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WORKING WITH A WORKBOOK

Create a Workbook
To create a new Workbook:

=  (Click the Microsoft Office Toolbar
= (Click New
= Choose Blank Document

C R

Recent Documents
uf'.'—' .h
Warkout =
Training Meeds Analysis Wl

] 5
‘ 2
—' 3 M183328 e
4 Test Book =
Save
C PayCalendar e
(!

Save A5 B

J Cpen

o
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“"‘I'J Erint v

o

ﬂ Prapare #
g sene

Publish ®

Close

] Excel Options | | X Exit Excel |

If you want to create a new document from a template, explore the templates and choose
one that fits your needs.
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Save a Workbook

When you save a workbook, you have two choices: Save or Save As.
To save a document:

= (Click the Microsoft Office Button
=  (Click Save

D New Recent Documents
1 Workout =
L’} Qpen 2 Training Meeds Analysls =
3 018332 =
=
=

H G 4 Test Book
"\.: PayCalendar
ﬁ Save Az #

Send 4
g Publish >
|_T Clase
[ 23 Excel Options || X Exit Excel '
Wilmington University Page 2

bdd



You may need to use the Save As feature when you need to save a workbook under a
different name or to save it for earlier versions of Excel. Remember that older versions of
Excel will not be able to open an Excel 2007 worksheet unless you save it as an Excel 97-
2003 Format. To use the Save As feature:

Click the Microsoft Office Button

Click Save As

Type in the name for the Workbook

In the Save as Type box, choose Excel 97-2003 Workbook

Save As [?[x)

Savei: | (L) My Documents v @ @ Xxmm-
'L;bl"frﬂmmt L Angel
Documerds |y ancE) Training Materials
(&} Desktop ) Camtasia Studio
) CTI Decurments
am () Large Graphics
Documerts My "
i?ﬁffﬂ.ﬂh =
- | 2 My Pictures
Hﬁm Bty videos
) Office 2007 Tutosial
2 Snaqlt Cakalog
2 Tachnilogy Trainings
.ﬁauzmu: .w v:
Save 8% bYPE! | Eueal 07-2003 Workbook v-‘_
[Cseve ][ concel |

Open a Workbook
To open an existing workbook:

Click the Microsoft Office Button
Click Open

Browse to the workbook

Click the title of the workbook
Click Open
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n Recent Documents

1 Workout L
2 Traiming Meeds Analysis Ll |l
2 W183328 L
4 Test Book = |
i

PayCalendar =)

_ﬁ Seng »
Fyblish  ®

w
| Chose

[ 2] Exeel Options Hax Exit Exeel ]
Entering Data

There are different ways to enter data in Excel: in an active cell or in the formula bar.
To enter data in an active cell:

= (Click in the cell where you want the data
= Begin typing

A2 (2 X & fl cella
A B C D

Cell A2 data

L T O " B T 6 Y

To enter data into the formula bar

= Click the cell where you would like the data
= Place the cursor in the Formula Bar
= Type in the data
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A2 v(» X « _ftl Entering Data in Formula Bar  lfe—

A B C D E F G H
1
2 Entering Data in Formula Bar
3

Format Worksheet Tab

You can rename a worksheet or change the color of the tabs to meet your needs.
To rename a worksheet:

Open the sheet to be renamed

Click the Format button on the Home tab
Click Rename sheet

Type in a new name

Press Enter

J=lInsert - X - W =
3 Delete - || (B3]~ d
pv Sort & Fir
[EFormat~| | 27 Filter~ Sel

Cell 5ize

[ Row Height...
AutoFit Row Height
= Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide »
Organize Sheets
Bename Sheet -off——
Move or Copy Sheet...
Tab Color 4
Protection
&)y | Protect Sheet...
(2| Lock Cell

®F  Format Cells...

To change the color of a worksheet tab:

= Open the sheet to be renamed
= Click the Format button on the Home tab
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=  (Click Tab Color
= (Click the color

. }l EJE :' ;j""lﬂ.'l-!‘l't' E E A. L?
(R i A TTCT /id

Conditional Format Cell e Sort & Fim

Formatting = a5 Table = Styles~ || [ ZFormat=) | 04~ Fimer~ sen

& Styles Cell Size |
.
_ ) i : 1L Row Height..,
H | J K AutoFit Row Height

1 Column Width...
AutoFjt Column Width
Default Width...
Visibility
Hide & Unhide k|
Organize Sheets
Rename Sheet
Move or Copy Sheet...
Theme Colors | Tab Color L
B EEEEEN Protection

Ay Protect Sheet...
II.I.II (24| Lock Cell
u l T Format Calls..

Standard Colors
L ] EEEENR

Mo Color

) Mare Colors...

Reposition Worksheets in a Workbook
To move worksheets in a workbook:

= Open the workbook that contains the sheets you want to rearrange

= Click and hold the worksheet tab that will be moved until an arrow appears in the left corner
of the sheet

= Drag the worksheet to the desired location

26

27 &

4 4 » M| Sheetl ~Sheet2 | Sheet3 ¥

Insert and Delete Worksheets
To insert a worksheet

=  Open the workbook
=  (Click the Insert button on the Cells group of the Home tab
= C(Click Insert Sheet

Wilmington University Page 6
bdd



jﬂlnsert:] E - h £
_1“:.

Insert Cells...

m

L. L

= Insert Sheet Rows

& Insert Sheet Columns

Insert Sheet

Dm

To delete a worksheet

= Open the workbook
= (Click the Delete button on the Cells group of the Home tab

= C(Click Delete Sheet
J=Insert ~ = - W
.j"“' Deletej] Ij*

Rl

i B, PR =

o | Delete Cells..,

Delete Sheet Rows

Delete Sheet Columns

i & W

Delete Sheet

Copy and Paste Worksheets:

To copy and paste a worksheet:

= Click the tab of the worksheet to be copied
= Right click and choose Move or Copy
= Choose the desired position of the sheet
=  Click the check box next to Create a Copy
= C(Click OK
Insert...
Delete
Bename
| Move or COpy...
Q,:J View Code
[i)g Protect Sheet...
Tab Colar 4
Hide
Select All Sheets
1et3 - Sheetl | SheetZ 7
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WORKING WITH DATA

Excel allows you to move, copy, and paste cells and cell content through cutting and pasting
and copying and pasting.

Select Data
To select a cell or data to be copied or cut:

=  Click the cell

2-Jun

4-lun
| |

a-Jun

I T T Y O T N T

= (Click and drag the cursor to select many cells in a range

A B C D E F
Widgets Customers Sales Price

2-Jun

4-Jun 2 4 2 5

B-Jun 1

S TN, T N TR R

Select a Row or Column

To select a row or column click on the row or column header.

A B C o E F
1 Widgets Customers Sales Price
2 2-Jun
3 4-Jun 2 4 2 5
4 =lun
5

Copy and Paste

To copy and paste data:
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= Select the cell(s) that you wish to copy
= On the Clipboard group of the Home tab, click Copy

|} ﬁ:
—F'/I Haome
L Ci
Past -
as | ¥
¥ 4
pboard M=
| =

= Select the cell(s) where you would like to copy the data
= On the Clipboard group of the Home tab, click Paste

1 ﬁ 1]
—-’/ Home
& i

Eg]
Paste | E

Cliph-:ua&

| ca ™

Cut and Paste
To cut and paste data:

= Select the cell(s) that you wish to copy
= On the Clipboard group of the Home tab, click Cut

. 237
—-") Home
& G
. eE|
a | F
F
ipboard ™
3

=  Select the cell(s) where you would like to copy the data
= On the Clipboard group of the Home tab, click Paste

Undo and Redo
To undo or redo your most recent actions:

= On the Quick Access Toolbar
= Click Undo or Redo
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41

; ..\_'II H ) -

ol

|
_,/ Haome ert
& Calibri
Past -
aste ‘B I U -l
L f —

Auto Fill

The Auto Fill feature fills cell data or series of data in a worksheet into a selected range of
cells. If you want the same data copied into the other cells, you only need to complete one
cell. If you want to have a series of data (for example, days of the week) fill in the first two
cells in the series and then use the auto fill feature. To use the Auto Fill feature:

= Click the Fill Handle
= Drag the Fill Handle to complete the cells

A B C D
Widgets Customers Sales
2-Jun

4-Jun 2I 4!
B-Jun /

L5 T T T

Modifying the Worksheet

Insert Cells, Rows, and Columns
To insert cells, rows, and columns in Excel:

=  Place the cursor in the row below where you want the new row, or in the column to the left of
where you want the new column

=  (Click the Insert button on the Cells group of the Home tab

=  (Click the appropriate choice: Cell, Row, or Column

;'“[nsertq z - }h .
=

g Insert Cells...

+5 | Insert Sheet Rows

EH)

L Insert Sheet Columns

LI, LS

tol  Insert Sheet

Delete Cells, Rows and Columns
To delete cells, rows, and columns:

=  Place the cursor in the cell, row, or column that you want to delete
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= C(Click the Delete button on the Cells group of the Home tab
=  Click the appropriate choice: Cell, Row, or Column

':"ﬂInsert*
?‘Deletej D* ﬂ [ﬁ

I el A

Delete Cells...

Delete Sheet Rows

Delete Sheet Columns

g = W %[

Delete Sheet

Find and Replace
To find data or find and replace data:

Click the Find & Select button on the Editing group of the Home tab
Choose Find or Replace

Complete the Find What text box

Click on Options for more search options

* 3 B o 2

.0 .00 Conditional Format Cell e Sort & Find &
%8 %] Formatting ~ as Table = Styles ~ || £ Format = (| &2~ FiltglF Select ~
] styles Cells Editing

Find and Replace

Find Replace
Find what: | w |
Replace with: | V|
[ Replace Al ] [ Replace ] [ Find all ] L Eind Mexk ] [ Close ]

Go To Command

The Go To command takes you to a specific cell either by cell reference (the Column Letter
and the Row Number) or cell name.

= C(Click the Find & Select button on the Editing group of the Home tab
= C(Click Go To
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= 47 [

Sort & [Find &t

<2~ Filter~ [Select -
_.éﬂ Eind...
| 33 Beplace..
| = | GoTo..
Go To 5pecial...
Farmulas
Comments

Conditional Formatting
Constants
Data Validation

kg | Select Objects

'E]',} Selection Pane...

Spell Check
To check the spelling:

= On the Review tab click the Spelling button

il
—-“} Hame Insert Page Layout Formulas Data Review

Y [ W Ot

i3 5h
Spelling Research Thesaurus Translate Mew Delete Previous MNext
Comment sh

Proofing Comments

SORT AND FILTER

Sorting and Filtering allow you to manipulate data in a worksheet based on given set of
criteria.

Basic Sorts

To execute a basic descending or ascending sort based on one column:

= Highlight the cells that will be sorted
= C(Click the Sort & Filter button on the Home tab
= C(Click the Sort Ascending (A-Z) button or Sort Descending (Z-A) button
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7.

Sort & | Find &
Filter =

Select ~

2!
&l
i)

W=

r

[
b

e

| [EReEe

SortAto Z
SortZto A
Custom Sort...
Filter

Clear

Reapply

Custom Sorts

To sort on the basis of more than one column:

Click the Sort & Filter button on the Home tab
Choose which column you want to sort by first
Click Add Level

Choose the next column you want to sort
Click OK

[ “:’gl Add Level ” }( Delete Level ” 123 Copy Level ” i+ || % || Options... r data has headers
Column Sort On Order
Sort by | vl |'u'a|ues v| |.ﬁ.t02 w
[ QK ] [ Cancel
Filtering
Filtering allows you to display only data that meets certain criteria. To filter:
= Click the column or columns that contain the data you wish to filter
= On the Home tab, click on Sort & Filter
= Click Filter button
=  C(Click the Arrow at the bottom of the first cell Click the Text Filter
= Click the Words you wish to Filter To clear the filter click the Sort & Filter button
Wilmington University Page 13
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FORMATTING WORKSHEET

Click Clear

¥ -
jv
-_2'

Adh

Sort & |Find &
Filter = |Select -

1| |

2 |Monday o

2!

il

SortAto Z
Sort Zto A

Custom Sort...

Filter
Clear

Reapply

Convert Text to Columns

4] sortAtez
£} sotZtoa
Sort by Calar

Text Filters

(Select All)
Friday
Monday
Saturday
Sunday
Thursday
Tuesday
Wednesday

[ QK l [ Cancel

Sometimes you will want to split data in one cell into two or more cells. You can do this
easily by utilizing the Convert Text to Columns Wizard.

Highlight the column in which you wish to split the data
Click the Text to Columns button on the Data tab
Click Delimited if you have a comma or tab separating the data, or click fixed widths to set

the data separation at a specific size.

Wilmington University
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U] Cannections Al T ]7 { Clear % e P =

?.'.lA d SEms
2T Properties y Reapply =1 e
g Refresh - il Sort Filter 7 Textto Remove
tions All == Edit Links J5? Advanced || Columns Duplicates &3
Connections Sort & Filter Data To

Convert Text to Columns Wizard - 5tep 1 of 3

The Text \Wizard has determined that wour data is Fixed Width,

If this is correct, choose Mext, or choose the data type that best describes wour data,
Criginal data bype
Chu:u:use khe File I:';.-'pe that best describes yvour data:

- Characters such as commas or kabs separate each Field,

) Fixed wu:lth - Fields are aligned in columns with spaces between each field,

Preview of selected data:

Z FBnith, John ~
I e, Tom

n ones, Sarah ]
A

||

Next = ][ Finish

Modify Fonts
Modifying fonts in Excel will allow you to emphasize titles and headings. To modify a font:

= Select the cell or cells that you would like the font applied
= On the Font group on the Home tab, choose the font type, size, bold, italics, underline, or

color
H9- :
Home Insert Page Layout For
& Calibori 11 | A AT
Paste
dsie
- J
Clipboard = Font ]
Al - fe | smitt
A B C
1 [Smith 1 sohn
2 |Lee Tom
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Format Cells Dialog Box

In Excel, you can also apply specific formatting to a cell. To apply formatting to a cell or
group of cells:

= Select the cell or cells that will have the formatting
= (Click the Dialog Box arrow on the Alignment group of the Home tab

]
I ==l (= . 11:1 ﬁ:i'
A [ = =I|§’f | = General < jﬂ
!l | [=1 = EIIEE -E§| RN T A | ||“'ag -°g| Conditional Format
= =E=E|EE= L Formatting ~ as Table ~ &
(F] Alignment IF] Mumber IF] Styles

| Fank Border Fill Protection

Text alignment Orientakion

Horizontal: + .

|General hd | +
Yertical: |D ¥

|Bnttnm b |

Lo e |

Text control .

[] wrap text Degrees

[ shrink ta fit
[ Merge cells

Right-to-left

Text direction:

[ Ok ][ Canicel ]

There are several tabs on this dialog box that allow you to modify properties of the cell or
cells.

Number: Allows for the display of different humber types and decimal places

Alignment: Allows for the horizontal and vertical alignment of text, wrap text, shrink text,
merge cells and the direction of the text.

Font: Allows for control of font, font style, size, color, and additional features

Border: Border styles and colors

Fill: Cell fill colors and styles

Add Borders and Colors to Cells

Borders and colors can be added to cells manually or through the use of styles. To add
borders manually:

Wilmington University Page 16
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=  Click the Borders drop down menu on the Font group of the Home tab
= Choose the appropriate border

Home Inzert Page Layout Formulas Data

‘*_5 Calibri S - A AT | | A
j B I U-~|i=idv-A-|FF®REE
d & Fy Borders
Al - & Bottom Border
A T I - | Tog Border
it lu [5 | Lett Border
_.-n. || Right Border
es 51: Ho Border
| BH AllBorders
| B oOutside Barders
| E] Ihick Box Border

Bottom Double Border

Thick Bottom Border
Top and Bottom Border
Top and Thick Bottom Border

F1ETETT

Top and Doyble Bottom Eorder

{
g
?

Draw Border

Draw Border Grid

Erase Border

Lime Calor K

Lime Style k

KOSR

|_.

Maore Borders...

To apply colors manually:

= Click the Fill drop down menu on the Font group of the Home tab
= Choose the appropriate color

Hame Insert Page Layout Formulas Data

=¥

||;'_—

% Caiibr 11 - A AT
¢ || (&) 2HA] |

rd = Font Theme Colors
H EEEEER

B3 ~Q

= I"IIIIII
. |
185 I Standard Colors

AN EENEER
Mo Fill

18) | More Colors...
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To apply borders and colors using styles:

= (Click Cell Styles on the Home tab
= Choose a style or click New Cell Style

S Insert ~ x - :
| S cenem e E Rl g
= C iﬂ F C ket 'a ‘ Sort & Find &
- - ] anditional ormat all . ant ind
i | o ’ % o)W Formatting = a5 Table = Styles = H:Jr'“”""“ ~ | 27 Filter~ Select-

j Good, Bad and MNeutral -

[ Mormal ] Bad Good Meutral

Data and Model

|| Caleulation m Explanatory ... |Input Linked Cel Note

| Titles and Headings

: HEHdinE 1 Heading 2 Heading 3 Heading 4 Title Total
| Themed Cell Styles

| 20% - Accentl  20% - Accent2  20% - Accent3  20%- Accentd  20% - AccentS  20% - Accentt

| 40% - Accentl = 40% - Accent?  40%- Accent3 |40%- Accentd  40% - Accent5  40% - Accents

[ooxccenss | 0% Accents

| Mumber Format

=i

: Comma Comma [0] Currency Currency [0] Percent -

| =1 Hew Cell Seyle...
éﬁ kderge Styles...

Change Column Width and Row Height
To change the width of a column or the height of a row:

=  Click the Format button on the Cells group of the Home tab
= Manually adjust the height and width by clicking Row Height or Column Width
= To use AutoFit click AutoFit Row Height or AutoFit Column Width
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Salnsert~ | E - W '='
u
-

j‘“ Delete -
— Sort & Fir
[l Format | | (2~ Filter~ Sel

Cell Size
[ Row Height...
AutoFit Row Height
3 Column Width..,
AutoFit Column Width
Default Width...
Visibility

Hide & Unhide »
Organize Sheets

Rename Sheet

Move or Copy Sheet...

Tab Color
Protection
&)y Protect Sheet...
5| Lock Cell
& Format Cells...

Hide or Unhide Rows or Columns

To hide or unhide rows or columns:

Select the row or column you wish to hide or unhide
= Click the Format button on the Cells group of the Home tab

= (Click Hide & Unhide

Page 19
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5 Ingert ~ E - &

Igj -:ﬂ-ﬂ -‘(‘ F* Delete - | (3] zj, }

tienal Format Cell 1= 1 Sort & Firn
ting = a5 Table = Shyles - || | 2lFormat=| ./~ Figer~ Selt
Styles : Cell Size !
| :|_ Row Height...
| J ,!:_'. AutoFit Row Height |
|.| T Column Width...
AutoFit Column Width
Deefault Width.,
Visibility
Hide Rows | Hide & Unhide ¥
Hide Calumnsg Organize Sheets
Hide Sheet Bename Sheet
Unhide Rows Mave or Copy Sheet...
Unhide Cojumns Iab Color b

Protection
af)  Protect Sheet...
&) Lock Cell

3T Format Cells...

Merge Cells

To merge cells select the cells you want to merge and click the Merge & Center button on
the Alignment group of the Home tab. The four choices for merging cells are:

Merge & Center: Combines the cells and centers the contents in the new, larger cell
Merge Across: Combines the cells across columns without centering data

Merge Cells: Combines the cells in a range without centering

Unmerge Cells: Splits the cell that has been merged

(|3~ | =¢ General

|| €= 5| @q [$ - % ||

Alignment =a{ Merge & Center
;—EI Merge Across
Merge Cells
D E i Merg
i | Unmerge Cells

Align Cell Contents

To align cell contents, click the cell or cells you want to align and click on the options within
the Alignment group on the Home tab. There are several options for alignment of cell
contents:

Top Align: Aligns text to the top of the cell
Middle Align: Aligns text between the top and bottom of the cell
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Bottom Align: Aligns text to the bottom of the cell

Align Text Left: Aligns text to the left of the cell

Center: Centers the text from left to right in the cell

Align Text Right: Aligns text to the right of the cell

Decrease Indent: Decreases the indent between the left border and the text
Increase Indent: Increase the indent between the left border and the text
Orientation: Rotate the text diagonally or vertically

| |

-

]
1
il
i
ik
feh Wl

Alignment [=

CUSTOMIZE PAGE LAYOUT

Split a Worksheet

You can split a worksheet into multiple resizable panes for easier viewing of parts of a
worksheet. To split a worksheet:

= Select any cell in center of the worksheet you want to split
= (Click the Split button on the View tab
= Notice the split in the screen, you can manipulate each part separately

View Developer Add-Ins

| ] E‘J 25 New Window -] Split
L o = Arrange All — Hide
m 100% Zoomto

Selection =BL

Zoom Wind
Freeze Rows and Columns

You can select a particular portion of a worksheet to stay static while you work on other
parts of the sheet. This is accomplished through the Freeze Rows and Columns Function.
To Freeze a row or column:

Click the Freeze Panes button on the View tab

Either select a section to be frozen or click the defaults of top row or left column
To unfreeze, click the Freeze Panes button

Click Unfreeze

Wilmington University Page 21
bdd



View Developer

| 2,

m 100% Zoomto

i Mew Window [ Split 13
E Arrange All

Add-Ins

—
—Hide Al H gﬁ

Selection

[[;E Freeze Panes *] 1 Unhide

Save Switch
4 | Workspace Windows

Zoom

=
i -
=

Hide Worksheets

To hide a worksheet:

Freeze Panes

Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).

Freeze Top Row

Keep the top row visible while scrolling through
the rest of the worksheet.

Freeze First Column

Keep the first column visible while scralling
through the rest of the worksheet,

= Select the tab of the sheet you wish to hide

= Right-click on the tab
= (Click Hide

Insert...
Delete
Eename
Move ar Copy...
Qi] Wiew Code
(i3 Protect Sheet..

Tab Colar 3
—p Hide
Select All Sheets
sheet2 | Sh
To unhide a worksheet: Insert...
Delete
= Right-click on any worksheet tab Bename

=  (Click Unhide
=  Choose the worksheet to unhide

Wilmington University
bdd

Maove or Copy...

View Code

B 4

Protect Sheet...
Tab Color
Hide

Unhide...

Select All Sheets

aetl ] Sheet
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PAGE PROPERTIES AND PRINTING

Set Print Titles

The print titles function allows you to repeat the column and row headings at the beginning
of each new page to make reading a multiple page sheet easier to read when printed. To
Print Titles:

= (Click the Page Layout tab on the Ribbon
= Click the Print Titles button
= In the Print Titles section, click the box to select the rows/columns to be repeated
= Select the row or column
= (Click the Select Row/Column Button
= (Click OK
Page Layout Formulas Data Review View Developer Add-Ins
Byy 5 3 =2l =] Width: | Automatic - | Gridlines | F
{ . il £ .
=) IJ Al -‘:":j j i || Height: Automatic = |V View
15 Qrientation  Size  Print saks Badkground Print . _
= - Aray /’» Titles ] Scale: o0 Print
Page Setup u Scale to Fit . Sheet Opti
- £ | Page Setup
C D -
Page | Margns = Header/Footer || Sheet
Prirk area:
Pririt titles

Biowss bo repeat at bop:
Colurnneg to repaat at beft:

Prink
[ ridines Comments: | (None) v

S ﬁ:;me Cell ervors a5: | desplayed b
¥

[ Row and colurrn headings
Page onder

() pown, then over
) Cryer, then down

Create a Header or Footer

To create a header or footer:

= C(Click the Header & Footer button on the Insert tab
=  This will display the Header & Footer Design Tools Tab
= To switch between the Header and Footer, click the Go to Header or Go to Footer button
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Header & Foater
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Hame Insert
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Page Layout Formulas Diats

File File
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Header & Footer Elements
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o Humber of Pages Date Time Hame

Review

Bookl - Microsoft Excel

Viewr
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Sheet Picture Format

Header & Footer Tools
Developer Add-Ing Design
=[ Different First Page ¥ Scale with Document
L
a0 Gofto Different Odd & Even Pages ¥ Align with Page Marging
Header Footer
Havigation Options

Al

- in f

To insert text, enter the text in the header or

footer

To enter preprogrammed data such as page numbers, date, time, file name or sheet name,

click the appropriate button

To change the location of data, click the desired cell

@I ] T ] T | T T UE] T ] T T ] U] T ] T g T 1 T T 1 T
£ B [ D E F G H |
[ Header
L 6/27/2007 11:31 AM
i I
oz
= 3
L4
5
Set Page Margins
To set the page margins:
= (Click the Margins button on the Page Layout tab
= Select one of the give choices, or
iert | Page Layout | Formulas Data
ENERERS
=
Margins| Crientation  Size Print Breaks Bz
- - - Area - -
= Mormal
Top: 0.75" Bottom: 0,757
Left: 0.7 Right: 0.7"
f Header: 0.3 Footer: 0.37
—  Wide
Tap: 1 Bottom: 17
Left: 1" Right: 1"
f Header: 0,57 Footer: 0.57
— Marrow
Top: 0.75" Bottom: 0,757
Left: 0.25" Right: 0.25"
Header: 0.3" Footer: 0.37
Custom Margins...
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= (Click Custom Margins
= Complete the boxes to set margins
= Click Ok

Page Setup

Page || Margns | | HeaderiFouter | Sheet

Left:

Cenber on pags

] Horigont sty
[ werticsty

2IX
Top: e gder:
0.75 3 0.3 5
Bight:
0.7 =
Bothonm: Foaber
0ors |5 0.3 |
prrk... | | Prinkpraview | | opliors... |
) (oo ]

Change Page Orientation

To change the page orientation from portrait to landscape:

=  (Click the Orientation button on the Page Layout tab

=  Choose Portrait or Landscape

[nsert

5

Margins

Page Layout

Faorm

=:I Portrait

— Landscape
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Set Page Breaks

You can manually set up page breaks in a worksheet for ease of reading when the sheet is
printed. To set a page break:

= (Click the Breaks button on the Page Layout tab
= (Click Insert Page Break

Data Review View

;*ﬂﬂj—:jl

. |Breaks |Background Print
[~ = Titles

P Insert Page Break

=L+ 0

—

Eemove Page Break

Nl

Reset All Page Breaks

Print a Range

There may be times when you only want to print a portion of a worksheet. This is easily
done through the Print Range function. To print a range:

= Select the area to be printed
=  (Click the Print Area button on the Page Layout tab

= (Click Select Print Area
Jﬁa ’ _==J
| —

Print |EBreaks Background
Area ™ i

& SetPrint Area t

Clear Print Area

CHARTS

Charts allow you to present information contained in the worksheet in a graphic format.
Excel offers many types of charts including: Column, Line, Pie, Bar, Area, Scatter and
more. To view the charts available click the Insert Tab on the Ribbon.

Create a Chart
To create a chart:

= Select the cells that contain the data you want to use in the chart
= Click the Insert tab on the Ribbon
= Click the type of Chart you want to create
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[l T Bookl - Microsoft Excel

Insert Page Layout Formulas Data Review View Developer Ad
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Picture Clip Shapes Smartart | Column  Line Pie Bar Area  Scatter Other
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Ilustrations Charts ]

Modify a Chart
Once you have created a chart you can do several things to modify the chart.
To move the chart:

= C(Click the Chart and Drag it another location on the same worksheet, or
= Click the Move Chart button on the Design tab
= Choose the desired location (either a new sheet or a current sheet in the workbook)

Chart Tools - 2 X
Design Layout Farmat @ -
i
. . _ Move
= Chart
Chart Styles Location

To change the data included in the chart:

= Click the Chart
= C(Click the Select Data button on the Design tab

Wilmington University
bdd

Page 27



|’i?1\‘. " B e ki -1 ' Chart Too
ol

= Home  Insen Page Layout  Formulas Data Review  View Developer Add-Ins Design
ol | |
M s I .
Select Data § ?
a2 - ( ) .ﬁ. B LEC dalda Source [_l_ﬁl
A — Chart data range:  EENCEIITTEREIIE]
r
2 'Manday - i
i-z| Swatch Row fColumn
3 !Tuesda-.r l 3] [‘J — ]
4 'Wednesday & | Legend Entries (Series) Horizontal (Category) Axis Labels
Ll
5 iThursday 6 [ a IT Feat | Kemove | ¢ ¢ | | ja,lj
(] 1
] :Frld.w 31, : § o
7 Saturday 4 Tuesday
& !sunday 5
9 \Monday 3] ;_:“m
10 fTuesday 4 .
11 iWednesday 63 Friday s
g ursday 1 | [ racden and Empty Cels | [ ok || caes |
13 iFriday 2

To reverse which data are displayed in the rows and columns:

Click the Chart
Click the Switch Row/Column button on the Design tab

ﬂl:!. = AR

i Home Insert Page Layout
- m B
_| Change Save As witch select
Chart Type Template | Row/Column  Data
Type Data
o
| Chart 4 - fe |

To modify the labels and titles:

Click the Chart
On the Layout tab, click the Chart Title or the Data Labels button
Change the Title and click Enter

bdd

ilas Data Review View Developer Add-Ins Design Layout
I'ﬂ—| Mq rlrh—| —| j| 3 —| I'I—| IJ | Chart wWall
| L = | | | ll_r. l ’I'|a|1 Floor
Chart  Axis Legend Data Data Axes  Gridlines Plot . )
Title = Titles = = Labels = Table = 7 = Area~ [/ 3-D Rotation
Labels Axes Background
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Chart Tools

The Chart Tools appear on the Ribbon when you click on the chart. The tools are located on
three tabs: Design, Layout, and Format.

Within the Design tab you can control the chart type, layout, styles, and location.

|/cl_.ll - )5 Bookl - Microsoft Excel Chart Tools -
- =
Home Irsert Page Layaut Farmiilas Data Review  View Develaper Add-ns Design Layaut Farmat [LFII
~ 1 =] - = IF - -
TIEERRE | |
Changs | Save &g Switen  Seleet || |-WAET) I M@ T0 | | I [ | Mave
Chart Type Template  Row/Column Data = ! T Chart
Type Data Chart Layguts Chart Styles Location
Within the Layout tab you can control inserting pictures, shapes and text boxes, labels,
axes, background, and analysis.
i 9 - s Bookl - Microsoft Excel Chart Toals - =
Hame  Insent Page Layaut Formiilas Data siew  View Develaper Add-Ins Design Layout Farmat w - =
Chart Ares - | I I -'-.r | hart Wal | A | Lirg 3
Wy Format Selection }d J | Chart Flog == :
d ?wturt ihﬂﬂn Text Chart  Axis Legend Data Data fues  Gridlines Prot Tren dh": Froperties
&5 Reset to Match Style - Box Title = Ttles+ = Labels = Table~ - - Area~ Ratatiar _I Error Bars = -
Current Selection Insent Labiels Axgs Background Anabysis

Within the Format tab you can modify shape styles, word styles and size of the chart.

i ¥ - s Bookl - Microsoft Excel Chart Tools -
—-j Hame Ingert Page Layout Formulas Data Rewiew View Dewelaper Add-Ins Design Layout Farmat L
Chart Area ¥ 5% Shape Fill = - & Brinig to Front = [ Align ~ 16 -
':E,Falmathlm:nn E - D’Shape Outline = A A * || S Send to Back ' Loy .-_ ’
hﬂ Reset to Match Skyle T it Shape Effects = - ":-_'; Lelection Pane '_* Batate by :

Current Selédion Shape Stylés Wordar Styles F

* Afrange Size

Copy a Chart to Word

= Select the chart
= (Click Copy on the Home tab
=  Go to the Word document where you want the chart located

= (Click Paste on the Home tab

.I_=l
=y
5
-]
&

Clfpboard M=
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GRAPHICS

Adding a Picture
To add a picture:

Click the Insert tab

Click the Picture button

Browse to the picture from your files

Click the name of the picture

Click Insert

To move the graphic, click it and drag it to where you want it

Imsert m Formulas Data Review View Developer Add-Ins

ME DD ke @ A D4 J

Ficture Clip Shapes Smartart  Column  Line Pie Bar  Area Scatter Other | Hyperlink Text Header WordArt Signature
Art - v v . b - - Charts = Box & Foober - Line =

lustrations Charts T Lirtks Text

Look in: ) Sample Pictures v @-3 Xo3a-

Lk i

i Sunset Waber Hiss Wiriter

Fas of bype: | ol prctures -

Todks = [ et - | conce |

Adding Clip Art
To add Clip Art:

Click the Insert tab

Click the Clip Art button

Search for the clip art using the search Clip Art dialog box
Click the clip art

To move the graphic, click it and drag it to where you want it
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Editing Pictures and Clip Art

When you add a graphic to the worksheet, an additional tab appears on the Ribbon. The
Format tab allows you to format the pictures and graphics. This tab has four groups:

Adjust: Controls the picture brightness, contrast, and colors

Picture Style: Allows you to place a frame or border around the picture and add effects
Arrange: Controls the alignment and rotation of the picture

Size: Cropping and size of graphic

(O d9-™ : : Picture Tools
d
Hame Insert Page Layout Formulas Data Rewiew WView Deweloper Adddni | Format
& Brightness ~ :_{ Compress Pictures —_ — — Pr— e J? Picture Shape = # Bring to Front = - i },J 198

(J Contrast = Fj Change Picture .‘ d ‘ i ‘ .d > E Picture Barder = 2, Send to Back ﬁ' . .
| — L ed | — rep =

dag Recolor = g Reset Picture % o Picture Efects = || &, Selection Pane Sk Sl

Adgust Picture Styles fa Arrange Size

Adding Shapes
To add Shape:

=  C(Click the Insert tab
=  Click the Shapes button
= Click the shape you choose

Wilmington University Page 31
bdd



= (Click the Worksheet

Layout Formulas Data Review

[P g ke

= Drag the cursor to expand the Shape

To format the shapes:

= (Click the Shape
= (Click the Format tab
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Adding SmartArt

SmartArt is a feature in Office 2007 that allows you to choose from a variety of graphics,
including flow charts, lists, cycles, and processes. To add SmartArt:

= C(Click the Insert tab
=  (Click the SmartArt button
=  Click the SmartArt you choose

Choose a Smarthrt Graphlc [ ? X
= :
a | F= -
= oust ==| HE oams
G o - e | HH
¥ Cyde
N - III ED e 2
a5, Hierarchy
. =
ﬂ H
£ Mawix
. Bagic Block List
s Pyramid

Use to show non-sequential or grouped
blodks of informaton. Maamizes both
harizontal and vertical desplay space for
shapes.

(i3

= Select the Smart Art
= Drag it to the desired location in the worksheet

To format the SmartArt:

= Select the SmartArt
= (Click either the Design or the Format tab
= Click the SmartArt to add text and pictures.

@ Hd9-0- = Bookl - Microsoft Excel Smartart Toals | -~

Home Insert Fage Layout Formulas Data Review Wiew Developer Add-Ins _' Design Farmat e -
== Add Basllet «# Promate -- .. . - .
' J = Right to Left | & Demote -- | o — - - - =
Add 3 - -- _ Chang: - - _ Feset
Shape = &5 Layout = I Text Pane * || Colors~ | Graphic
Create Graphic Layouts Senartart Styles Reset
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CALCULATIONS

Excel Formulas

A formula is a set of mathematical instructions that can be used in Excel to perform
calculations. Formals are started in the formula box with an = sign.

Proofing Comme

COUNT ~(» X« ﬁ:|=| 4
A B C D E F

1
2
3

There are many elements to and excel formula.

References: The cell or range of cells that you want to use in your calculation
Operators: Symbols (+, -, *, /, etc.) that specify the calculation to be performed
Constants: Numbers or text values that do not change

Functions: Predefined formulas in Excel

To create a basic formula in Excel:

= Select the cell for the formula
= Type = (the equal sign) and the formula
= (Click Enter

COUNT - (2 X & f| =(f1:13)|
A B C D E F
—(F1:13)

| s pa

Calculate with Functions

A function is a built in formula in Excel. A function has a name and arguments (the
mathematical function) in parentheses. Common functions in Excel:

Sum: Adds all cells in the argument

Average: Calculates the average of the cells in the argument

Min: Finds the minimum value

Max: Finds the maximum value

Count: Finds the number of cells that contain a numerical value within a range of the
argument

Wilmington University Page 34
bdd



To calculate a function:

Click the cell where you want the function applied
Click the Insert Function button

Choose the function

Click OK

il
—-j Home Insert Page Layout Formulas Data Re

f % AutoSum ~ ﬁ.? Logical = [_l Lookup & Reference =

- Recently Used = [A Text ~ [{® Math & Trig ~
Insert S . - ) i :
Function [ﬁi} Financial ~ EEE' Date & Time = [[ﬁ_j Mare Functions =
Function Library
A2 - £ |
A B C D E F

=  Complete the Number 1 box with the first cell in the range that you want calculated
=  Complete the Number 2 box with the last cell in the range that you want calculated

Function Arguments

TYPE

Yalue ||

Returns an integer representing the data type of a value: number = 1; text = 2; logical value
= 4; error value = 16; array = 64,

¥alue canbe any value.

Formula result =

Help on Ehis Funckion I l ’ Cancel

Function Library

The function library is a large group of functions on the Formula Tab of the Ribbon. These
functions include:

AutoSum: Easily calculates the sum of a range

Recently Used: All recently used functions

Financial: Accrued interest, cash flow return rates and additional financial functions
Logical: And, If, True, False, etc.

Text: Text based functions

Date & Time: Functions calculated on date and time

Math & Trig: Mathematical Functions
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Relative, Absolute and Mixed References

Calling cells by just their column and row labels (such as "Al1") is called relative
referencing. When a formula contains relative referencing and it is copied from one cell to
another, Excel does not create an exact copy of the formula. It will change cell addresses
relative to the row and column they are moved to. For example, if a simple addition formula
in cell C1 "=(A1+B1)" is copied to cell C2, the formula would change to "=(A2+B2)" to
reflect the new row. To prevent this change, cells must be called by absolute referencing
and this is accomplished by placing dollar signs "$" within the cell addresses in the formula.
Continuing the previous example, the formula in cell C1 would read "=($A$1+$B$1)" if the
value of cell C2 should be the sum of cells A1 and B1. Both the column and row of both cells
are absolute and will not change when copied. Mixed referencing can also be used where
only the row OR column fixed. For example, in the formula "=(A$1+$B2)", the row of cell
Al is fixed and the column of cell B2 is fixed.

Linking Worksheets

You may want to use the value from a cell in another worksheet within the same workbook
in a formula. For example, the value of cell Al in the current worksheet and cell A2 in the
second worksheet can be added using the format "sheetnamel!celladdress". The formula for
this example would be "=A1+Sheet2!A2" where the value of cell Al in the current
worksheet is added to the value of cell A2 in the worksheet hamed "Sheet2".

Wilmington University Page 36
bdd



