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| ntroduction to Microsoft Excel 2000

Welcome to Microsoft Excel 2000. This program is designed to make your number
crunching needs easy to accomplish. Let’'s see how thisis done.

Screen Layout
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At the very top of the screen isthe Title Bar. If the
Title Bar is colored, it designates the active
window. On theleft side of thetitle bar isthe
Excel icon. Double Clicking on the Excel 1con will
exit the program. On the right side of the title bar
IS the minimize button, the maximize or restore
button, and the “X” Exit button.
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Menu

Toolbars

Formula Bar

<croll Bars

The second line is the menu. Use the mouse to
click on the option desired, or ALT key plusthe
underlined character of the option for keyboard
access to the menu.

The next two lines are toolbars. Excel provides 16
different toolbars, although you'll normally display
only two or three at any one time. Microsoft’s
“factory settings’ display only the Standard and
Formatting toolbars.

Y ou can display any available toolbar by opposite
mouse-clicking on any toolbar displayed on your
screen and selecting the toolbar from the drop-
down menu that appears.

Placing the mouse pointer on the icon brings up a
word description of what the icon does. The
Toolbars provide a quicker access to functions
normally found in the menu, maybe buried under
severa selections.

Y ou can select or unselect Toolbars by choosing
View, Toolbar, or by clicking on the toolbar with
the opposite mouse button and unselecting, or
selecting from the list.

Displays the contents of the selected cell in the
worksheet. Y ou can edit the contents of a cell from
the formula bar.

The Scroll Bars alow quick movement both
Verticaly (on the right side of the document
window, and Horizontally (at the bottom of the
document window). To the left of the horizontal
scroll bars, are the worksheet pages, and to their
left is the icons to move between worksheets.
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Satus Bar

The bar at the bottom of the screen displays
information about a selected command or an
operation in progress.
- When acommand is selected, the left side of the
status bar briefly describes the command.
The left side of the status bar also indicates
operations in progress, such as opening or
saving afile, copying cells, or recording a
macro.
The right side of the status bar shows whether keys
such as CAPS LOCK, SCROLL LOCK, or NUM
LOCK are turned on.
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Using HELP!!

Help is accessed by selecting Help from the menu bar. Thisis done either with
the mouse (point and click) or using the ALT + H key from the keyboard. Once

Help is selected, several options appear in the menu:

| Help
@ Microsoft Excel Help

Shaoww the Office Assistant

F1

[J | = o |

W? what's This?
Cffice an the Web

Shift+F1

Loktus 1-2-3 Help. ..

Cietect and Eepair. ..

About Microsoft Excel

i Microsoft Excel Help

i e AT =L R

Conterts I&nswer Wizard i Inclex |

WMays o get assistance while you work :_i
About changing the font and colors of He
Print & Help topic

et Vizual Basic Help in Microzoft Excel
et Help for the Microsoft Script Editor in
Get information about your prograim and
U=ing the Office Assistant

Using Cther Methods

Technical Support

Troubleshooting Getting Help

g Shortcut Keys

aling and Femoving Microsoft Excel
national Festures

king weith Euro Currency

Eting, Opening, and Saving Files

Ways to get assistance while you work
This topic provides reference information about:

Asking for Help from the Office Assistant

Getting Help from the Help menu
Getting Help from the Office Update Web site
Finding out what's new in Excel 2000

More information

Asking for Help from the Office Assistant

Type a question when yvou have a question about a
Microsoft Office program, you can ask the Office Assistant.
For exarple, to get Help about how to format a chart, type
How do I format a chart? in the Assistant balloon.

Get Help automatically The Assistant automatically
provides Help topics and tips on tasks vou perform as vou
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Microsoft Excel Help (F1)

Contents and Index

What's This?

Microsoft on the Web

Office Assistant provides the ability to search for
specific topics or select from options. Or you can
choose to turn off the Office Assistant and Help
would go to Contents and Index.

The Contents section provides a series of mini
topics from which to choose. The Index shows a
comprehensive list of functions.
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4I:h' |_._.j=” 3. To anter your changes, prs ENTER.
I choces ke ds To cancel your changes, press ESC.
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Point and click at the function you want to know
more about. A comment box will pop up to tell you
about the item.

Addresses to the World Wide Web for Excel

I nformation.
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Lotus 1-2-3 Help Additional Help for Lotus Users.

Help for Lotus 1-2-3 Users EHE
Using 1-2-3 Help:
ool R + rHelp options
1. Choose what Lotus Help should do when i .

| you select a 1-2-3 command:
¥ (%' Dema

| 81 Create a note listing Microsoft Excel Faster I i'_“
3

| instructions. Fress Alt+L.
| b} Demo how to do the command in Microsoft |
| Excel. Press alt+D. | 2lawer I

(2 Select a Lotus 1-2-3 command using the
| UpjDown arrow keys and press Enter,

Close

il

Help

Global, Insert, Delete, Column, Erase, Titles, Window, Status, Page

Detect and Repair Feature of Office 2000 to fix problems found in
trying to work with Excel.

Detect and Repair

'Detect and Repair..." will automatically find and fix errors in this application,

During this process vou may be asked to provide the installation source and/or exit open
applications,

¥ Restore my sharbcuts whils repairing

Cancel I

About Microsoft Excel About Microsoft Excel has information as to the
version of Excel you are using, and additional

system information.
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Worksheet Basics

Whenever you start Microsoft Excel, ablank workbook opens, ready for you to
work. Thisworkbook consists of several worksheets in which you can enter and
edit information. When you start working in Excel, you can either begin working
on the blank workbook that Excel creates, or you can open an existing file.

All new Excel projects start as multi-page books. This makesit easier to create
related worksheets. For instance, if you are taking care of several account
numbers, you can have aworksheet for each account, and a top “consolidation

Creating a Worksheet - Type the following text and numbers. Use TAB
to move from column to column. Use Backspace key if you make a mistake
before pressing enter.

Categories January 1995 February 1995 March 1995
Books 14 20 22

Pencils 30 35 32
Crayolas 4 10 8

Asyou start typing, the text will appear in the active cell and in the Formula
bar. Pressing the Enter key or clicking the checkmark button in the Formula
bar concludes the text entry and places the text in the active cell.

Press TAB to move to the next cell, or use the arrow keys to move down or
across.

If you change your mind before you press enter, you can press the ESC key
or click on the X button in the Formula bar to cancel the entry.

Y ou can type up to 255 characters per cell. It will only display 10 characters
until the cell isresized.

After you have entered text, you can easily increase cell sizes |later or word-
wrap text to accommodate the entries.

Entering and Editing Data

Introduction to Microsoft Excel 2000 Page 7 June 1999
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Entering Data

Changing Column
Width

Display Numbers as

Y ou can enter three types of information in a cell:
Text

Numbers

Formulas

Normally Row 1 isthe column headings. (Example
above = Categories, Jan99, Feb99, Mar99)

Column A istherow labels. (Example above =
Categories, Books, Pencils, Crayolas)

The program will format a cell based on the type of
dataput inthecell. Text isleft justified. Numbers
areright justified. Formulas always begin with the =

(equal sign)

Column A is not large enough to fit the information in
cell Al. To readjust the column width, place the
cursor on the divider line between Column A and B
until the cursor changesto 4 sided arrow.

:E;E:Micmsuﬂ Excel - Jan March 1999 Inventory

J@ File Edit Wiew Insert Format Tools Data Window Help

DHS 2R_RY iBRS v-a- @ = 42

JTimesNewRoman - 14 -|B I HI%EEiﬂi S o
E1 =] =]

A [y B | & | D E FE |

1 |Categori™Jan-99 Feb-99 Mar-99

_2_|Book5 14 20 22

3 |Pencils a0 35 32

| 4 | Crayolas 4 10 g

5

B \: . )

i olumn Divider Line

B

ER

10

Double click the cursor, and the column will readjust
to the width of the largest number of charactersin
column A.

To change the look of the numbers to be currency,
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Dollars

Even the Date

Changed to
Currency!

you need to first highlight the columns and then
change the formatting for the cells.

To highlight, click on the Column letter at the top of
the screen for Column B.
The whole column should be highlighted.

Because we are going to change the formatting for all
three columns (B through D), hold down the mouse
and dide it from B to D on the column letters so all
three columns are highlighted.

Aol Eapel - Jon Hosph TS |iwealo

Emwrwrrmw_mnmww
NEES@RT DB - ar sl A -0,
A s BP0 ERAE BK, BA|EE - Srh.

old down mouse button
and dide across al three
column letters.

Once highlighted, select FORMAT, CELLS, and
make sure the NUMBER tab is selected. Select
Currency, and decide if you want any decimals, or if
you want to use the $ dollar sign.

&&wwwwrmmmm

D FHS @R &R -]
- B W|m|m|m|mruu|m|
a1 “EES Sagk
:#1!3 6, 181.00 | K | T
1 et-;g-'.-rl Jan-20 PPebeas Fab-il!! e e |
T J.nfmr\lﬂ: =
|2 |Backs 4 20
13 |Fencit: 3D a5 L,‘:,,m fuse [
i | Crawalad 4 10 frradbo y
EX T 4 Engesh sk
] ;"EH § Enginh {Carackar)
P shiarbbean)
7] el | :E:n.“:hl'-r:n:nm
S 4 Enghehinied Fnash
. ¥ Franch l’fnmnm_
|5 | Cunwncy fommats wwumd id 3 Zpech (ligeriinas = Fromting
3 Pt o lign decinel ponks 0 & ok,

We had a dight problem with this. The column
headings also changed to currency because the date
(January 99, etc.) is stored as a number. Not a
problem, however. Y ou can go in and change just the
information on Row 1 to display the date correctly.
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First, highlight Row 1 by clicking the #1 in the left
margin.

Then select FORMAT, CELL, NUMBER, and
DATE. Pick the date displayed as the abbreviated
month and last 2 digits of the year.

E Mg i 1wzt = Lo Winah T3 Beserion "HEE
] P E® e [rost Fomes Todk [ W Help ===
DM @Ry & %R - -

| Ariad s s B EO
| &1 :J = Cabegomas -
A | B | C [ ferera
Cetoganlangl o FebEaY -5,
2 | Boclis £14 £20
3 | Pancik £30 35
A | Crangalac 3 L3l1]
5 |
B
2
8
5. Cratw Farraatn chplay ot i bres sarial raanbars mn dete vakue. L Tiss
0| Pioameats b by e b Hine portion,
11
12
13
(T8
% e J_coat |
16

Add the Columns | Now that the spreadsheet is formatted to ook the way
you want, we need to total each column to see how
much was sold in January, February and March.

Place your cursor in cell B5 to create the formulato
total the column.

LTo create the formula, you can go the easy way,
by selecting the Sigmaicon on the toolbar. Thisisa
“wizard” that will anticipate you want to add the
column of numbers above (or to the side if there are
numbers there), and create the =SUM formula for
you. It will aso “box in” the cellsto be added. |If
you agree with this, you smply press Enter.
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Copy the Formulato
the other months

Find the Average
Dollar Sales for
Books

£ Microsoft Excel - Jan March 1999 Inventory

||Ej File Edit Miew Insert Format Tools Data indow Help

Cedi 2Ry 4RSS v o-|@
I.I:l.rld| » 10 - | B F !.I |_——_ E E ._—f-_'j E:;
LM x| ¥ o =| =SUM(BZ:B4)
A | B | ¢ | D | E
1 Categori___:lfﬂ_n_g_g Feb-99 Mar-99
2 [Books | $14) $20 $22
3 |Pencils | $30; $35 $a2
4 Crayolag S £10 £a
5 =5UM
o

Y ou can now take the formula created for January 99
and copy it to the other months. The easy way to do
thisisasfollows:

With the cursor in cell B5 (location of the formula), if
you will look in the lower right corner of this cell, you
will see asmall box. Point your mouse on the box,
and hold down the mouse button as you drag over to
column D. Let go of the mouse and the formula will
copy over.

B Microsoft Excel - Jan March 1999 Inventory

J@ File Edit Yiew Insert Format Tools Data MWindow Help

DEEa SRY FB2EAS - &= A4 Il e

| aisl -0 -BrolEEs=EE|sx, WA EEL
BS =] =| =SUM(BZ:B4)
A | B C | o | E | F | & |
1 | Categori Jan-29 Feb-99 War-99
2 |Books $14 $20 $22
|3 |Pencils $20 $35 $32
|4 | Crayolas 34 $10 $8
5 | g4l
(A
7

To find the average monthly sales for Books, you
need to create another formula. This cannot use the
Sigma icon because you are not just adding.

To create the formula from scratch, move the cursor
to cell E2.
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Savethefile again

In Cell E2, type an equal sign = to let the program
know you are going to create aformula.

The formulafor Average is as follows:

=AVERAGE

The range of cells you now put in will need to be
surrounded by parentheses, so type the first
parentheses.

Y ou now need to give the program the range of cells
to be averaged, and you can either type in these cells
or use the mouse to highlight the cells.

To use the mouse, move the mouse to cell B2, hold it
down and drag to D2. Y ou should see the cell
numbers showing up in the formula. Let go of the
mouse, and type in the end parentheses. Press enter
to calculate the formula.

The formula should look like this:
=AVERAGE(B2:D2)

:E:Hicmsult Excel - Jan March 1393 Inventory

J@ File Edit Wiew Insert Format Tools Data MWindow Help

| aria -0 - Bz U|lSE=EH 8%, WA
E2 =] = | =AVERAGE(B2:02)

| A B i C | D L E T § |

1 Categori Jan-99 Feb-99 har-99

2 |Books $14 $20 $22] 19l

|3 |Pencils £30 £35 $az k

4 | Crayolas $4 £10 %8 \

5 546 §65 5652 (In/

B

=

Comner

To copy the formulato the other two categories, point
your mouse to the small box in the lower right corner
of the cell. Hold down and drag to cell E4.

As often as you remember, savethefile. Thereisa
shortcut for this on the Standard toolbar. Click on the
icon that looks like a diskette and it will update the
file.
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Print the File

First, look at FILE, PRINT PREVIEW and see if this
Is how you want to print thefile.

E Micenzott Ewcel - Jan March 1999 Inventory

o [gm] o ] sew. | ] romvmree] gue | s |

If so, close Print Preview, and select File, Print. But,
if you would like to change the way it prints by
having gridlines showing, you need to make some
changesfirst. So close Print Preview, and select
FILE, PAGE SETUP, SHEET.

To have gridlines, make sure Gridlines is checked. |f
you'd like to see the column headings (A, B, C) and
the row numbers (1, 2, 3) displayed in the printout,
select Row and Column Headings.

Page Setup HE
Page I rMargins I Header/Fooker ShEEL‘ |
Prink area: I j‘.] Brint...
Print kitles - "
Print Preview |
Rows ko repeat at bop: I j‘_!
Opkions. .. |
Columns to repeat at left: I j‘_]
Prink
[ Gridines [ Row and column headings
I Black and white Comrments: I(None) j
[ Draft guality
Page order
¢ Down, then over
" Ower, then down
K I Cancel |

As you can see, you can also change margins and add
a header and/or footer from Page Setup by going to
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the different tabs. Y ou can also use Print Preview to
see how your changes will affect the look of the
spreadshest.

When actually ready to print, choose FILE, PRINT
and get the following Print menu.

Print EE
rPrinker
Hare: |16 HP LaserJet 45ij45it PS v|  Properties... |
Skatus: Idle
Tvpe: HP LaserJet 45i/45iMx PS
Where: WCCIPRINTG O
Zomment: I Print tao File
Prink range —Copies
Lo : =
= Murnber of copies: rﬁa
" Page(s)  Erom: | 5" Tot I 5‘
~Print what
Ll ﬂg ﬁg ¥ Collate
" Selection ™ Entire workbook
%' Active sheet(s)

Preview I QK i Cancel l

Under “Print What” you can print just the active sheet
in which you are working, only what you have
highlighted, or the entire workbook.
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Create
Another
Spreadshee
t — Part-
Time
Student
Payroll

Scenario: You have six student workers who need to be
paid. In addition to calculating the individua paychecks,
you also need to know what your total outlay for Part-time
payroll is, as well as the total number of hours worked. To
accomplish this, we will create aworkbook that will
include each Month’s payroll details, and a summary sheet
to show the total to date for the fiscal year.

Create a new
Workbook

To create a new workbook, select FILE, NEW, and press
Enter.

The new workbook will have 3 worksheets already created.
We need to label the worksheets something other than
“Sheet 1" “ Sheet 27, etc.

Because the first sheet will be the summary sheet for each
month’s grand totals, we need to rename the sheet to say —
Summary for FY 2000 Payroll

To accomplish this, place your mouse on the Sheet 1 tab,
and click the Opposite Mouse Button (right button for right
handed folks, left button for left handed folks). A specid
menu will appear, one item of which is to rename the tab.
Select Rename, and change the name from Sheet 1 to
Summary for FY 2000 Payrall
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— Insert...

W= Delete

22 7 Benames
73 Maovwe ar Copy...
2? Select All Sheets

B Yiew Code
|4« [ Sheet1 TSheetZ 7 Sheets 7

Ready
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Change the Sheet 2 tab to read — September 1999 Payroll.
Change Sheet 2 J =P ied
Tab Because we are going to be changing the formatting
dramatically for the Detail Payroll Sheet, we will be
copying the contents to a new sheet. Sheet 3 will not be
used, so we can go ahead and delete it (opposite mouse
click on Sheet 3, and select Delete from the menu).
SAVE THE FILE — Save the workbook with FILE, SAVE,
and name it FY 2000 Parttime Payroll
Select the Summary sheet tab, and type in label
Create SUmMmary | jnformeation.
Sheet
Cdl Al: Part-Time Payroll for FY 2000
Cdl A3: Month
Cell B3: Hours Worked
Cell C3: Tota Saary
Cell A4: September 1999
o Once thisinformation is typed in, we can use the automatic
Automatic List list to create the rest of the months through August 2000.

1. Make surethe cursor isin the September 1999 cell.

2. There should be a small black box in the lower right
corner of the cell when it is highlighted.

3. Place the cursor on that little black box, hold down
the regular mouse button, and keep it down as you
drag the cursor down the column.

4. You should see atooal tip pop up to let you know
when it reaches August 2000. Let up on the mouse
button, and the list will be automatically completed.

In Cell A17, put the word TOTALS.
Do the
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Housekeeping —
Center Title over
3 Columns, and
Resize the
Columns to fit
data

Center thetitlein cell A1 between the 3 columns on the
screen. First highlight cells Al, B1, and C1, by holding
down the mousein cell A1 and dragging to C1.

P | “ ,,

‘Then select the “Merge and Center” command on
the Standard Toolbar

Readjust the columns to proper size by placing the mouse
on the divider line between column A and B |abels, and
double click to resize. Do the same for B and C, and C and
D.

Column C will be holding Currency, so needs to be

Column formatted to display as currency. Click the letter C on the
Formatting, column heading. The whole column should highlight.
Column Totals, | geyect Format, Cell, Number, Currency.
and SAVE THE
FILE Add the formula to add the column totals, by moving your
cursor to Cell B17 and put in the formula: =SUM (B4:B15)
Use the same cell logic in Cell C17:
=SUM(C4:C15)
Y ou are now finished with this worksheet until you start
copying data from the monthly worksheets.
SAVE THE FILE!! You don’'t want to have to reenter any
of the formatting, so save the file often.
Click the Sheet tab for September 99 Payroll to moveto it.
Create Monthly 1. Create thetitle of the spreadsheet by moving to cell
Payroll Detail A1l and typing: Hourly Payroll — September 1999
Sheet for Type the following Column Headings:
September 1999 Cdl A3 Name

Cdl B3: Hourly Rate
Cell C3: Hours Worked
Cel D3: Sdlary Total

ourLDN

The Students names will be entered starting in Cell A4.
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A4: Ringo Starr

A5: Paul McCartney
A6:. George Harrison
A7: Julian Lennon
A8 Emmitt Smith
A9: Troy Aikman

Hourly Rates are:
B4: $10

B5: $15.45

B6: $10

B7: $3.65

B8: $20

B9: $20

Hours Worked in September are:
C4: 99.5

C5: 102.6

C6: 88.1

C7: 88.3

C8:. 75

C9: 1031

Enter totals as follows:
A1l1: Total Hours Worked
Al12: Tota Salary
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Format the
Columns

Column B needs to be formatted for Currency:

1.

o

© NS

Click the Letter B above the column to highlight the
entire column.

Select FORMAT, CELL, NUMBER, and select
Currency.

Select OK to exit.

Click the letter C above the column to highlight.
Select FORMAT, CELL, NUMBER, Number, and
make sure to change the number of decimalsto 1,
and check to use the comma as the 1000 separator.
Select OK to exit.

Click the letter D above the column to highlight.
Select FORMAT, CELL, NUMBER, Currency.
Select OK to exit.

Create the
Formula to find
their salaries

In Cell D4, create the formulato calculate the salary.
=ROUND(B4* C4)
and press Enter.

1.
2.

3.

Move your cursor back to the cell.

Place the mouse on the small black box in the right
corner of the cell.

Hold down the mouse button, and drag down 5 rows
to cell CO.

The ROUND part of the formulawill make sure the
total is actually what is viewed on the screen.
Otherwise the “stored” number might be 99.46592
instead of the “visual” number of 99.47. The program
will actually use the 99.46592 when adding the column
or calculating unless you use ROUND.

Total the
Columns

The only columns that need to be totals are Columns C and

D

In cell C11, type the following formula
=sum(C4:C9)
In cell C12, type the following formula
=sum(D4:D9)
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Save your work, by pressing the Save icon or going to
SAVETHEFILE | fLE SAVE.

To copy these totals to the Summary sheet,

Copy the totals to 1. First move the cursor to the “Total Hours Worked”

the Summary column (C11). Select EDIT, COPY.

Sheet 2. Move to the Summary worksheet, by clicking the
sheet tab at the bottom of the workshesets.

3. Move cursor to the cell that will hold the totals hours
worked for the month of September (B4).

4. Click inside the cell, and then do an opposite mouse
click to bring up the alternative menu. Select
PASTE SPECIAL.

5. When the screen comes up, select PASTE LINK that
Isin abox in the lower |eft of the Paste Special

dialog screen.
6. You should now seethe Total from the previous
workshest.
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E1 Miciosoft Excel - Y2000 Payroll
J@ Eile Edit Wiew Insert Format Tools Data Window Help

DS2Hs ERY $BEREC v - &= A 23 @

| Arial 0 LB U EEEE %, WA EE
Ch =] =
A B | G [ ) = | o [
(11 ParTime Payol o
2
| 3 [Month Hours Waorked PaSt?,,_,,‘
4| Sepa9 5566 Al " Comments
5| Octog Geg | Formulss ™ Walidation
I MNov-99 " Yalues ¢ all except borders
7| Decoo " Formats ¢ Column widths
8 | Jan00 Operation
(8] Febld ' Mone " Multiply
(10 ar0d " add " Divide
1] Apr00 " Subtract
12| May-00
1 Jun-00
E Julon I skip blanks I Transpose.
% ot Paste Link I ,TI Cancel
17 |TOTALS 1224 6 o2anl
15
19
20
21
| 22 |
3
24
35
_I;_'i:_ﬂ_b_i_b_l ' Summary - FY 2000 Payroll September 1999 Payrall  / October 1999 P |4

Select destination and press EMTER or choose Paste |

Repeat for Total Salary.

1. Go to the September 1999 Payroll worksheet.

2. Movetothe Total for Total Salary (D12) and select
EDIT, COPY.

3. Moveto Summary Worksheet by clicking the sheet
tab at bottom of worksheset.

4. Moveto the cell that will hold the total salary for
September 1999 (C4).

5. Click inside the cell, and then do an opposite mouse
click to bring up the alternative menu. Select
PASTE SPECIAL.

6. When the screen comes up, select PASTE LINK that
Isin abox in the lower |eft of the Paste Special
dialog screen.

7. You should now seethe Total from the previous
workshest.

SAVE THE FILE.
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Create the
October 1999
wor ksheet

Use the same
steps for
November 1999
and each
successive month

To copy the contents of the September 1999 worksheet to
another:

1.

2.
3.

o g A

8.

0.

Point mouse to the Sheet tab at bottom of worksheet
that says September 1999.

Opposite mouse click, and select Move or Copy.
When the quick menu comes up, make sure you put a
check by the “COPY” box.

Y ou want the copy to go after September 1999.
Select OK.

Y ou will see another sheet that will say September
1999 (2).

Y ou will need to rename the (2) copy to October
1999.

Change the title line to show October 1999 instead of
September.

Delete the number of hours worked by the
individuals.

10.Enter in the new data when you know it, and the

salaries will automatically recalculate.

11.Go through the same steps as above in the “ Copy

The Totals to the Summary Sheet” to copy and
“Paste Specia” the totals to the summary.

Y ou can either create al the worksheets at this time, or
wait until the new month begins to copy to the new month
S0 you can include any employee changes or salary
changes.

SAVE OFTEN.
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Ed Microsoft Excel - Fy2000 Payroll Ed Microsoft Excel - Fy2000 Payroll

]@ Eile Edit Miew Insert Format Tools Daka  wWindow ]@ Eile Edit Wiew Insert Format Tools Data Window Help
DEHg ey sand v DEHS SRV BRI .o @ =
| aria 7107|Bzg|§§£ | arial vwv|111g|§§§|$&
A2 =] = 17 =] =]

A E | ¢t [ D A [N g [ D]
i Part-Time Payrall for FY 2000 IE Hourly Payrall - October 1993
2 2 | 1
| 3 |Manth Hours WWorked Total Salary | 3 |Mame Hourly Rate Hours Warked | Salary Total
4 | Sep89 5566 7825 61 | 4 |Ringo Starr $10.00 103.0,  §1,030.00
|5 | Oct-29 BEG | & |Paul McCartney 515.45 140.0  $2,163.00
B | MNow-29 | B |George Harrison 16,45 /500 $1,158.75
| 7| Dec-29 | 7 |Julian Lennon $3.65 100.0 $365.00
|8 | Jan00 | 8 |Ermmitt Smith $20.00 120.0  $2,400.00
| 9| Feb-00 | 9 |Troy Aikman $20.00 130.00  $2500.00
10| Mar00 10
11 Apr00 [ 11 |Totals BE5.0  §9,716.75
12| May-00 12
13| Jun00 13
14 Jul00 14
(15| Auog00 [
i i
17 |TOTALS 1224 6 782561 Il
1 1
19 19
20 |20
21 | 21
7] 72
= =
21 21
E E
oT= oT=
144 [ [#I]" Summary - FY 2000 Payroll / September 19 14 4 » (M September 1999 Payroll ) October 1999 Payroll

Ready Ready

To print the workbook, use FILE, PRINT. When the
menu appears, be sure to select Print entire workbook
to print the Summary and all the months of payroll
detail. If you only want to print one worksheet, be
sure your cursor isin the worksheet to be printed, and
select the Print icon on the standard toolbar.

Printing

If you have some additional information to put in a
Do you want today’s header or footer, you can set it up using FILE, PAGE
date showing on the SETUP. Use the Header or footer to print the name
printout? of the worksheet, the name of the workbook file,
and/or today’ s date. If you are printing several
variations of the file, you may want to include the
print time of day aswell, so you can refer to a specific
printout.
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APPENDIX A

Moving Around in a Worksheet - Selecting Cells

Y ou can select several cells at once by holding down either the Shift or Ctrl key
while you click the mouse. When you select more than one adjacent cell, you
are selecting arange of cells. To select several non-adjacent cells, you simple
click the first cell, hold down CTRL, and click the next cell that you want.

TO SELECT DO

Multiple cells Click thefirst cell in therange. Hold
down Shift and click last cell in the
range.

Non Adjacent Cells Click on first cell to activate it, then
hold down Citrl, and click the next
cell to select only those two cells.

Entire Row Click on arow number

Entire Column Click on column’s letter heading

Range of Cells Click and Drag mouse to highlight

Entire Worksheet Click on empty cédll in top left corner
above Row 1, and to the left of
Column A

TO SELECT DO

Non Adjacent Rows Click on row number, hold down
Ctrl, and click on a different row
number.

Non Adjacent Columns Click on Column letter, hold down
Ctrl, and click on different column
|etter.

Keyboard — select entire row With acell active in the row, press
Shift + spacebar.

Keyboard — select entire column With a cdll active in the column,
press Ctrl + spacebar.

Keyboard — entire worksheet Ctrl + Shift + Spacebar

To extend selections in any direction, hold down the SHIFT key and press the
appropriate arrow key.
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Moving Around in a Cell

TO MOVE PRESS

L eft one cell Left Arrow

Right one cell Right Arrow

Up one cell Up Arrow

Down one cell Down Arrow

Up one screen Page Up

Down one screen Page Down

To thefirst cell in arow that contains data Ctrl + Left Arrow
To thelast cell in arow that contains data Ctrl + Right Arrow
To the start of the worksheet Ctrl + Home

To intersection of last row & column containing data | Ctrl + End

Keyboard Commands
Function Keys

F1

Shift F1
Alt F1

Alt Shift F1

F2

Shift F2
Alt F2

Alt Shift F2

F3

Shift F3

Ctrl F3

Ctrl Shift F3

F4

Shift F4
Ctrl F4
Alt F4

Y ou can use the 12 function keys to access
features.

Display Help or the Office Assistant
What’'s This?

Insert a chart sheet

Insert a new worksheet

Edit the active cdll
Edit acell comment
“Save AS’ command
“Save’ command

Paste a Name into a formula

Paste afunction into aformula

Define aname

Create names by using row and column labels

Repeat the last action

Repeats the last find (Find Next)
Closes the window

Closes Microsoft Excel
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F5
Shift F5
Ctrl F5

F6

Shift F6

Ctrl F6

Ctrl Shift F6

F7
Ctrl F7

F8

Shift F8
Ctrl F8
Alt F8

F9
Shift F9
Ctrl F9

F10
Shift F10
Ctrl F10

F11
Shift F11
Ctrl F11

Alt F11

F12

Shift F12
Ctrl F12

Ctrl Shift F12

GoTo
Display the Find dialog box
Restores window size

Move to the next pane

Move to the previous pane

Move to the next workbook window
Moveto the previous window

Checks spelling
Move command (document Control menu)

Extend a selection

Add to the sdlection

Resi ze the window

Display the Macro dialog box

Calculates all sheetsin all open Workbooks
Calculates the active worksheet
Minimizes the workbook

Make the menu bar active
Display a shortcut menu
Maximize or restore the workbook window

Create a chart

Insert a new worksheet

Insert new Microsoft Excel 4.0 macro Sheet
Display Visual Basic Editor

Save As command
Save command
Open command
Print command

Transition Navigation
Keys

When you choose the Options command from the
Tools menu and select the Transition Navigation
K eys check box on the Transition tab, the
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Navigation Keys

Function Keys

In Data Find Mode

Text-Alignment Prefix
Characters

Keys for Windows 95 /
98/ NT

following keyboard shortcuts are in effect.

Ctrl + Left Arrow L eft one page

Ctrl + Right Arrow  Right one page

Ctrl + Page Up In aworkbook, next sheet

Ctrl + PageDown  In aworkbook, prev. sheet

Tab Right one page

Shift + Tab L eft one page

Home Selects cell in the upper-left
Corner of the sheet

F5 Go To Command

F6 Next window of same workbook

Shift F6 Previous pane of the same window

Left Arrow  Movesto the previous field of the
current record

Right Arrow Moves to the next field of the

current record

Movesto the first record

Moves to the last record

Home
End

‘ (apostrophe) Aligns datain the cell to the left

“ (double quote) Aligns data in the cell to the right
N (caret) Centers datain the cell

\ (backslash)  Repeats characters across the cell

Alt+Tab  Switch to the next program
Alt+Shift+Tab  Switch to Previous Program
Ctrl[+ESC Show the Windows START Menu

Ctrl+W Close the active workbook window
Ctrl+F5  Restore the active workbook window
Ctrl+F6  Switch to next workbook window
Ctrl+Shift+F6  Switch to previous workbook
window
Ctrl+F7  Carry out the MOV E command
Ctrl+F8  Carry out the SIZE command
Ctrl+F9  Minimize the workbook window to an
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Format Data by Using
Shortcut Keys

icon
Ctrl+F10 Maximize or restore the workbook

window

Alt+0 Select the folder list in the Open or
Save as dialog box (arrow keysto
select afolder)

Alt+number (1 isthe leftmost button, 2 isthe

next, and so on) Choose atoolbar
button in the Open or Save Asdialog
box (file menu)

F5 Update the files visible in the Open or
Save As dialog box
Alt+ (* isthe apostrophe) Display the

Style command (format menu)

Ctrl+1 Display the Cells command (format
menu)

Ctrl+Shift+~ Apply the General number
format

Ctrl+Shift+$ Apply the Currency format with
2 decimal places (negative numbers
appear in parenthesis)

Ctrl+Shift+% Apply the Percentage format
with no decimal places

Ctrl+Shift+" Apply the Exponential number
format with two decimal places

Ctrl+Shift+# Apply the Date format with the
day, month, and year

Ctrl+Shift+@ Apply the Time format with the
hour and minute, and indicate A.M. or
P.M.

Ctrl+Shift+! Apply the Number format with
two decimal places, 1000 separator,
and —for negative values

Ctrl+Shift+& Apply the outline border

Ctrl+Shift+_ Remove all borders

Ctrl+B Apply or remove bold formatting
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Work in Cells or the
Formula Bar by using
Shortcut Keys

Ctrl+l Apply or removeitalic formatting
Ctrl+U Apply or remove underline
Ctrl+Shift+( Unhide rows

Ctrl+0 (zero) Hide columns
Ctrl+Shift+) Unhide columns

= (Equal sign)  Start aformula

ESC Cancel an entry in the cell or formula
bar
F2 Edit the active cell

Backspace Edit the active cell and then clear it, or
delete the preceding character in the
active cell asyou edit the cell contents

F3 Paste aname into aformula

Ctrl+F3  Define aname

F9 Calculate al sheetsin all open
workbooks

Shift+F9  Calculate the active worksheet

Alt+= Insert the AutoSum formula

Ctrl+; Enter the date

Ctrl+Shift+: Enter the time

Ctrl+K Enter a hyperlink

ENTER  Completeacdl entry

Ctrl+Shift+* Copy the value from the cell
above the active cell into the cell or
the formula bar

Ctrl+ (‘ isthe singleleft quotation mark)
Alternate between displaying cell
values and displaying cell formulas

Ctrl+ (* isthe apostrophe) Copy aformula
from the cell above the active cell into
the cell or the formula bar

Ctrl+Shift+Enter Enter aformulaas an array
formula

Ctrl+A Display for Formula Palette after you
type avalid function namein a
formula
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Ctrl+Shift+A Insert the argument names and
parentheses for a function, after you
type avalid function namein a
formula

Alt+Down Arrow Display the AutoComplete list

Enter Data by Using ENTER  Complete acell entry

Shortcut Keys ESC Cancel acdl entry

F4 or Ctrl+Y Repeat the last action

Alt+Enter Start anew linein the same cell

Backspace Delete the character to the left of the
insertion point, or delete the selection

Delete Delete the character to the right of the
insertion point, or delete the selection

Ctrl+DeleteDelete text to the end of theline

Arrow Keys Move one character up, down,
left or right

HOME Move to the beginning of the line

Shift+F2  Edit acell comment

Ctr1+Shift+F3  Create names from row and
column labels

Ctrl+D Fill down

Ctrl+R Fill to the right

Ctrl+Enter Fill the selected cell range with the
current entry

Enter Complete a cell entry and move down
in the selection

Shift+Enter Complete a cell entry and move up in
the selection

Tab Complete a cell entry and move to the

right in the selection
Shift+Tab Complete acell entry and move to the
left in the selection

Using Page Setup Change the Look of the Worksheet

Introduction to Microsoft Excel 2000 Page 31 June 1999
University of North Texas Computing Center HelpDesk Support Services




Page Setup Use the Page Set_up command Iocate_d on the File
menu to get the right look for your printout.

Page | Change Page orientation, size, and scaling.

Page Setup E

Margins I Header/Fooker I Sheet I

2 Brirt:... I
e

L
ﬁ'Porl;ralt r'l;andscape Print Preswview I

Scaling Options, ., |

& adjust oy (100 =

" Fit to: ll 5‘ pagels) wide by !1 E‘ Eall

% normal size

Paper size: |Letter ﬂ
[ |

Print quality: IE'DD dpi

First page number: i.ﬂutn

oK | Zancel l

Margins | Change margins for the entire page, for headers
and footer locations, and centering horizontally or
vertically on the page.

Page Setup EE
Page i Header/Fooker I Sheet I
Top: Header: Print...
= N (= |
Print Preswview I
Opkions, .. |
Left: Right:

iD.?S 5‘ iD.?S E‘

Eoktom: Fooker:

[t = jos =

Zenker on page

™ Horizontally [ wertically

oK | Zancel

Header/Footers | Create Headers and Footers.
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Page Setup

Page I Margins ~ HeaderfFooter | Sheet I

Brint. .. i
Print Preview i

Header: -
l g :_I Options. .. I

Cuskom Header ... Custom Foater, .. '

Foaoter:

Page 1

Page 1 of 7

Sheetl

UMT Camputing Center Confidential, 6/25/99, Page 1

Bookl fac

o4 l Cancel I

Sheet | Set up printing options, such as printing row titles
and column titles, using gridlines, and page order

to print when there are more columns than will fit
on the page.

Page Setup

Page I Margins I Header|Fooker

Print area: I j‘_j Erink. .. i
Prink titles : "
Print Preview i
2

Rows to repeat at top: I

Colurnns ko repeat at left: I jﬂ e
Prink

[ Gridines [ Row and column headings

I Black and whit= Comments: I(Nnne) :_l

[ Draft quality

Page order

£+ Down, then over
£ Crver, bhen down

o4 l Cancel
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Different Ways to Save a Workbook

Saving the Workbook | Save the file with the name “ Jan-March 1999 Inventory” by
selecting FILE, SAVE, and typing the file name. Type up to
| File Edit Wew Ins=rt Farmat| 255 charactersin afile name. Press Enter or select OK.

| O mew... Chri+h

(= Open... crio| T - 1>

Close | Save in: |_| My Documents LI 4= | s e Rl + Tools =

Carel User Files

g My Pickures
%aMames Birthdates
0ld Excel Documents

i & save Chrl+5
Save As...
i Save as Web Page, ..

Save Workspace. ..

reseryations
timekeepers

Web Page Preview

Page Sefup...
I Print Area
| @ Print Prewview
_ & Print... Chrl+P

File name: IJan March 1992 Inventory

H Save I
Canicel i

Lef L]

Send To

Properties

Save as bype! IMicrosoFt Excel Workbook

1 Jan March 1999 Inventory

Exit

[ I

File, Save | FILE, SAVE is used the first time you save thefile, and
anytime you want to save al the changes you are making.
The Ctrl+S keyboard shortcut is a convenient way to
save without visiting the File menu.

File, Save As| FILE, SAVE ASis used when you want to save the
existing file, but with a different name or file TY PE.
To change the file Type, click the icon after Save As
Type: to see the different types. These include Lotus,
dBase, MS-DOS text, Quattro Pro, Excel 4, 3,2, 1
version, etc. When saved as MS-DOS text, itisin
ASCII format and can be read by any package.
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Save as Web Page

Use this procedure to put a worksheet on a Web page so
that others can interact with the data. Y ou can aso put a
worksheet on a Web page so that others can only view
the data.

Before you save or publish data on a Web page, save
your workbook as an .xIsfile so that you have aversion
you can modify if you want to later change your Web

page.

Click the worksheet you want to put on a Web page.

1.
2.
3.

On the File menu, click Save as Web Page.
Click Publish.

Make sure that [tems on sheethame is selected in
the Choose box and Sheet All contents of
sheetname is selected in the list.

Under Viewing options, select the Add
inter activity with check box, and click the type of
functionality you want for your worksheet.

To add atitle to the published worksheet, click
Change, type the title you want, and click OK.

In the File name box, click Browse, and locate
the drive, folder, Web folder, Web server, or FTP
location where you want to save or publish your
Web page.

If you want to view the Web page in your browser
after you publish it, select the Open published
Web pagein browser check box.

Click Publish.

If you select aworksheet that contains a chart and
publish it with interactive functionality, the chart
will not be included on the Web page. To put an
interactive chart on a Web page, you must save it
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separately.

Some formatting and features of your worksheet
are not retained when you save it as aWeb page.

After you save your worksheet as a Web page,
you can't open and modify the .htm filein
Microsoft Excel without losing formatting and
functionality. Use Microsoft FrontPage 2000 or
data access page Design view in Microsoft Access
2000 to modify the Web page.

Save Workspace | You can save a group of workbooks in a customized
workspace. Y ou can open a group of workbooks in one
step by creating aworkspace file. A workspace file saves
information about all open workbooks, such as their
locations, window sizes, and screen positions.

When you open aworkspace file by using the Open
command (File menu), Microsoft Excel opens each
workbook saved in the workspace. The workspace file
does not contain the workbooks themselves, and you
must continue to save changes you make to the individual
workbooks.

1. Open the workbooks you want to open as a group.

2. Size and position the workbook windows as you
want them to appear the next time you use the
workbooks.

3. Onthe File menu, click Save Workspace.

4. Inthe File name box, enter aname for the
workspace file.

Tip To open the workbooks each time you start
Microsoft Excel, save the workspace file in the XL Start
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folder in your Excel folder. Save only the workspace file,
not the workbook files, in the XL Start folder.

File Names | Type a name for your document in the File Name: box,
then simply click the Save button.

Names can be up to 255 characters including spaces.

Print Options

Print i
~Primter
Msie: ]@ HP LaserJet 45i/45iM% PS | Properties... I
Status: Idle
Tvpe: HP LaserJet 45if45ik% PS
Where: PCCUPRINTG 0
Comment: [~ | Print ko file
Prink range —Zopies
“ al - - Murbet of copies: rﬁ%
¢ Page(s) From: I _—,j To: I :;j
~Print what
rink wha Ijgl Ijil Ve ollate
£~ Seleckion £~ Entire workbook
¥ Ackive shest(s)

Prewview I | K I Zancel I

Printing a Wor ksheet Printing is handled through the File menu.
Select File, Print, OK.

To Preview on the screen before printing:
Select File, Print Preview. When finished
previewing, select CLOSE
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Changing the Format of Cells, Rows, Columns, Sheets

Formatting the Cell To change the appearance of the information in the
cell, use FORMAT, CELL (or press Ctrl-1). You
then have severa subgroups to choose from. The
first oneis Number, then Alignment, Font, Border,
Petterns, and Protection.

Format, Cell, Number | Choose from the categories shown to display the
numbersin the cell (or range of cells).

Format Cells EHE I
Murmber I Aligriment l Fank I Border I Patterns I F‘ru:uteu:tiu:unl
Zategory: ~Sample-

General i | |
Currency Decimal places: I2 5‘
Accounting

Date

Time [T Use 1000 Separator £,
F‘erce-:ntage Megative numbers:

Fraction

Scientific -
Texk 1234.10

Special (1234.10)

Custorm Bl Jiizz4ao H

Mumber is used For general display of numbers, Currency and Accounting
offer specialized Formatting For monetary value,

Each different category will have check-off
information. The Number category above needs to
know how many decimal places, and if you want to
use the comma as the 1000 separator. Choose from
the list how you want negative numbers displayed.

The currency category would need to know if you
want to use the dollar sign, and how to handle
negatives etc.
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Format, Cell, Alignment | Choose from the types shown for Horizontal
alignment, vertical alignment, and Orientation. You
can also choose Text Control to wrap text within the
cell.

FomatCols ——  @H|
Mumber .ﬁ.hgnment Fonmt I Eorder | Patterns | Frokection I
Text alignment ~Orientation
Horizontal: Indent: [+ .
iGeneraI ;I IU ii £
T :
Yertical; S Text —
iBl:uttl:um ;I >I:< _.
*
.
Text conkral m Degrees
H \Wirap text
I Shrink ko Fit
[ Merge cells
K i Cancel |
The default alignment is general which aligns text to
the left, numbers to the right, and centers logical and
error values.
Thisis also where you would choose to wrap text
within acell, and to merge cells together.
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Format, Cell, Font

Format, Cell, Border

Format, Cell, Patterns

Select the font, the style of the font, the size, whether

or not to use underlines and underline style, color,
any special effects.

Format Cells

rumber | alignment

Eont: Fant styvle: Size
ITimes MNew Roman !Regular |14
10 -
Terminal 11 e
12
-
LIndetline; Color:
IN:::ne :_i I Automatic j | Mormal font
Effects o Preview
[ Strikethrough
[~ | Superscript }‘LHBDCC‘E}’ZZ
[ Subscript

This is a TrueType Font. The same Fonk will be used on bath your prinker
and waur screen.

i B3

o |

Cancel

How do you want the border to look, on which sides
do you want a border, do you want a different color?

Format Cells B E l

| Patkerns | Protection I

Murnber I Alignrnent i Fonk

Presets -Line—
-------- ;.an.i-rz ‘s_tl:flle:
RaEmaEn E..-I..-E Mone
one Qutline Imsids |
Border
- T | ;
jieat | Color:
i | | ::!:.EJ =l AN

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

diagram or the buttons above,

Changes the pattern and pattern color of a selected

I Automatic ™ I

Introduction to Microsoft Excel 2000
University of North Texas

Page 40

Computing Center

HelpDesk Support Services

June 1999




cell.
Format Cells B I

mumber I Alignment I Font I Border  Patterns IF‘r-:uteu:tiu:un!

Zell shading
Colar:

et sesssn e
i

i Mo Color {

EEEEEEEN
HEEERNEEMN
EOOEOENE

RO EOENRC
EEEER n
— —  [Hample 1
EERCOCRERC
| 8 BEEEE B B § |

Pattern: Iﬁ _ |
Format, Cell, Protection | You can select for the cell to be locked, but it will
have no effect unless the worksheet is protected
using Tools, Protection, Protect Sheet.

Format Cells ﬂ I

v Locked
[~ 'Hidden

Locking cells ar hiding farmulas has no effect unless the
warksheet is protected, To protect the worksheet, choose
Protection From the Taols menu, and then choose Prokect
Sheet, & passwaord is optional,
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Format, Row

Format Column

Purpose is to adjust row height, and hide or unhide
rows.

arch 1933 Inventory

Format Tools Daka Window Help

Cells... Crl+1 L.. R 21 =l | Wl 4% 100%
|_mow » HECECU Iy
S0 +.0 | = t.—'—| i
Column 3 SukaFit
Sheet k Hide |
Unhide _ - |
futaFarmat. ..

Conditional Formakting. ..
Y ou need to select only one cell inarow to
change the height for the entire row.

To change the height of all rows in a workshest,
select the entire worksheet.

Double-click the bottom border of the row
heading to adjust the row height for the best fit.
The commands on the submenu are not available
If the sheet is protected.

The Row Height can be a number from O to 409
representing the row height in points. If set to O, the
row is hidden.

The AutoFit command returns each row in the
selection to the standard height within the row. The
standard height for arow varies according to font
size.

Adjusts column width, and hides or unhides columns.

- You need to select only one cell in acolumnto
change the width of the entire column.
To change the width of all columnsina
worksheet, select the entire worksheet.
Double-click the right border of the column
heading to quickly adjust the column width for the
best fit.
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Format Sheet

Format, AutoFor mat

The commands on the submenu are not available
iIf the sheet is protected.

-f;a':j'Hicmsuft Excel - Jan March 1999 Inventory

J@ File Edit “ew Insert | Formak Tools Data Window Help

D@ HS SEE s i+l Lo @ = A& 8]
.3 1
ITimes Mews Roman - 1 G R t g0
3 wdn.
E1.ﬂ. l—'j = Sheet 3 AutoFit Selection -
Hide -
1 |Categori Jan-9g  AutoFarmat... i
Conditional Formatting. .. =
2 |Books 14 - . : Standard Width.. .
L= : ¥ !
3 |Pencils a0 553] 5%

Width Command - Displays the Column Width
dialog box. You can enter a number from O through
255 in the Column Width box. This number
represents the number of characters that can be
displayed in a cell using the standard font.

AutoFit Selection - Sets the column to the minimum
width necessary to display the contents of the
selected cells. If you change the cell contents later,
you must fit the selection again.

Allows you to rename the sheets in aworkbook, hide

or unhide them from view.
3E:Micmsuft Excel - Jan March 1993 Inventory

]@j File Edit ‘iew lnsert!Fgrmat Tools Data ‘Window Help

DEeHsS &8 B des. SN IR N A 1|
[ 3 [re—
ITimes Mew Foman oo1q  Bw | $ % 5, '
Column k
El Iﬂ Rename
i | B Hide i
1 |Categori Jan-9¢  AufoFormat. . (e
Conditional Formatting. .. i
2 |Books 14 Background...
Stwle. .. T
||_\,—..-..-.:I.—. 1

AutoFormat has a series of existing codes ready to
be applied to your data sheet. First select the portion
of the sheet, or the entire sheet to be affected by the
codes, then choose FORMAT, AUTOFORMAT and
select of the list provided. Additional options alow
you to turn on or off certain factions, like changing
the font, the patterns, etc.
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Conditional Formatting

Pl W eiscr sy Bmos] = Jan s JTES | veerloy
[3p EE Won et Fomer Tuk Do Wrdoe Heb

D SLY (bl oo @E & 83 Mo - EL
TwateaForan =4 2B 05 U EEREDE 8K , WS (L - M4
&1 =] ® Calagonia:
T e PO ] | &l
LCBI[:_{J.\]“ HFEE F‘“’E e Jan_ Feb Mw 1-.m|3 Ton Fee e Terar || = E
T v E TR 13

| 2 | Bodics L ol | ol IR | [
ipﬂ'ﬂfl;- a0 25 s 8 7 a oiflleam]| 8 7w 24 ]
i Crth 4 1ﬂ Taisl Fal 18 1 [-1] Tofal 1 18 21 E piiars....
BN =arph Clasee: |
fi

| ria v il
7 Enant ¥ L] 1% k] 1
] Wasd E a4 7 W7 & 4 7 1
] Gsmh 0 T B W Hes
1 T 7 5o oiml_x1_18 2
" Chamc 2 Ol
12
13 : 5 Teea || Jan Fab Hw Toiel
- SAABARLE] CRECER

: = 1 1
15 Sodh A F B M -.:.:. BT a3
Bl GRUTIUF NG 00 |Tod ¥ 379 94 53 a0
:: AnEetig 3 Benounte 2 | =

Highlight data that meets conditions you
specify

To highlight formula results or other cell vaues that
you want to monitor, you can identify the cells by
applying conditiona formats.

For example, suppose acell contains aformula that
calculates the variance between forecast sales and
actual sales. Microsoft Excel can apply green
shading to the cell if the sales exceed forecast and
red shading if salesfall short. If the value of the cell
changes and no longer meets the specified condition,
Microsoft Excel temporarily suppresses the formats
highlighting that condition.

E Mrnnalt Dbl - 1k Wimsch 1508 |ivsisiong

H] B Gl e fest Fared Tock Gmin Wedew b _ @ =
DM SR oWl g ° 8§l =3,
a O S (A BB % & ic B -
E1 - =
S T e I U.I_|E F. o § W 1 [ de K L <
ﬂ-ial-?g-:\ﬂ Jen-99 Feb-Ied har-58 |
2| Braks o T 1
3 |Perxils 30 jEMEEEnd
~ [ 3 [T T — = Y [ Al
5: W‘ﬁ":‘:"l— | Mo Famai Set | Bt :l
B i
=
m| @ A 3o j nunhj O Cancal |
]

Conditiona formats remain applied to the cells until
you remove them, even though none of the
conditions are met and the specified cell formats are
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not displayed.

Format, Styles A style can be applied to a cell, range of cells, or the
entire selected worksheet by choosing the
combination of formats you want and assigning them
aname. You can redefine a style by changing the
formatting characteristics. Cells formatted with the
style are automatically updated to reflect the new

formats.
Style I
Style name: -
Skyle includes
[V mumber eneral

¥ alignment General, Boktkam Aligned
[v ot Arial 10
¥ Border Mo Borders

¥ Patterns Ma Shading

¥ Protection  Locked

The types of formats you can include in astyle are
number, font, alignment, border, patterns, and
protection.

If you select Modify, the Format Cells dialog box is
displayed so you can select the formats you want to
usein astyle.

Alt +* (Apostrophe) activates the Style box.
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Miscellaneous Commands

Deleting Text

Undo

Press Backspace key immediately after typing
character.

Select character or text, and press Delete.

Use Edit, Delete to bring up the Delete dialog box.

If you delete an entire row or column, rows or
columns are shifted to fill the space.

If you select less than an entire row or column, a
dialog box appears asking whether to shift the
surrounding cells up or to the left, or to delete the
entire column or row.

A worksheet formula containing areference to a
deleted cell displays the #REF! value.

If you press Shift + click Delete button, it
functions the same as the Insert button.

If you press Shift+click Delete Column button, it
functions the same as the Insert Column button.

If you press Shift + click Delete Row button, it
functions the same as the Insert Row button.

To remove the contents (formulas and data),
formats, notes, or al three from selected cells, but
not the cells themselves, use the CLEAR
command.

There are three ways to Undo.
1. Edit, Undo reverses your last action. Choose

Edit, Undo again to reverse the action before that,
and so on.

. If you press Ctrl + Z repeatedly, it will reverse

previous actions.

. The Undo toolbar button and its associated drop-

down list menu let you undo multiple actionsin
sequence.
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The exact name of the Undo choice on the Edit menu
changes as you work. It remembers which steps you
last took, and so can sometimes say Undo Typing,
Undo the cut., etc. Can’'t Undo appears on the Edit
menu if you cannot undo the previous action.

Immediately after you undo an action, this command
changes to Redo.

Shortcut Key: Ctrl + Z
Alt + Backspace

Redo Use the Redo command to undo an Undo. To redo
your last action only, choose Edit, Redo.

Replacing Text Combine the steps of deleting unwanted text,
positioning the insertion point, and inserting
replacement text.

1. Highlight the unwanted text.
2. Start typing.

The old text disappears, and the new text snakes
across the screen as you type.
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APPENDIX B

Worksheet Formulas and Functions

Worksheet formulas are tools used in cells to calcul ate results.

How Formulas Calculate | A formulais an equation that analyzes dataon a
Values worksheet. Formulas perform operations such as
addition, multiplication, and comparison on

worksheet values; they can a'so combine values.

The formula will aways begin with the equal sign
(=). Assoon asthe equal sign isrecognized by the
program, the formula bar will allow you to look at

the formula wizard.
Fd Microsoft Excel - Jan March 1399 Inventory

J@j File Edit Wew Insert Format Tools Data window Help

IDedsS| &R T8 @3§|.f;-:?._,Jﬂ_>"_L§J_?:_|_L&_
L s /1 1== muaBar
| S !vl * Jl:l =AVERAGE(B3:D3)
=l _|
AYERAGE —
I 50N ——0,35,32¢
Max P 333335333

arithrmetic mean) of its arguments, which can be numbers or names,
SIM
SUMIF that contain numbers.

mberl,numberz, ... are 1 bo 30 numeric arguments For which wou want
FHT e average,
STDEV o | concel |
More Funckions. .. esult =32 33333333 Sl

ieal

Formulas can refer to other cells on the same
worksheet, cells on other sheets in the same
workbook, or cells on sheets in other workbooks.
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EZ Microsoft Excel - Jan March 1999 Inventory

I@ File Edit “iew Insert Format Tools Data Window Help == x]
DEdisshy|inRy oo @ sl |l@som 0.
| Al 10 .| B FU|IE=E=H 8%, @8E= 5 9A,
SLM |=] % ¥ =| =AVERAGE(B2:02) ACTUAL FORMULA

A | B | ¢ | o | E | F | & | H | I | J | K | L 3
[l Categori Jan-98 Feb-98 Mar-99 Average
ﬂBooks 14 20 22|=ORMU[_;! ¢ Formula Results
| 3 |Pencils a0 a5 32 3233333
|4 |Crayolas 4 10 8 7333333
=) 48
[

The following example finds the average number of
books sold each month.

=—average(B2:D2)

Totals the range of cells starting in B2 and ending in
D2, and averages the total by the number of cells.

If you wanted to add these numbers you would
change the formulato read:

=sum(B2:D2)

would add the contents of the three cells.

=max(B2:D2)
would find the cell with the highest value and return
that value.

Formulas can definitely get more complicated than
this, for example:

=(B2+25)/SUM(B4:D4)

= denotes aformula

B2 isacedll reference

+ isthe Addition Operator

25 IsaNumeric Constant

/ isaDivision Operator

SUM(B4:D4) isaWorksheet Function

B4:D4 isaRange Reference
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Formula Syntax Formulas calculate values in a specific order that is
known as the syntax. The syntax of the formula
describes the process of the calculation.

A formulain Microsoft Excel begins with an equal
sign (=), followed by what the formula cal cul ates.
For example, the following formula subtracts 1 from
5. The result of the formulais then displayed in the
cell.

=5-1

Calculation Operatorsin | Operators specify the type of calculation that you
Formulas want to perform on the elements of aformula.
Microsoft Excel includes four different types of
calculation operators: arithmetic, comparison, text,
and reference.

Arithmetic Operators Arithmetic operators perform basic mathematical
operations such as addition, subtraction, or
multiplication; combine numbers; and produce
numeric results.

Arithmetic
oper ator Meaning Example
+ (plus sign) Addition 3+3
— (minus sign) Subtraction 31
Negation -1

* (asterisk) Multiplication 3*3
/ (forward dlash)  Division 3/3

% (percent sign)  Percent 20%

N (caret) Exponentiation ~ 3"2

(the same as 3*3)
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Comparison Operators | Comparison operators compare two values and then
produce the logical value TRUE or FALSE.

Comparison

oper ator Meaning Example
= (equal sign) Equalto  Al=Bl
> (greater than sign) Greater than A1>B1

< (lessthan sign) Lessthan Al<Bl1

>= (greater than or equal to sign)

Greater than or equal to A1>=B1
<= (less than or equal to sign)

L ess than or equal to Al<=B1
<> (not equal tosign)  Not equal to A1<>B1

Text Operator The text operator "&" combines one or more text
values to produce a single piece of text.
Text operator & (ampersand)

Meaning Connects, or concatenates, two

values to produce one continuous text value
Example "North"&"wind" produce "Northwind"

Reference Operators Reference operators combine ranges of cells for
calculations.
Reference Operator
: (colon)
Meaning: Range operator, which produces one
reference to all the cells between two references,
including the two references, Ex: B5:B15
, (comma)
Meaning: Union operator, which combines multiple
references into one reference, Ex:
SUM(B5:B15,D5:D15)

(single space)
Meaning: |ntersection operator, which produces
one reference to cells common to two references,
Ex: SUM(B5:B15 A7:D7)
In this example, cell B7 is common to both ranges.
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Using Cell and Range
References

A reference identifies acell or arange of cellson a
worksheet and tells Microsoft Excel where to look
for the values or data you want to use in aformula

With references, you can use data contained in
different parts of a worksheet in one formula or use
the value from one cell in several formulas.

Y ou can also refer to cells on other sheetsin the
same workbook, to other workbooks, and to datain
other programs. Referencesto cellsin other
workbooks are called external references.
References to data in other programs are called
remote references.

By default, Microsoft Excel usesthe Al reference
style, which labels columns with letters (A through
IV, for atotal of 256 columns) and labels rows with
numbers (1 through 65,536).

To refer to acell, enter the column letter followed by
the row number. For example, D50 refers to the cell
at the intersection of column D and row 50. To refer
to arange of cells, enter the reference for the cell in
the upper-left corner of the range, acolon (), and
then the reference to the cell in the lower-right corner
of the range. The following are examples of
references.

Torefer to Use
The céll in column A and row 10 Al10

The range of cellsin column A and

rows 10 through 20 Al10:A20
The range of cellsin row 15 and
columns B through E B15:E15
All céllsinrow 5 55
All céllsin rows 5 through 10 5:10
All cdlsin column H H:H
All cédlsin columns H through JH:J
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Overview of Error
Values

Depending on the task you want to performin
Microsoft Excel, you can use either relative cell

r efer ences, which are references to cellsrelative to
the position of the formula (D11), or absolute
refer ences ($D$11), which are cell references that
always refer to cellsin a specific location.

Y ou can use the labels of columns and rowson a
worksheet to refer to the cells within those columns
and rows, or you can create descriptive namesto
represent cells, ranges of cells, formulas, or
constant values.

Microsoft Excel displays an error value in a cell

when the formulafor that cell cannot be calculated

properly. If aformulaincludes areference to a cell

that contains an error value, that formula also

produces an error value (unless you are using the

specia worksheet functions |ISERR, ISERROR, or

ISNA, which look for error values). You may have

to trace the references back through a series of cells

to discover the source of the error.

Error Value Meaning

A Not an error — the column is too small.
Need to resize the column.

#DIV/O! The formulais trying to divide by zero.

#N/A No valueisavailable. Usualy, you
enter this value directly into worksheet
cells that will eventually contain data
that is not yet available. Formulas
referring to those cells will return #N/A
instead of calculating avalue.

#NAME? Excel does not recognize a name used
in the formula.

#NULL! Y ou specified an intersection of two
areas that do not intersect.
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#REF! Theformularefersto acell that is not

valid.
#VALUE! Anargument or operand is of the
wrong type.
Using the Formula When you create aformulathat contains a function,
Palette the Formula Pal ette helps you enter worksheet

functions.

Asyou enter afunction into the formula, the Formula
Pal ette displays the name of the function, each of its
arguments, a description of the function and each
argument, the current result of the function, and the
current result of the entire formula. To display the
Formula Palette, click the = (equa sign) Edit
Formula in the formula bar.

Y ou can use the Formula Palette to edit functionsin
formulas. Select a cell that contains aformula, and
then click Edit Formula (=) to display the Formula
Palette. The first function in the formula and each of
its arguments are displayed in the palette. Y ou can
edit the first function or edit another function in the
same formula by clicking in the formula bar
anywhere within the function.
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Using Functionsto
Calculate Values

Using the Formula
Palette to Enter and Edit
Formulas

Functions are predefined formulas that perform
calculations by using specific values, called
arguments, in a particular order, caled the syntax.

For example, the SUM function adds values or
ranges of cells, and the PMT function calculates the
loan payments based on an interest rate, the length of
the loan, and the principal amount of the loan.

Arguments can be numbers, text, logical values such
as TRUE or FALSE, arrays, error values such as
#N/A, or cell references. The argument you
designate must produce a valid value for that
argument. Arguments can also be constants,
formulas, or other functions.

=SUM(A10,B5:B10,50,37)

The syntax of afunction begins with the function
name, followed by an opening parenthesis, the
arguments for the function separated by commas, and
aclosing parenthesis. If the function starts aformula,
type an equal sign (=) before the function name.
Asyou create aformulathat contains a function, the
Formula Palette will assist you .

When you create aformulathat contains a function,
the Formula Pal ette helps you enter worksheet
functions. As you enter afunction into the formula,
the Formula Pal ette displays the name of the

function, each of its arguments, a description of the
function and each argument, the current result of the
function, and the current result of the entire formula.
To display the Formula Palette, click = in the formula
bar. An aternative way to start the Formula Palette,
from the Insert Menu, choose Function.
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Types of Arguments

Y ou can use the Formula Palette to edit functionsin
formulas. Select a cell that contains aformula, and
then click = to display the Formula Palette. The first
function in the formula and each of its arguments are
displayed in the palette. Y ou can edit the first
function or edit another function in the same formula
by clicking in the formula bar anywhere within the
function. Worksheet functions are calculation tools
that can be used on worksheets to perform decision-
making, action-taking, and value-returning operations
automatically.

The functions are listed by category, such as
“Financiad”, “Math & Trig”, or “Statistical”. When
you select afunction from the list box, the definition
of the function and of its arguments will
automatically appear for you, as well as the correct
placement of commas and parentheses.

Arguments are the information that a function uses to
produce a new value or perform an action.
Arguments are always located to the right of the
function name and are enclosed in parentheses.

Most arguments are expected to be of a certain data

type.

Arguments to a function can be any of the following:
Numbers - examples are 5.003, 0, 150,266, and -
30.05. Numbers without decimals are called
integers. Numbers are accurate to 15 digits.
Text - Text values used in formulas must be
enclosed in double quotation marks. Text values
can be amaximum of 255 characters long
including quotation marks. A text constant that

contains no charactersiswritten as“” and is
called “empty text.”
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Logical values - Thelogica values are TRUE and
FALSE. Logica arguments can also be
statements that evaluate to TRUE or FALSE.
Error values - Examples of error values are
#DIV/O!, #N/A, #NAME?, #NULL!, #NUM!,
#REF!, and #VALUE!.

References - References can refer to single cells,
ranges, or multiple selections, and can be relative,
absolute, or mixed. Examples are $A$10, A10,
A$10, R1C2, or R[10]C[-10].

Arrays - Arrays allow you to customize how
arguments and functions are entered in cells.
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