon Set to the cell range F20:P20 after using Live Preview to
see how the range would look in all the other icon set combinations.

Use the Side by Side feature to check your conditionally formatted ranges against
those in Sheet1 of the Solved3-10.xIsx workbook file located in the Chap3 folder
inside your Excel 2007 Workbook folder.

10. When your work checks out, select cell Al and the save your workbook in your
Excel 2007 Practice folder under the filename Conditional Fmt Practice.xlsx and
then close the workbook file.

Hiding Columns and Rows

Excel makes it easy to hide entire columns and rows in your worksheet. You can use this
facility to conceal sensitive data (such as salaries and the like) in spreadsheets that are
used in formula calculations but that are not for everyone’s eyes.

Hiding columns and rows is a lot like modifying their width and height (in fact, if the
truth be known, a hidden column is just one whose width is reduced to zero and a
hidden row one whose height is shrunk down to zero): Select the column or columns to
hide and then in the Cells group of the Home tab, choose Format | Hide & Unhide | Hide
Columns (Alt+HOUC) or the row or rows to hide and Format | Hide & Unhide | Hide
Rows (Alt+HOUR).

To redisplay concealed columns, select the remaining columns on either side (left and
right) of the hidden columns and then choose Format | Hide & Unhide | Unhide
Columns (Alt+HOUL). To redisplay concealed rows, select the rows on either side (above

Chapter 3: Formatting the Spreadsheet 55



56 Part I: Creating Spreadsheets

<

and below) the hidden rows and then choose Format | Hide & Unhide | Unhide Rows
(Alt+HOUO). Excel then redisplays all the formerly hidden columns or rows, which are
automatically selected, and all you have do is click a single cell anywhere in the work-
sheet to deselect them.

Is there any way to hide individual cell entries in the worksheet rather than entire columns
and rows?

Although Excel does not provide a command for hiding individual cells or cell ranges, you
can accomplish this by creating a Custom number format on the Number tab of the Format
Cells dialog box and then applying this custom number format to selected cells from this
dialog box. To create this Custom number format, click Custom in the Category list box and
then click any of the formatting codes in the Sample list box on the right. Replace its codes
with three semicolons in a row with no spaces in between (;;;) before you click. Be aware,
however, that applying this ;;; Custom number format hides only the entries as they appear
in the worksheet itself but does nothing to cloak their appearance on the Formula bar when
the cell cursor is in them. This limits the usefulness of this method to the distribution of
printed copies of the spreadsheet because all the entries in electronic copies are vulnerable
via the Formula bar.

Exercise 3-11: Practice Hiding Columns and Rows

1. Open the Exercise 3-11.xIsx workbook file located in the Chap3 folder of your
Excel 2007 Workbook folder. Use its twelve-month Regional Income table to
practice hiding columns and rows.

2. Hide the column ranges B:D, F:H, J:L, and N:P and then put the cell cursor in
cell Al so that only columns A, E, I, M, Q, and R are displayed at the far left of
the Income Analysis worksheet.

3. Select the column range A:Q and then choose Format | Hide & Unhide | Unhide
Columns on the Ribbon or press Alt+HOUL. Click cell Al and then verify that all
the erstwhile hidden columns of spreadsheet are redisplayed.

4. Hide the row ranges 4:8, 12:16, and 20:24 and then scroll up to verify that
only rows 1, 2, 3; 9, 10, 11; 17, 18, 19; and 25 are displayed at the top of the
Income Analysis worksheet.

5. Select the row range 3:25 and then redisplay all the hidden rows by choosing
Format | Hide & Unhide | Unhide Rows or pressing Alt+HOUO. Click cell
A3 and then verify that all the missing rows are now redisplayed in the
worksheet.

6. Close the Exercise 3-11.xlsx workbook file without saving your changes and
exit Excel.
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In This Chapter

Previewing pages in the Page Layout view

Using Page Break Preview to adjust the paging

Adding readymade and custom headers and footers to a report

Adjusting various Page and Print Settings

Printing all or portions of a workbook

printing easy-to-read and well organized reports from your spreadsheets is one of
the most important tasks you do in Excel. The exercises in this chapter give you
a chance to practice printing many types of spreadsheet reports using Excel’s Page
Layout view, Page Break Preview, headers and footers, and print titles features. Don’t
worry if you don’t have access to a printer while completing these exercises: In almost
all cases, you can use Excel’s Print Preview feature to get an idea of how the report
would appear on the printed page.

Previewing Pages in the Worksheet Area

\\3

Page Layout view is your first line of defense against wasting paper on useless reports
that contain bad page breaks, one which separates columns and rows of the spreadsheet
from data that needs to appear together on a page. In Page Layout view, Excel turns on
the display of the horizontal and vertical rulers in the border area as well as shows rep-
resentations of the pages in the worksheet area. The depictions of each page include the
pages’ margins, any headers or footers you've assigned (as well as an area to click if you
haven’t assigned a header or footer and decide you want to), along with the worksheet
data. You can then use the Zoom slider on the status bar to zoom in and out on the
pages by increasing and decreasing the screen magnification to ensure that none of

the data is being printed on the wrong pages.

Always switch to Page Layout view to check the pages of your report before sending the
worksheet to the printer unless it’s a worksheet to which you’ve made no editing changes
and one that you've already successfully printed in the past.
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Exercise 4-1: Previewing the Pages in Page Layout View

In Exercise 4-1, you get practice using Page Layout view to check out the paging of
an Income Analysis spreadsheet. You then use this sample Income Analysis spread-
sheet in later printing exercises in this chapter.

1. Open the Exercise4-1.xlsx workbook file in your Excel 2007 Workbook folder.

The Income Analysis worksheet that charts regional sales data for all four quarters
of 2008 opens in Excel.

2. Click the Page Layout button on the program’s Status bar (that’s the middle button
of the three that appear immediately to the left of the Zoom slider below the work-
sheet area).

Excel switches to Page Layout view indicated by the appearance of the rulers in
the worksheet headings area above and to the left of the worksheet; the page rep-
resentation in the worksheet area; and the current page and total page indicator on
the Status bar.

You can also switch into Page Layout mode by clicking View | Page Layout on the
Ribbon or pressing Alt+WP.

3. Drag the Zoom slider on the Status bar to the left and click the Zoom out button
(the one with the minus sign) until the screen magnification is reduced to 40%.

At this magnification, depending upon your screen resolution, you may be able to
see the page depictions for two or possibly three and a half pages including the
top rows of the worksheet. Note that the first three pages (1, 3, and 5) are complete
depictions that show you all four page margins (left, right, top, and bottom).

4. Use the vertical scroll bar to scroll down the Income Analysis worksheet until
you can see the bottom of margins of the pages for the lower rows of the Income
Analysis worksheet (pages 2, 4, and 6).

Remember that, by default, Excel numbers pages down the rows of data in your
worksheet and then to the columns to the right. Thus the pages in this 10-page
report are 1, 3, 5, 7, 9 in the top row of pages proceeding left to right and 2, 4, 6, 8,
and 10 in the row of pages below.

Note the top part of the blank pages that are not part of the printed report below
pages 2, 4, 6, 8, and 10 (indicated by the Click to Add Data indicators).

5. Use the Zoom slider to return the screen magnification to 100%.
The quickest way to do this is by clicking the center marker of the slider.

6. Press Ctrl+Home to select cell Al in the Income Analysis worksheet and then click
the Normal view button on the Status bar.

You can also select the normal worksheet view by selecting View | Normal on the
Ribbon or by pressing Alt+WL.

7. Close the Exercise4-1.xlsx workbook file without saving changes.
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Adjusting Page Breaks

Whereas Print Layout alerts you to all sorts of potential problems in the printed report
by showing you everything on the page as it will print, Page Break Preview only shows
you where the page breaks occur. Page Break Preview does this by drawing lines
between columns and rows in the worksheet that indicate the limits of each page in
the report. You can then manipulate the page breaks by dragging these page break
indicators to new columns and rows.

Before you attempt Exercise 4-2, you may want to play the Report Page Layout &
Breaks.exe demo located in the Excel Feature Demos folder on your workbook CD-ROM.
This feature demonstration shows you the basic process of using Page Layout view to
spot bad page breaks and Page Break Preview to fix them.

Exercise 4-2: Using Page Break Preview to Fix Bad Page Breaks

In Exercise 4-2, you get practice using Excel’s Page Break Preview view to first identify
and then fix page break problems in a report created from another version of the Income
Analysis worksheet you first worked with in Exercise 4-1.

1. Open the Exercise4-2.xlsx workbook file in the Chap4 folder located in Excel 2007
Workbook folder.

Excel opens another, slightly different version of the Income Analysis worksheet
you used in Exercise 4-1.

2. Click the Page Break Preview button on the Status bar (the one on the right of the
three buttons grouped together to the left of the Zoom slider).

The first time you select Page Break Preview view, Excel displays the Welcome to
Page Preview dialog box that briefly describes the function of this mode.

3. Click OK in the Welcome to Page Break Preview dialog box.

Excel closes the dialog box and displays page breaks as dark blue dotted lines
between worksheet columns and rows. The program also displays the page num-
bers in the center of each page and automatically reduces the magnification of the
screen to 60% of normal. Note that there are now 12 pages in this report.

4. Scroll down the first row of pages and then remove the first bad page break that
occurs between rows 38 and 39.

Here, the page break automatically placed between rows 38 and 39 separates the
Regional Ratio Analysis heading in row 36, the month headings in row 37, and the
Gross Profit on Sales heading in row 38 on pages 1, 3, 5, 7,9, and 11 from the actual
regional analysis data on pages 2, 4, 6, 8, 10 and 12 below.

To fix this bad page break, you need to drag the page break line between rows 38
and 39 up three rows so that the break now occurs between rows 35 and 36. The
Regional Analysis Heading and all the other headings associated with the percent-
age data will be printed together on pages 2, 4, 6, 8, 10, and 12 of the report.
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5.

10.

11.

12.

Scroll to up until you can see the headings in row 2 of the worksheet. Adjust the
page break between pages 1 and 3, and 2 and 4 so that all the Qtr 1 income figures
are printed on pages 1 and 2 of the report.

To fix this bad break, drag the page break line between columns D and E to the
right one column so that the break now occurs between column E and F, putting
all the Qtr 1 figures together on pages 1 and 2.

. Adjust the page break between pages 3 and 5, and 4 and 6 so that all the Qtr 2

income figures are printed on pages 3 and 4 of the report.

To fix this bad break, drag the page break line between columns J and K to the left
one column so that the break now occurs between column I and J, putting all the
Qtr 2 figures together on pages 3 and 4.

. Adjust the page break between pages 5 and 7, and 6 and 8 so that only the Qtr 3

income figures are printed on pages 5 and 6 of the report.

Note that after taking care of all the bad page breaks in the original report the total
number of pages is reduced from 12 to 8 pages.

. Put the worksheet into Page Layout view and then use Zoom slider and the scroll

bars to check the layout and content of all eight pages of the report.

Make sure that all the quarterly data are now printed together on their respective
pages.

. Click the Page Layout tab on the Ribbon and then click the Page Setup Dialog Box

Launcher button to open the Page Setup dialog box.
The Page Setup dialog box opens with the Page tab selected.

Click the Margins tab in the Page Setup dialog box and then click the Horizontally
and Vertically check boxes to select them in the Center on the Page section before
you click OK.

Excel centers the headings and data on each page of the report between the left
and right, and top and bottom margins.

Remove the column and row gridlines from the report by removing the check mark
from the Print check box in the Gridlines section of the Sheet Options group on the
Ribbon’s Page Layout tab.

You can also deselect and select this particular Print check box by pressing Alt+PPG.

Note that you continue to see the worksheet gridlines in the Page Layout view even
after you remove the check mark from the Print check box. To make sure that the
worksheet gridlines will not appear in your printed report, you need to switch to
Print Preview mode. Print Preview enables you to examine each page of the report.

Click the Print Preview button you added to your custom Quick Access toolbar in
Exercise 1-3 or press Ctrl+F2 to open the Print Preview window.

Note that the gridlines no longer appear on the first page of the report in Print
Preview mode. Also note that you can zoom in on each previewed page by clicking
the page with the Magnifying glass mouse pointer or by clicking the Zoom button
on the Print Preview tab.
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13. Preview all eight pages of the final report using the Page Down key to advance to
the next page and the Page Up key to return to the previous page (make sure that
you've zoomed out on the previewed page before pressing these keys or you only
end up scrolling around the same page).

When you’ve zoomed in on the report pages in Print Preview, you need to click the
Next Page and Previous Page buttons on the Print Preview tab to display the next
and previous pages.

14. When you’ve checked all the pages in the Print Preview window, click the Print
button on the Print Preview tab to print the report if you have access to a printer;
otherwise, click the Close Print Preview button to close the Print Preview window.

Now all that’s left to do is to return the worksheet to Normal view.

15. Click the Normal button on the Status bar and then save your changes in a new file
named Income Analysis Report.xlsx in your Excel 2007 Practice folder on your
hard disk.

Adding Headers and Footers

Excel 2007 makes it really easy to add a heading in the top margin (called a header) and
the bottom margin (called a footer) of each page (or every other page) of your printed
reports. The program supports two types of headers and footers: prefabricated headers
and footers that print only stock information such as the current page number, date, and
name of the worksheet, and custom headers and footers that enable you to mix this type
of stock information with information of your own.

To add a custom header or footer to a report, you insert codes that retrieve information
about the report or workbook file that you can mix with your own text (such as the com-
pany or department name) in one of three sections:
1 Left-hand Section for information to be left-aligned against the page’s left margin
v Center Section for information to be centered between the left and right margins

+ Right-hand Section for information to be right-aligned against the page’s right
margin

0. What is the easiest way to add a new prefabricated header and footer to my report?

A.  Put the worksheet into Page Layout view (by clicking the Page Layout button on the Status
bar) and then click the left, center, or right section of the header or footer area at the top
or bottom of the first page (indicated by Click to Add Header and Click to Add Footer
message). Finally, click the Header or Footer button on the Design tab of the Header &
Footer Tools contextual tab and select the type of header or footer text to insert on its
respective pull-down menu.

01
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Can I customize a prefabricated header or footer?

Yes, you can: Simply click the section containing the prefab header or footer you want to
customize in Page Layout view. Then, to insert custom text or codes, type the text or click
the appropriate command button in the Header & Footer Elements group of the Header &
Footer Tools Design tab.

Before you attempt Exercise 4-3, you may want to play the Report Headers & Footers.exe
demo located in the Excel Feature Demos folder on your workbook CD-ROM. This
feature demonstration shows you the basic process of adding a header and footer to
your printed report.

Exercise 4-3: Adding a Header and a Footer to a Worksheet Report

In Exercise 4-3, you get practice adding both a header and footer to a report generated
from a version of the Income Analysis worksheet that you've been working on throughout
this chapter. This report will have an alternating header that changes the placement of
the current page number depending on whether the page is odd or even and a standard
footer that is printed on every page.

1. Open the Exercise4-3.xlsx workbook file in the Chap4 folder located in Excel 2007
Workbook folder.

Excel opens a version of the Income Analysis worksheet you used in Exercise 4-2
without any headers or footers defined.

2. Put the Income Analysis worksheet into Page Layout view by clicking the Page
Layout button on the Status bar and then clicking the right-hand section of the
header area immediately above row 1 to select this section.

When you position the mouse pointer in this area to the right of the text Click to
Add Header, the section turns blue. When you click the pointer in this section,
Excel sets the insertion pointer or cursor at the right edge of this section (all text
in this is right-aligned so that any characters you type proceed from right to left).

3. Type Page and press the space bar one time. Then, click the Page Number button
in the Header & Footer Elements group of the Header & Footer Tools Design tab.

When inserting codes in a custom header or footer, you need to insert spaces
between the codes and any custom stock text you type if you don’t want the code
and custom text to all run together. To change the font or assign an attribute to the
codes or stock text you add to a section of a custom header or footer, drag through
them to select them, and then click the appropriate Font command button on the
Ribbon’s Home tab.

The right section of the header now contains the text you typed, Page, followed by
the code, &[Page], that calculates and returns the current page number.

4. Press the space bar, and then type of and press the spacebar again. Click the
Number of Pages button in the Header & Footer Elements group.

The right-hand section of the header now contains the following combination of
custom stock text and codes: Page &[Page] of &[Pages].
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11.
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13.

. Click cell Al to select it.

As soon as you click out of the right-hand section, Excel replaces the codes so that
your custom header on the first page of the report now reads Page 1 of 6.

. Click the right-hand section of the header area once again and then click the

Different Odd & Even Pages check box in the Options group of the Header & Footer
Tools Design tab.

The Odd Page Header indicator appears right above the left-hand section of the
header area, indicating that the custom header you’ve defined will appear only on
odd-numbered pages of the report.

. Scroll down the worksheet until you can see the top margin area of page 2 of the

report (indicated by the heading, Regional Ratio Analysis, in cell A36 right below
the empty top margin).

You will now create the same custom header for a second page except that this
even-page header will appear in the left-hand rather than the right-hand header
section.

. Click the left-hand section of the header area right above cell A36 and then use the

Page Number and Number of Pages buttons in the Header & Footer Elements group
to create the same Page &[Page] of &[Pages]. Then, click cell A36 to de-select the
left-hand section of the header area.

The even-page header for the second page of the report now reads Page 2 of 6.

. Scroll up, if necessary, until you see the text Click to Add Footer. Click this text

before you click the selection near the bottom of the Footer button’s menu that
displays Prepared by followed by your name, the current date, and then the page
number (as in Prepared by Greg Harvey 4/25/08 Page 1).

Excel places the Prepared by followed by your name and the current date in the
center section and the page number in the right-hand section of the footer.

Click the right-hand section and delete the Page &[Page] information by pressing
the Delete key.

Note that the footer with your name and the date is an odd-page footer that prints
only on the odd pages of the report. You need to copy this footer to the second
page so that it is also printed on the even pages.

While stock footer text and &[Date] code are selected in the odd-page footer, press
Ctrl+C to copy this information to the clipboard. Then, click the center section of
the footer area on the second page below row 81 and then press Ctrl+V to paste
this same information in as the even-page footer.

The same footer information now appears in the center section of the even-page
footer at the bottom of the second page of the report.

Click cell A81 and then put Excel into Print Preview mode (Ctrl+F2) and check its
pages to make sure that the page number appears aligned with the right margin on
all odd-numbered pages and aligned with the left margin on all even-numbered
pages and that the footer appears centered on all pages.

If the header and footer check out, close the Print Preview window, select cell Al,
return the worksheet to Normal view, and then save the changes to Exercise4-3.xlsx
workbook file with the name Income Analysis-HdrFtr.xlsx in your Excel 2007
Practice folder. Then, close the workbook (Ctrl+W).
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Adding Print Titles to a Report

In Excel reports, you use Print Titles to print the column and row headings from the work-
sheet on every page. If you don’t bother to add Print Titles to multi-page reports, only the
first pages of the report contain the headings that identify the related data, and your read-
ers have no way of identifying the data on the later pages of the report.

Before you attempt Exercise 4-4, you may want to play the Report Print Titles.exe demo
located in the Excel Feature Demos folder on your workbook CD-ROM. This feature
demonstration shows you the basic process of designating a column of a worksheet as
the titles of a report to be printed on each of its pages.

Exercise 4-4: Adding the First Worksheet Column as the Print Title for a Report

In Exercise 44, you get practice adding the column A of the Income Analysis worksheet as
the print title for a printed report. You do this so that the row headings in column A appear
on all the pages of the report.

1. Open the Exercise4-4.xlsx workbook file located in the Chap4 folder in the Excel
2007 Workbook folder on your hard disk.

In this version of the Income Analysis worksheet, all the bad page breaks have
been removed. However, because the report lacks any print titles, the row head-
ings entered in column A of the worksheet appear only on its first two pages.

2. Open the Print Preview window (Ctrl+F2) and then preview each of its eight pages
to verify that the row headings in column A appear only on pages 1 and 2.

When pages 3 through 8 are printed, the reader will have no references with which
to identify the financial data.

3. Click the Close Print Preview button on the Print Preview tab of the Ribbon.
Excel returns you to the regular Income Analysis worksheet.
4. Click Page Layout | Print Titles on the Ribbon or press Alt+PIL.

Excel opens the Page Setup dialog box with the Sheet tab selected. This tab con-
tains a Print Titles section where you can define rows of worksheet data to repeat
at the top of each printed page as column headings, and columns of worksheet
data to repeat on the left side of each printed page as row headings.

5. Click the Columns to Repeat at Left text box in the Page Setup dialog box and
then click column A in the worksheet to select it (indicated by marching ants
around the column).

Click the Collapse Dialog Box button to the immediate right of the Columns to
Repeat at Left text box if the Page Setup dialog box obscures column A of the work-
sheet, making it difficult to click the column and select it. Then, after clicking
column A, click the Expand Dialog Box on the right side of the collapsed dialog box
to expand and restore its display.
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11.
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Excel inserts the absolute column range reference $A:$A in the Columns to Repeat
at Left text box.

. Click OK to close the Page Setup dialog box. Then open the Print Preview window

and preview each of its now 10 pages to verify that the row headings in column A
appear on every page of the report.

Repeating the row headings in column A of the worksheet on each printed page
has increased the total number of pages from 8 to 10.

. Go to page 3 of the report in the Print Preview window and zoom in on this page

either by clicking on the page with the magnifying glass mouse pointer or by click-
ing the Zoom button on the Print Preview tab.

Note that the worksheet title, 2008 Regional Income, is truncated at the top of this
page (it looks more like 2008 Regional Inco). You need to widen the column to
display all of the letters in this title.

. Click the Show Margins check box in the Preview group of the Print Preview tab to

put a check mark in it.

Excel now displays margin and column markers at the top of the page 3 preview
(see Figure 4-1). You can drag these markers to manipulate and change the margin
settings and/or column widths.

. Use the vertical scrollbar to display the top margin and column markers. Then posi-

tion the mouse pointer on the first column marker. When the mouse pointer
becomes a double-headed arrow (Figure 4-1), drag the marker slightly to the right
and then release the mouse button.

When you release the mouse button, Excel shows as many letters as the new width
accommodates. Continue to adjust the column marker in this manner until all the
letters in Income are displayed in the first column of page 3.

Reduce the preview to full page (by clicking page 3 or clicking the Zoom button
again) and then check its pages to make sure that the complete worksheet title will
be printed on all pages.

Next, you need to remove the margin markers from the Print Preview window and
the gridlines from the printed report.

Click the Show Margins check box to removes its check mark. Click the Page Setup
button and then click the Gridlines check box on the Sheet tab of the Page Setup
dialog box to remove its check mark before you click OK.

Note that the gridlines are now removed from the page shown in Print Preview.

Close the Print Preview window, and then with cell Al selected, save the changes
to Exercise4-4.xlsx workbook file with the name Income Analysis-PrntTitle.xlsx in
your Excel 2007 Practice folder. Then, close the workbook (Ctrl+W).
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Modifying the Print Setting for a Report

Regardless of what type of printer you use, Excel has a number of default print settings
that it automatically puts into effect when you first print a spreadsheet. These print set-
tings include

v Portrait rather than landscape orientation for the printing (so that the printing
runs with the shorter width of the page rather than with the longer length)

v Printing at 100% of normal size

v Print quality medium (on printers that support different print quality modes)

v Letter (8.5 x 11 inch) paper size

v+ Top and bottom margins of 0.75 inch

v Left and right margins of 0.7 inch

v Header and footer margin of 0.3 inch (with no header or footer defined)

v No printing of the column and row gridlines that define the cells in the worksheet
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v No printing of the column letters and row numbers associated with the cells within
the Print Area in the worksheet

v No printing of the comments attached to cells included in the Print Area (see
Chapter 5 for more on comments)

v Printing of error values returned by formulas as they appear in the worksheet
(see Chapter 6 for more on error values)

v Paging order down the rows of the Print Area and then across the columns

v Printing a single copy of all the pages generated from a Print Area that includes all
the data in the active worksheet(s)

Many times you may find that you can solve minor paging problems in a report simply
by modifying the orientation of the printing, the percentage of normal size on the Page
tab of the Page Settings dialog box, or the margin settings on the Margins tab.

If your intention is simply to produce a facsimile of the worksheet for reviewing its data,
you should include the worksheet gridlines and column and row headings in the print-
out. To do this, you select the Page Layout tab on the Ribbon and then make sure that
Print check box under Gridlines and Print check box under Headings are both selected
(indicated by a check mark) in the Sheet Options group. If you also want to print the
comments, click the Page Setup group’s Dialog Box Launcher button and then click the
Sheet tab and select the At End of the Sheet or As Displayed on Sheet option on the
Comments drop-down list box on this tab before you click OK.

Exercise 4-5: Modifying Various Print Settings for a Report

In Exercise 4-5, you get practice changing different print settings for a report including
changing the orientation of the printing from portrait to landscape and using the Scale to
Fit option.

1. Open the Exercise4-5.xlsx workbook file in the Chap4 folder in the Excel 2007
Workbook folder.

This CG Media sales workbook opens with the Total Sales worksheet displayed.
The spreadsheet on this worksheet is quite wide as it tracks the monthly sales
with quarterly totals for different types of media for the entire year 2008.

2. Switch to Page Layout view (Alt+WP) and use the worksheet scroll bars to check
out the pages for a report that prints all the data in the Total Sales worksheet in
the default portrait mode.

Because this spreadsheet uses more columns than rows, the printed report might
be easier to read if you switched the orientation of the printing to landscape.

3. Click Page Layout | Orientation on the Ribbon or press Alt+PO and then click the
Landscape option on the drop-down menu.

Excel immediately switches the printing orientation and redraws the page depic-
tions in Page Layout view. Note how many more columns of data fit on the first
page of the report in this print orientation.
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3

4.

6.

8.

10.

Use the horizontal scroll bar to check out the page breaks for printing the report in
landscape mode.

Note that the third page now contains an “orphaned” column with the annual total
sales. You will fix this bad page break using the Width option located in the Scale
to Fit group on the Ribbon’s Page Layout tab.

. Click the Width drop-down button in the Scale to Fit group and then click 2 Pages

on its drop-down menu.

Note that when you select 2 Pages for the Width setting, Excel immediately scales
the printing size down to 97% now shown in the Scale combo box. Note also

that the Scale combo box remains grayed out (unavailable) whenever you set
either the Width or Height options in the Scale to Fit group to any other setting
besides Automatic.

Using the Scale to Fit Width and Height options on the Ribbon’s Page Layout tab to
constrain the printing to a particular number of pages rather than using the Scale
option to set a specific scaling percentage is often a much more effective way to
eliminate pages with orphaned columns or rows of data.

Switch back to Normal view (Alt+WL). Then, click Qtrl sheet tab to make this
worksheet active and then switch the view back into Page Layout for this sheet
(Alt+WP).

Note that the bad page break for this worksheet report orphans the first quarter
totals by printing them on the second page separated from all the supporting
monthly sales data printed on the first page.

. Fix the bad page break by changing the orientation of the printing so that the quar-

terly totals are no longer orphaned and all the first quarter sales data print together
on the first and only page of the report.

Next, you need to add a header to the one-page report.

Add a header to the report that prints the name of the worksheet (Qtrl) in its left-
hand section, the word Confidential in its center section, and the current page
number (Page 1) in its right-hand section.

Finally, you need to add to gridlines and the column and row headings to the print-
out of the first quarter sales data on the first page.

. Turn on the printing of the column and row gridlines, and the row and column

headings in the printed report.

To display the gridlines, you need to select the Print check box under the Gridlines
heading in the Sheet Options group of the Ribbon’s Page Layout tab (Alt+PPG). To
display the row and column headings, you select the Print check box under
Headings in this same group (Alt+PPH).

If you have access to a printer, print the Qtr1l worksheet; otherwise, switch back to
the Total Sales worksheet and then save the workbook as CGMedia-PrntSettings.xlsx
in your Excel 2007 Practice folder before you close the workbook.
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Printing All or Part of the Workbook

As noted in the previous section on default print settings, the Print Area that defines which
cell ranges are included in the printout consists of whatever worksheet or worksheets that
you've selected at the time of printing. Many times you need to reduce the Print Area to
just a range of cells within the active worksheet or to increase it to include the data on all
the worksheets in the entire workbook. The exercises in this section give you practice in
printing not only Print Areas of different sizes but also printouts that include the contents
of formulas in the spreadsheet (as opposed to their calculated values) and charts that
you've created (see Chapter 15 for practice on charting spreadsheet data).

<P If you want to print all the data on the active worksheet using the print settings currently
in effect for that sheet, simply click the Quick Print button you added to the Quick
Access toolbar in Exercise 1-3: Excel then sends the print job directly to the default
printer without ever opening the Print dialog box.

Printing a range of cells

Many times you only need to print a particular table or list of data on the active work-
sheet (as opposed to all the data on the sheet). To do this, select the cell range or ranges
that encompass this data in the active worksheet and then click the Selection option
button in the Print What section in the Print dialog box (Office button | Print or Ctrl+P).
Then send the print job to the printer by selecting OK.
< If you have a table or list in a worksheet whose updated data you need to print regularly,
name the range and use the Go To feature (as covered in Chapter 5) to quickly select it
for printing.

Exercise 4-6: Printing a Range of Cells in a Worksheet

In Exercise 4-6, you get practice printing just the range of cells in a worksheet containing
the quarterly and annual sales totals without the embedded clustered bar chat that
accompanies the data.

1. Open the Exercise4-6.xlsx workbook file in the Chap4 folder in the Excel 2007
Workbook folder.

The 2008 Sales worksheet in the Exercise4-6.xlsx workbook file opens. In this sales
worksheet, all the columns with supporting monthly sales figures are hidden so that
only the quarterly totals and yearly total are now displayed. They appear above the
clustered bar chart that is created from these quarterly sales figures.

2. Select the cell range A1:R15 in the 2008 Sales worksheet and then open the Print
dialog box by clicking Office button | Print or pressing Ctrl+P.

The Print dialog box opens with the Active Sheet(s) option button selected.
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. Click the Selection option button and then click the Preview button at the bottom

of the Print dialog box to verify that only the CG Media - 2008 Quarterly Totals
sales table, and not the embedded clustered bar chart immediately beneath it in
the 2008 Sales worksheet, will be printed.

Next, you will change the orientation of the printing from the default portrait to
landscape in the Page Setup dialog box opened in the Print Preview window.

. Click the Page Setup button on the Print Preview tab of the Ribbon.

Excel opens the Page Setup dialog box.

. Click the Landscape option button on the Page tab of the Page Setup dialog box.

Next, center the printing horizontally between the left and right margins.

. Click the Margins tab of the Page Setup dialog box and then click the Horizontally

check box.

Finally, you will add a prefabricated header that prints the name of the worksheet
(2008 Sales) in the left-hand section, Confidential in the center, and the current
page number (Page 1) in the right-hand section.

. Click the Header/Footer tab of the Page Setup dialog box and then click the Header

drop-down button before you click 2008 Sales, Confidential, Page 1 on its drop-down
menu. Then, click the OK button to close the Page Setup dialog box.

When the Page Setup dialog box closes, the preview of the printed page shows the
new landscape page orientation along with the prefabricated three-part header and
the table data centered to be printed between the left and right margins.

. If you have access to a printer, print this worksheet by clicking the Print button;

otherwise, just close the Print Preview window, select cell Al and then save the
workbook as CGMedia-PrntSelection.xlsx in your Excel 2007 Practice folder before
you close the workbook.

Printing the entire workbook

Printing all the data in the entire workbook is a snap: Simply open the Print dialog box
(Office button | Print or Ctrl+P) and then select the Entire Workbook option button
in the Print What section before sending the print job to the Printer by selecting the

OK button.

How can I print data on multiple worksheets without printing the entire workbook?

Select the tabs for all the worksheets in the workbook that contain data you want

printed (remember to Ctrl+click to select multiple sheet tabs) before sending the job to

the printer.
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Exercise 4-7: Printing All the Sheets in a Workbook

In Exercise 4-7, you get practice printing an entire workbook containing worksheets with
annual sales data for four years (2005 through 2008) as a single report. This report will
contain a single header and footer:

.

Open the Exercise4-7.xIsx workbook file in the Chap4 folder of the Excel 2007
Workbook folder.

This worksheet contains four years of CG Media annual sales data that you will
print in a single report.

. Open the Print dialog box (Ctrl+P) and then select the Entire Workbook option

button in the Print What section before clicking the Preview button to open the
Print Preview window.

Excel displays the first page of a 12-page report in the Print Preview window.

. Check out all 12 pages of the report in the Print Preview window.

Note that pages 4, 5, 7, and 8 have columns too narrow to print the data (indicated
by #####s in their cells). Also, note that the gridlines are turned on in pages 10, 11,
and 12 that print the 2005 annual sales data.

. Click the Show Margins check box in the Print Preview tab to turn on the margin

and column markers and then use the column markers to widen the columns that
are too narrow to display the sales data on pages 4, 5, 7, and 8.

Next, you need to remove the gridlines from the printed pages for 2005 sales data
on pages 10, 11, and 12.

. Close the Print Preview window and then click the Sales 05 sheet tab to make this

worksheet active. Click the Print check box under Gridlines in the Sheet Options
group of the Ribbon’s Page Layout tab to deselect it.

Now, you need to add a header and footer to each worksheet that identifies it in
the printed report. The header will be a custom one that displays the name of the
worksheet in the left-hand section and the word, Confidential!, in the right-hand
section. The footer will be a standard one that prints the current page number and
the total page number as in Page 1 of 12.

. Click the Sales 08 sheet tab and then click the Page Layout button on the Status

bar. Next, click the Click to Add Header text in the header area and then click the
left-hand section to select it and click the Sheet Name button to insert &[Tab]
code. Next, click the right-hand section and then type the text, Confidential!, into
this section. Finally, click the Footer button on the Ribbon and click the Page 1 of ?
option on its drop-down menu to insert these codes for this prefab footer.

In the custom header for the Sales 08 worksheet at the top of the page, Sales 08
appears aligned with the left margin and Confidential! appears aligned with the
right. The prefabricated footer at the bottom reads Page 1 of 3.
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7. Following the technique outlined in Step 6, assign the same type of custom header
and prefab footer to Sheet 07, Sheet 06, and Sheet 05 worksheets in the
Exercise4-7.xlsx workbook.

Next, you need to take care of the orphaned data on the third page of each of the
four worksheets in the workbook. You do this by changing the orientation of
the printing, if need be, and then using the Scale to Fit Width option.

8. Click the Sales 08 sheet tab and then click the Landscape option on the Orientation
button’s drop-down menu on the Ribbon’s Page Layout tab. Then, click the 2 Pages
option on the Width button’s drop-down menu in the Scale to Fit group.

Immediately following the Ready indicator, the Status bar should now read Page 1
of 2.

9. Following the technique outlined in Step 8, reduce the number of printed pages
from three to two for Sheet 07, Sheet 06, and Sheet 05 worksheets in the
Exercise4-7.xlsx workbook by changing the orientation of the printing from portrait
to landscape.

Immediately following the Ready indicator, the Status bar should now read Page 1
of 2 for when you selected each of the three Sheet tabs, Sales 07, Sales 06, and
Sales 05.

10. Once again Open the Print dialog box (Ctrl+P) and then select the Entire Workbook
option button in the Print What section before selecting Preview to open the Print
Preview window.

Excel displays the first page of what is now an eight-page report in the Print
Preview window.

11. If you have access to a printer, print this eight-page report; otherwise, just close
the Print Preview window, select cell Al on Sheet 08 and then save the workbook
as CG Media 08-05 PrntWrkbk.xlsx in the Excel 2007 Practice folder before you
close the workbook.

Printing charts in the spreadsheet

Charts that you create from the data in your spreadsheets are either embedded in the
same worksheet that contains the data or on a separate Chart sheet (see Chapter 15).
Embedded charts are printed as part of the worksheet unless you select just the data
ranges they’re created from as the print selection. Note, however, that charts placed
on their own Chart sheets are not printed unless you select their sheets as part of the
print selection.

When you print a chart placed on its own Chart sheet, Excel adds a Chart tab to the Page
Setup dialog box. The Chart tab contains options for scaling the chart instead of printing
it full page and for printing the chart in black and white instead of color. You get experi-
ence using these options in Exercise 4-8 that follows.
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Exercise 4-8: Printing a Chart in a Report

In Exercise 4-8, you get practice printing a clustered bar chart that has been added to a
workbook on its own chart sheet.

L.

Open Exercise4-8.xlsx workbook file in the Chap4 folder of the Excel 2007 Workbook
folder.

This workbook contains two worksheets: Qtrly 08 Sales and Clustered Bar Chart.

. Click the Clustered Bar Chart sheet tab to display the bar chart and activate its

sheet. Then, click the Print Preview button you added to the Quick Access toolbar
in Exercise 1-3 or press Ctrl+F2.

You can also open the Print Preview window by clicking Office button | Print |
Print Preview or pressing Alt+FWV.

Note that Excel automatically selects landscape as the printing orientation for the
chart and scales the chart so that it prints full-size on the page.

. Click the Page Setup button on the Print Preview tab.

Note that Page Setup dialog box now contains a fourth tab Chart, in addition to the
other standard Page, Margins, and Header/Footer tabs.

. Click the Chart tab in the Page Setup dialog box and then click the Print in Black

and White check box.

Use the Print in Black and White option to print an initial printout of a chart for
proofing in black and white even when you’re printing it with a color printer. That
way, you can check the chart before you print it in color so that you don’t waste
any colored ink.

. Click the Header/Footer tab in the Page Setup dialog box and then click the Custom

Footer button.

Excel opens the Footer dialog box which divides the custom footer into three sec-
tions: Left, Center, and Right. Note that the cursor is automatically positioned in
the Left section.

. Click the Insert Date button to insert the &[Date] code into the Left section.

Then, click the Center section and click the Insert File Name button to insert the
&[File] code in the center section. Finally, click the Right section and then click
Insert Sheet Name button to insert the &[Tab] code in the Right section before you
click OK.

The custom footer in the Footer drop-down list box now contains the current
date, the filename, and sheet name as in 03/30/2008, Exercise4-8.xlsx, Clustered
Bar Chart.

. Click OK to close the Page Setup dialog box.

The previewed page with the chart now contains your three-part custom footer.

. If you have access to a printer, print the chart from the Print Preview window;

otherwise, close the Print Preview window and then make the Qtrly 08 Sales sheet
active. Save the workbook as CG Media 08 Qtrly Totals - ChartSht.xlsx in the Excel
2007 Practice folder and then close the workbook.

/3
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Printing the spreadsheet formulas

When you print a worksheet, Excel prints the entries exactly as they appear in their cells
of the worksheet. As a result, when you print a section of worksheet that contains formu-
las, the printout shows only the results of the calculations performed by the formulas, not
the contents of the formulas themselves. In addition to a printout showing the results, you
may also want to print a copy of the worksheet showing the formulas by which these
results were derived. You can then use this printout of the formulas when double-checking
the formulas in a worksheet to make sure that they are designed correctly.

To help you identify the cell reference of each formula in your printout, be sure to
include the gridlines and column and row headings as part of the printout.

Exercise 4-9: Printing Spreadsheet Formulas in a Report

In Exercise 4-9, you get practice getting a worksheet ready to print with its formulas,
gridlines, and column and row headings displayed.

1. Open the Exercise4-9.xlsx workbook in the Chap4 folder of the Excel 2007
Workbook folder.

The 08 Schedule sheet of this workbook contains a target production schedule for
various part numbers with monthly quotas for the entire year of 2008.

2. Click the Show Formulas command button on the Formulas tab of the Ribbon or
press Alt+MH.

Excel displays all the formulas in the cells of the 08 Schedule worksheet. Note that
the table title in cell Al, Target Production Schedule for 2008, is now truncated to
Target Production (the remainder of the heading no longer spills over into the adja-
cent cells in row 1 even though these cells are empty).

3. Press Ctrl+~ (tilde) to turn off the formula display and return to the normal work-
sheet display.

The tilde key is located on the ~ key (accent grave) that is usually located to the
immediate left of the 1 key on the top row of the QWERTY keyboard.

Ctrl+~ (tilde) is a toggle key combination: The first time you press it, it turns on the
formula display and the second time turns it off.

4. Press Ctrl+~ (tilde) again, this time to turn the formula display back on and then
switch to Page Layout view before you change the following settings with the com-
mand buttons on the Page Layout tab of the Ribbon:

¢ Change the orientation of the printing from portrait to landscape.

¢ Add a centered header that contains the text Formula Check and a centered
prefab footer that displays the current page number and total pages in the
report.

¢ Add the gridlines and the row and column headings to the printout.

* Make the rows $1:$2 the Rows to Repeat at Top and column $A:$A the
Columns to Repeat at Left.

Now you need to check the pages in Print Preview.
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. Open the Print Preview window and check the three pages of the report.

Note that each of the three pages contains the row and column print titles you
assigned.

. Close the Print Preview window. Then switch to Page Break Preview view and dis-
pense with the Welcome dialog box.

In Page Break Preview view, you will page the report so that there are four pages,
each with the months of a quarter: Jan through Mar on Page 1, Apr through Jun on
Page 2, Jul through Sep on Page 3, and Oct through Dec (along with the annual
totals) on Page 4.

. Move the page markers so that Page 1contains only Part No. column along with the
Jan, Feb, and Mar production quota columns; Page 2 only the Apr, May, and Jun
columns; Page 3 only the Jul, Aug, and Sep columns; and Page 4, only the Oct, Nov,
and Dec quota columns along with Total column with the grand total formulas.

The page breaks of the report now divide the production quota figures into four
quarters.

. Return the worksheet to Normal view and then open the Print Preview window
again and check the pages of the report.

Each page should have the row and column print titles along with the row and
column headings to help you identify which cell contains what formula.

. If you have access to a printer, print the worksheet report showing the formulas;
otherwise, close Print Preview and hide the display of the formulas in the cells
before you save the workbook as Target Schedule 08 -frmls.xlsx in your Excel
2007 Practice folder.
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Chapter 5
Modifying the Spreadsheet

In This Chapter

Selecting the cell ranges that require editing

Finding data entry errors with Text to Speech

Inserting and deleting cell ranges

Moving and copying cell ranges

Using comments in the spreadsheet

Finding and replacing cell entries and spell checking the spreadsheet

Editing worksheets as a group

Some of the spreadsheets you work with require constant updating, whereas others
need only the occasion revision. Whichever is the case, being able to revise an
existing spreadsheet without disturbing either its underlying structure or its current
contents is essential. The exercises in this chapter give you a chance to practice all
aspects of basic editing, including locating the workbook file to open, finding the area
in the worksheet that needs editing, and making all the necessary editing changes.

Finding and ldentifying the Region
That Needs Editing

As you’re already well aware, an Excel worksheet represents an extremely large space in
which to work. Often the biggest challenge in editing a spreadsheet is just finding and
identifying the data ranges in the worksheet that are in need of revision. To help in this
endeavor, you can often use the following three features to good advantage:

v Zoom to gain an overview of the worksheet and its data ranges by zooming out
on the worksheet and then using it to gain a close-up view of the particular range
in the sheet you need to edit

v Freeze Panes to prevent the rows and columns containing the column and row
headings from scrolling so that these headings remain visible at all times while you
are scrolling through their data entries

v Custom Views to name and save a combination of different worksheet display set-
tings (including frozen panes and various magnification settings) so that you can
put them into effect by simply selecting them
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What is the range of zoom settings I can select for my worksheet display?

You can set the worksheet display magnification setting anywhere in the range of 10% to
400% of normal by doing any of the following:

v Drag the Zoom button in the Zoom slider on the Status bar to the left to
decrease the magnification percentage or to the right to increase it.

v Click the Zoom In or Zoom Out buttons at either end of the Zoom slider to
increase or decrease magnification respectively in 10% increments.

v Click the Zoom Level located to the immediate left of the Zoom slider that dis-
plays the current percentage to open the Zoom dialog box. In the Zoom dialog
box, you can select the 200%, 100%, 75%, 50%, 25%, or Fit Selection options or
enter the value of the new magnification percentage directly into the Custom
option’s text box in single-degree increments.

Exercise 5-1: Creating Custom Views in a Worksheet

In Exercise 5-1, you get practice creating custom views of a worksheet that use different
zoom magnification settings and panes that freeze specific rows and columns on the
screen. By saving custom views you create as a part of a workbook file, you can restore
their screen settings in a jiffy simply by selecting the custom view.

1.

Open the Exercise5-1.xIsx workbook file in the Chap5 folder in your Excel 2007
Workbook folder.

This workbook contains a version of the Income Analysis worksheet that you can
use to practice creating and selecting custom views.

. Use the Zoom slider to reduce the screen magnification of the Income Analysis

worksheet to 50%.

Note that even at one-half of normal, not all of the data ranges are visible on screen.

. Click the Zoom Level to open the Zoom dialog box and then click the Custom

option button and type 45 in the Custom option’s text box before you press Enter.

At a magnification setting of 45% of normal, you can now see all the data entered in
the Income Analysis worksheet.

. Change the screen magnification percentage back to 50% and then select the cell

range J20:M25 by carefully dragging through this range in the worksheet. Click the
Zoom Level to open the Zoom dialog box and then click the Fit Selection option
button before you press Enter.

Excel responds by setting the magnification to something over 200% so that all of
the cells in the selected range J20:M25 are visible in the display. Note, however,
that without the row and column headings, it is impossible to identify these entries
in this range.

. Put the cell cursor in cell Al (Ctrl+Home) and move it to the empty cell B3. Then,

click View | Freeze Panes | Freeze Panes or press Alt+WFF.



Chapter 5: Modifying the Spreadsheet

10.

11.

12.

13.

Because the cell cursor is in the row immediately beneath the one with the table’s
column headings and the column immediately to the right of the one containing
the row headings, Excel draws a horizontal line between rows 2 and 3 and a verti-
cal line between columns A and B indicating the limits of the frozen panes — any
entries above the horizontal line and to the left of the vertical line remain on-
screen as you scroll through their columns and rows.

. Use the Tab key to scroll new columns on the right into view.

Note how the column headings in row 2 as well as the table title in row 1 remain
displayed as you move other columns of the table into view.

. Use the Page Down key to scroll new rows lower in the worksheet into view.

Note how the row headings in column A remain displayed on the screen as you
move new rows of the table into view.

. Repeat Step 4 in this exercise, select the cell range J20:M25, and set the magnifica-

tion to fit the display of this selection.

Note that this time with the addition of the frozen panes that retain the associated
row and column headings, you can tell right away that you're looking at the 3rd Qtr
operating expenses for all the divisions.

. Return the Zoom setting to100% and then position the cell cursor in cell B3 which

you used to freeze the row and column headings.

Now you’re going to save this screen magnification and frozen pane display as a
custom view that you can reuse.

Click Custom Views button on the Ribbon’s View tab or press Alt+WC to open the
Custom Views dialog box.

The Custom Views dialog box enables you to create new custom views as well as to
select the views that you've already created.

Click the Add button in the Custom Views dialog box to open the Add View dialog
box. Then, type 100% w/Row & Col Headings in the Name text box, leaving the
Print Settings and Hidden Rows, Columns and Filter Settings check boxes selected.
Click OK.

Excel adds your 100% custom view and closes the Custom Views dialog box. Next,
you create another custom view that hides columns so that only the four quarterly
subtotals and yearly grand totals are displayed.

Hide the column ranges B:D, F:H, J:L, and N:P. Next, select cell E3 and then, follow-
ing Steps 10 and 11, name this view 100% w/4 Qtrs Display.

To hide columns, you select their column headings (by dragging through them —
use the Ctrl key to select nonadjacent column ranges) and then select Home |
Format | Hide & Unhide | Hide Columns on the Ribbon (Alt+HOUC).

Open the Custom Views dialog box and click the 100% w/Row & Col Headings view
before you select the Show button.

Excel immediately unhides all the columns you hide in Step 12, while at the same
time repositioning the cell cursor in cell B3.
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14. Open the Custom Views dialog box again and this time double-click the 100% w/4
Qtrs Display view to apply it to the worksheet. Hide the following row ranges: 4:8,
12:16, 20:24, 28:32 and then select cell E3; save this view under the name 100% w/4
Qtrs Total Display.

To hide rows, you select their row headings (by dragging through them — use the
Ctrl key to select nonadjacent row ranges) and then select Home | Format | Hide &
Unhide | Hide Rows on the Ribbon (Alt+HOUR).

15. Return the worksheet to the 100% w/Row & Col Headings view, and then choose
Freeze Panes | Unfreeze Panes on the Ribbon or press Alt+WFF to remove the panes.

Excel immediately removes the lines indicating the frozen panes.

16. Position the cell cursor in cell Al. Save this version of the Income Analysis work-
sheet with the custom views under the filename Income Analysis - CustViews.xlsx
in the Excel 2007 Practice folder and close the workbook.

Selecting the Ranges to Edit

Selecting occupied cells in the worksheet for editing is very much the same process as
selecting blank cells for pre-formatting or data entry with one important exception.
Because the cells already contain data, in addition to dragging through the ranges and
clicking the first and last cell while holding down the Shift key, you can use a technique
known as AutoSelect to quickly select an entire block of occupied cells in a couple of
mouse clicks.

Moreover, you can use Excel’s Go To and range name features to combine locating a cell
range that needs editing and selecting its cells all at the same time!

Before you attempt Exercise 5-2, you may want to play the Cell Ranges Selecting.exe demo
located in the Excel Feature Demos folder on your workbook CD-ROM. This feature
demonstration shows you how to select a range of cell entries in a worksheet using both
AutoSelect and the Go To dialog box.

Exercise 5-2: Selecting Cell Ranges for Editing

In Exercise 5-2, you get practice using various techniques for selecting the cell ranges in
a worksheet that require editing. These techniques include using AutoSelect, the Go To
dialog box, and naming a cell range and then selecting its cells by selecting its range
name in the Name box on the Formula bar.

1. Open the Exercise5-2.xlsx workbook file in the Chap5 folder inside the Excel 2007
Workbook folder.

You can use the 08 Schedule worksheet in this workbook to practice selecting cell
ranges for editing.



10.

. Position the mouse pointer on the bottom edge of the cell cursor in cell A2, and

then when the Arrowhead mouse pointer appears, click the bottom edge.

AutoSelect extends the selection down to row 7, the last row in this range format-
ted as a table.

. Continue to hold down the Shift key as you double-click anywhere on the right

edge of the extended cell cursor.

AutoSelect extends the cell selection to column N, the last occupied column in
the data table, effectively selecting all of its cells in the range A2:N7.

. Click cell A10 in the worksheet to position the cell cursor in this cell while at the

same time deselecting the cell range A2:N7.

Now you will practice selecting the cells in the data table using Excel’s Go To
feature, which is normally used to position the cell cursor in a new cell in the
worksheet.

. Press F5 or Ctrl+G to open the Go To dialog box and then type A2 (it’s all right to

enter the reference as a2) and press Enter.

The Go To dialog box disappears and the cell cursor jumps to cell A2, making it
current.

. Press F5 or Ctrl+G to open the Go To dialog box again and then type N7 (or n7).

This time, however, hold down the Shift key as you press Enter.

Excel jumps the cell pointer to cell N7 and, because you held down the Shift key,
the program also selected all the cells in between (if you don’t hold down the Shift
key, the program just moves the cursor from A2 to N7).

. Position the cell cursor in cell Al and use AutoSelect on your own to select the cell

range A1:N7.

Note that this time you need to position the mouse pointer on the cell border
between cell Al and A2 and then, when the black downward-pointing arrow mouse
pointer appears, hold down the Shift key before you click the mouse. This extends
the cell selection down to row 7 so that you can then double-click the right edge of
this selection to extend it to column N. Next, you're going to name this cell selection.

. Click the Name Box on the Formula bar that currently displays Al and type

Target_sched (with an underscore and no space) and press Enter.

Excel assigns the range name Target_sched to the cell selection, A1:N7.

. Use the Go To feature to move the cell cursor to cell V4000 in the worksheet.

Next, select the target production schedule cell range by selecting its range name
on the Formula bar.

Click the drop-down button attached to the Name Box on the Formula bar and then
click Target_sched on its drop-down list.

When you click Target_sched, Excel responds by selecting the range A1:N7 and
repositioning the worksheet so that this range is in view and displaying this range
name in the Name box on the Formula bar.
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Note that this worksheet already contains two other range names: Print_Titles
given to column A when it was defined as the print title for this worksheet (see
Chapter 4) and Tablel that was defined as the range with the table data when the
cell range A2: N7 was formatted as a table (see Chapter 3).

11. Select the cell range A3:N7 by selecting the Tablel range name on the Name Box
drop-down menu.

Save your 08 Schedule worksheet with your Target_sched range name.

12. Click cell Al to deselect the range A3:N7, and then save this workbook with the
filename Target Schedule 08 - named.xlsx in your Excel 2007 Practice folder and
close the workbook file.

Editing Data Entries

3

In the previous exercises in this chapter, the sole technique you’'ve used to modify the
entry in a cell is to replace it completely by entering the new value into that cell as
though it were still blank. This method is fine as long as the replacement entry is short
and easy to type. It is not, however, the preferred method when you only need to make
slight corrections to a long text entry or a complex formula. Rather than replace the orig-
inal entry, you need to put Excel into Edit mode so that you can edit its contents as you
would a word or phrase in a word-processing program, such as Microsoft Word 2007.

Excel gives you a choice of techniques for putting the program into Edit mode:

v Click the I-beam cursor at the place in the current cell entry that needs editing on
the Formula bar and then edit its contents on the Formula bar.

v+ Double-click the white-cross mouse pointer at the place in the cell entry in the
worksheet that needs editing and then edit its contents in the cell.

v Press F2 to place the insertion point at the end of the current cell entry in the
worksheet and edit its contents in its cell.

After you’ve placed Excel in Edit mode and positioned the insertion point somewhere

in the entry, you can then use < and — to move the flashing pointer in front of or imme-
diately after the characters to modify. Press the Delete key to remove characters to the
right of the insertion point or the Backspace key to remove characters to its left. To
insert new characters at the insertion point and move existing characters out the way
and to the right, just type them.

After you finish modifying the contents of the entry, you still need to complete the edit
as you do a new entry. Only, in this case, you need to rely on the Enter box, Enter key,
Tab, or clicking another cell as you can’t use any of the arrow keys (T, |, <, or —).In
Edit mode, these cursor keys only move the insertion point within the characters of the
entry.

If you need to abandon an edit without entering the changes you've made in the cell or
on the Formula bar, press the Esc key. If you complete a mistaken editing change, click
the Undo button on the Quick Access toolbar or press Ctrl+Z to undo the change (and

keep in mind that Excel supports multiple levels of undo).
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Exercise 5-3: Making Simple Edits to Cell Entries

In Exercise 5-3, you get practice manually editing the contents of existing cell entries
without replacing them.

1. Open the Exercise5-3.xlsx workbook file in the Chap5 folder in your Excel 2007
Workbook folder.

You can use the 08 Sales sheet in this workbook file to practice making simple edit-
ing changes to the contents of particular cells in the spreadsheet.

2. Increase the screen magnification to 150% using the Zoom slider and its Zoom In
and Zoom Out buttons.

Now, insert new text in the title of the worksheet table.

3. Click the I-beam pointer in front of the C in Category on the Formula bar, and then
type Media and followed by a space to insert this text into the title. Click the Enter
box to complete this edit in cell Al.

The edited title in cell A1 now reads, CG Media — 2008 Sales by Media and Category.

4. Position the white-cross mouse pointer after the s in Discs in the row heading in
cell A3 and then double-click to set the insertion point in this cell. Then, remove
this extraneous s and the extra space between Compact and Disc.

Use « and — to position the insertion point immediately after the extra s in Discs
and, later, immediately in front of the D and, then in each instance, press the
Backspace key to first remove the extra letter and then the extra space.

The edited row heading in cell A3 now reads, Compact Disc Sales.

5. Position the cell cursor in cell Al4, press F2, and then replace Cassette in the row
heading with Tape and press Tab to complete the edit.

Use « to position the insertion point immediately after the final e in Cassette and
then press the Backspace key until you have deleted its letters. Then, type Tape
before you press Tab.

The row heading in cell A14 now reads, Total Tape Sales.

6. Select cell Al again and save your editing changes in a new file named CG Media
08 - edits.xlIsx in your Excel 2007 Practice folder and then close the workbook file.

Catching Errors with Text to Speech

In Excel 2007 you can use the Text to Speech feature to catch data entry errors by listening
to them, provided that you first add the Speak Cells buttons to the Quick Access toolbar
(the command buttons for the Text to Speech feature are not found on the Excel 2007
Ribbon). Text to Speech reads the entries in a data table or list out loud, enabling you to
check their accuracy by keeping your eyes focused on the printed source from which they
were originally entered.
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If you're running Excel 2007 on Windows XP, the Text to Speech feature uses a male
mechanical voice named Microsoft Sam. If, however, you're running Excel 2007 on
Windows Vista, the Text to Speech feature uses a female voice named Microsoft Anna.

Exercise 5-4: Using Speak Cell Buttons to Hear Cell Entries Spoken

In Exercise 54, you use the Speak Cells buttons that you added to the Quick Access tool-
bar way back in Exercise 1-4 so that you can verify cell entries and locate any that need
editing. (If you didn’t complete Exercise 1-4 or reset the buttons on the Quick Access tool-
bar, you need to do so before you can do this exercise.)

1. Open the Exercise54.xlsx workbook in the Chap5 folder in your Excel 2007
Workbook folder.

This workbook file contains a Markdown Table worksheet with a version of the
Spring Sale Markdowns table that you can use to practice hearing cell entries read
aloud to check their accuracy and eliminate errors.

2. Click the Speak Cells by Rows button on the Quick Access toolbar and then click
the Speak Cells button. Listen to the entries in cell Al and then across the column
headings in row.

As soon as you click the Speak Cells button, Excel selects the cell range of the entire
table. As Microsoft Sam or Anna reads the entries across each column in succeeding
rows, note how Excel highlights the cell currently being spoken in the selected table.

3. When you hear “zero two to three hundred five” spoken for the code entry 02-305
in cell A3, immediately click the Speak Cells - Stop Speaking Cells button.

Notice how Microsoft Sam (on Windows XP) or Microsoft Anna (on Vista), pro-
nounces the code number entered in cell A3 as “zero two to three hundred five”
rather than “zero two dash three hundred five” (Text to Speech interprets the dash
as indicating a range).

4. Click the Speak Cells by Columns button on the Quick Access toolbar and then click
the Speak Cells button again and listen to the rest of the entries in the Markdowns
Table.

When you select the Speak Cells by Columns button, Text to Speech reads the
entries down each row in succeeding columns. Note how Text to Speech automati-
cally stops when the program reaches the last cell in the table selection.

In addition to listening to entries already made in a spreadsheet, you can have
Text to Speech read back as you make each entry. Try this in Sheet2 of the
Exercise5-4.xlsx workbook.

5. Click the Sheet?2 tab to activate this blank worksheet and then click the Speak Cells
on Enter button on the Quick Access toolbar.

When you click the Speak Cells on Enter button, Microsoft Sam or Anna tells you
that “cells will now be spoken on Enter.”

6. Make the following entries down column A of Sheet2:
¢ Northeast Consortium in cell Al
¢ Alfred E. Neuman in cell A2
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¢ -89.45 in cell A3

¢ CD-ROM in cell A4

¢ 395-11-0034 in cell A5
¢ 415-555-0023 in cell A6
® 3678.6 in cell A7

e Feb 12, 2008 in cell A8

Now, each time you complete one of these cell entries, Sam or Anna reads back that
entry out loud. Note that Microsoft Sam has some difficulty pronouncing Neuman as
“Newman”; he says something closer to “Noyman.” Also, notice that both Sam and
Anna correctly interpret your entry in cell A6 as a telephone number by saying,
“area code four, one, five; five, five, five; zero, zero, two, three” but fail to recognize
the Social Security Number in cell A5, saying “three hundred ninety-five; eleven;
zero, zero, three, four.”

7. Click the Speak Cells on Enter button on the Quick Access toolbar a second time to
deselect the button and turn off Text to Speech.

When you click the Speak Cells on Enter button a second time, Microsoft Sam or
Anna tells you that “turned off Speak on Enter.”

8. Rename Sheet2 to Speech Practice, and then switch back to the Markdown
Table worksheet, select cell Al and then save the workbook as Spring Furniture
Sale - speakcells.xlsx in your Excel 2007 Practice folder before you close the
workbook file.

Deleting and Inserting Data and Cells

Deletions in a worksheet are a little more complicated than in other software programs.
This is because Excel gives you a choice between deleting only the cell entry, leaving
intact the cell structure and all assigned formatting attributes; clearing the cell of all its
contents without disturbing its structure; and removing the cell structure along with
everything its contains, causing remaining cell entries in neighboring cells to adjust to
fill in the gap:

1 Press the Delete key to remove only the entry in the current cell.

v Click the Delete button in the Cells group of Ribbon’s Home tab to remove the
entry in the current cell plus all formatting attributes and comments (Excel auto-
matically shifts up any cell entries in rows below).

v Choose Delete | Delete Cells in the Cells group of the Home tab (Alt+HDD) to open
the Delete dialog box. Choose between the Shift Cells Up or the Shift Cells Left
options to remove the cell along with all its contents, formatting, and comments,
and to adjust remaining cells in rows below or in columns on the right.

Choosing Insert | Insert Cells (Alt+HII) in the Cells group of the Home tab is the opposite
of Delete | Delete Cells. You use it to open the Insert dialog box, where you can Shift
Cells Right or Shift Cells Down to insert blank cells in regions where you need to squeeze

85
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in data entries that were somehow left out. In the process of squeezing in these blank
cells, you also shift existing entries down to rows below or to columns to the right. Note
that if you click the Insert button in the Cells group of the Home tab, Excel automatically
shifts existing cell entries in the same column down to rows below.

You can delete entire rows and columns containing the cell cursor from the worksheet
by choosing Delete | Delete Sheet Rows (Alt+HDR) or Delete | Delete Sheet Columns
(Alt+HDC) in the Cells group of the Home tab. Likewise, you can insert an entire row or
column by choosing Insert | Insert Sheet Rows (Alt+HIR) or Insert | Insert Sheet
Columns (Alt+HIC). To delete or insert multiple rows or columns in the worksheet,
select their row or column headings before you choose these commands.

Be very cautious about deleting or inserting entire rows or columns in any worksheet,
especially one that you didn’t create or are not that familiar with. You can easily take out
vital data from tables and lists located in unseen regions of the worksheet when doing a
deletion. Inserting new columns and rows can be almost as dangerous, however, as your
insertions can just as well corrupt the accuracy or even disrupt the functionality of the
formulas in these unseen tables and lists. To stay on the safe side, constrain your cell
deletions and insertions to just the cell ranges in the region you're working in.

Exercise 5-5: Deleting and Inserting Cells in the Worksheet

In Exercise 5-5, you get practice inserting and deleting cells in an existing worksheet
without disturbing existing entries and by adjusting them as needed to accommodate
the editing changes.

1.

Open the Exercise5-5.xls workbook file in the Chap5 folder of the Excel 2007
Workbook folder.

The Home Sales 2008 worksheet in this workbook file contains a copy of a House
Sales table that you can use to practice deleting and inserting cells and cell entries.

. Select cell C4 with the selling price of the first house on Elm Street and delete just

this entry by pressing the Delete key.

Excel deletes the contents of this cell.

. Enter 1250000 in now-blank cell C4.

Because you only deleted the contents in cell C4, Excel applies the remaining
Currency style number format with no decimal places to the new entry you made,
so it immediately appears as $1,250,000 in the cell.

. Delete everything in cell C4 by clicking Clear | Clear All in the Editing group of the

Ribbon’s Home tab or press Alt+HEA.

This time, Excel deletes the contents of the cell as well as its number formatting.

. Enter 735000 in the now-blank cell C4.

This time, Excel does no number formatting to the 735000 value because you
cleared the cell of formatting plus contents.
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6. Use the Format Painter to restore the Currency style number format with no deci-
mal places to cell C4.

Position the cell cursor in cell C5 that still contains this Currency number format-
ting. Click the Format Painter button in the Clipboard group of the Home tab and
then click cell C4 to copy just the formatting from cell C5.

7. Select the cell range A5:C5 listing a house sale on Apple Drive. Then click the
Delete button in the Cells group of the Ribbon’s Home tab (be sure you don’t
the click the drop-down button that appears either to the side or beneath the
Delete button’s icon).

Excel removes the cells in the selected cell range A5:C5 while at the same time
pulling up the data in the rows below so that there are no gaps in the table.

8. Click the Undo button on the Quick Access toolbar or press Ctrl+Z to restore the
deleted cell range.

Now you’ll insert blank cells in the table for a new home sale listing.

9. Leave the cell range A5:C5 selected and then click the Insert button in the Cells
group of the Home tab.

Excel inserts three blank cells above the Apple Drive sales information, shifting
the remaining entries in this table down. Note the appearance of the Insert Options
button at the Fill handle in the lower-right corner of the extended cell cursor: You
display its drop-down button by positioning the mouse pointer over the button
and then use its options to copy cell formatting from the cells in the row below (it
automatically uses the formatting in the cells in the row above) or to clear all for-
matting from the newly inserted cells.

10. Make the following entries in the new, empty cell selection, A5:C5:
¢ The address, 500 King Street, in cell A5
¢ The selling date, 4/1/2008, in cell B5
¢ The selling price, 820000, in cell C5

11. Select cell Al and then save your editing changes to the Home Sales 2008 work-
sheet in a new workbook named Home Sales 08 - rev.xlsx in your Chap5 folder
inside the Excel 2007 Practice folder.

Moving and Copying Data and Cells

Excel provides two methods for moving and copying a cell selection (along with its con-
tents and formatting) to a new place in the same worksheet. You can either use

v Drag-and-drop to manually take the selection or a copy of it with the mouse
pointer and drop it into its new place in the sheet

v Cut and paste to cut or copy the selection to the Windows clipboard and then paste
it into its new position after moving the cell cursor to the first cell of that range
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from one worksheet to another in the same workbook or from one workbook to another.
When using the cut-and-paste method, you can select what part of the cut or copied data
is transferred when pasting it into their new position in the worksheet or workbook. You
do this by selecting one of the options on the Paste button’s drop-down menu (Formulas,
Paste Values, No Borders, Transpose, or Paste Link) on the Home tab or by selecting
Paste Special option on this button’s drop-down menu and then selecting the appropri-
ate Paste option in the Paste Special dialog box (see Table 5-1).
Table 5-1 The Paste Options in the Paste Special Dialog Box
Paste Option What It Does
All Pastes all types of entries (numbers, formulas, and text), their
formats, and comments from the selection in the paste area
Formulas Pastes only the entries (numbers, formulas, and text) from the selection
in the paste area
Values Pastes only numbers and text from the selection in the paste area,
converting all formulas to their current calculated values so they're
pasted into the worksheet as numbers
Formats Pastes only the formats from the selection into the paste area
Comments Pastes only the comments from the selection into the paste area
Validation Pastes only the entries in cells that use data validation into the
paste area
All Using Pastes all types of entries with their formats using whatever theme
Source Theme is assigned to the cut or copied cells (from the pop-up gallery
attached to the Themes button on the Ribbon’s Page Layout tab)
All Except Pastes everything but the borders assigned to the cell selection
Borders into the paste area
Column Widths Pastes everything into the paste area and adjusts the column widths
in this area to match those of the original cell selection
Formulas and Pastes only the formulas and number formatting (omitting all text
Number Formats and numeric entries) from the cell selection into the paste area
Values and Pastes only the numbers and number formatting (omitting all text
Number Formats and converting all formulas to their calculated values) from the cell
selection into the paste area
3

Use the Transpose option on the Paste button’s drop-down menu or the Transpose
check box in the Paste Special dialog box to transpose the data in the table so that data
that used to run across the columns now run down the rows and vice versa.
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Before you attempt Exercise 5-6, you may want to play the Cell Ranges Moving and
Copying.exe demo located in the Excel Feature Demos folder on your workbook CD-ROM.
This feature demonstration shows you how to move a cell range using the drag-and-drop
method and copy the range to a new place on the same worksheet and to a new work-
sheet in the same workbook using cut and paste.

Exercise 5-6: Moving and Copying Cells in a Workbook

In Exercise 5-6, you get practice moving and copying cells in a workbook using both the
drag-and-drop method as well as copy-and-paste.

1. Open the Exercise5-6.xlsx workbook file in the Chap5 folder inside your Excel 2007
Workbook folder.

You use the Target Production Schedule table in its 08 Schedule sheet to practice
moving and copying cells and their data entries. Note that this worksheet contains
the range name Target_sched assigned to the cell range A1:N7 that you can use to
select its cells.

2. Select the table’s cells (A1:N7) and then use drag-and-drop to move it so that it
now occupies the range B5:011.

Position the white-cross mouse pointer somewhere on the bottom edge of the
extended cell cursor and when the pointer changes to an arrowhead, drag the
selected range of cells to its new position. When the ScreenTip at the bottom of
the outline representing the cell selection you’re moving reads B5:011, release the
mouse button to drop it in place.

3. Use drag-and-drop to copy the table you've just moved to the cell range B5:011 to
the cell range B13:019.

Hold down the Ctrl key as you drag the outline of the copy of the selected cell
range to its new position in the worksheet.

4. Cut the copy of the original Target Production Schedule table you moved to the
cell range B5:011 to the Clipboard by selecting this range and then clicking the Cut
button in the Clipboard group of the Ribbon’s Home tab or by pressing Ctrl+X.

Excel puts a marquee (marching ants) around the cell selection B5:011 and dis-
plays the message “Select Destination and Press ENTER or choose Paste” on the
Status bar.

5. Click the Sheet2 tab to make this worksheet active, move the cell cursor to cell B2,
and then press Enter.

The moment you press the Enter key, Excel moves the table to the cell range B2:08
on Sheet2 of the workbook.

6. Switch back to the 08 Schedule sheet and select cell Al.

Excel deselects the cell range B5:011 on the 08 Schedule worksheet that used to
contain the table you just moved to the cell range B2:08 on Sheet2.
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7. Click the drop-down button on the Name Box on the Formula bar and then click
Target_sched on its drop-down menu.

Excel selects the cell range B2:08 on Sheet2 of the Exercise5-6.xIsx workbook file.
When you move a cell range that you've named to a new sheet in the same work-
book, Excel can still identify and select the range using that name.

8. While the cell range B2:08 is still selected on Sheet2, click the Copy button in the
Clipboard group of the Home tab or press Ctrl+C to copy the cell selection to the
Windows Clipboard.

Again, Excel places a marquee around the cell selection and displays the message,
“Select Destination and Press ENTER or choose Paste” on the Status bar.

9. Select cell B2 in the 08 Schedule worksheet, and then click the Paste command
button in the Clipboard group of the Home tab followed by Paste Values on its
drop-down menu or press Alt+HVV.

Excel makes a copy of the table without the formulas. Note also that this copy of
the table contains none of the formatting assigned to the original; thus the decimal
numbers in the cells in this table that were calculated by formula.

10. Click cell D4 in the 08 Schedule sheet to verify that the formulas are missing from
this copy of the table.

In place of the formula =C4+(C4*0.055) on the Formula bar, the value 527.5 appears
showing that the formula has been replaced by its calculated result.

11. Select the range B2:08 and use drag-and-drop to move this table down until the
ScreenTip reads B8:014. Then, release the mouse button.

Excel displays an alert dialog box asking you if you want to replace the contents of
the destination cells.

12. Click the Cancel button to close this alert dialog box.

As soon as you click Cancel, Excel undoes the move after closing the alert
dialog box.

13. Use drag-and-drop to move this cell range selection with the copy of the table con-
taining only values so that this table is temporarily located in the cell range
B21:027 beneath your original copy of the table that still contains formulas.

Next, you’ll move the original copy of the table up near the top of the worksheet
and then the copy with values only up so that it’s right underneath.

14. Select the cell range B13:019 and then move this original copy of the table up to
the cell range B2:08. Then, select the cell range B21:027 with the values-only table
and move it up to the cell range B10:016 so that it is now directly beneath the orig-
inal copy of the table in the worksheet.

Next, you use the Transpose option with the original table you moved to Sheet2 to
see how you can use this Paste command to change the orientation of your data.
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15. Switch to Sheet2 by clicking its sheet tab. Select the cell range B3:N7 that contains
the headings and data in the original table and then click the Copy button on the
Home tab or press Ctrl+C.

Excel places a marquee around the selected cell range B3:N7, indicating that it’s
copied to the Clipboard and ready to Paste.

16. Select cell B10 in Sheet2 and then click the Paste button followed by the Transpose
option on its drop-down menu or press Alt+HVT.

Excel copies the selected table data to the cell range B10:F22 so that part numbers
are now the column headings and the months of the year form the row headings
(see Figure 5-1).

17. Rename Sheet2 to Trans Schedule. Press the Esc key and then click cell Al in the
Trans Schedule worksheet.

Pressing the Escape key always removes a marquee from a cell selection. It does
not, however, remove the cut or copied data from the Clipboard.

18. Select cell Al in the 08 Schedule worksheet and then save your work in a new
workbook file named Target Schedule 08 - cutncopy.xlsx in your Excel 2007
Practice folder. Then, close this workbook.

s B R R ABEE ShEBES Micrasatt Excel =
3)
. Home Insert Page Layout Formulas Data Review View Lo
—- & Calibri Tn - [t = General - i Conditional Formatting = 3= Ingert ~ E > #F }}
a $ - % v | dF% Formatas Table = F*Delete ~ | 3]+ &
Paste - || Bym - iE & = - sma Sert& Find &
2 g (BRL ||| - A-| (IR B R R S - | e ) Cell Styles - EIFormat = | 2T Fitere Select~
Clipboard T Font ] Alignment s MNumber ] Styles Cells Editing
- - —
810 - £ | PartNo. 14
l:J rereines bl - =
A ] c o E F G H ] K L M N o P q
Target Production Schedule for 2008
3 I'PII'I No. Jan Feb Mar T Apr Ma T T k|
3 oA | 500/ s28| 567 s93| 607
5 o 175 185 198] 207 18]
6 i 350 415| [
£ =Ll L6 L8
8
]
10 Part No. [100-4  [101-A4  [102:4 1034
1 | san | 500 175 350 890
12 | Feb | 528 185/ 359 939
13 [ Mar | 567 198 397, 1009
Flgure 5-1: 14 | Apr | 593 207|415 1085
15 May 607 213 425 108
Sheet2 after 16 [ wn [ e29] 220/ ss0] 1119
transposing i [l | ki 2261 201 1147
18 Mg | 673 236 471 1199
the pasted 19 | sen | 717 151 soa| 127
H 20 Oct it 270 san| 1372
table into ~ot :
z1 Nov | 806 282 564 133
the cell || = [ oe | e aer s sasd
i3
range 28
B10:F22 W 4.3 b | 08 Schedule | Sheet2 - Sheet3 7 [ i
Select destination and press ENTER or choose Paste Average 278331072 Count:65  Sum: 3013598015 |{(TT) (3] (L1}, 902 (=) -] (+1




92 Part I: Creating Spreadsheets

Using Notes in the Spreadsheet

Excel makes it easy to attach notes to the cells of a spreadsheet. You can use these notes
(officially called comments in the program) to remind yourself or your coworkers of
changes that need to be made in the spreadsheet or data that needs to be reviewed and
verified.

The key to adding and managing notes in a worksheet is the Comments group in the
Review tab on the Ribbon. This group contains all the command buttons you need to add,
edit, delete, display and hide, and move from comment to comment in the worksheet.

Exercise 5-7: Adding and Using Comments in a Worksheet

In Exercise 5-7, you get practice annotating a worksheet by adding comments to it. In
addition, you also get experience with hiding comments until you select them and find-
ing all the comments you’ve added to a worksheet.

1. Open the Exercise5-7.xlsx workbook file in the Chap5 folder inside your Excel 2007
Workbook folder.

This file contains an Employee List worksheet with table of employees that you can
use in practicing how to use comments in a spreadsheet.

2. Select cell J2 and then click the Review | New Comment button on the Ribbon or
press Alt+RC.

Excel inserts a new text box with an arrow pointing to cell J2 containing your name.

3. Type Verify this employee’s status as the text of this comment and then resize the
text box, making it wide enough for all the comment text to appear on a single line
of the box and short enough that there’s no longer lines of empty space below the
text.

To resize a text box, position the mouse pointer over one of the eight sizing handles
that appear as circles at the four corners and midpoints around the perimeter of the
box. When the mouse pointer changes into a double-header arrow, drag the sides of
the box until it is the size and shape you want (note that Excel automatically
reflows the text in the box to accommodate these changes).

4. Select cell E6 and then add a comment to this cell reminding you to change Cindy’s
department from Accounting to Human Resources as of 01-01-08.

Notice that the text box for this comment is in the way of salary and location infor-
mation in the employee list for several individuals.

5. Move the text box for this comment you added to cell E6 so that the box no longer
obscures cell entries in the employee list by locating it to the right somewhere in
the blank columns of K, L, and M in the worksheet.

To move a text box, position the mouse pointer anywhere on the outline of the box
outside of the eight sizing handles and then drag the outline of the box until it is
positioned in the desired place in the worksheet.

6. Select cell F20 and then add a note to this cell reminding you to verify Miriam’s
salary and then resize to remove its unused space and reposition the comment’s
text box outside of the list in the empty columns K, L, and M.
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7. Position the cell cursor in cell Al, and then position the mouse pointer over each
of the three cells, J2, E6, and F20, that now contain comments.

Note that positioning the mouse pointer over a cell with a comment causes

that comment’s text box to be displayed. Also note that each of these three cells
now contains a tiny red triangle in the upper-right corner, indicating that the cell
has a comment attached to it.

8. Click the Show All Comments command button on the Ribbon’s Review tab or
press Alt+RA.

Note this command button is a toggle switch that shows or hides all the comments
in a worksheet.

9. Hide all three comments and then click the Next button on the Review tab or press
Alt+RN to display each of the three comments in succession.

Note that the Edit Comment and Delete command buttons become active on the
Review tab as you use Next to move to each of the three comments in succession.
You use the Edit Comment button to position the insertion point at the end of the
comment text in its box. You use the Delete button to remove a comment.

10. When you reach the last comment attached to cell F20, select the text of the com-
ment and then right-click the border of the text box and click Format Comment on
the shortcut menu to open the Format Comment dialog box.

The Format Comment dialog box enables you to modify all sorts of format settings
for the selected text box, including the font and fill color it uses.

11. Change the comment text to 10-point Calibri bold italic and the fill color of the text
box to Gray-25%. Then, change the formatting of the other two comments in cells
J2 and E6 to match.

To change the fill color for a comment’s text box, click the Colors and Lines tab in
the Format Comment dialog box. Then, click Color option to display its drop-down
color palette and click the color square you want to use.

12. Click cell Al and then save this version of the Employee List worksheet with your
notes with the filename Employee List - notes.xIsx in your Excel 2007 Practice
folder and then close the workbook.

Using Find and Replace and Spell Checking

Just like Microsoft Word 2007, Excel is equipped with a Find, Find and Replace, and
Spelling checking feature that you can use in editing your spreadsheets:

v Find (Find & Select | Find on the Home tab or Ctrl+F) enables you to search for
and locate text or values in the spreadsheet that potentially need changing.

v Find and Replace (Find & Select | Replace on the Home tab or Ctrl+H) enables you
to select whether Excel replaces one set of text or values it locates in the spread-
sheet with another set that you specify.

v~ Spelling (Spelling command button on the Review tab or F7) enables you to catch
and correct spelling errors using either the built-in dictionary or a custom diction-
ary you build.
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that you can change any of the following search options to refine the search. You can
use the

v Within drop-down list box to choose between Sheet (the default) to look for the
search text only in the cells of the current worksheet or Workbook to search
the cells on all the sheets in the workbook.

v Search drop-down list box to choose between By Rows (the default) to conduct
the search across the rows and then down the columns of the worksheet or By
Columns to conduct the search down each column and then across each row.

v Look In drop-down list box to choose among Formulas (the default) to look for
matches to the search text in the entries as they appear on the Formula bar, Values
to look for matches in the entries as they appear in the cells of the worksheet, or
Comments to look for matches in the comments added to the cells of the worksheet.

v+ Match Case check box to match the upper- and lowercase spelling in the cell
entries with the search text.

1+ Match Entire Cell Contents check box to match the entire contents of a cell with
the search text.

v+ Format button to specify formatting that the cell or cell entries must match.

Exercise 5-8: Editing with Find and Replace

In Exercise 5-8, you get practice using Find and Replace and some of its many options to
locate and modify cell entries that need updating.

1. Open the Exercise5-8.xlsx workbook file in the Chap5 folder inside your Excel 2007
Workbook folder.

This workbook file contains a number of numeric (variations of 2500 and a variety
of dates in 2007) and text (different Italian pastas, yum!) cell entries that you

can use to practice using the Find, Find and Replace, and Spell checking features
in Excel.

2. Click Find & Select | Find on the Ribbon’s Home tab or Ctrl+F to open the Find and
Replace dialog box with the Find tab selected. Then, enter 25? in Find What text
box and click the Find Next button or press Enter.

You can use the wildcard characters, ? (question mark) or * (asterisk), to stand for
missing characters in the search text. The first time you select Find Next, Excel
moves the cell cursor to cell A2 in the worksheet.

3. Continue to click the Find Next button to locate all the matches in the Find,
Replace & Spell worksheet, and Excel returns the cell cursor to the cell with the
first match.

Note that Excel considers the 2500 entered in cells A2, D2, and D5 as matches, but
not the 2500 that’s displayed in cell A7. This is because the 2500 in cell A7 is the
calculated result of the formula =A5+A6 and not a static value entered on the
Formula bar. The program also considers the date, May 25, 2007, entered in cell
Al7 as a match because of the 25 in the date.



10.

11.

. Click the Options button in the Find and Replace dialog box to display the search

options and select Values on the Look In drop-down list, and then select the Find
All button to display the locations of all the cells with matching entries.

This time, Excel considers the 2500 calculated in A7 as well as those entered into
cells A2 and D5 as matches along with the May 25, 2007 date in cell A17. However,
when Values is set as the Look In search option, the program no longer considers
the $2,500.00 in D2 with its Currency Style number formatting as a match.

. Select Comments in the Look In drop-down list in the Find and Replace dialog box

and then select the Find Next button.

Excel jumps the cell cursor to cell C12 in the spreadsheet.

. Position the mouse pointer over cell C12 and verify that the comment attached to

this cell contains the value 25.

Excel considers this a match because the message, “We need 25 Ibs.” in the comment
contains the value 25.

. Modify the search text in the Find What box slightly by adding a comma between

the 2 and the 5 so that 2,5? now appears in this text box. Then, select Values again
in the Look In drop-down list before you select the Find All button.

Now, Excel considers $2,500.00 in D2 as the only match because none of the other
25s or 2500s have a comma between the 2 and 5 as these entries appear in the cells
of the Find, Replace & Spell worksheet.

. Modify the search text in the Find What box again by prefacing 500 with a question

mark wildcard character so that 2500 appears in this text box. Then, select the
Find All button.

This time, Excel includes all the cells containing 2500 (including the $2,500.00 in
cell D2) as matches as well as the 1500 entered into cell A6.

. Select the Match Entire Cell Contents check box in the Find and Replace dialog box

before you select the Find All button.

When the Match Entire Cell Contents check box is selected, the $2,500.00 in cell D2
is no longer considered to be a match because of the decimal point and two zeros
that trail the 500 (the question mark wildcard only pertains to characters that pre-
cede 500).

Click the Replace tab in the Find and Replace dialog box and then set up the follow-
ing conditions:

¢ Position the cell cursor in cell Al of the Find, Replace & Spell worksheet.
e Enter 25 in the Find What text box on the Replace tab.

¢ Enter 27 in the Replace With text box on the Replace tab.

¢ Deselect the Match Cell Entire Contents check box on the Replace tab.

Click the Find Next button in the Find and Replace dialog box to locate the first
instance to be replaced.

Excel positions the cell pointer in cell A2, the first cell containing an occurrence of
the search text (25 in 2500).
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12.

13.

14.

15.

Click the Replace button in the Find and Replace dialog box.

As soon as you click Replace, Excel changes 2500 in cell A2 to 2700 and immedi-
ately moves the cell cursor to the next instance of the search text in the worksheet
(cell D2).

Continue to search out the remaining cells containing values of 2500 and replace
them with 2700. Do not, however, replace the date, May 25, 2007 with May 27, 2007
in cell A17.

After Excel finds the final occurrence of your search text in the worksheet, the pro-
gram no longer moves the cell pointer from the cell containing the last occurrence
(cell A17 with May 25, 2007 in this case).

Select the 2007 Prod Sch worksheet by clicking its sheet tab and then use the Find
and Replace feature to globally update the years in all the dates in the spreadsheet
from 2007 to 2008.

Enter 2007 in the Find What text box and 2008 in the Replace With text box and
then select the Replace All button — Excel then displays an alert dialog box indi-
cating the number of replacements made (10 in this case).

Be extra careful with performing global replacements in your own worksheets as
you can all too easily wreak havoc in the spreadsheet at the click of the Replace All
button — should you make a major boo-boo with this feature, remember to hit the
Undo button with all due haste.

Close the replacement alert dialog box and the Find and Replace dialog box and
then rename the 2007 Prod Sch worksheet to 2008 Prod Sch by editing its sheet
tab. Click the Find, Replace & Spell sheet tab to select this worksheet and leave the
Exercise5-8.xlsx workbook open for the following exercise.

1.

2.

3.

Exercise 5-9: Spell Checking the Worksheet

In Exercise 5-9, you get practice spell checking your worksheet to eliminate typos in your
cell entries. You also find out how to add new words to the spelling dictionary.

Click cell Al in the Find, Replace & Spell worksheet of the Exercise5-8.xlsx work-
book and then click the Spelling command button on the Ribbon’s Review tab or
press F7 to spell check the entries in this worksheet.

Excel displays the Spelling: English dialog box and positions the cell cursor in E10
containing the unknown word Fetticine. This is a misspelling, so you must change it.

Accept the Spelling Checker’s suggestion of Fettuccine by clicking the Change
button.

Excel moves the cell cursor to the cell with the second unknown spelling,
Maccaroni, in cell E12. This is also a misspelling, so you must change it.

Accept the Spelling Checker’s suggestion of Macaroni by selecting the Change
button.
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The third unknown spelling occurs with Capellini in cell C14. This is a correct
spelling so you can either ignore it once, ignore all occurrences, or add it to the
dictionary.

4. Add the word to the dictionary by selecting the Add to Dictionary button.

When you click the Add to Dictionary button, Excel adds the unknown word to

the main dictionary. If you wish to add the word to a custom dictionary, click the
Options button in the Spelling dialog box to open the Excel Options dialog box
with the Proofing tab selected. There, click the Custom Dictionaries button to open
the Custom Dictionaries dialog box, where you can add a new custom dictionary
or select one for spell checking your worksheet.

5. Close the alert dialog box indicating that the spelling check is complete by select-
ing OK, and then select cell Al. Save this edited version of the workbook under the
filename FindReplaceSpell.xlsx in your Excel 2007 Practice folder. Then, close
the workbook.

Group Editing

Group editing enables you to save time by making the same editing changes to multiple
sheets in the workbook at the same time. To put Excel in Group Edit mode, all you have
to do is select all the sheets in the current workbook that you want to edit together —
Excel indicates that a workbook is in Group Edit mode by appending [Group] to its file-
name on the Excel program window’s title bar.

0. How do I select individual, non-adjacent worksheets to be included for group editing?
A.  Ctrl+click the sheet tab of each worksheet you want to include in the group.

0. How can I quickly select all the sheets in a workbook for group editing?

A. Right-click one of the sheet tabs and then select the Select All Sheets item on the

shortcut menu.

0. How can I easily take the workbook out of group editing mode?

A. Click any single visible sheet tab on the status bar other than the one for the active work-
sheet (indicated by the sheet tab name in bold lettering).
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Exercise 5-10: Editing Multiple Worksheets Selected as a Group

In Exercise 5-10, you get practice making simultaneous editing changes to three work-
sheets in a practice workbook that you select as a group. As long as these sheets are
grouped together, any changes that you make to the active worksheet is reflected in all
the others as well.

1.

Open the Exercise5-10.xls workbook file in the Chap5 folder inside your Excel 2007
Workbook folder.

This version of the CG Media Sales workbook file contains three worksheets, 2005
Sales, 2006 Sales, and 2007 Sales, that you can use to practice group editing.

. Examine each of the three worksheets by clicking their sheet tabs in succession

and then return to the first sheet, 2005 Sales.

As you can see, all three of these sales tables are laid out in a similar manner and
all contain the same level of detail.

. Select all three worksheets for group editing.

To select a group of adjacent worksheets, hold down the Shift key as you click the
tab of the last sheet in the group (2007 Sales in this case) — note the appearance

of [Group] after the workbook’s filename on the Excel program window’s title bar

as in Exercise5-10.xlsx [Group].

. Click the Cell Styles button on the Ribbon’s Home tab or press Alt+HJ to open the

Cell Styles palette. Then, click the Title sample in the Titles and Headings section
of this palette to apply this cell style to the spreadsheet title in cell Al.

As soon as you click Title in the Cell Styles palette, Excel applies all of this style’s
formatting to the spreadsheet title in cell Al of the 2005 Sales worksheet.

. Verify that this Title style has been applied to cell Al in the 2006 Sales sheet and

then the 2007 Sales sheet by clicking their sheet tabs in succession.

Note that the moment you click the sheet tab of the 2006 Sales worksheet, Excel
automatically takes the workbook out of Group mode.

. Click the 2005 Sales sheet tab again and then regroup the three worksheets, 2005

Sales, 2006 Sales, and 2007 Sales. Select the cell ranges A3:A15 and B2:R2 and then
select the Heading 4 sample in the Cell Styles palette.

Excel formats all the row and column headings in these two ranges in the Heading
4 style.

. Select the cell ranges B4:R8 and B10:R15 and then click the Comma [0] cell style in

the Number Format section of the Cell Styles palette.

Excel formats all the values in these two selected ranges in Comma style number
format with no decimal places.

. Select the cell range A15:R15 and then click the Total sample in the Titles and

Headings section of the Cell Styles palette.

Excel formats all the cells in this range with the formatting included in the Total
cell style (bold text and a double-underline in the cells).



9.

10.

11.

Edit the heading in cell A14 so that instead of Total Cassette Sales, this row head-
ing now reads Total Tape Sales.

Now it’s time to verify that all the editing changes that you’ve made to the sales
table in the 2005 Sales worksheet have been picked up and applied in the 2006 and
2007 worksheets.

Click the 2006 Sales sheet tab and the 2007 Sales sheet tab in succession to verify
that all of the editing changes you made to the first worksheet are made as well on
the other two worksheets.

Note how much time you saved by making these changes in a group rather than to
the individual worksheets.

Select cell Al on the 2005 Sales sheet and then save your edited workbook under
the filename CGMedia 05-07 - groupedit.xlsx in your Excel 2007 Practice folder
before you close the workbook.
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In this part . . .

F)rmulas and spreadsheets go together like cake and
ice cream, and the chapters that make up Part Il are
full of exercises that give you a chance to create formulas
of almost every flavor. Here, you get a taste of every kind
of function that Excel has to offer. You also have an oppor-
tunity to practice building and copying the types of basic
formulas that are a sure recipe for success in any spread-
sheet you create.




Chapter 6
Building Formulas

In This Chapter

Constructing simple arithmetic and comparative formulas by hand
Constructing formulas that use Excel’s built-in functions

Editing formulas

Altering the order in which a formula’s operands are calculated
Creating external reference link formulas

Controlling formula recalculation

No one disputes that formulas are the center of almost every spreadsheet you
create. Being able to build formulas (both those that perform simple arithmetic
calculations as well as those that perform more sophisticated computations using
Excel’s built-in functions) is a critical skill. The exercises in this chapter give you a
chance to practice building both types of formulas as well as modifying how and when
the formulas in the spreadsheet are recalculated.

Building Formulas

All the formulas you build in an Excel spreadsheet, regardless of their function and
degree of complexity, have one thing in common: They all begin with one simple charac-
ter, = (the equal-to sign).Typing an equal-to sign activates the Enter and Cancel buttons
on the Formula bar. It also changes the nature of the Name Box drop-down box so that
its list displays commonly-used functions rather than the range names assigned to the
workbook.

If you forget to type this as your initial character when creating formulas by hand (Excel
is always sure to put one in for you when you build formulas with the Insert Function
button), the program inserts the string of operands and operators you enter as a text
reference.
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If you build a legitimate formula, Excel either computes the answer and displays it in the
current cell in the worksheet or, if unable to successfully calculate the answer, the pro-

gram displays one of the following error values in the cell:

v~ #NULL! appears when your formula specifies an intersection of two ranges that do
not, in fact, intersect

v #DIV/0! appears when your formula attempts to divide by zero

v #VALUE! appears when your formula contains some sort of improper argument
type or operand (such as a text entry when the operator requires a value)

v #REF! appears when your formula contains an improper cell reference

v #NAME? appears when your formula contains a text reference that Excel doesn’t
recognize (such as a reference to a range name that no longer exists in the

workbook)

v #NUM! appears when your formula contains invalid numeric values (such as a text
entry where a number is required)

v #N/A appears when your formula refers to a value that is not available to it

Building formulas by hand

To build a formula by hand, all you have to do is type an = (equal-to) sign and then desig-
nate the string of operands and operators that the formula should use in making its calcu-
lation(s). Operands can be constants that you type into the formula (such as 5.5 or 100),
or they can be cell references (such as B5 or A10:J17) that you point directly to in the
worksheet or type.

Table 6-1 shows you a list of all the operators, including their type, character, and

operation.
Table 6-1 The Different Types of Operators in Excel Formulas
Type Character Operation Example
Arithmetic
+ (plus sign) Addition =A2+B3
- (minus sign) ~ Subtraction or negation =A3-A2 or -C4
* (asterisk) Multiplication =A2*B3
/ Division =B3/A2
% Percent (dividing by 100) =B3%
A Exponentiation =A2/3
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Type Character Operation Example
Comparison
= Equal to =A2=B3
> Greater than =B3>A2
< Less than =A2<B3
>= Greater than or equal to =B3>=A2
<= Less than or equal to =A2<=B3
<> Not equal to =A2<>B3
Text
& Concatenates (connects) entries
to produce one continuous entry =A2&" “&B3
Reference
:(colon) Range operator that includes all
cells between the colon =SUM(C4:D17)
, (comma) Union operator that combines
multiple references into one =SUM(A2,C4:D17,B3)
reference
(space) Intersection operator that produces =SUM(C3:C6 C3:E6)

one reference to cells in common
with two references

Before you attempt Exercise 6-1, you may want to play the Formulas with Arithmetic
Operators.exe demo located in the Excel Feature Demos folder on your workbook
CD-ROM. This feature demonstration shows you how to build simple formulas using

a range name as well as the addition, subtraction, multiplication, division, and exponen-
tiation operators.

Exercise 6-1: Building Simple Arithmetic Formulas

In Exercise 6-1, you get practice building various types of simple arithmetic formulas by
hand. In creating these formulas, you get experience building a formula by pointing to its
cell references. You also get experience with using a range name as a cell reference and
referring to a cell reference in your formulas (the so-called external reference).

1. 1f Excel 2007 is not already running, launch the program.

You'll use the first two blank worksheets of the Bookl workbook as practice work-
sheets for building your formulas.
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2. Change the name of Sheetl of the worksheet to Formulas and that of Sheet2 to
Ext Ref.

Next, you'll group the two sheets together (by Shift+clicking the second sheet’s
tab) so that you can increase the magnification setting for both sheets in a single
operation.

3. Group the Formulas and Ext Ref sheets together by Shift+clicking their tabs and
then use the Zoom slider on the Status bar to increase the worksheet display mag-
nification percentage for the two sheets to 170%.

This increased magnification will make it easier to see what you're doing as you
build your first formulas.

4. Right-click the Formulas sheet tab and then click the Ungroup Sheets option on its
shortcut menu. Then, enter the value 42 in cell A2 of the Formulas worksheet and
then name this cell Source.

To give a range name to the current cell, click the Name Box on the Formula Bar,
type the range name (with no spaces between letters or words), and then press
the Enter key.

5. Select cell A4 in the Formulas worksheet and then type = (equal-to sign) to start a
new formula, and click cell A2.

The formula you’re in the process of entering into cell A4 now reads =Source, both
in the cell and on the Formula bar. A marquee showing the cell named Source is
displayed in cell A2.

6. Click the Enter button (the one with the check mark) on the Formula bar to com-
plete the formula entry in cell A4.

The formula in cell A4 now returns 42 as its answer — this formula consists solely
of an external reference to cell A2, the cell you named Source, so whatever value
you enter into the source cell is immediately brought forward and dynamically
copied to cell A4.

7. Update the value in the source cell, A2, from 42 to 128.

Because the link between cell A4 and A2 was created by your formula with the
external reference, cell A4 of the worksheet now contains 128 as well.

8. Enter the following values into the designated cells of the Formulas worksheet:
® 34 in cell B4
¢ 47.5 in cell B5
e 2.2 in cell B6
® 10% in cell B7
e 3in cell B8

9. Create an addition formula in cell C4 that adds the value in cell A4 to that in cell B4
by pointing to these cells:

¢ Position the cell cursor in cell C4.

e Type =.
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® Press « twice to select cell A4 (the first operand).

¢ Type + (the addition operator).

¢ Press < once to select B4 (the second operand).

¢ If the formula reads =A4+B4, click the Enter button on the Formula bar.

10. Use this same pointing technique to create an addition formula in cell A5 that adds
5 to the value in cell A4 above.

The addition formula in cell A5 should read =A4+5 on the Formula bar and the
answer should appear as 133 in the cell.

11. With the cell cursor in cell A5, drag the Fill handle down to the cell range A6:A8.

Excel copies the original formula you entered into cell A5 down to cells A6, A7, and
A8, which now contain the calculated values, 138, 143, and 148, respectively.

12. Build the following arithmetic formulas in the designated cells:

e Subtraction formula in cell C5 that subtracts the value in cell B5 from that
in cell A5 — remember that - (hyphen or dash) is the subtraction operator in
Excel.

¢ Division formula in cell C6 that divides the value in cell A6 by that in B6 —
remember that / (forward slash) is the division operator in Excel.

¢ Multiplication formula in cell C7 that multiplies the value in cell A7 by that in
B7 — remember that * (asterisk) is the multiplication operator in Excel.

e Exponentiation formula in cell C8 that raises the value in cell A8 by that in
cell B8 — remember that * (caret) is the exponentiation operator in Excel.

/&(’“NIWQ’
4 13. Use the Side by Side feature to check your formulas against those in the Formulas
= worksheet in the Solved6-1.xIsx workbook in the Chap6 folder of the Excel 2007
[
t{}$> Workbook folder.

Make sure that not only your answers in the cells of this worksheet agree, but the
contents of the formulas agree, as well.

14. When everything checks out, save the new workbook with the arithmetic formulas
you built with the filename Practice Formulas.xlIsx in your Excel 2007 Practice
folder after closing the Solved6-1.xlsx file. Leave the Practice Formulas.xlsx work-
book open with the Formulas worksheet active for the next exercise.

Exercise 6-2: Building Comparative Formulas

Arithmetic formulas in the spreadsheet (when properly formed) always return numeric
results. Excel supports another type of formula, known as a comparative formula, which
returns only one of two possible results, TRUE or FALSE. In Exercise 6-2, you get practice
in creating these types of formulas.

1. Use the Formulas worksheet of the Practice Formulas.xIsx workbook that you cre-
ated in Exercise 6-1 to get some experience with building comparative formulas.
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Now you will add comparative formulas to this worksheet that indicate whether
different comparisons in the worksheet are true or false.

2. Build a comparative formula in cell D4 that weighs the value in cell A4 against that
in B4 and indicates whether they are equal to each other:

¢ Type =in cell D4 to begin the formula

¢ Press the < key three times to select cell A4

e Type = again, this time as the comparative operator

¢ Press the « key twice to select cell B4 so that the formula now reads =A4=B4

¢ Click the Enter button on the Formula bar to complete the formula and com-
pute the result (which is FALSE because the values in these two cells are not
currently equal to one another)

When you complete this formula, Excel enters the logical value FALSE into cell D4
because the values currently in cells A4 (128) and B4 (34) are not equal to one
another.

3. Build the following comparative formulas in the designated cells:

¢ In cell D5, a formula that compares the value in cell A5 to that in cell B5
and indicates whether the one in A5 is larger than the one in B5 — use the >
(greater than) symbol as the operator.

¢ In cell D6, a formula that compares the value in cell A6 to that in cell B6 and
indicates whether the one in A6 is smaller than the one in B6 — use the <
(less than) symbol as the operator.

¢ In cell D8, a formula that compares the value in cell A8 to that in cell B8 and
indicates whether the one in A8 is unequal to the one in B8 — use the <> (less
than and greater than back to back) symbols as the operator.

Then, note that Excel returns TRUE in cell D5 because the value currently in cell
A5 (133) is larger than that in cell B5 (47.5). And Excel returns FALSE in cell D6
because the value currently in cell A6 (138) is not less than that in cell B6 (2.2).
Finally, Excel returns TRUE in cell D8 because the current values in cells A8 (148)
and B8 (3) certainly are unequal to one another.

4. Change the value in the Source cell, A2, from 128 to 34.
Check the contents of your formulas against those shown in Figure 6-1.

Note how Excel immediately updates all the formulas in columns A, C, and D whose
computations depend in some way on this value. The answers change from FALSE
to TRUE in cell D4 and TRUE to FALSE in cell D5 and remain unchanged in cells D6
and D8.

5. Save your changes to your Practice Formulas.xlsx workbook before proceeding on
to Exercise 6-3.
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Exercise 6-3: Working with Error Values in Formulas

Well-designed spreadsheets contain many dependent formulas like your Practice
Formulas.xls workbook. The problem comes when any of the formulas on which they
depend return one of those dreaded error values covered earlier in this chapter. When
that happens, the error values spread like wildfire to all the dependent formulas, making
it very difficult, if not impossible, to identify the source of the problem. In Exercise 6-3,
you use the formulas in your Formulas sheet of the Practice Formulas.xlsx workbook to
get some experience with the error values that formulas can return and how they infect
all dependent formulas in a spreadsheet.

1. Click the Name Manager button in the Defined Names group on the Ribbon’s
Formulas tab or press Alt+MN to open the Name Manager dialog box. Click Source
to select it in the list box and then click the Delete button at the top of the Name
Manager and OK in the alert dialog box before you click the Close button.

As soon as you click Close to close the Name Manager dialog box, most of the cells
in this spreadsheet contain the #NAME? error value because every formula you
created in this worksheet is dependent in some way upon the Source range name,
inheriting this error value from the original formula in cell B4 with the external ref-
erence the moment you delete its name.

2. Click the Undo button on the Quick Access toolbar or press Ctrl+Z to restore the
Source range name to the workbook.
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You can tell that Excel restored the range name because those awful #NAME? error
values all disappear from the Formulas worksheet.

3. Now click cell B6 and press the Delete key to delete the value (2.2) in cell B6.

As soon as you empty cell B6, a #DIV/0! error value is returned by the division for-
mula in cell C6. This is because all empty cells in any Excel worksheet carry the
value of zero, and this is why #DIV/0! is the most common type of error value to
plague spreadsheets. Often, a template or new spreadsheet you create contains
division formulas referring to empty cells for which you do not have or have not
yet entered values. These all naturally return #DIV/0! error values (in Chapter 12,
you find out how to create formulas that prevent this type of error value by using
the IF function).

4. Use Undo to restore the original 2.2 value to cell B6.

The moment you restore the value to cell B6, the #DIV/0! error value disappears
from cell C6.

5. In cell B7, replace 10% with the text ten percent to see what effect this has on the
multiplication formula entered in cell C7.

Although it’s possible to build formulas that deal with text, the one in cell C7 is not
one of them. When you enter ten percent as a text entry in cell B7, its formula
essentially chokes, returning the #VALUE! error value to the cell.

6. Use Undo to restore the original 10% value to the cell.

As soon as you restore the original numerical value of 10% to cell B7, Excel
removes the #VALUE! error value from cell C7.

7. Leave your Practice Formulas.xlsx workbook open for the next exercise on building
formulas using a few of Excel’s built-in functions.

Building formulas with built-in functions

Excel offers you a wide assortment of built-in functions that can save valuable time in
creating the formulas needed in your spreadsheet. In place of the operands and opera-
tors of your hand-made formulas, built-in functions use function names and arguments.
All the Excel functions follow the general syntax of the SUM function, the most widely
used spreadsheet function:

=SUM (numberl, number2, . . .)
Note the following about this syntax in this example:

v The function name is always shown in all caps because Excel automatically displays
it that way on the Formula bar regardless of what case you use in entering its name.
(This means that there are no case restrictions when typing in the function name —
you just have to be careful to spell its name correctly.)

v The argument(s) used by the function immediately follow the function name and
they are enclosed in a balanced pair of parentheses — this means that for every
open parenthesis [(], you need a close parenthesis [)].

v The functions that require or can take more than a single argument separate the
individual arguments within the parentheses with commas.
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Even functions such as NOW that take no arguments require the use of a pair of parenthe-
ses to finish them off; for example, =NOW(). If you omit the empty pair of parentheses,
Excel fails to recognize the function and returns the #NAME? error value to its cell.

Excel classifies each of its built-in functions into one of eleven categories (with a twelfth
being custom functions that you define yourself). Six of these functions are available
from dedicated command buttons on the Ribbon’s Formulas tab, and all of them are
available from the Insert Function dialog box, which you open by clicking the Insert
Function at the very beginning of the Formulas tab or the Insert Function button right
on the Formula bar (both use the fx marking).

Building a formula from the Insert Function dialog box carries many benefits. Besides
starting your formula by automatically entering the requisite = (equal-to) symbol on the
Formula bar for you, this dialog box, shown in Figure 6-2, contains the following features
that aid you in locating and using any function:

1 Search for a Function enables you to look for a function by entering a brief
description of the kind of calculation you want to do.

1 Or Select a Category enables you to find a function by selecting a category
(Financial, Date & Time, and so on) other than the default Most Recently Used that
keeps a record of the most commonly used functions, including the ones you've
used most recently.

* Select a Function enables you to display syntax information showing you the argu-
ments plus a short description on any function you select in this list box.

v+ Help on This Function displays online help (that you can also print) about the
usage and arguments required by the function currently selected in the Select a
Function list box.

As soon as you select your function in the Insert Function dialog box by selecting it and
clicking OK, Excel not only inserts the skeleton of the function on the Formula bar, but
also displays a Function Arguments dialog box for the function, which you can use in
selecting the cell references and values to be used in the computation.

Insert Function B[]
Search for a function:

want to do and the

Or select a category: r;‘lnst Recently U.sed Tse]
Select a function:
COMCATENATE -
PROPER.
|IF
VLOOKLP
H OOKI P
| COUNTIF
MEDIAMN i
CONCATENATE(textl, text2,...)

Joins several text sTings INto one text sring.
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0. Can I mix built-in functions with hand-made formulas?

A.  Yes, most definitely: Excel functions can serve as operands in any formula that you con-

struct manually, as in =SUM(A5:J10)”2 to square the total of the range of values in the cell
range A5:J10 of the worksheet returned by the SUM function.

Before you attempt Exercise 6-4, you may want to play the Formulas via AutoSum.exe
demo located in the Excel Feature Demos folder on your workbook CD-ROM. This fea-
ture demonstration shows you how to build SUM formulas with the AutoSum button
on the Home tab and then copy them to new cell ranges.

Exercise 6-4: Building Formulas with the AutoSum Command Button

In Exercise 6-4, use the Formulas worksheet of your Practice Formulas.xls workbook to
get some experience using the SUM, AVERAGE, and COUNT functions in the spreadsheet.
These functions are so frequently used that Excel doesn’t even require you to access
them from the Insert Function dialog box, making them readily available from the
AutoSum command button on the Ribbon’s Home tab.

1.

Drag through the cell range A4:A8 to select all their values in the Formulas work-
sheet of your Practice Formulas.xIsx workbook.

Note that the Average, Count, and Sum indicators on the Status bar immediately
show you that the average of the values selected is 44, the count 5, and the total 220.

. Click cell A9 in the Formulas worksheet and then click the AutoSum command

button in the Editing group at the end of the Home tab (the one with sigma ¥ on it —
be sure not to click its drop-down button to open its menu).

Excel immediately responds by entering the SUM formula, =SUM(A4:A8), in cell A9.
Note that the program also places a marquee bounding box around the cell range
A4:A8 in the worksheet as well as selects the argument A4:A8 in the SUM function
itself. This enables you to modify the range or ranges of cells to be totaled by the
SUM function either by editing its argument in the function or dragging the bound-
aries of its marquee.

. Click the Enter button on the Formula bar to complete this formula in cell A9.

Excel enters the formula =SUM(A4:A8) in this cell as shown on the Formula bar and
displays the total of the range, 220, in the cell.

. This time, click the drop-down button attached to the AutoSum command button

on the Home tab and select Average on its drop-down list.

Excel now enters the formula =AVERAGE(A4:A8) for your editing or approval in
cell A9.

. Click the Enter button on the Formula bar to enter this formula in the cell.

Excel enters the formula =AVERAGE (A4 :A8) in this cell as shown on the Formula
bar, and displays the average of the range, 44, in the cell.

. Click the Undo button on the Quick Access toolbar or press Ctrl+Z to restore the

SUM formula in cell A9. Click cell B9 and then select the Count Numbers option on
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10.

11.

12.

13.

14.

the AutoSum button’s drop-down menu before you click the Enter button on the
Formula bar to create a formula in cell B9 that returns the number of values in the
range B4:B8.

The formula you construct in cell B9 reads =COUNT(B4:B8) and this formula
returns 5 as its result.

. Replace the value 10% in cell B7 with the text entry ten.

Ignoring the reappearance of the #VALUE! error in cell C7 for the moment, note
that the result returned to cell B9 changes from 5 to 4, indicating that the COUNT
function counts only the numeric entries in the cells you include in its argument.

. Restore 10% to cell B7 with Undo, position the cell cursor in cell C9, and click the

Insert Function button on the Formula bar.

Excel opens the Insert Function dialog box, where you can select any function built
into or added to the program.

. Move the Insert Function dialog box to the right out of the way of the values in

your spreadsheet. Select Most Recently Used as the category and then click SUM in
the Select a Function list box before you click OK.

Excel opens the Function Arguments dialog box and supplies what the program finds
as the most logical cell range address (C4:C8) in its Number1 Argument text box.

Drag through the cell range A4:A8 to replace the default Numberl argument of
C4:C8 with this range.

Note how Excel automatically condenses the Function Arguments dialog box down
to just the text box for the Number1 argument as you drag through the cell range
and then immediately restores the dialog box the moment you release the mouse
button.

Press Tab or click the Number2 argument text box and then drag through the cell
range B4:B8 to select this range as the second to be included in the total.

Note that as soon as you select the Number2 argument text box, Excel adds a
Number3 text box to the Function Arguments dialog box.

Designate the cell range C4:C8 as the third argument in the Number3 argument
text box.

Note that the Function Arguments dialog box shows the subtotals of each of the
three ranges you've selected immediately following their respective argument text
boxes and that the Formula bar now contains the whole SUM formula ready for
insertion into cell C9:

=SUM(A4:A8,B4:B8,C4:C8)

Click OK to close the Function Arguments dialog box and enter the SUM formula
into cell C9.

Excel enters the SUM function into cell C9 — the formula with this function
appears on the Formula bar and the result of totaling these three cell ranges
(157855) appears in cell C9.

Save your changes to a workbook named Practice Formulas — Ex6-4.xlsx in your
Excel 2007 Practice folder and leave the workbook open for the next exercise.

113



’ ’4 Part ll: Using Formulas and Functions

Editing formulas

Editing a formula, especially one that uses a function with multiple arguments, can take
a little getting used to. Fortunately, Excel makes formula editing within the cells of the
worksheet as easy as it can by isolating the ranges and displaying them in different color
bounding boxes when you put the program in Edit mode.

The only problem comes when you’re dealing with a formula so complex and long that
its contents can’t be displayed within the worksheet display. Fortunately, on the rare
occasion when this occurs, you can still edit the formula on the Formula bar as it auto-
matically expands its rows to accommodate the extra length.

Exercise 6-5: Editing Formulas in a Worksheet

In Exercise 6-5, use the formulas you created in the Formulas worksheet of your Practice
Formulas — Ex64.xlsx workbook to get some experience with formula editing. In this exer-
cise, make changes to the SUM formula you previously constructed in cell C9 that totals
the three ranges A4:A8, B4:B8, and C4:C8.

1. If the cell cursor is not already in cell C9, click this cell before you press F2 to put
Excel into Edit mode.

Excel responds by displaying the contents of the SUM formula in cell C9 of the
worksheet. The addresses of each of the cell ranges in the three arguments of this
SUM function appear in a different color and each of these colors corresponds to
that of the bounding box that encloses its cell range in the worksheet.

2. Use « to move the insertion point through the arguments in the SUM function
until the insertion point is flashing between the 8 in the A8 and the comma that fol-
lows the first A4:A8 argument.

Note as you move the insertion point to the left through the SUM function how the
syntax for the SUM function appears right below it and how Excel displays the
number3, number2, and finally the number1 argument in bold as the insertion point
travels through the cell range in the equivalent argument in the function above.

3. Hold down the Shift key as press the < key to select and highlight the range A4:A8
(from right to left).

4. Redefine the numberl argument by dragging through the cell range A2:A8 in the
worksheet.

A moving marquee appears in the cells you select as you redefine the cell range for
the numberl argument in the SUM function.

5. Check the formula on the Formula bar in cell C9 to make sure that cell range for
the numberl argument of the SUM function is now A2:A8. Next click the Enter
button on the Formula bar to complete the editing of the formula in cell C9.

The result in cell C9 changes from 157855 to 157889 and the edited SUM formula
appears on the Formula bar as =SUM(A2:A8,B4:B8,C4:C8).
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6. Click the Comma Style button on the Home tab to format the result in cell C9 with
this number format.

Excel displays the result as 157,899.20 in cell C9 and automatically widens column
C to display the value in the Comma Style format with two decimal places.

7. Save your editing changes to the formula in cell C9 in a workbook file named
Practice Formulas - Ex6-5.xIsx in your Excel 2007 Practice folder. Leave this file
open for the next exercise.

Altering the natural order of operations

When you build a formula that combines different operators, Excel follows the order of
precedence shown in Table 6-2. When you use operators that share the same precedence
level, the program performs the calculations on the operands in a strictly left-to-right
order.

Table 6-2 Natural Order of Operator Precedence in Formulas
Precedence Operator Type/Function

1 - Negation

2 % Percent

3 A Exponentiation

4 *and/ Multiplication and Division
5 +and - Addition and Subtraction
6 & Concatenation

7 =, <, >, <=5, >, <> All Comparative Operators

Sometimes, you need to override the natural order of precedence in order to get your
formula to return the desired result. To override the natural order, you enclose the
operand and operator of the operation you want performed first in parentheses.

For more complicated formulas, you may end up nesting sets of parentheses one within
the other in order to obtain the desired computation order. When this is the case, Excel
always performs the calculation within the innermost set of parentheses working its way
out according to the sequence shown in Table 6-2.

Exercise 6-6: Changing the Order in Which Formulas Are Calculated

In Exercise 6-6, use the Formulas sheet of your Practice Formulas — Ex6-5.xIsx workbook
to construct several new formulas and then experiment with adding parentheses to see
what effect they have on the computed results.
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1. Enter the following values in designated cells in the Formulas worksheet in your
Practice Formulas - Ex6-5.xlsx workbook:

¢ 100 in cell B11
¢ 50 in cell C11
e 2incell D11
2. Position the cell cursor in cell E11 and construct and enter the following formula:
=B11+C11/D11

Instead of an answer of 75, Excel returns one of 125 because it performs the division
between cell C11 and D11 (50/2=25) with its higher level of precedence of 4 before
doing the addition between cell B11 and C11 (100+25) with its lower precedence
level of 5.

3. With the cell cursor in cell E11, press F2 to put Excel in Edit mode.

4. Press the « key until the insertion point is located between the = and the B in B11,
and then type (— a open parenthesis. Then, press the — key until the insertion
point is between the second 1 in C11 and the / and then type ) — a close parenthesis.

The edited formula should appear as follows in cell C11:
=(B11+C11) /D11

5. Click the Enter button on the Formula bar to complete the edit of the formula in
cell E11.

After the addition of the parentheses, the formula returns the result of 75, showing
that it now performed the addition between cell B11 and C11 first (100+50) and then
divided that result by the value in D11 (150/2).

6. Enter the following values in designated cells:
¢ 300 in cell A13
¢ 200 in cell B13
¢ 100 in cell C13
e 2in cell D13
7. Position the cell cursor in cell E13 and enter the following formula:
=A13+B13-C13/D13

Note that Excel returns a result of 450 when you enter this formula because, follow-
ing the natural order of precedence, it performs the computations as follows:

¢ C13/D13 or 100/2 = 50 to cell C13
e A13+B13 or 300 + 200 = 500 to cell B13
e B13-C13 or 500 — 50 = 450 to cell E13

8. Use pairs of parentheses to alter the computation order in the formula in E13 so
that Excel performs the subtraction between cells B13 and C13 first, adds this
result to the value in cell A13, and then, finally, divides the result of that addition
by the value in D13, giving you a final result of 200.
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When editing this formula, begin by enclosing the first operation to be performed
inside a pair of parentheses (B13-C13), and then enclose the second operation in a
second pair of parentheses, (A13+(B13-C13)) so that edited formula appears as

=(Al3+(B13-C13)) /D13

9. With the cell cursor in cell E13, display all the formulas in the cells of the work-
sheet, widening column E and reducing the display magnification percentage as
needed so that you can see all the formulas on your screen. (Check your results
against those shown in Figure 6-3 with the Formulas worksheet at 130% of normal
magnification.)

Note that in this display mode, when the cell cursor is in a cell that contains a for-
mula, Excel employs the same type of color coding as it does when you edit a
formula in its cell. The colors assigned to the cell references within the formula
correspond to that of the bounding box surrounding the actual cell or cell range
in the worksheet.

10. Use the arrow keys to move the cell cursor to other cells in this spreadsheet that
contain formulas, including cell C9.

11. Turn off the display of the formulas in the worksheet, set the magnification of the
Formulas worksheet to 150% of normal, select cell C9, and then save your changes
in a workbook named Practice Formulas — Ex6-6.xIsx in your Excel 2007 Practice
folder. Leave this version of the workbook file open for the next exercise.

e e BRI AFHE ([ AHEEL + =z
- Home Insert Page Layout Formulas Data Review View % - 5 X
f‘ E Autosum = & Logical - B \\j 2 Define Name = 3 Trace Precedents |4 - i = i_&f.ordl:-l:-n}l Sum
B Recently Used - (A Ted - o - fi Usein Farmula = 3 Trace Dependents B = | 2 L &y Lockup
r:,:s;:n ¥ Financial - [J Date & Time - [ - ,:t‘:‘;‘g&u B Create from Selection O Remove Arrows = (&) ‘.':::{0':‘ Lcai;t:z:.:‘!;on -)
Functicn Library Defined Names Formuta Auditing Calculation Solution:
E13 - g fe | ={A13+(B13-C13)}/D13 ";:
A ' B c D E 4
1
2 72
— 3
Figure 6-3: | 4 -Source 34 =A4+B4 -Ad=B4
The | 5 =A4+s 475 =AS5-BS =AS>B5
Formulas | & =AS*S 2.2 =A6/B6 =AG<BE
7 |=A6+5 0.1 =A7*B7
sheetof | o 7.5 3 =A8A3 -A8<>B8
therevised | o _symias:ag) ~COUNT(B4:B8)  =SUM(A2:A8 B4:BS8,CA:C8)
Practice |10
Formulas — |11 100 50 2 =(B11+C11)/D11
Ex6-5.xlsx |12 : .
workbook, | 12 200 1200 1100 12 |=(A13+(B13-C13))/D13 |
with allits |
formulas |,
displayed |17 H
inthe |18 g
worksheet. |95 5 romuiss Exther Shees o [ = |
Ready R FET o ===




’ 78 Part ll: Using Formulas and Functions

Using External Reference Links

\\J

External references in a formula are those that refer to cells outside of the current work-
sheet, either on other sheets of the same workbook file or in sheets in other workbook
files. Because their cells reside outside of the current worksheet, it isn’t sufficient to
specify the cell reference only, as you do with purely local cell references.

When you refer to a cell that resides in another worksheet of the same workbook, you
preface the cell address with the sheet name separated by an exclamation point (!),
following this syntax:

Sheetl!Al

When you refer to a cell that resides in a sheet in another workbook file, you need to
include the filename (enclosed in square brackets) as well as the sheet name (enclosed
in a pair of single quotation marks) and cell reference, following this syntax:

'[file.x1s]Sheetl'!Al

Many times, you use external references to create links to values in another sheet that
need to be brought forward to the new worksheet. When you set up a link rather than
just pasting in a static value, any changes made to the value in the original cell are auto-
matically updated in the linked cell.

The easiest way to create an external reference link is to click the Copy button on the
Home tab (Ctrl+C) to copy the cell to the Clipboard. Switch to the cell where you want to
set up the link and then paste it with the Paste Link option on the Paste button’s drop-
down menu (Alt+HVN).

Exercise 6-7: Building Formulas with External Links

In Exercise 6-7, use your Practice Formulas — Ex6-6.xlsx workbook to get experience with
constructing links using external references.

1. With the cell cursor in cell C9 of the Formulas worksheet that contains the SUM
formula totaling the values in the cell ranges A2:A8, B4:B8, and C4:C8, copy the
contents of this cell to the Clipboard (Ctrl+C).

Now, paste a link to this formula in a cell in the second worksheet in your work-
book named Ext Ref.

2. Click the Ext Ref sheet tab in the workbook to select this worksheet and then posi-
tion the cell cursor in cell B3.

Next, you will paste a link to the formula in cell C9 of the initial Formulas worksheet.

3. Choose Paste | Paste Link in the Clipboard section of the Ribbon’s Home tab or
press Alt+HVN. Then, use AutoFit to widen column B.

The value 157889.20 appears in cell B3 of the Ext Ref sheet and the following link
formula with the external reference appears on the Formula bar:

=Formulas!S$CS9
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10.

11.

12,

. Enter the heading Formulas Sheet Total in cell A3 and then widen column A of the

Ext Ref sheet sufficiently to display the entire heading.

Next, you will change a value in a cell of the Formulas worksheet that is referenced
in the SUM function in the original formula.

. Switch back to the Formulas worksheet by clicking its sheet tab and then change

the value in the source cell A2 of this sheet from 34 to 56.

Note the effect that increasing this source value has on the total in cell C9 of this
Formulas worksheet.

. Click the Ext Ref sheet tab and verify that cell B3 in this worksheet now contains

the same value as C9 in the Formulas worksheet, thanks to the linking formula you
created there.

Linking formulas are automatically updated whenever values in the cell they refer
to change.

. Click the New button on the customized Quick Access toolbar or press Ctrl+N to

open a new blank workbook.

Excel opens a blank Book2 workbook file.

. Enter the heading Practice Formulas Workbook Total in cell A2, widen column A

to display the entire heading, increase the display magnification percentage to
170%, and then save the Book2 workbook file with the filename External WrkBk
Link.xlsx in your Excel 2007 Practice folder.

Now you will copy a link to the original SUM formula in cell C9 of the Formulas
sheet in your Practice Formulas — Ex6-6.xlsx workbook file.

. Click the Practice Formulas button on the Windows taskbar to activate this Excel

file and then click the Formulas tab to select this worksheet and copy the original
formula in cell C9 to the Clipboard (Ctrl+C).

Next, you need to switch over to your External Wrkbk Link.xlsx workbook file
where you will paste the link.

Click the External WrkBk button on the Windows taskbar to activate this new Excel
file and then select cell B2 of its Sheet1 before you click the Paste Link option on
the Paste button’s drop-down list or press Alt+HVN. Then, use AutoFit to widen
column B to display the contents of cell B2.

The value 439,589.40 appears in cell B2 of the Sheetl worksheet and the following
link formula with the external reference appears on the Formula bar:

='[Practice Formulas - Ex6-6.xlsx]Formulas'!S$SCS$S9

Save your changes to the External WrkBk Link.xlsx workbook and then close this
workbook file.

As soon as you close the External WrkBk Link.xlsx file, Excel returns you to the
Formulas sheet of your Practice Formulas — Ex6-6.xIsx workbook.

Select cell A2 in the Formulas sheet and then update the value in this cell from 56
to 72.

As soon as you enter this new value, Excel automatically updates all the formulas
on this worksheet that refer to this cell.
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13.

14.

15.

16.

17.

Check that the contents in cell B3 of the Ext Ref sheet has been updated to
779,438.27 to reflect the change to the value in cell C9 of the Formulas sheet.
Then, switch back to the Formulas sheet, save your changes to this workbook
with the same filename, Practice Formulas — Ex6-6.xlIsx, in your Excel 2007 Practice
folder, and close this file.

Now, open the External WrkBk Link.xlsx file to see what happens when you open an
external workbook file containing a link to a formula or value in another workbook
whose result has changed.

Open the External WrkBk Link.xlsx workbook by selecting it from the Recent
Documents list on the Office pull-down menu (Alt+F).

Note the Security Warning banner that appears at the top of the worksheet display
when this workbook opens. This warning indicates that Excel has automatically
disabled the updating of the links in this file.

Click the Options button in the Security Warning banner to open Microsoft Office
Security Options dialog box.

This dialog box contains two option buttons:

¢ Help Protect Me from Unknown Content (Recommended): The default
option selected to prevent external links from being updated.

¢ Enable This Content: The option to have Excel go ahead and update all the
external links in the workbook (select this option only when, as in this case,
you know and trust the files to which this workbook is linked).

Click the Enable This Content option button in Microsoft Office Security Options
dialog box and then click OK.

Excel closes the Microsoft Office Security Options dialog box as well as the Security
Warning banner in the worksheet. The program also updates the value in cell B2 of
Sheetl to 779,438.27. Note that the external reference displayed on the Formula bar
now contains the entire path name for the workbook file along with its sheet and
cell reference.

Save this change to the External WrkBk Link.xIsx workbook and then close the file.

Controlling When Formulas Are Recalculated

As you’ve seen in the exercises in this chapter, Excel immediately and automatically
recalculates all the formulas in a worksheet the moment you make a change to any cell
referred to in its formulas. This automatic recalculation mode is fine as long as your
spreadsheet is relatively small and your edits to it are few.

Working in this mode can, however, be a real drag (both literally and figuratively) when
the worksheet is large and contains lots and lots of formulas: You may be forced to wait
quite a few seconds while Excel recalculates every loving formula before you can do any-
thing more after each and every editing change you make.
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To avoid this hassle, change the recalculation mode from automatic to manual on the
Calculation Options drop-down menu on the Ribbon’s Formula tab (Alt+MXM) so that
Excel recalculates the formulas in the worksheet only when you specifically tell it to by
selecting the Calculate Now or Calculate Sheet command button on the Formulas tab,
press F9, or save changes to the workbook.

Exercise 6-8: Controlling When Formulas Are Recalculated

In Exercise 6-8, you get practice in switching to manual recalculation in a workbook and
then using the Calculate Now option to update formulas whose input values have changed.

1. Open the Exercise6-8.xlsx workbook in the Chap6 subfolder inside the Excel 2007
Workbook folder.

This workbook contains an earlier version of the now familiar Practice Formulas
workbook with its Formulas and Ext Ref sheets.

2. Update the value in cell A2 of the Formulas sheet from 34 to 102. Then, use AutoFit
to widen column C in the Formulas worksheet and column B in the Ext Ref work-
sheet to display the contents of cells C9 and B3, respectively.

Verify that Excel has automatically recalculated the formulas in both your
Formulas and Ext Ref worksheets and that cell C9 on the Formulas sheet and B3 on
the Ext Ref sheet now both contain the same value: 1,816,854.91.

3. Select the Manual option on the Calculation Options button’s drop-down menu on
the Ribbon’s Formulas tab or press Alt+MXM.

Excel switches the workbook to manual recalculation.
4. Update the value in cell A2 of the Formulas sheet from 102 to 144.

Note that none of the calculated values in the Formulas sheet have been updated
(C9 still contains 1,816,854.91) and that the Calculate indicator has now appeared
on the Status bar.

5. Click the Calculate Sheet command button on the Formulas tab of the Ribbon or
press Alt+MJ.

Note that Excel recalculates the formulas on the Formulas worksheet and that cell
C9 now contains the value 4,412,310.20, but that the Calculate indicator has not
disappeared from the Status bar. Then, switch to the Ext Ref sheet and note that
the linked formula in cell B3 has not been updated and still contains the value
1,816,854.91.

6. Press F9 to have Excel recalculate all the formulas in the entire workbook.

Note that not only does cell B3 of the Ext Ref worksheet now contain the updated
value 4,412,310.20, but that the Calculate indicator has now disappeared from the
Status bar.

7. Switch back to the Formulas worksheet, and then update cell A2 to 165.88 before
you click the Calculate Now command button on the Ribbon’s Formulas tab or
press F9.
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Check to make sure that all the formulas on both sheets of the workbook have now
been updated by verifying that both cells C9 in the Formulas sheet and B3 in the
Ext Ref sheet now contain 6,423,962.85.

. Update cell A2 in the Formulas worksheet to 188 and then save this change to the

Practice Formulas - manrecalc.xlsx workbook.

Note that Excel not only saves your change to cell A2 in the Practice Formulas —
manrecalc.xlsx workbook file, but also recalculates the formulas using this new
value and then saves these updated values as well.

. Close the Practice Formulas — manrecalc.xlsx workbook file by exiting Excel 2007.

Note that any changes you make to the recalculation mode are saved as part of
the workbook file, so that they are in effect the next time anyone opens the file for
editing.
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Copying and Correcting Formulas

In This Chapter

Copying formulas with relative cell references

Copying formulas with absolute cell references

Copying formulas with mixed cell references

Using range names in formulas

Creating array formulas

Tracing and eliminating formula errors

Dealing with circular references in a formula

C opying an original formula that you build to all the cells in the worksheet that per-
form the same type of computation is one of the more common tasks you perform
as part of creating a new spreadsheet. Despite this fact, understanding just how Excel
goes about adjusting the cell references when you copy a formula is not widespread
among new users. The exercises in this chapter give you a chance to practice copying
formulas using all the different types of cell references. In addition, you practice assign-
ing range names to the cells that are referenced to in spreadsheet formulas, creating
array formulas that do away with the need for making formula copies, as well as tracing
and eliminating the source of errors that have spread across the workbook.

Copying Formulas with Relative References

WMBER
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&

When your original formula uses cell references rather than constant values (as most
should), Excel makes copying that formula to every place that requires the same type of
computation a complete no-brainer. The program does this by automatically adjusting
the cell references in the original formula to suit the position of the copies you make. It
does this through a system known as relative cell addresses, whereby the column refer-
ences in the cell address in the formula change to suit their new column position, and
the row references change to suit their new row position.

Excel indicates that a cell reference is relative simply by stating its column letter and row
number without preceding either part of the reference with a $ (dollar sign), the symbol
denoting an absolute reference, as in Al or BC457.
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Exercise 7-1: Copying Formulas in the R1C1 Reference Style

In Exercise 7-1, you get practice copying an original formula with relative cell references.
To help you understand how Excel adjusts cell references in copied formulas, you change
the program from the familiar default cell reference system with column letters and row
numbers to the R1C1 system, where both the cell’s row and column are numbered.

1. If Excel isn’t running, launch the program. Open the Exercise7-1.xlsx workbook file
in your Chap?7 folder in the Excel 2007 Workbook folder.

This file contains a copy of the 2008 Production Schedule table without any
formulas.

2. Position the cell cursor in cell K3 and click the AutoSum button on the Ribbon’s
Home tab to create a SUM formula that totals the Part 100s scheduled to be pro-
duced over the nine-month period from April to December in row 3. Then, click
the Enter button on the Formula bar.

AutoSum enters the following master formula in cell K3:
=SUM (B3 :J3)

3. Use the Fill handle on the cell cursor to copy this formula down column K to the
cell range K4:K7.

Excel copies the original formula plus its formatting to the empty cells down the
column, automatically adjusting the row reference in each formula copy.

4. Position the white-cross mouse pointer on the Fill handle of the cell cursor and
then, when the AutoFill Options drop-down button appears, click it. Select the Fill
Without Formatting item at the bottom of the drop-down list that appears.

Selecting the Fill Without Formatting option restores the border along the top edge
of cell K7 that Excel took out when copying the formatting from cell K3 to this
range. Now, take a moment to examine the copies you made of the original SUM
formula in cell K3 by using the arrow keys to move the cell cursor through each
cell: K4, K5, K6, and K7. Note how the row number changes in each copy made
down the cells in column K.

To help you understand what Excel is really doing when you make copies of a for-
mula containing relative cell references down the rows of a column, turn on the
R1C1 Reference system. In this system, both the rows and columns 