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Message from M&E advisor, HIV/AIDS Services Project

The Ministry of Health and Social Welfare (MOHSW), with its support from The Japan International
Cooperation Agency (JICA), has commenced a four-year project entitled “Health Systems Strengthening
for HIV and AIDS Services Project” since October 2010. One of the components of the project is to
strengthen the HIV and AIDS Monitoring and Evaluation (M&E) system through modeling exercises in

Dodoma and Pwani regions.

M&E system of the project is composed of the data feedback and data utilization. Data have to be
returned to the data source with an interpretation after being analyzed and visualized in order for the
people who collect the data to understand the situation of their community. The findings of the data

analysis are expected to be utilized to improve the health services by the health management teams.

Although the concept is quite unique and challenging to all of you, we hope that the knowledge and

skills acquired through this training will be applied to your routine work once you return to your field.

Eventually that all the efforts will come together to improve the health services in your community.

September 2012

TANAKA, Ayuko Dr.PH, MPH, MSc
Epidemiologist/ M&E Advisor
Health Systems Strengthening for HIV and AIDS Services Project



Course Description

The course is made particularly to strengthen the capacity of data analysis and data feedback at

Regional Health Management Teams and Council Health Management Teams by use of MS Excel 2010.

Among a number of HIV/ AIDS related indicators, Score Card Indicators selected by National AIDS

Control Programme will be applied as data. Throughout the course, participants will be guided to the

process to analyze and visualize their data timely and accurately.

Course Objectives

At the end of the course, students should be able to

1)

2)

3)

4)

5)

6)

Maintain IT equipment properly

Comprehend the basic MS Excel functions

Acquire the skills of making tables and charts through MS Excel

Acquire the skills of statistical data analysis through MS Excel

Analyze data by use of Score Card Indicators

Produce data feedback materials for health facilities by use of Score Card indicators



Lesson Plan of Computer Course Programme - Data analysis and Production of feedback materials
DAUDI MLAULE AND JUMA HANZURUNI for Basic & Intermediate

Tutor:

Objectives: The students will be introduced to concepts of Information Technology and be able to start, use, shutdown and maintain the computer

properly, be able to work in spreadsheets, formatting and laying out data and carry out statistical and mathematical calculations to a level
matching to their needs and abilities, and be able to make feedback material based on above mention skills and knowledge

Day Topic Teacher Activity Learner Activity Resources
Day1 1.PC General instruction and Proper Maintenance Exercises on PC General instruction and Proper Maintenance Physical parts of computer
Information Technology concepts. (.g.HDD, RAM, CPU,
Case, and Motherboard
Hardware Management to Improve System performance. etc)
s Introduction to Computer and its parts including Keyboard and Mouse, how they work and maintain them.
B Whiteboard
g Starting, restarting, hibernating, standby and shutting down the computer, adjustment. :
§ Folder & fle management (creating, copying , renaming, moving, erasing, restoring and search). Digital Projector
3 Data storage & backup (HD, external HD, USB memory flash etc.). ) .
] . Practical exercises
] Managing User Accounts.
bt Creating, Changing account type, setting and removing passwords, Erasing accounts. Definition and Application of AntiVirus. Color Printer & printing
o
8 2.Introduction to spreadsheet program (MS Excel ver. 2010/ Windows 7) "What is MS Excel? " paper
g <Managing Workbook> Creating, Saving, copying, renaming, moving, erasing workbooks. Exercises on Managing Workbook
é <Managing Worksheet> Creating/inserting, copying, renaming, moving, erasing worksheets and tab color worksheets. Exercises on Managing Worksheet
3’ Screen structure ( tite-bar, menu-bar, row number, column number, scroll-bar, clip board, status-bar, formula bar, cell and active cell, mouse pointer, name box,
o question box, worksheet-tab, minimize button, maximize and restore down buton, close button, help button efc.)
Navigating menu using a mouse and keyboard.
Entering, Copying, Cutting, Pasting the data and maintaining them on the worksheet using clip board and short-cut key.
Inserting rows and columns, Adding borders and filling color, Formatting cells and Conditional formatting, if functions and lookup formulas. Exercises and Tests on basic operation of PC and MS Excel
Day2 8 1.Introduction to making "MS Excel Database" and its basic theory. " What is Excel database? " Exercise on how to make a database Whiteboard
=
5 L
% § 2.Introduction to basic formulas (addition, subtraction, division, multiplication, exponentiation, sum, count) Exercises on how to work with basic formula and tabulation How-to manual on Excel
&5 Interactive whiteboard
E _§ 3.Introduction to basic statics values (Mean, Standard error, Median, Mode, Rage, Maximum, Minimum, Standard deviation ) Exercise on creating Excel table by formatting borders and shading and deleting a table
= Digital Projector
»n Q9
= 4.Introduction to tabulation using MS Excel Exercise on formatting and printing a table
g o Additional exercises on
8 2 .
% 2 5.Introduction to making tables in MS Excel and its basic theory. "What is table ? " Exercises and Tests on creating a table using tabulating data covered items
(=)
Day3 1.Introduction to graphing data and its basic theory. "What is graph/chart ? " Exercise on selecting and creating suitable graph/chart based on purpose :rl\(zﬂbﬂrwlz:rhr:r;ﬁ?rt\;; menus
)
§ = Types of graph/chart and concept of each graph/chart e.g. Columns, Bar, XY and others Exercise on formatting and printing graph/chart
_% g 2.Introduction to Data Analysis using MS Excel. "What is data analysis ? " Exercises on how to work with Correlation Coefficient, Scatter chart and Regression formula |Color Printer & printing
& & Analyzing data in MS Excel and explaining what they mean. and Hypothesis testing paper
s S
8 3.Introduction to Correlation Coefficient, Scatter chart and Regression formula and Hypothesis testing e.g. t-test and z-test, Once comfortable carry  |Exercises and Tests on creating graph/chart and how to work with Correlation Coefficient,
out additional tasks supplied by the tutor Scatter chart and Regression formula and Hypothesis testing
Day4 " g 1.Introduction to making presentation format in MS Excel Exercises on producing feedback materials
<D - —
§ E § g Organizing table, graph/chart and description in A4 paper, printing them out as feedback materials
5352
£ E% & € 2Facilitation for producing feedback materials Production of feedback materials using own SCl data
asg
S
Day5 o 1.Facilitation for producing feedback materials Production of feedback materials using own SCl data
55
-;3:, £ Presentation of produced feedback materials
S <
88
o % 2.Suggestion with encouragements on the presented materials Suggestion with encouragements on the presented materials




TIME TABLE

Day Start End Activity/Topic Responsible Person
Day 1 8:00 8:30 {Participants arriving and registration All
8:30 9:00 {Opening Remarks, logistics, Self-Introduction, Training schedule UCC Arusha Branch Manager, NACP/JICA
representative
JICA HIV/AIDS M&E activities and Purpose of the training, Today's target and schedule NACP/JICA representative
9:00 10:30 {PC General instruction and Proper Maintenance Daudi Mlaule and Juma Hanzuruni
Introduction to Computer and its parts including Keyboard and Mouse, how they work and maintain them
- Starting, restarting, hibernating, standby and shutting down the computer, adjustment), Folder & fle management (create, copying , renaming, moving, erasing,
% restoring and search), Data storage & backup (HD, external HD, USB memory fiash), Deskiop management (Taskbar setting, Screen Wallpaper, Screen Saver,
§ Clock adjustment)
L
E Optimizing computer performance by Disk defragmentation, error checking and cleanup
3 10:30 11:00 iTea Break All
] 11:00 13:00 {Managing User Accounts Daudi Mlaule and Juma Hanzuruni
‘é’ Creating, Changing account type, seting and removing passwords, Erasing accounts. Definiion and Application of AntVirus Students/Participants
°§ 13:00 14:00 i{Lunch Break All
§ 14:00 15:30 {Infroduction to spreadsheet program (MS Excel ver. 2010) "Whatis Excel? " Daudi Mlaule and Juma Hanzuruni
‘§ Worksheet and Workbook, Screen structure ( tite-bar, menu-bar, row number, column number, scroll-bar, clip board, status-bar, formula bar, cell and actve cell,
= mouse pointer, name box, question box, worksheet-tab, minimize button, maximize and restore down button, close button, help bution efc.), Navigating menu using
g a mouse and keyboard
i-’-. Creating, Saving, copying, renaming, moving, erasing workbooks
= Entering, Copying, Cuting, Pasting the data and maintain them on the worksheet using clip board and short-cut key
Inserting rows and column, Adding borders and filling color, Formatting cell and Conditional formatiing, if funcions and lookup formula.
Creating/inserting, copying, renaming, moving, erasing worksheets and tab color worksheets
15:30 16:00 i{Evening Tea All
16:00 17:00 {Exercises and Tests on basic operation of PC and MS Excel Students/Participants
17:00 18:00 {Free to use Computer Lab/Class for any Private reading Students/Participants
Day 2 8:00 9:00 {Recap for day 1 and Today's targetand schedule Daudi Mlaule and Juma Hanzuruni
R 9:00 10:30 {Introduction to making a "MS Excel Database" and its basic theory. " Whatis Excel database? " Daudi Mlaule and Juma Hanzuruni
% Exercise on how to make a database Students/Participants
- Introduction to basic formula (addition, subtraction, division, multiplication, exponentiation, sum, count) Daudi Mlaule and Juma Hanzuruni
-% Introduction to basic statics values (Mean, Standard error, Median, Mode, Rage, Maximum, Minimum, Standard deviation ) do
g % Introduction to tabulation using MS Excel do
55 Exercises on how to work with basic formula and tabulation Students/Participants
= 5| 1030 11:00 :Tea Break Al
§ § 11:00 13:00 {Introduction to making tables in MS Excel and its basic theory. "Whatis table ? " Daudi Mlaule and Juma Hanzuruni
}_3 = Exercise on creating Excel table by formating borders and shading and deleting a table Students/Participants
§ § 13:00 14:00 iLunch Break All
g 14:00 15:30 {Exercise on formating and printing a table Students/Participants
§ 15:30 16:00 i{Evening Tea All
§ 16:00 17:00 iExercises and Tests on creating a table using tabulating data Students/Partcipants
17:00 18:00 {Free to use Computer Lab/Class for any Private reading Students/Participants




Day | Start End Activity/Topic Responsible Person
Day3 | 8:00 9:.00 {Recap for day 2 and Today's targetand schedule Daudi Miaule and Juma Hanzuruni
9:00 10:30 {Introduction to graphing data and its basic theory. "What s graph/chart? " Daudi Miaule and Juma Hanzuruni
Types of graph/chart and concept of each graph/chart do
t Exercise on selecting and creating suitable graph/chartbased on purpose Students/Participants
S 10:30 | 11:.00 |Tea Break Al
é— 11:00 13:00 {Exercise on formating and printing graph/chart Students/Participants
_‘g-’ Inroduction to data analysis using MS Excel. "Whatis data analysis ? " Daudi Mlaule and Juma Hanzuruni
S 13:00 14:00 {Lunch Break All
ﬁ 14:00 15:30 {Introducton to Correlation Coeficient, Scatter chartand Regression formula and Hypothesis tesing Daudi Mlaule and Juma Hanzuruni
g Exercises on how to work with Correlaton Coefiicient, Scatter chartand Regression formula and Hypothesis testing Students/Partcipants
g 15:30 16:00 {Evening Tea Al
° 16:00 17:00 {Exercises and Tests on creating graph/chartand how to work with Correlation Coeficient, Scatter chart and Regression formula and Hypothesis testing Students/Parficipants
17.00 18:00 |Free to use Computer Lab/Class for any Private reading Students/Participants
Day4 i 8:00 9:.00 {Recap for day 3 and Today's targetand schedule Daudi Mlaule and Juma Hanzuruni
s 9:00 10:00 {Whatis data feedback ? NACP/JICA representative
g 10:00 10:30 {How to produce feedback materials using MS Excel Daudi Miaule and Juma Hanzuruni
g ::: 10:30 11:00 {Tea Break All
'§ ‘g 11:00 13:.00 {Exercises on produce feedback materials Students/Participants
:“s: % 1300 14:00 {Lunch Break All
é § 14:00 15:30 |Exercises on producing feedback materials (Continued....) Students/Participants
S & 1530 | 16:00 (Evening Tea Al
g 16:00 17:.00 {Produce feedback materials using own SCI data Students/Participants
S 17:00 18:00 {Free to use Computer Lab/Class for any Private reading Students/Partcipants
Day 5 8:00 8:30  {Recap for day 4 and Today's targetand schedule Daudi Mlaule and Juma Hanzuruni
8:30 9:30  {Produce feedback materials using own SCI data (Continued....) Students/Participants
9:30 10:30 {Presentation of produced materials Students/Participants
@ 10:30 11:00 {Tea Break Al
g 11:00 11:30 |{Suggestion with encouragements on the presented materials Daudi Miaule and Juma Hanzuruni
g 11:30 13:00 {Final Examinations Students/Participants
é 13:00 14:00 {Lunch Break All
2 14:00 15:30 |Discuss the way of data feedback. Students/Participants
-.g’: The way forward of the project activiies NACP/JICA representative
E 15:30 16:00 |{Evaluaton ofthe training Students/Participants
g 16:00 16:30 |{Course Summary Daudi Miaule and Juma Hanzuruni
@ 16:30 17:00 iEvening Tea Al
17:00 18:00 |Getiing Final examination resuls and Certificate *for all participants and for who passed the examination Students/Participants and facilitator

Closing

Al




Abbreviations & Terminology

ITEM MEANING

ADSL Asymmetric Digital Subscriber Line

Bit 10r 0 level of storage is called a bit

BPS Bits Per Second

Byte A measurement of storage capacity

CBT Computer Based Training

cb Compact Disk

CD-R Compact Disk - Recordable

CD-ROM Compact Disk - Read Only Memory

CPU Central Processing Unit

DAT Digital Audio Tape

DOS Disk Operating System

DSL Digital Subscriber Lines

DVD Digital Versatile Disk

FTP File Transfer Protocol

G Byte Gigabyte. A gigabyte consists of 1024 M Bytes
GHz Measurement of computer speed. Gigahertz
GUI Graphical User Interface

Hz Hertz (this is a measurement of frequency (i.e. speed).
IS Information Systems

ISDN Integrated Services Digital Network

IT Information Technology

K Byte Kilo byte. A kilobyte (KB) consists of 1024 bytes.
LAN Local Area Network

M Byte Megabyte. A megabyte (MB) is one million bytes
MHz Million Hertz

PC Personal Computer

PSTN Public Switched Telephone Network

RAM Random Access Memory

ROM Read Only Memory

ROM-BIOS Read Only Memory - Basic Input Output System
RSI Repetitive Strain Injury

T Byte Terabyte. A terabyte (TB) is one million M Bytes
UPS Uninterruptible Power Supply

uUsB Universal Serial Bus

VDU Visual Display Unit

WAN Wide Area Network

www World Wide Web

Vi



Using Computer

Starting the Computer

E Sta rtmﬂ the Computer

Ensure that all cables are plugged securely into the rear of the machine.

Make sure that there is no disk inserted in the CD/DVD drive.

Locate the power switch and turn the computer on.

After a few seconds, you should see something on screen. If not ensure that the monitor is switched on.

SHUTTING DOWN THE COMPUTER

©

Maxthon3

WU icrosoft word 2010

P;,:I Microsoft PowerPoint 2010
Documents

Z@ Microsoft Excel 2010

Pictures

PSS
leEpg] sPss 160

id Music
Games
Computer

Foxit R
oxit Reader Control Panel

Samsung Kies Devices and Printers
‘ Calculator Default Programs

_i’ Getting Started Help and Support

> AllPrograms

< all open programs, shuts down Windows, and then turns off your computer,

/- > gyl 0 & T - 10:26 PM
e ] 2 [ OB ORE seaoa | |

To shut down a computer

o (Click “Start” button
e (Click “Shut down”



@ﬁ g File to D
Saving a File to Disk

SAVING A FILE TO DISK

e When you use a Microsoft application, such as Word, PowerPoint or Excel,

then by default the files that you save will be saved in a folder called
“‘Documents”

T T AR * | ' L

™ L T T

_\_.-:} i ll: cmnge 4t

Wby Hipe it ‘j"'- temteacn i Plases
Lt sl i -

PARTS OF THE WINDOW

e Make sure that you can identify:

o Office Button  w———)p | Cq)

o Quick Access Toolbar — )i o -9 -

o Title Bar ﬁ
-~ -~ rien Page Lot Crtveran

Npargo brvem W

o WINDOW CONTROL BUTTONS

= &8 &g

Minimize Maximize Restore

Close



€28 Files and folders

DEFINING A FILE AND A FOLDER

o File:
e Iselectronic information stored in a computer

e Types of files
e Program files: All files used to run the system

e User files: Stored in Application software e.g. Ms Excel.

e Folder:

e Isavirtual space in the storage drive to store files and/or other folders.

e |s a collection of files stored in the same location in a drive.

CREATING A FOLDER AND A FURTHER SUB-FOLDER

e Open the Windows Explorer

e Then click on the portion of the folder tree you
would like to create a subordinate folder.

e Under the title bar click “New Folder”

e Write the folder name and press Enter key

VIEWING CONTENTS IN DIFFERENT STYLES

e The appearance of the Explorer contents window may be
customized to display file and folder objects in eight
different views

e Select the desired view
e Right-click the file or folder to be renamed.
e From the drop-down menu, select the “Rename” command

e Enter new name and press Enter key to confirm the change.

:] New Folder
() New Folder (2)
(] New Folder (3)

i Extra Large Icons

| Largelcons

2 Medium Icons

Small Icons
2 List

4== Details

=2 Tiles

i Content




€@ Selecting Files or Folders

SELECTING FILES or FOLDERS HACH

Perfl¢
Progri
Users
¢ To select adjacent files/folders; select in combination with Wind¢ @8
“shift key” Wind¢ gy
|| 7Load
¢ To select non-adjacent files/folders; select in combination [ 20574
with the “control key” L] grldr.t :
e Copying files or folders between folders and between mé’ ;:::; 3
drives 3
Use either “Copy and Paste” or use “Drag and Drop”
technique
¢ To copy (Within a drive)
Drag and drop a file or folder while keeping the control
(CTRL) key pressed
MOVING FILES Date modifieq

e Use either "Cut and Paste" [ Use "drag and drop" techniques
e To Move (within a drive)

Drag and drop file or folder

Open

Open in new window

Open as Notebook in OneNote
Scan with Microsoft Security Essentials...
jetAudio

Share with

Add to archive...

Add to "NACP.rar"

Compress and email...

Compress to "NACP.rar" and email
Shared Folder Synchronization
Restore previous versions

Include in library
Send to

Cut
Copy

Create shortcut
Delete

Rename

Properties

a01211.21

N

b’_}%ﬁ Importance of Backing Up Your Data Files

= Backup your data
= Store off-site
= Backup regularly

= Protect yourself from computer break down, theft

or fire

QE’@;



Lt-‘?!j Deleting Files and Folders to the Recycle Bin

= Deleted files are first moved to the Recycle Bin
rather than deleted immediately.

= If you accidentally delete a file, you can undelete it

"“? Are you sure you want to move this folder to the Recycle Bin?

o 1y
L~ g pdf to word conveter

|

/ Date created: 06/Sep/2012 12:49 AM

!

rs Restoring Files and Folders From the
Recycle Bin

= Files contained within the Recycle Bin can be
‘undeleted’

a ) T D T e
l—-'.
El‘r—-'-oc

Recycle Bin




Security Issues

Computer logon user name (ID) and password.

Passwords:

If your computer has a password that prevents other users from accessing it then do NOT give this password
to anybody else. Do not write the password on a card and prop this up next to the monitor and above all do
not attempt to hide your access passwords on the underside of your desk (this is the first place most criminals
would look if trying to break into your system). Make sure you do not forget your passwords; in many cases,
data cannot be recovered once the password is lost.

User IDs and passwords:

A User ID is normally used to logon to a computer, or computer network. It uniquely identifies you to the
network. In addition you use a password that is only known to you. The password guarantees that no one can
access the network and impersonate you (in theory). Once you have logged on (i.e. connected) to the rest of
your computer network, you will have been assigned access rights to the network. Your network
administrator will have defined these access rights. The idea of access rights is that you only have the ability to
connect to, or share, devices that you have authority to use. In other words, the network administrators often
have access rights to just about every computer, printer, modem etc. on the network. You on the other hand
may have access rights to print to only certain, specified printers and you may be able to access only certain
data held on the network.

Passwords:

Your password is the only thing that will prevent someone else logging into a computer using your user ID and
impersonating you. It is important to choose a password that cannot be easily guessed by other people.
Ideally a password should be at least 8 characters long & contain a mixture of words and numbers. It is also
recommended that you change your password regularly; some computer systems will require you to change
your password periodically. Never share your password with others

These are procedures to create an account. Click “Start/Windows” logo then click “Control Panel”. Within this
choose “User Accounts”. Then click “Manage another account”, a panel will open for you to see different
present accounts. Click “Create new Account”, give it a name, decide whether is to be “Standard” or
“Administrator” user, then click “Create Account”

To set a password do the following; Double-click that newly made account, then click “Create a password”.
Write your desired password and repeat it to confirm at an area given. Password hint is an optional and may
help you to remember your password. Password Hint is visible even to other computer users. Then click
“Create Password”

It is no good backing up your data only to leave the item, you backed up to next to the computer; if someone
steals your computer it is likely that they will also steal your backups too. If you have a fire, then again you will
lose your backups if the backups are stored next to the computer. Ideally, backups should be stored off-site at
a safe location. At the very least, consider storing your backups in a fireproof safe, which will give some
protection against fire damage.

The need for backups:

The most important thing which you store on your computer is information. Often the contents of a hard disk
can represent years of work. If the hard disk stops working one day you could lose all those years of work. For
this reason it is VITAL that you take regular backups of the information that is stored on the computer. In
large organisations this backup procedure is normally performed automatically by your computer support
team, where the data is normally held on a centralised, networked computer.

In smaller organisations, it is often up to the individual to organise some sort of data backup. If nothing else is
available, copy your files to a USB memory stick or CD/DVD disk and make sure that these backups are stored
away from the computer, ideally off-site. If there is a fire and your office burns down, if your backup disks are
stored next to the computer they too will be incinerated.

Disk Clean up-Help in removing unnecessary files from the Hard drive. Follow this procedure; Open “Computer
icon on desktop and right-click a drive you want to clean, e.g. C: after right-clicking click ‘Properties” and

)

6



under “General” tab click” Disk Clean up”. The computer will calculate the amount of disk space to be freed
and will give you an option to remove.

Organizing your computer for better backups

When you think about it, you have a computer containing many programs and also a large amount of data
that you have created, then it is only the data that really needs to be backed up. If you create a folder
structure that contains only data then only this folder (plus any sub-folders of this folder) needs to be backed

up.

Complete vs. incremental backups

A complete backup means that you backup all the data on your computer. This has the advantage that the
entire hard disk can be backed up, but suffers from the disadvantage that this process can take a long time if
your computer contains a lot of data. An incremental backup means that once a week you can perform a
complete backup, but every night for the rest of the week, you only backup files that have been newly created
or modified since the last backup, saving time. With the right backup software, this process is automatic, and
normally you only have to select full or incremental.

Firewalls

A firewall is a system that secures your network from access by unauthorized users. A firewall can be
implemented via software, hardware or by a combination of the two. If you are using broadband for Internet
access, it is vital that some sort of firewall is in place to stop people trying to hack into your computer.

Computer viruses

Viruses are small programs that hide themselves on your disks (both diskettes and your hard ’8\
disk). Unless you use virus detection software, the first time that you know that you have a
virus is when it activates. Different viruses are activated in different ways. BEWARE: Viruses =

can destroy all your data.

Viruses hide on a disk and when you access the disk (either a diskette or another hard disk over a network)
the virus program will start and infect your computer. The worst thing about a computer virus is that it can
spread from one computer to another, either via the use of infected disks, or over a computer network. The
Internet allows you to access files from all over the world and you should never connect to the Internet unless
you have a virus-checking program installed on your computer. It is vital to keep your virus monitoring
software up to date. Many anti-virus programs, such as Norton Anti-Virus allow you to update the program so
that the program can check for recently discovered viruses.

More Information:

McAfee Anti-virus software http://www.mcafee.com

Norton Anti-virus software http://www.symantec.com/avcenter

AVG anti-virus software http://www.grisoft.com/

Microsoft Essential Security Anti-virus software
http://windows.microsoft.com/en-US/windows/products/security-essentials

There are many ways in which a virus can infect your computer. A very common way that viruses gain access
to a computer, is when people download files from the Internet. Never download files from a website unless
you are sure that the website can be trusted. Many anti-virus products now rate websites and mark those
that are known to distribute viruses, with a warning.

For the same reason you should never open an e-mail attachment unless the e-mail has come from a trusted
source.

Another common route of virus infection is by attaching portable storage disks to your computer that have
been supplied to you. In most cases, good up-to-date virus checking software should offer you pretty good
protection against catching a virus when downloading or sharing files.

In many organisations, attaching an un-authorised storage device to a computer is an offence that can result
in dismissal from the organisation.



The safest way to use a computer is to not connect it to a Local Area network or the Internet. This is called a
'stand-alone' computer, providing that you do not use disks on that PC that have been used in other
computers, this type of computer is virtually immune from any form of intrusion.

Unfortunately it is the ability to connect to other computers or indeed the Internet, that makes the modern
computer so versatile and so useful.

Always make sure that all computers require an ID and password to access them. Make sure that all relevant
'security patches' from Microsoft have been applied.

Make sure that the password is long enough, contains a random mixture of numbers and letters, and that the
passwords are changed on a regular basis.

There are many examples, where people have used passwords that relate to something personal, such as a
partner’s first name, the dog’s or cat’s name, etc. For a determined, serious computer hacker, these are easy
to guess. If you have a system, where lots of different passwords are required to access the system, then
security often breaks down and computer users will sometimes keep a list of these passwords in their disk.
This defeats the whole object. If you forget your network access password, the network administrator should
be able to assign you with a new one.

If you discover a virus on your computer don’t panic. If your virus checker alerts you to a virus, then the
chances are that it has caught the virus before the virus could infect your computer and cause damage. For
instance you may insert a disk into your computer and the virus checker should automatically scan the disk. If
the disk contains a virus, a message will be displayed telling you that the disk is infected, and it should
automatically remove the virus. The other common method of infection is via emails.

If you work within a larger company, you should have a company IT support group
that will come and rid your computer of viruses. Be sure that you are familiar with
your company’s policy regarding viruses.

Anti-virus software can only detect viruses (or types of viruses) that the software
knows about. As such it is vital that you keep your Anti-virus software up to date so
that it can detect new viruses that are constantly appearing.

Malware

The word Malware is a combination of the words "malicious" and "software". Malware is software designed
to install itself and run without your consent and without your knowledge. Sometimes when you download
free programs from an internet site, they come bundled with hidden programs that you did not ask for and
will not want. Often these hidden programs send back marketing information to companies. Sometimes they
may have more sinister purposes, such as sending your credit card details to criminals intending to steal from
you.

When installing free programs you find on the net always read the licensing terms, as often the malware
content is hidden away within this long document.

Spyware

This is different from a virus. Details such as your online browsing habits can be sent, without your knowledge,
to marketing companies, or even criminal organizations that will try to get information such as your credit

card details or access passwords.

Worms
A computer worm is a self-replicating computer program that sends copies of itself to other computers via a
network. It can copy itself from computer to computer without your knowledge.

It is different from a virus because it has no need to hide itself within another program. Many worms can
reduce your available bandwidth due to their copying activities, but otherwise do not actually damage your
files. However there are also destructive worms that will attack or compromise your data.



Trojans

A Trojan horse (often just called a ‘Trojan’) is a type of software that you normally expect to do one thing, but
in fact it does something else that you did not intend. A Trojan is not a computer virus and does not try and
copy itself across your network. It is basically just a program that you need to run. Sometimes you may run
this Trojan program when you actually think you are running a legitimate program. The name comes from the
classical story of the wooden Trojan horse.

Scare ware

These are popup messages that you may see displayed within a web browser, such as Internet Explorer, that
falsely warn you that your computer is infected with a virus or spyware. They invite you to you click on the
popup link to solve the problem and then ask you to pay for software that will allegedly fix the problem. In
many cases the software that you then purchase is useless.

NOTE: Do not confuse scare ware scams with legitimate popup messages from the virus checking program
that is installed on your computer.

Hardware

The term hardware refers to the physical components of your computer such as the system unit, mouse,
keyboard, monitor etc.




Parts of a computer

You should understand some of the basic elements that make up a computer including:

- Central processing unit (CPU).
- Types of memory.

- The hard disk.

- Input and output devices.

The CPU (Central Processing Unit)

Normally an Intel chip (or equivalent) and it is one of the most important components within your computer.
It determines how fast your computer will run and the CPU speed is measured by its GHz speed. Thus, a 4 GHz
CPU is much faster than say a 1 GHz CPU. It is the CPU that performs all the calculations within the computer,
when running programs such as word-processors, spread sheets and databases.

The CPU contains the following elements:

Control Unit:
The control unit is responsible for controlling the sequencing and timing of the other elements making up the
CPU.

Arithmetic Logic Unit (ALU):

The ALU performs the mathematical calculations using data stored within the CPU

Registers:

The registers are memory storage areas within the CPU that hold the data that is worked on by the ALU.
BUS:

The computer bus transports data between the memory and registers.

More information:
Intel: http://www.intel.com
AMD: http://www.amd.com

RAM (Random Access Memory

Houses within your computer is where the operating system is loaded to, when you
switch on your computer, and also where your applications are copied to when you
start an application, such as a word processor or database program. When you create
data, such as letters and pictures, these are initially created and held in RAM and then

copied to disk when you save the data. As a rule of thumb, the more RAM you have m
installed in your computer the better. These days you will commonly find over 2 G Bytes
of RAM installed.

Disks

You use disks to store any data that you create. This can range from a memo created within a word processor
to a video file created using a video camera. There are many different types of disk. Software is also supplied
on disk, normally a CD or DVD disk.

Hard disks are the main, large data storage areas within your computer. Hard disks are used to store your
operating system, your application programs (i.e. your word processor, games etc.) and your data. They are
much faster than CD or DVD disks and can also hold much more data. Hard disks are installed within the
system unit of your computer.
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Input and Output ports

Normally located at the back or on the side of your computer. These include ports such as USB, serial, parallel,
network and FireWire ports. You plug cables into these ports to connect your computer to other devices,
such as printers, scanners and cameras.

The Universal Serial Bus

You will see one or more USB sockets at the back of the system unit, allowing you to
plug in devices designed for the USB. These devices include printers, scanners and
digital cameras. Memory sticks can also be plugged into a USB port allowing you to
copy data to, or from, your hard disk.

The Serial Port

The serial port is a socket located at the back of your computer that enables you to
connect items to the computer, such as a modem. They are commonly labelled as
COM1 or COM2.

The parallel port
Is a socket located at the back of your computer that enables you to connect items to
the computer, such as a printer. Commonly labelled as LPT1 or LPT2.

NOTE: The parallel port used to be the main way the computer connected to a printer.
These days you are more likely to use a USB cable to connect the computer to a

printer.

The network port

Allows you to plug a ‘network cable’ into your computer, which then lets you
communicate with other computers connected to your local network or to other
computers via the Internet.

FireWire

Is an interface from Apple Inc. that allows high speed data transfer between your
computer and a compatible device such as a digital camera. FireWire has largely
replaced earlier ways of transferring data. There are numerous
versions of FireWire including fibre optic, coaxial and wireless versions. i \ —
Most multimedia computers will have FireWire ports built into them. I:E]

Fire wire connectors usually look like this:
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What is software?

The software is the collection of instructions that makes the computer work. For instance, when you type in
words via the keyboard, the software is responsible for displaying the correct letters, in the correct place on
the screen. Software is held either on your computer’s hard disk, CD, DVD or on a diskette (floppy disk) and is
loaded (i.e. copied) from the disk into the computers RAM (Random Access Memory), as and when required.

What is an operating system?

The operating system is a special type of program that loads automatically when you
start your computer. The operating system allows you to use the advanced features of
a modern computer without having to learn all the details of how the hardware works.
There are a number of different types of operating system in common use. The IBM PC
(Personal Computer) was introduced way back in 1981 and was originally supplied with
an operating system called DOS (Disk Operating System). This operating system was
very basic, and you had to be a bit of a computer expert just to understand how to use
it. It was NOT user-friendly. Later on, Microsoft introduced Windows and this is the
operating system which is most widely used on PCs today. To complicate matters
further, there are a number of different types of Windows. Most people are today
running either Windows XP, Windows Vista or Windows 7.

Windows VsS4 /

4
::
V

—

UNIX and Linux are other examples of operating systems that may be run on PCs.

Other types of computers, such as those manufactured by Apple have a completely different operating
system.

Microsoft Windows: Microsoft: http://www.microsoft.com
IBM OS/2: http://www.ibm.com/software/os/warp

Mac OS X: http://www.apple.com

Linux: http://www.linux.org

UNIX: http://www.unix.org

Difference between the operating system and application programs

The operating system works closely with the hardware that you have installed within your computer. It
interprets the input via the mouse or keyboard and outputs data to the screen.

The application programs sit above the operating system, and make use of the functionality built into the
operating system. They are specific to a particular task. Forinstance Microsoft Word is designed as a word
processing program, while Microsoft Excel is a spread sheet program.
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Examples of software applications

An application program is the type of program that you use once the operating system has been loaded.
Examples include word-processing programs (for producing letters, memos etc.), spread sheets (for doing
accounts and working with numbers), databases (for organising large amounts of information), games
programs and graphics programs (for producing pictures, advertisements, manuals etc.).

It is important that you recognise examples of application programs covering the following areas:

- Word processing
- Spread sheets

- Databases

- Presentations

- E-mailing

- Web browsing

- Photo editing

- Computer games

A word processing program (such as Microsoft Word) allows you to produce letters, memos, etc., easily. You
can easily mail merge a list of names and addresses to produce mass mailers, individually addressed to
customers or subscribers.

A spread sheet program (such as Microsoft Excel) allows you to work out a company’s income, expenditure
and then calculate the balance. It enables you to make 'what if' type projections of how the company will fair
in the future and to forecast how changes in prices will affect profits.

A database program (such as Microsoft Access) allows you to compile information and then to search this
information to extract just the information you require. For instance, if you have a database of all the
equipment housed within an office you can very simply produce a report listing only the equipment above a
certain value.

A presentation program (such as Microsoft PowerPoint) allows you to produce professional looking
presentations that can be printed out directly onto slides for use with an overhead projector. Alternatively,
you can display your presentations directly on a computer screen or via a computerised projector.

There are many emailing programs available. As the name suggests you use these to send and receive emails.
Microsoft Outlook is supplied within Microsoft Office. Another well know example is the Thunderbird email
program.

Applications used to view and interact with the World Wide Web (WWW).

MS Internet Explorer: http://www.microsoft.com
Google Chrome: http://www.google.com/chrome
Firefox: http://www.mozilla.org/products/firefox

These programs allow you to edit digital photos. You can adjust items such as the picture brightness, contrast
and colour balance. You can remove defects such the red eye effect often caused when using a flash. You
can apply interesting special effects and filters to visually enhance your photographs. Examples include
Photoshop from Adobe and Paint Shop Pro from Corel.

13



Computer Performance

Factors affecting computer performance

There are a wide range of factors that can affect the performance of your computer. These include CPU
speed, RAM size, type of graphics card, plus the number of applications running. It isimportant to realise that
it is not just the speed of the CPU that affect the overall performance of your computer. There is no point in
having a very fast CPU if the other parts of a computer may slow down the real world performance.

CPU Clock speed

The computer clock speed governs how fast the CPU will run. The higher the clock speed, the faster the
computer will work for you. The clock speed is given in Gigahertz (GHz). The higher the GHz speed the faster
the computer.

RAM size
As a rule the more memory you have the faster the PC will appear to operate. Windows also uses the hard disk
a lot, so logically the faster the hard disk can operate, the faster the PC will appear to run.

Hard disk speed and storage

Hard disks are also measured by their speed, defined by the disk access time, which is measured in
milliseconds. The smaller this access time, the faster the hard disk will store, or retrieve data. The data storage
capacity of hard disks continues to increase as new products are released. The disk storage capacity is
measured in Gigabytes (G Bytes). 1 G Byte is equivalent to 1024 Mbytes.

Free hard disk space

To get the most out of your Windows based PC, you not only need a fast hard disk, but also a large hard disk,
with plenty of "spare space". This is due to the fact that Windows is constantly moving data between the hard
disk and RAM (Random Access Memory). Microsoft Windows will create many so-called “temporary files”
that it uses for managing your programs. In fact, if you have very little free hard disk space, you may find that
Microsoft Windows will not be able to run your programs at all.

Error-Checking
This is a process of scanning the surface of the drive for any bad sectors. It detects and removes any broken
part of cluster. It helps in increasing the life span of the Hard disk.
Procedure;
1. Open “Computer”
2. Right-click desired drive e.g. C: then click “Properties”
3. Click “Tools” then click “Error-Checking”. It will either do the process or schedule to run when you restart
the computer.

Disk Clean up

Disk Clean up-Help in removing unnecessary files from the Hard drive. Follow this procedure; Open “Computer”
icon on desktop and right-click a drive you want to clean, e.g. C: after right-clicking click ‘Properties” and

under “General” tab click “Disk Clean up”. The computer will calculate the amount of disk space to be freed
and will give you an option to remove.

De-fragmenting files

Disk Defragmentation help to arrange files in a better way so that it is easy for Operating Software to open it,
hence improve computer performance.

If you are running Windows you may find that if you click on the Start menu, select Programs, and then select
the Accessories [/ System tools group, there is a de-fragmentation program. Running this periodically may
noticeably speed up the operation of your PC. When you use a PC, over a period of time the files get broken
up into separate pieces that are spread all over the hard disk. De-fragmentation means taking all the broken
up pieces and joining them back together again.
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Multitasking considerations

Windows is a multitasking system, which means that it can run more than one program at a time. However
the more programs that are running at the same time, the slower each one will run. To some extent this
slowing effect depends on what each program is doing. Editing a large high definition video for instance can
take up a lot of CPU time.

CPU speeds

The speed (operating frequency) of the CPU is measured in gigahertz (GHz). The higher the value the faster
the CPU will operate. The original IBM PC released way back in 1981 ran at 4.77 MHz whereas modern PCs can
run at over 4000 MHz, which gives you an idea of how far things have progressed.

1 MHz means that the device will run at one million cycles per second.

1 GHz is a thousand times faster, so that 1 GHz = 1000 MHz.

Memory

What is computer memory?

You can store data on your hard disk, while data that is being processed is stored in RAM (Random Access
Memory). Data that is stored on a hard disk can be permanent, while data in RAM is only temporary. Normally
when people talk about memory in relation to a PC, they are talking about RAM.

RAM

Random Access Memory (RAM) is the main 'working' memory used by the computer. When the operating
system loads from disk, when you first switch on the computer, it is copied into RAM. Commonly modern
computers are supplied with over 2 G Bytes of RAM. As a rough rule, a Microsoft Windows based computer
will operate faster, if you install more RAM. When adverts refer to a computer having 2 G Bytes of memory, it
is this RAM which they are talking about. Data and programs stored in RAM are volatile (i.e. the information is
lost when you switch off the computer).

ROM

Read Only Memory (ROM) as the name suggests is a special type of memory chip that holds software that can
be read but not written to. A good example is the ROM-BIOS chip that contains read-only software. Often
network cards and video cards also contain ROM chips.

Data Storage

Measurement of storage capacity
It is important that you understand a little about the measurements used to define storage capacities:

Bit:

Computers are digital. This means they work by processing ones and zeros. The basic one or zero is called a
bit of information.

Byte:
There are eight bits in a Byte.

KB - Kilobyte:
There are approximately a thousand bytes in a KB (also called a K Byte)

MB - Megabyte:
There are approximately a million bytes in a MB (also called a M Byte)

GB - Gigabyte:
There are approximately a thousand, million bytes in a GB (also called a G Byte)

TB - Terabyte:
There are approximately a million, million bytes in a TB (also called a T Byte).
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Types of storage media

There are a range of storage media to choose from including CDs, DVDs, USB flash drives, memory cards,
internal hard disks, external hard disks, network drives and on-line file storage. Some are more suitable than
others for a particular job, for instance a flash drive is great for quickly transferring relatively small amounts of
data from one computer to another.

Internal hard disks

All PCs are supplied with an internal hard disk. This is where the operating system (such as Windows) is stored.
It is also were you store your data. When you install new applications, they are copied from CD or DVD to your
internal hard disk.

External hard disks

As the name suggests these are secondary hard disks that you can plug into
your computer. They are normally connected via a USB cable. They are
available in a range of speeds and storage capacities and are an ideal way to
back up your data, such as photos or movies.

CDs

Most computers are now supplied with a CD drive. CD data discs look exactly
like music CDs but contain computer data instead of music. The advantage of a CD is that it can hold a vast
amount of data. The other big advantage of CDs is that they are interchangeable. This means that you can
own a range of different CDs and choose which one to insert into your CD drive.

DVDs

Short for "Digital Versatile Disk”. Similar to CD drives but allows you to use DVD disks, which contain vastly
more information than a traditional CD disk. These also transfer the data from the disk to the computer far
faster, allowing you to watch movies on your computer screen. A CD disk can store 650 MB of data, while a
DVD disk can store over 4 GB of data.

USB memory sticks

Flash drives plug into the USB port and when viewed via the Windows Explorer,
look just like any other drive. They are supplied in a range of sizes with the 1 GB
devices being a very cheap way of transferring relatively small amounts of data
between computers.

Memory cards
A memory card (also called a flash memory card) is a card containing memory chips that is often used in
devices such as digital cameras, telephones, music players, video game consoles, GPS system and similar
devices where there is a need to store data in a compact form, often using a battery power source. There are
a number of different types of memory cards with different
storage capacities.

Many new PCs have built-in slots for different types of memory
cards.

Network drives and on-line file storage

Within an office it is normal that the computers are connected together via a network. This allows you to
store your data centrally, on a network server. This network server should be backed-up by the IT support
staff on a daily basis. This means that your data is safely backed up for you.

Alternatively you may create and store your data on your own PC or laptop and periodically copy it across the
network to be stored safely on a central network server. In many companies network software automatically
backs up selected folders on each computer to the central server.
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Floppy disks (diskettes)

Floppy disks are also known as diskettes. They are very slow compared to
hard disks, CD or DVD disks and hold relatively small amounts of data (1.44
Mbytes). Sometimes people will backup (i.e. copy) important data from
their hard disk to floppy disks. However, as diskettes are notoriously
unreliable this is not the best way of backing up valuable data (but is better 4 ,
than nothing). Modern computers are not normally supplied with this type

of drive. Floppy disks have almost entirely been replaced by CD or DVD
disks.

Input and Output Devices

What are input devices?

Input devices allow you to input information to the computer and include things such as the keyboard and
mouse.

Keyboard

The keyboard allows you to type information into the computer. It has evolved
over the years. The keyboard is built into laptop computers but is a separate
item if used with a Desktop computer. They can be connected via cables or may
be wireless.

Mouse

When using an operating system, such as Microsoft Windows, you use the mouse to
select drop down menus, to point and click on items, to select items and to drag and
drop items from one place to another.

What are output devices?
Includes items such as screens (monitors), printers, speakers and headphones.

Traditional computer monitor

An output device. The original computer monitors were TV type screens on which
you viewed your programs. They were supplied in different sizes, common sizes
range from 15" to 21" screens. You should be aware that poor quality or badly
maintained monitors could harm your eyesight.

Flat screen computer screens
Traditional computer monitors are based on the same sort of technology that is
used within a television screen.

More recently, flat screen computer screens have become available. These take up
a lot less room on a desk and use less energy than the traditional, more bulky
monitors.

You should be aware that often if you specify a screen of a certain size, say a 17-
inch screen, this is the size measured diagonally, not horizontally across the screen.
If you are upgrading you should also ask for the "visible viewing area" of the screen.
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Printers

Most data is printed once you have created it and there are a vast number of different printers available to
accomplish this. Most common are ink jet and laser printers both of which can now produce coloured output
(at a cost).

Different types of printer

There are many different types of printers. In large organisations, laser printers are most commonly used
because they can print very fast and give a very high quality output. In most organisations, the printers are
connected to the computers via a network. This means that each person with a computer does not require his
or her own printer. Each computer connected to the network can print using a particular shared printer.
When you buy a printer, one of the things the salesperson will not necessarily stress is how much it will cost to
keep that printer running. Laser printers do not use ink; they use something called toner that is normally
supplied in a sealed unit called a toner cartridge. Each toner cartridge will allow you to print a certain amount
of pages and when the toner is used up it needs to be replaced. In some cases the costs of these toner
cartridges is very high. Ink jet printers can work out even more expensive to run.

Laser printers

Laser printers produce high print quality at high speed. They are called "laser printers" due to the fact that
they contain a small laser within them. There is a wide range of laser printer manufacturers and one buzzword
to be aware of is Postscript, a type of printer that is designed to give very high quality reproduction of
pictures.

Colour laser printers

Originally, most laser printers would only print in black and white (mono). More recently colour laser printers
have dropped in price and are entering wide spread use. While many of these produce excellent results, you
should be aware of the fact that the "price per page", especially if you are using a lot of colour on a page can
be very high compared to the cost of printing in black and white.

1
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Inkjet printers

Inkjet printers work by using tiny jets to spray ink onto the paper. Inkjet printers are very quiet in operation
and produce print quality comparable to that of laser printers, though laser printers still have the edge in
terms of speed. Inkjet printers are ideal for low volume printing where high quality print is required and speed
is not a high priority, e.g. printing letters in a small office or in the home.
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Using Excel 2010

Starting the Excel program Excel 2010

Click on the Start button (bottom-left of the screen). Click on All Programs. Click on Microsoft Office. Click on
Microsoft Excel 2010. The Excel window will be displayed, as illustrated.
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What is the Active Cell?
Excel identifies the active cell with a bold outline around the cell and highlighting the column heading letter
and row heading number of the cell. In the following example, B2 is the active cell:
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In the above illustration, notice that B2 is displayed in the Name Box and the contents of the cell is displayed
in the Formula Bar. In this case, 2002 is a calculated value, 2000+2.

In order for you to enter data into a cell, it needs to be the active cell. The active cell will accept keyboard
entries. You can make a cell active by clicking on it or navigating to it.
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The Excel cell referencing system

An Excel worksheet is made up of individual cells, each of which has a unique reference. Look at the
illustration below. We have clicked on cell B3, which means that the cell is in column B, row 3.
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In the illustration below, we have clicked on cell D2.
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If you look carefully you will see that the current cell reference is displayed just above the actual worksheet.
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Entering numbers and text

Click on cell B2, as illustrated.

Type in the word 'Region'. Press the Enter key. When you press
the Enter key you will automatically drop down to the next cell
within the worksheet. Your screen will now look like this.

The active cell is now B3. Type in the word 'North'. Press the
Enter key.

The active cell is now B4. Type in the word 'South'. Press the
Enter key.

The active cell is now B5. Type in the word 'East'. Press the Enter
key.

The active cell is now B6. Type in the word 'West'. Press the
Enter key.

Your screen will now look like this:

Click on cell C2. Typein the word 'Sales'. Press the Enter key.
Type in the number 10488 and press the Enter key.
Type in the number 11973 and press the Enter key.
Type in the number 13841 and press the Enter key.
Type in the number 16284 and press the Enter key.

Your screen will now look like this:
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Default text and number alignment

If you look carefully at what you have typed in you will see that by default text is aligned within a cell to the
left, while numbers are aligned within the cell to the right. This makes sense, as normally text starts from the
left of a page and it is the same within a cell. Numbers on the other hand normally align to the right. Think
how you would write down a column of numbers on a page that you want to add up. Numbers align to the
right.

Summing a column of numbers L AR
File Home Insert Page Layout Formulas Data Review View
Click on cell B7 and type in the word 'Total'. 2B 8@ A8 B @ mj
Click on cell C7. Click on the Formulas tab, and Insert “AwteSumHecently Financial Loglcal Text Date & Lookup & Math Mare
. Functi - | Usedv - ~  Time~ Ref - &Trig ~ Functions = | I
then click on the AutoSum button. — * Pty L
Your screen will look like this: E -
File Home Insert Page Layout Formulas Data

ff T R E@AE @

Insert AutoSum Recently Financial Logical Text Date & Lookup

Function B Used ~ 4 < © Time = Referenc
Function Library
SUM - X v | =SUM(C3:CB)

A B R D E F

1
2 Region  Sales
A -
3 North |} 10488
4 South ; 119?35
5 East | 13841
6 West | 16284)
7 Total
2 SUM({numberl, [number2], ...}
9
. . FAI™ |=
Press the Enter key and Excel will automatically add up the | -
column of numbers, asillustrated. File Home  Insert  Pagelayout | Formu
f P B @A
We have hardly started to use Excel but already you have FIm;trt AutoSum RJcegtly P = P E;;
.. L unction - sed - - i
seen how pow?rful and easy to.use it is. We will see more of Function Library
the Excel functions for performing calculations later. cs A
-

A B C D

Region  Sales

MNorth 10488
South 11973
East 13841
West 16234
Total 22536

Lo |~ |&h LN Wk

1

The best thing about Excel is that if you make changes to the numbers then totals and other calculations are
automatically updated. Click on cell C4 and type in a different number. When you press the Enter key you will
see that the total value displayed in cell C7 changes to recalculate the total value of the sales.
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Entering a date

Click on cell A1. Enter the following information and then press the Enter key.

“2/2/2010”

A B C
1 | 2/02/2010
2
3
4

Excel recognises this as a date and automatically marks the cell as containing date information.

Right click over the date you have just entered. From the popup menu displayed, select the Format Cells

command, as illustrated.
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16 Pick From Drop-down List...
17 Define Mame...

18 & Hyperlink...

19

Excel recognises this as a date and automatically marks the cell as containing date information.

Right click over the date you have just
entered. From the popup menu displayed,
select the Format Cells command, as
illustrated.

This will display the Format Cells dialog box.

If you have time you can select a different
type of date format, using the Type section
of the dialog box. Click on the OK button to
apply any changes you make.

Format Cells -.? |:
Alignment | Font | Border | Fill I Protection
Category:
General » | Sample
Mumber
2010

Currency 2/02/
.-'-\ccountini Type:

*14/03/2001 i
Time Fiaoapoot %
Percentage “Wednesday, 14 March 2001 r

i 14032001 E
Fraction E
ienti 14/03/01
Scientific
Text 14/3/01
i 14432001

Spedial 1400301 |
Custom

Locale (location):

English (Australia) EI

Date formats display date and time serial numbers as date values. Date formats that begin with an
asterisk (*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

CK ] [ Cancel
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Worksheets and Workbooks

Look at the bottom-left of your screen and

you will see the worksheet tabs displayed. M 4 » M| Sheetl Sheet? ~Sheet3 . ¥J
Ready |
e T gE— pare—

By default each workbook contains three worksheets. This is similar to a Notebook that contains separate
pages. Click on the Sheet 2 worksheet tab and the second worksheet is displayed. Click on the Sheet 3
worksheet tab and the third worksheet is displayed. Click on the Sheet 1 worksheet tab and the first
worksheet, containing your data is displayed again. As we will see later you can add or remove worksheets as

well as reordering and renaming them.
Saving a workbook

To save the workbook click on the Save icon (top-left part of your screen).

This will display the Save As dialog box.

(¥ save s (=l

J—

A EJLibraries\Documents) |LI 5 | Se o
Organize » MNew folder = - '@'
[&] Microsoft Excel Documents library il .

i Arrange by:  Folder =
Includes: 2 lecations
N avonies ! Mame Date modified Type
Bl Desktop 3
§ Downloads Excel 2010 Basics 12/04/2010 12:30 File folder
:-L Recent Places
=l Libraries
3 Documents
,—J’. Music
[ Pictures
B¥ videos ~ | LU b
File name: Bookl -
Save as type: [Excel Workbook hd
Authors: Robert Tags: Add atag
[F] Save Thumbnail
) Hide Folders Tools - I Save ] l Cancel ]

Navigate to the folder containing your sample files. To do this, double click on the Excel 2010 Basics folder.

(] save As ==l
J—
iy 3 Libraries\Documents| |Ll +5 | Search Documents 2 |
Organize » New folder == o liéi
(%] Microsoft Excel Documents library .
B Arrange by:  Folder *
Includes: 2 locations
of ezt | Name Date modified Type -
Bl Desktop 3
I Downloads Excel 2010 Basics 12/04/2010 12:30 File folder
:u Recent Places
4 Libraries
3 Decuments
,—Jﬁ Music
|| Pictures
B¥ Videos [ U C
File name: Bookl -
Save as type: [Ex(.el Workbook -
Authors: Robert Tags: Add atag
[ Save Thumbnail
“ Hide Folders Tools - Save l [ Cancel I
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You will see the sample files listed within the Excel 2010 Basics folder.

(2] s s =
——,

@uv| . « Documents » Excel 2010 Basics - | 4 | | Search Excel 2010 Basics yel |
Organize * Mew folder = - (7]
[&] Microsoft cel  —  Documents library . ,

N Arrange by:  Folder =
Excel 2010 Basics
W Favorites 1 MName Date modified Type =
Bl Desktop 3 & =
= Ali 6,/04/2007 0&: icrosofiLm
& Downloads ._j Alignment 16/04,/2007 08:32 Microsof
5] Recent Places ] AutoFill a data range 22/03/2008 07:15 Microsofi
—  E] AutoFill 16/04,/2007 08:32 Microsofi
— E) Between workbooks 1 25/03/2010 16:09 Microsofi
o Libraries
@ D E] Between workbooks 2 02/11/2007 0741 Microsofi
ocuments
J’ Music E Cell referencing 03/05/2007 1530 Microsofi
[ Pictures |Z|___E Changing charts 16,/04,/2007 0&:32 Microsefi _
B videos 5| 4 | LLL} | b
File name: Bookl -
Save as type: ’Excel Workbook hd
Authors: Rebert Tags: Add atag
[ Save Thumbnail
“ Hide Folders Tools ~ [ Save ] [ Cancel

Click within the File name section of the dialog box to name the file. In this case use the file name My First
Workbook.

Save As =

~,

@U‘| . = Documents » Excel 2010 Basics - |4’v¢ | | Search Excel 2010 Basics 0 |
Organize « New folder == | > (7]
(& Microsoft exeel  —  Documents library , ~_ | More options

) Arrange by:  Fo
Excel 2010 Basics

W Favarites | Name Date medified Type =
Bl Desktop = o |E
= . [~ 'y 7 . 1 5 -

¥ Downloads I_j;fkllgnment 16/04,/2007 08:32 Microsofi

:_.I Recent Places |Z|l_j AutoFill a data range 22/03/2008 07:15 Microsofi

—  E AutoFill 16/04/2007 08:32 Microsofi

- X R IZ‘._] Between workbooks 1 25/03/2010 16:08 Microsofi

= Libraries
@ D Iz‘._] Between workbooks 2 02/11,/2007 07:41 Microsofi
ocuments

J‘ Music E Cell referencing 03/05/2007 15:30 Microsefi

i Pictures @:; Changing charts 16/04/2007 08:32 Microsefi _
B videos || O m | 3
| File name: First Workbook| | -
Save as type: [Excel Workbook hd
Authers: Robert Tags: Add atag
[ Save Thumbnail
# Hide Folders Tools = [ Save ] I Cancel

Click on the Save button to save the file to disk.
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Closing a workbook and exiting the Excel program

To close the workbook, click on the File Tab (top-left of your screen), from the drop down options displayed,
click on the Close command.

E 9o
.ﬁ. Home 1
[ save

Save As

Recent

The screen will now look like the illustration below. The Excel program is open but no workbook is displayed
within the program.

lz“ =R AT Microsoft Excel o = 2
Home Insert Page Layout Formulas Data Review View Add-Ins (=] e
& " . 3= Insel z
: K #
Paste | Formst  Cel | Deoee” | Find &
aste B 7 U A A $ Yo - iona Orma Ce e Sort & Find &
7 = = - tting - as Table - Styles - | & Format 2~ Filter~ Select
Clipboard Font Alignment Mumber Styles Cells Editing
- £ | v
Ready |EEM wo%

To close the Excel program, click on the Close icon. This icon is the small cross displayed at the top right of the
Excel screen.

r &

t & Find &
er~ Select -
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Creating a new workbook

Start the Excel program. Each time you start the Excel program, by default, it displays a new blank workbook
containing three blank worksheets. Type in your First Name in to cell A1and press the Enter key.

To create a new workbook, press Ctrl+N. This is the keyboard shortcut for creating a new file. A new
workbook will be created containing three worksheets. Type in your Second Name in to cell A1.

Close both workbooks without saving your changes.

Opening a workbook
Press Ctrl+O which is the keyboard shortcut to open an existing file.

Or click on the File Tab (top-left) and then click on the Open command.

E A9~

Home I

| save
Save As

[ Close

Info
.

Recent

This will display the Open dialog box. Navigate to the folder called Excel 2010 Basics, (under the Documents
folder), containing your sample files.

Select afile called Sales 2005, and then click on the Open button to open the workbook.

Open the workbook called Sales 2006 and also a workbook called Sales 2007. You now have three open
workbooks.

Switching between workbooks

To switch to a particular Excel workbook, click on the Excel workbook icon displayed within the Windows
Taskbar (across the bottom of the screen). From the popup list displayed select the required wordbook.

TIP: You can use the Alt+Tab keyboard shortcut to switch between open programs.

Sales 2005

£) 2] )

w
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Saving a workbook using another name
Open the workbook called Sales 2005. Click on the File Tab and then select the Save As command.

FA™ |
.ﬂ' Home

Lﬂ Save

= Open

Lj Close

Info
-

Recent

New

The Save As dialog box will be displayed.

Save As @
OE\J | ;¢ My Documents » Excel 2010 Basics - | 3 | | Search Excel 2010 Basics pe |
Organize » MNew folder 4=z - I@l

> (] Microsoft Excel  —  Documents library ., )
) Arrange by:  Folder =
Excel 2010 Basics
TS MName Date meodified Type =
BE Desktop 3 |E
% Downloads E) Alignment 16/04,/2007 08:32 Microsofi—

22/03/2008 07:15
16/04,2007 08:32
25/03/2010 16:09

@ AutoFill a data range Microsofl

— B AutoFil
@ Between workbooks 1

| Recent Places
Microsofl

Microsofi

4 - Libraries

. j D ) petween workbooks 2 02/11/2007 07:41 Microsofi

5 Documents

N CJ‘ Music EH Cell referencing 03/05,/2007 15:30 Microsofi

= 1 B,/04/ 7 1 Vi 5
» (&) Pictures ; Changing charts 16/04,2007 08:32 Microsofi _
> B Videos 5 4 | il | E
File name: My Backup -

Save as type: lExceI Workbook -

Authors: David Murray Tags: Add atag

[ Save Thumbnail

Tools = [ Save ] ’

4 Hide Folders Cancel ]

In the File name section enter a new file name, in this case called My Backup. Click on the Save button. You
now have two copies of the same file, both containing the same information. This can be useful for making
backups of your data or for retaining copies of a workbook with different versions of the data in each file.

28



Saving a workbook using a different file type

@& i “ |
.iﬂ Home

[ save

Lﬁ Cpen

L Close

Info
-

Recent

Click on the File Tab and then select the Save As command.

New

The Save As dialog is displayed. Click on the down arrow within the Save as type section of the dialog box.

v A " r
File name: My Backup -
Save as type: [Excel Workbook -
Authors: David Murray Tags: Add atag
[ Save Thumbnail
« Hide Folders Tools - [ Save ] [ Cancel

You can select the required file type from the drop down displayed.

Excel Workbook

ﬁ Excel Macro-Enabled Workbook
Excel Binary Workbook
—
SaveAs XML Data

— Single File Web Page
- -~ <« DaWeb Pa
J ge
'\../I '\_/I Excel Template
Organize v e Excel Macro-Enabled Template
Excel 97-2003 Template
3 Documents  Text (Tab delimited)

: Unicode Text
J‘I MUSIC XML Spreadsheet 2003
(=] Pictures Microsoft Excel 5.0/95 Workbook
B videos CSV (Comma delimited)

Formatted Text (Space delimited)
Text (Macintosh)
@ Homegroup  Text (M5-DOS)
C5V (Macintosh)
N CSV (MS-DOS)
14 Computer DIF (Data Interchange Format)
&, Local Disk (C3) a’l-'ﬁf;f;nlbolic Link)
cel -In
s RECOVERY (D: p,.cq| 672003 Addl-In
PDF
X XPS Document
File name: | gpenDocument Spreadsheet

Save as type: [Excel. Workbook v]

Authors: David Murray Tags: Add atag

[ Save Thumbnail

= Hide Folders Tools - [ Save ] ’ Cancel ]

=

TIP: If you want to email a copy of an Excel 2010 workbook to someone that has an earlier version of Excel,
such as Excel 2003, then you may need to save the file in the Excel 97-2003 Workbook file format.

Alternatively, people with earlier versions of Excel can download additional free software from Microsoft
allowing them to open and view (but not necessary edit), files created using Excel 2010.
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Other commonly used file type options include:

Text file:

Saving your worksheet as a plain text file will remove all the formatting you have added to your worksheet
(such as bold, italics & underlining). It will also remove any pictures or other features such as tables. Only

plain text will be saved. Be very careful about using this option.

Excel Workbook
Excel Macro-Enabled Workbook

i < Excel Binary Workbook
Excel 97-2003 Workbook
Save Ac XML Data
— Single File Web Page
Ou , « DaWeb Page

Excel Template
Organize » e Excel Macro-Enabled Template

Excel 97-2003 Template
@ Documents  QIEAIEE B IH0Es]

: Unicode Text
M
J’ _USIC XML Spreadsheet 2003
[ Pictures Microsoft Excel 5.0/95 Workbook
B videos C5V (Comma delimited)

Formatted Text (Space delimited)
Text (Macintosh)
Text (M5-DOS)
CSV (Macintosh)
CSV (MS-DOS)
DIF (Data Interchange Format)
£, Local Disk (<) gLK| f;f;ﬂlbolic Link)
cel -In
s RECOVERY (D: £y 1 572003 Add-In
PDF
XPS5 Document

Q@ Homegroup

1M Computer

J

File name: OpenDocument Spreadsheet

Save as type: IExceI. Workbook

Authors: David Murray Tags: Add atag

[ Save Thumbnail

Save Cancel

“ Hide Folders Tools = [

) |

=

Template:

You normally save a workbook as a workbook file. You can however save a workbook as a template. This
means that you can create new workbooks in the future; based on the templates you create.

Excel Workbook
Excel Macro-Enabled Workbook

F 6 Excel Binary Workbook
Excel 97-2003 Workbook
Save As HML Data
Single File Web Page

O[3 o

Me Excel Macro-Enabled Template
Excel 97-2003 Template
Text (Tab delimited)

Web Page

Organize «

@ Documents

- Unicode Text
M
J e XML Spreadsheet 2003
[ Pictures Microsoft Excel 5.0/95 Workbook
B videos CSV (Comma delimited)

Formatted Text (Space delimited)
Text (Macintosh)
Text (MS-DOS)
C5V (Macintosh)
CSV (M5-DOS)
DIF (Data Interchange Format)
& Local Disk (C:) 3YLK (Symbelic Link)
Excel Add-In
o RECOVERY (i £, | 972003 Add-In
PDF
X XPS Document
File name: | gpenDocument Spreadsheet

Save as type: iExcell Workbook

@ Homegroup

1M Computer

Authors: David Murray Tags: Add atag

[ Save Thumbnail

J |

“ Hide Folders Tools = [ Save Cancel

=

30



CSV file:
This saves table data in a form that can be used by other programs. It is short for Comma Separated Value.

Excel Workbook
" F | g | ExcelMacro-Enabled Workbook
Excel Binary Workbook
7 Excel 97-2003 Workbook —
[¥] Save As XML Data
Single File Web Page
(XD@ . = DaWeb Page
Excel Template
Organize * Ne Excel Macreo-Enabled Template
Excel 97-2003 Template
@ Documents  Text (Tab delimited)

T

- Unicode Text
M
J e XML Spreadsheet 2003
El Pictures Microsoft Excel 5.0/95 Workbook

B videos
Formatted Text (Space delimited)
Text (Macintosh)
& Homegroup  Text (M5-DOS)
SV (Macintosh)
CSV (MS-DOS)
1% Computer DIF (Data Interchange Format)
&, Local Disk (C;) gLKl gv:;nlbolic Link)
cel -In
o RECOVERY (D, 0o 97-2003 Add-In
PDF
. ¥PS Document
File name: | openDocument Spreadsheet

Save as type: [ Excel Workbook -

Authors: David Murray Tags: Add atag

[ Save Thumbnail

4 Hide Folders Tools - Save | [ Cancel

Close any open dialog boxes and close all open worksheets.
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Getting help within Excel 2010

=T
Click on the Microsoft Excel Help icon (towards the top-right of the 4@ & & =
Screen)' X AutoSum - % ﬁ
[#] Fin -
. Sort & Find &
TIP: Or press the F1 help key. QB Cears  piters coiecte
Editing
The Excel Help window is displayed.
) Excel Help = = 23
P REN B e R
- P Search -
oaOffice B
products support images templates
Getting started with Excel 2010
L‘ [ l ® Getting started with Excel 2010
= Use sparklines to show data trends

As you can see a wide range of help topics are displayed.
Click on the Getting Started with Excel 2010 link. This will

display the following information.
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J = Use slicers to filter PivotTable data
= Keyboard shortcuts

Browse Excel 2010 support

* Charts = Getting help
= Customizing = Getting started
" Formulas = Macros

* Function reference = Worksheets

m

see all
i
All Excel | @) Connected to Office.com
) Excel Help = =R
CLRAOM BAS B
~ B Search ~

Microsoft Excel Home » Excel 2010 Help and How-to > Getting started with Excel

Getting started with Excel 2010

If you know Excel 2007, used an earlier version of

d | Excel, or have never used Excel befare, explore
these resources to begin learning how to use the
latest version.

WHAT'S YOUR SITUATION? WHERE TO GO

Familiar with Excel 2007? What's new in
Find out what is new for Excel 2010 from the Excel 20107

last version.

Used an earlier version of Excel? Make the switch
Take an online course to learn how to use this £ Excel 2010

version of Excel and what it can do for you.

Missing the menus? Interactive menu
Usze an animated ouide that lets wvou point to to ribbon guides

m

—

All Excel | | @ Connected to Office.com




Click on the What's new in Excel 2010? link. You will see

the following.

Click on the Improved Ribbon link. You will see the following.

@) Excel Help o EOE

DO RON BAY e B
- 0O Search -
Microsoft Excel Home > Excel 2000 Help and How-to > Getting started with Excel s
[=1

What's New in Excel 2010

This article describes the new and improved features in Microsoft
Excel 2010.

In this article

4 Access the right tools, atthe righttime

< Improved ribbaon

+ Microsoft Office Backstage view
<+ Workbook managementtools
+ Make fast, effective comparisons from lists of data
+ Sparklines
< Improved PivotTables
+ Slicers
< Improved conditional formatting
+ Obtain powerful analysis from your desktop
+ PowerPivot for Excel add-in
+ Improved Solver add-in

4 Improved function accuracy -

All Excel

f @ Connected to Office.com

) Excel Help

©E0E A GAMe e

- B Search -

IMPROVED RIEEON

and groups.

Customize the Ribban:
| Main Tabs

Kain Tabs
[l [¥] Quick Farmat [Custam]
=l Tap 5 (Custam)
j Wirap Text
Format Cells
Calurt Width

HE)

&5

Clear Formats
[¥]Home

V] Insert

Page Layout
[¥] Formulas

Lee e

Text

Bottom Double Bor

Wrap Format Column

Bottom
Cells  Width Double Bordy

Firstintroduced in Excel 2007, the ribbon makes it easy for you to find commands and features that were
previously buried in complex menus and toolbars. Although it was possible to add commands to a Quick
Access Toolbarin Excel 2007, you couldnt add your own tabs or groups on the ribbon. In Excel 2010,
however, you can create your own tabs and groups and rename or change the order of the built-in tabs

i

TIP: Click on the Maximise
button within the top-right
part of the dialog box. This
will make the dialog box fill
the screen and the
information within it will be
easier to read.

Spend a little time browsing
what's new within this
version of Excel.

When you have finished

-|| experimenting, close the

All Excel

| & Connected to Office.com

Excel Help window.
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Searching for Help

You can search for help on a topic of particular interest. Press F1 to display the Excel Help window. Within the
text box near the top of the Excel Help window, type in a word or words relating to the help you need. For
instance, to display help about printing, type in the word 'printing'.

) Excel Help =T 1 4
2% M GMe @ d
Printing + S Search ~

='fd - T
ca.Office
products support images templates downloads

Getting started with Excel 2010

| (=] Getting started with Excel 2010

Click on the Search button next to the text input box.

&) Excel Help o = 3
MM GMe @ d
Printing ~ P Search ~

='fd i T
.o Office

products support images templates downloads

Getting started with Excel 2010

You will see a range of topics related to printing. Clicking on any of these topics will display more information
about printing.

@) Excel Help o BEOER
OB BME A B
Printing ~ P Search ~

Microsoft Bxcel Home

Search results for Printing

m

Preview worksheet pages before printing
#RTICLE | Click the worksheet or select the worksheets that you want to preview. How to select w...

Set page margins before printing a worksheet
ARTICLE | Page margins are the blank spaces between the worksheet data and the edges of the p...

Print a worksheet or workbook
ARTICLE | You can print entire or partial worksheets and workbooks, one at a time, or several at o...

Preview and print a file
ARTICLE | In Microsoft Office 2010 programs, you now preview and print your Office files in one L.,

Save as PDF or XPS
ARTICLE | Sometimes you want to save files so that they cannot be modified, but you still want th...

Print row and column headings on every printed page
ARTICLE | By default, Excel does not print the column headings (8, B, C, etc) or row headings (1, 2...

Quick start: Print a worksheet
4RTICLE | Before you print a worksheet, it's a good idea to preview it to make sure that it looks t...

Video: Print a worksheet
10EC | PrintAWorksheet.wmyv Before you print a worksheet, it's a good idea to preview it to mak...

Print a worksheet in landscape or portrait erientation
ARTICLE | By default, Microsoft Excel prints worksheets in portrait orientation (taller than wide). ¥... -

Al Excel | | @ Connected to Office.com

Close the Excel Help window when you have finished experimenting.
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The Help 'Table of Contents'

Press F1 to display the Excel Help window. Click on the Table of Contents icon (the book icon displayed within
the Excel Help window toolbar).

) Excel Help = B ER
200 & B Me 4 d
+~ J Search -
= > Nkt Il
=0.Office
products support images templates downloads

Getting started with Excel 2010

You will now see a Table of Contents displayed down the left side of the Excel Help window.

9 Excel Help = = 2

X E M GAD e d
- B Search -
Table of Contents = o -
'] p i

@Getﬂng started with Excel = nnOfﬂce

@Ac:essibiht\d

@Achvaﬁng Excel products

@Getﬁng help

@F\Ie conversion and compatibility

@Cusmmmng

@F\Ie management

support images templates downloads

Getting started with Excel 2010

@ Worksheets

@Charts

@Collaborahng on worksheet data
@Condiﬁonal formatting
@F\It&ring and sorting

@ Forms and controls

= Getting started with Excel 2010
= Use sparklines to show data trends
= Use slicers to filter PivotTable data

©

= Keyboard shortcuts

mn

Browse Excel 2010 support

@Formulas

@Funchon reference = Charts = Getting help

&p#nalyzing data = Customizing = Getting started

&/Imuurtng and exporting data = Formulas = Macros

&@Printing = Function reference = Worksheets

@Semrlty and privacy

& Validating data cee all

@ Macros L4
@Working in a different language L3

@Wnrking with graphics f "( »  Get the behind-the-scenes story about

& Working with XML - (Q& > 2000 Office 2010 on our TechMet blog o
Al Excel | | @ Connected to Office.com

Take a little time learning to navigate through this table of contents.

Printing a Help topic

Display an item of interest within the Excel Help window. Click on the Print icon displayed within the Excel
Help toolbar.

@) Excel Help = =] 3
@A GO e
- O Search -
Table of Contents X :.

coOffice

products

@Getﬁng started with Excel
@Accessibility
@Acﬁvaﬁng Excel
@Gethng help

| »

support images templates downloads

Close all open dialog boxes before continuing.
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Alt key help

Press CTRL+N to open a new blank workbook

Click on the Home tab.

Press the Alt key and you will see numbers and letters displayed over icons, tabs or commands, towards the
top of your screen.

— | =

2] 1317
Home Insert Pag out Formulas Data Review Vie Add-Ins
i
B C - v = )
B & Cu Calibri 11 v A = ==| ® SiwrapTed
- 23 Copy - - A
aste = = - == =| 2= sE | R 8
- < Format Painter LY o E E E | £ 5 & Merge & Center
Clipboard Font Alignment
B11l - I

If you type in a number or letter you will activate a command. For instance in the example shown,
the number 1is displayed over the Save icon. Type in 1and you will see the Save As dialog box
displayed. Close this dialog box.

Press the Alt key again and you will see an N displayed over the Insert tab. Press N and you will see
the contents of the Insert tab displayed.

This is a very easy way of learning keyboard shortcuts. You now know that Alt+1 will display the
Save As dialog box and that Alt+N will display the Insert Tab.

Click on the Home tab before continuing.

Selection techniques

Why are selection techniques important?

Often when you want to do something within Excel you need to select an item first. This could involve
selecting a cell or multiple cells. It may need you to select a row, a column or even the entire table.

Selecting a cell

Open a workbook called Selection techniques. To select a cell simply click on that cell. Thus to select cell B3,
click on cell B3.

(x| =
File Home Insert Page Layout Formulas
== ¥ cut .
B & cu Calibri ~ 11 v A A
53 Copy ~ —
Paste - | EE - A
- ,}’FormatF‘ainter - R - & —
Clipboard Faont
B3 - J= | Country

A B C D

1
2
ICDuntE _ISaIes 2003 Sales 2004 *

4 India 102 129

[E8]
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Selecting a range of connecting cells

We want to select the cells P E Select
from C3 to GB To do this click Home Insert Page Layout Formulas Data Review View Add-Ins
on the first cell within the = M cut

calibri 11 o A= zr; =9 Wrap Text

range, i.e. C3. Then press 23 Copy - — _
down the Shift key (and keep Pajte F Format Painter oy L U - H-A- EEE = Merge & Center -
it he|d dOWﬂ). CIICk on ce|| Gs Clipboard x Font . Alignment
When you release the Shift C3 - Jx | Sales 2003
key the cell range will remain A B [ ¢ | o E _ 6 |
selected, asillustrated. 5 Sales

2

zl Country |Sa|es 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007 |
4 India 102 129 133 193 201
5 Canada 98 120 121 132 143

Selecting a range of non-connecting cells

Sometimes we need to select multiple cells that are not next to each other, as in the example below, where
(3, E3 and G3 have been selected.

|§|| = |= Selectic
Home Insert Page Layout Formulas Data Review View Add-Ins
B & cut Calibri === 3 | SiwrapTen
past =3 Copy ~ = L
aste - = = = | [ 1 -
- - Format Painter L U = | iE £ =4 Merge & Center
Clipboard a Font a Alignment
G3 - fx | Sales 2007
A B C D E F G H
1 Sales
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 |Sales 2007
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
A 1sa 1ng 11N ng 12 g4

To do this click on the first cell, i.e. C3. Then while keeping the Ctrl key pressed click on the cells E3 and G3.
When you release the Ctrl key the cells will remain selected.

Selecting the entire worksheet

To select the entire worksheet, click on the intersection between the column and row referencing numbers.

@ =
Home Insert Page L
= Cut
B & Cu Calibri
bt 53 Copy ~
aste
- fFormatPainter B I O
Clipboard
D16 -
A B
1
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Selecting a row

To select a row, say the row relating to Canada, click on the relevant row number displayed down the left side

of the worksheet. & = E
Home Insert Page Layout Formulas Data Re
'_dj 35 Cut calibri ‘u AT S=[
Paste A cepy B 7 | My A =E =
+ < Format Painter - = =-
Clipboard a Font
C15 - I
A B i D E
1
2
3 Country Sales 2003 Sales 2004 Sales 2005 S
4 India 102 129 189
Canada 98 120 121
B USsA 109 110 109
7 United Kingdom 92 99 98
8 Australia 92 95 96
9 New Zealand 32 43 54
The selected row will look like this. X =
File Home Insert Page Layout Farmulas Data Review View Add-Ins
= * cut Calibri -1 oA = S Wrap Text
52 Copy =
F‘ajte f Format Painter 4 T & T é IR % Mergeis e
Clipboard . Font x Alignment
AS - S
| A ] B | ¢ | o E F G |
1 Sa
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
5 |_ Canada 98 120 121 132 143
6 UsA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93

Selecting a range of connecting rows

To select the rows relating to Canada, USA, UK and Australia. First click on the row number next to Canada (i.e.
5). Press down the Shift key and keep it pressed. Click on the row number relating to Australia (i.e. 8).

When you release the Shift key the multiple rows remain selected.

(]|

al l |+

[ .H-e. Insert Pag out Formulas Data
! o}
Cu

Add-Ins

j Calibri 11 v AN = =) Wrap Text
pant 53 Copy ~ - A

aste - - - = e y

- ¥ Format Painter B U — = = Merge & Can

Clipboard ¥ Font ¥ Alignment
AS v I
[ & ] B | ¢ | o E F c | ¢

1 Sa
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
6 USA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
3 Australia 92 95 96 92 93
9 MNew Zealand 32 43 54 74 84

10 China 67 79 83 33 93



Selecting a range of non-connected rows

Click on the row number 3 and press down the Ctrl key. Click on row number 5, then row number 7 and finally
number 9. Release the Ctrl key and the rows will remain selected.

XEH9-®-|=
Hame Insert Page Layout Formulas Data Review View Add-Ins
3 & cut Calibri === =i wrap Text
P‘ : B3 copy ~ _
. - Format Painter L === Merge & C
Clipboard ] Alignment
| A9 -
[ A ] B | ¢ | b E F |
1 Se
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
6 UsA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93
9 [ |Newzealand 32 a3 54 74 84
10 China 67 75 23 B8 93
11 Pakistan 24 34 43 54 73
Selecting a column
To select the column containing data relating to 2003, clickon @& © - = - |=
the column header (, as illustrated. Home |Wimsestl [Pageiagent’ Eommie B
B * cut Calibri
P‘ N 53 Copy ~
aste -
- jFormat Painter L
Clipboard P Fant Fl
| F20 v -
A B C D
1
2
3 Country Sales 2003 Sales 2004 Sale
a4 India 102 129
5 Canada 98 120
The selected column will look like this. @i -ls
Home Insert Page Layout Formulas Data Rev
3 * cut Calibri ==
oy A Copy~ .
avs £ jFormat Fainter B U ==
Clipboard Fl Font Fl
| c1 - |
A B C D E
1
2
3 Country Sales 2003 |Sales 2004 Sales 2005 S:
a India 102 129 189
5 Canada 98I 120 121
A 1IsA 1nal 11N 1ng
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Selecting a range of connecting columns

To select the columns relating to the sales (x| i
o o File Home Insert Page Layout Formulas Data Review View Add-Ins
figures for 2003-2006, first select column C g
_ , .
. . . . == ¥ Cut - . v = __ =
Press the Shift key and while keeping it 21 g2 copy - Calibri AN == = Wrap Text
pressed select column F. When you release Paste ¢ Formatpainter| B £ E == F£iE EHMergeace
the Shift key the columns will remain Clipboard Font Alignment
selected. a -
A B c | b E F G |
1 Sa
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 |Sales 2007
4 India 102 129 189 193| 201
5 Canada 98 120 121 132 143
6 UsA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
2 Australia 92 95 96 52| 93

Selecting a range of non-connecting columns

To select the columns relating to 2003, 2005 and 2007, first select the column C. Press the Ctrl key and keep it
pressed. Select column E and then select column G. Release the Ctrl key and the columns remain selected.

& = Selecti
Home Insert Page Layout Formulas Data Review View Add-Ins
B & Cut calibri -1 - AN === ®  SiwapTe
=3 Copy ~ L
F‘afte  Format Painter B 7 = = = = Merge & Center =
Clipboard Font Alignment
G1 - F
A B c D E F G | =H
1 Sales
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
5 Canada 98 120 1211 132 143
] usA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
3 Australia 92 95 96 92 93
9 Mew Zealand 32 43 54 74 84

Close the workbook without saving any changes you may have made.

Recommended techniques when creating or editing lists

Each cell should contain the smallest data element. For instance if you are storing a person’s name, use one
cell for the first name and another cell for the second name. This means that at a later date you could
manipulate the data to sort by the second name. For the same reason split the details of an address into as
many smaller parts as possible so that later you could search by state/region, by post code/zip code or even
by country if you are maintaining an international list.

The top row of your data will often contain the headers of each column. These are called field names.

Alist should not contain blank rows or columns within the data. This can cause problems when later sorting
your data.

Ensure that cells bordering your list are blank.

If your data has a bottom row which contains totals, it is often a good idea to insert a blank line above the row
of totals.
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Manipulating

Manipulating rows and columns X -
File Home Insert Fage Layout Formulas Data Review View Add-
. . L& cut Calibri = =[_| Siwrap
Inserting rows into a worksheet = 23 copy - =
Pajte fFormat Painter e L === @Merg
Open a workbook called Rows and columns. koo ACPLE
We need to insert a row for Japan between A9 M Ll
A B C D E F G
the row for Canada and the row for the USA. | | | |
Select the row for the USA, as illustrated. 1
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
6| USA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 32 95 96 32 93
9 New Zealand 32 43 54 74 84
Right click over the selected row and from the popup 7 3 (=
menu displayed select the Insert command. Home | Insert  Pagelayout  Formulas  Data  Revi
== M cut - . v = _ [T
Calibri 11 A A = ==
. % 53 Copy ~ B
aj £ fFormat Fainter T T S ="
Clipboard Font
AB - Fe
[ a ] B [ ¢ | b E
1
2
3 Country calibri =11+ A" A7 % - % o+ [
4 India —
B 7 = L =0 .00
5 Canada — e
6 | UsA == 110 109
- - b cut T
7 United Kingdo| 99 98
8 Australia | Loy 95 96
9 New Zealand | PasteOptions: |4 54
10 China =1 79 83
11 Pakistan Paste Special... 34 43
12 Mexico 24 20
Insert
13 -
1 Frore
. . . P Clear Contents
The table will now look like this.
AB - f
A B [ ¢ | b E G
1 !
2
3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
61
7 < USA 109 110 109 102 94
8 United Kingdom 92 99 98 95 85
C] Australia 92 95 96 92 93
10 Mew Zealand 32 43 54 74 84
11 China 67 79 83 88 93

[ X B . .

.
a

an
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Click on cell B6 and type in the word 'Japan'. Enter the following sales figures for Japan.

C20 - I

1 Si
2

3 Country Sales 2003 Sales 2004 Sales 2005 Sales 2006 Sales 2007
4 India 102 129 189 193 201
5 ] b1 20 7T 37 ™3
] Japan 39 93 102 109 120
7 = 139 116 109 102 54
8 United Kingdom 92 99 98 95 85
9 Australia 92 95 96 92 93
10 New Zealand 32 43 54 74 84
11 rhina RT 74 22 2 a3

Inserting columns into a worksheet

We want to insert a column for sales figures in 2002, which needs to be inserted before the 2003 column.
Select the column relating to 2003, as illustrated.

[FIN™ B |+
File Haome Insert Page Layout Formula
1 * cut calibri -1 -y
Paste Aoy B 7 U~ iy -
- jFormat Painter =
Clipboard " Faont
cl - Jx
| 4| A B C D
1
=
3 | Country Sales 2003 [Sales 20
4 India 102 1
5 Canada 98 1
6 | Japan 89|
7 UsA 109 1
" T T T an

Right click over the selected column and from the popup menu displayed select the Insert command.

Cl -
A B C D E

1 — 1

— Calibri ~ 11 ~ A" A" % ~ % »
2 - {—I:II:I .03
3 Country >0
4 India 159

=) Canada d 121

6 Japan Sa Copy 102

7 UsA [ Paste Options: 109

8 United Kingdom El 98
R Australia Paste Special... 96

10 New Zealand sa

. Insert
11 China g3
12 Pakistan Delete a3
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The column will be inserted, as illustrated.

FEIN™ e A

Home Insert Fage Layout Formulas Data Review Wik
2] * cut Calibri ===
Paste A topr I u- == =
+ < Format Painter = ===
Clipboard = Font =
| c1 - £ |
| | A B C D E |
k54
1
E
3 Country Sales 2003 Sales 2004 Sales
4 India 102 129
5 Canada 98 120
6| Japan 89 93
i usA 109 110
8 | United Kingdem 92 99
9 Australia 92 a5
10| New Zealand 32 43
11 China 67 79
12 Pakistan 24 34
13| Mexico 12 24
14
|15
Enter the following data into the column.
F= I ARSRAE
Home Insert Page Layout Formulas Data Review View
3 ‘* cut Calibri AN === 8 S0
B 53 Copy ~
Pa-ste o Format Painter £ 0- S-A- EET =
Clipboard = Font ] Alignment
| 122 - £
A B C D E F
1
2
3 Country Sales 2002 bales 2003 Sales 2004 Sales 2005 ¢
4 India 93 102 129 139
5 Canada 103 98 120 121
6 Japan 50 89 93 102
7 usa 120 109 110 109
8 United Kingdom 93 32 39 98
9 Australia 25 92 95 96
10 MNew Zealand 105 32 43 54
11 China 92 67 79 83
12 Pakistan 56 24 34 43
13 Mexico 82 12 24 20
14

&
1
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Deleting rows and columns
Deleting rows within a worksheet

Select the row relating to Canada. Right click over the selected row and from the popup menu displayed
select the Delete command.

A5 - 3
A B C D E
1
2 Calibri - 11 - A‘ A A ﬁ
3 Count - Sales 2
4 india B £ = &~ A0 %s%
50 Canada 103 98
6 Japan & Cut 50 a9
7 USA |53 Copy 120 109
8 Unite: [ Paste Options: a3 92
9 Austre j 25 92
10 MNew 2 . 105 32
Paste Special...
11 China Q2 67
12 PaKist facedt 56 24
13 Melxic Delete 82 12
14 fea e
15 F# Coeennt Calle

The row is deleted without any additional warning.
TIP: To delete multiple connected rows, use the Shift key trick to select multiple rows and then right click to

delete the rows. To delete multiple non-connected rows, use the Ctrl key trick to select the multiple rows and
then right click to delete the rows.

Deleting columns within a worksheet

Select the column relating to Sales 2007. Right click over the selected column and from the popup menu
displayed select the Delete command.

H1 - fe

A B C D E F G H 1 J
1 Sales volun
2
3 Country Sales 2002 Sales 2003 Sales 2004 Sales 2005 Sales 2006 |Sales - . . i . Ao &
4 India 93 102 129 189 193 _
5 Japan 50 89 93 102 109 B I =
6 USA 120 109 110 109 102| aal
7 United Kingdom 23 32 99 98 95 cut
8 Australia 25 92 95 96 92 =3 Copy
9 Mew Zealand 105 32 43 54 74 [# Paste Options:
10 China 92 67 79 83 88 E|
1 Pakistan 56 24 34 43 54 Paste Special..
12 Mexico 82 12 24 20 23
13 losert
14 Delete
15 Llear Conients

3
A

The column is deleted without any additional warning.

TIP: To delete multiple connected columns, use the Shift key trick to select multiple columns and then right
click to delete the columns. To delete multiple non-connected columns, use the Ctrl key trick to select the
multiple columns and then right click to delete the columns.
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Modifying
Modifying column widths

Select a column, such as the Sales 2004 column. Right click over the selected column and from the popup
menu displayed select the Column Width command.

El - S
A B C D E F G H
1 Sal
z Calibri ~ 11~ A" A7 BB - o
3 Country Sales 2002 Sales 2003 |Sales .
4 India a3 102
5% Japan 50 &9 ‘:"’I 103 109
6 UsA 120 109 & cut 102
7 United Kingdom 93 92 =3 Copy 95
8 Australia 25 92 ({4, Paste Options: 92
9 New Zealand 105 32 B 74
10 China 92 67 Paste Special... 83
11 Pakistan 56 24 54
. Insert
12 Mexico 82 12 23
13 Delete
14 Clear Contents
15 % Format Cells...
16 | Calumn Width..,
17 Hide
i Unhide
19
an I

The Column Width dialog box is displayed which allows you to set the column width. Click on the Cancel
button to close the dialog box.

Column Width | % |[s£3s)

Column width:

| ok

Modifying column widths using 'drag and drop'
Move the mouse pointer to the line between the header for column B and column C, as illustrated below.

G21 - 5

Country Sales 2003
India 93

EoRTE R S ]

Press the mouse button and keep it pressed.
The pointer changes to a black cross with double arrows when placed on the line between two columns.

Move the mouse pointer left or right to make the column narrower or wider. Release the mouse button and
the column width will change as required.
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Automatically resizing the column width to fit contents

A B c |o] e [F[6] H
Resize all the columns so that they are too narrow to . Sales
properly display the data contained within the columns. 2
ill look similar to the illustration below. : Counts Sales 20 Sale sales 21Sale Sales 2008
Your screen wi 4 India 93 102 129 ## 193
5 Japan L0 89 93 ## 109
6 UsA 120 109 110 ## 102
7 United 93 92 99 98 95
8 Austra 2% 92 95 95 92
9 New Zi 105 32 43 54 74
10 China 92 67 79 83 B8
1 Pakist: 56 24 34 43 54
12 Mexicc 82 12 24 20 23
13
To automatically resize each column width to fit the B1 %
contents, select all the columns containing data. A 8| c |p| £ |Fla a
1 Sal
2]
3 | Countr Sales 20 Sale Sales 2( Sal¢ Salels 2006
4| India 93 102 129 ## 193
5| Japan L0 89 93 ## 109
6 | UsA 120 109 110 ## 102
7] United 93 92 99 98 95
8 | Austra 25 92 95 96 92
9| New Zi 105 32 43 54 T4
10| China 92 67 79 33 88
11 Pakist: 56 24 34 43 54
12 Mexic 82 12 24 20 23
13
Double click on the junction between one of the column B1 . £
headers within the selected columns. A 8| | o] € [Fle]| H
1 N Sal
2
3 (Countr Sales 20 Sale Sales 2( Sale Salegs 2006
a India 92 102 1729 ## 193
The columns will automatically resize to accommodate the data within each column.
G1 -
[4] a B | | o | E F G H
1 Sales
=
3 Country Sales 2002 Sales 2003 Sales 2004 Sales 2005 Sales 2006
4| India 93 102 129 189 193
5 | Japan 50 89 93 102 109
6 usa 120 109 110 109 102
A United Kingdom 93 92 99 98 95
8 | Australia 25 92 95 96 92
9| New Zealand 105 32 a3 54 74
10 China 92 67 79 a3 3
11 Pakistan 56 24 34 a3 54
12| Mexico 82 12 24 20 23
13
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Modifying row heights

Select one or more rows and then right click over the selected row(s). From the popup menu displayed select
the Row Height command.

A5 - I
| a | B | ¢ | o | E | F G

1

2 Calibi - 11 - A" A" % - % » 59

3 Country _ 4 Sales 2005 Sales 21
. I = g

4 India o i _19 189

5| Japan ca 39 93 102

6 UsA ‘i = 108 110 109

7 United K = <°PY 92 99 98

8 Australia (& Paste Options: 92 95 96

9 New Zea = 32 43 54

10 China Paste Special.., 67 79 83

11 Pakistan 24 34 43
A Insert

12 Mexico 12 24 20

13 Delete

14 Clear Contents

15 % Format Cells..

16 Row Height...

17 Hide

The Row Height dialog is displayed allowing you to set the exact row height, as required.

Row Height [ % |[wE3m]

Row height: | i

oK ]’ Cancel ]

TIP: If you click between any two row headers, you can drag the row height up or down as required, to modify
the row height.

Save your changes and close the workbook.
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Manipulating cells and cell content
Copying a cell or range contents within a workbook
Open a workbook called Izl ™| [= Copying mc

Copying moving and deleting. Home Insert Page Layout Formulas Data Review View Add-Ins
Select a cell, range, row or == ¥ cut

. Calibri 11 Ay = P =" Wrap Text
column to copy. In this case b 2 Copy p— A= o _
select the range B4 to E4. = S romatpainter | B] 4 U~ | Hi-| &~ A 5 5 | ElMerge & Center -

Clipboard Font Alignment
TIP: A range like this is often 84 M J=| Component number
A | B | c D E

written as B4:E4.

Stock Levels

Your screen will look
something like this:

| Component number Mo in stock Value each item  Total value in stock |

= R S TR N T ]

Press Ctrl+C to copy the 100846 2 56.99 113.98
selected range to the 100352 0 28.38 0
. ANNAR22 5 172 74 A2 T
Clipboard.
TIP: To copy a selected item to the Clipboard using the Ribbon, ]| i4 =
click on the Home tab and then click on the Copy icon in the Home | Inset  Pageloyout  Formulas D
Clipboard group on the Ribbon. e
Calibri
. { 53 Copy ~ J—
aj : J Format Painter i
Clipboard . Font

Al

Click at the location you wish to paste the data to. In this case click on cell B14 and @ d
press the Ctrl+V keys to paste the data from the Clipboard.

Home Insert

We Cut .
N Cali
3 Copy ™
Faste . B
+ < Format Painter

Clipboard

TIP: To paste an item from the Clipboard using the Ribbon, click on the Home tab
and then click on the Paste icon, in the Clipboard group on the Ribbon.

Your data will now look like this.
Bl4 - fx | Component number

A | B | c D E

Stock Levels

Component number  MNoinstock  Value eachitem  Total value in stock

100346 2 56.99 113.98
100332 ] 28.38 ]
100622 3 12.74 63.7
100847 2 32.99 65.98
100743 3 18.99 54.95
100934 1 12.99 12.99

| Component number No in stock Value eachitem  Total value in stock |

e
FIE|IRIREBv (N avsaiwmn ~

TIP: You can use the same technique to copy entire rows or columns. Pressing Ctrl+A will select everything
within a worksheet and allow you to copy the entire worksheet contents to the Clipboard when you press
Ctrl+C.
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Deleting cell contents @E9 = Copying

Home Insert Page Layout Formulas Data Review View Add-Ins
Select the range that you wish to delete the 3 & Calibri === ®»  SiwnpTes
. 53 Copy ~
contents of. In this case select the range Poste g - mat painter | B 4 U~ E(E|= £ EMergeaenter
B10:E10, as i||u5trated. Clipboard Font Alignment
B10 - Jx | 100934
A B C D E

Press the Del key and the cell contents will
be deleted. Stock Levels
TIP: You can use the same technique to
delete entire rows or column contents.

Component number  Noinstock  Value eachitem  Total value in stock

B|Y w0 |(N a0 s win

100846 2 56.99 113.98
100332 1] 28.38 1]
. i . L 100622 5 12.74 63.7
Pressing Ctrl+A will select everything within 100847 2 32.99 65.98
a worksheet and allow you to delete the I 100743 5 18.59 94.95 |
. 100934 1 12.99 12.99
entire worksheet contents when you press |
the Del key. -
Moving the contents of a cell or range within a workbook
Select the range you wishtomoveand &/ 9~ I= Copying moving 3
then CUt |t tO the Cllpboard |n thlS case File Home Insert Page Layout Farmulas Data Review View
select the data, asillustrated. ii:;} Calibri T AN F=lgl ¥ SwepTed
;Format Painter B 7 U- &~ &~ é - | E|E|= | £ | B Merge & Center -
Press the Ctrl+X keys to cut the selected Clipboard Font Alignment
data to the Clipboard. 85 - J= | 100846
A B C D E

Click at the location you wish to move
Stock Levels

the selected data to, in this case click in 1
cell B15, and press Ctrl+V, to paste the 2
3
data. . . .
4 Component number Mo instock  Value each item  Total value in stock
5 100846 2 56.99 113.98
TIP: You can use the same technique to Z O 1 w 221 o
. I 7 100622 5 12.74 63.7
move entire rows or columns. 2 100847 5 3299 65.98
9 100743 5 18.99 94.95

=
(=]

Save your changes and close the
workbook.

Editing cell content

It is easy to edit existing data within a cell or to replace existing data within a cell. Open a workbook called
Editing.

Click on cell B3. Double click in front of the word 'Region' and insert the word 'Sales' followed by a space.
Press the Enter key to commit your changes to the cell.

Click on cell B7. Double click on the word '"West', to select it and then over type the selected word with the
word 'Central'. Press the Enter key to commit your changes to the cell.

Undo and Redo

Home Insert Pa

Click on the Undo icon (top-left of your screen) to reverse the last action. = M ocut Catibri
. alibri
Try it now. . g 53 Copy -
dsie
= # Format Painter B

Click on the Redo icon (top-left of your screen) to reapply the last action.
Try it now.

Clipboard

Save your changes and close the workbook.

49



Copying data between worksheets (within the same workbook)

Open a workbook called Worksheet manipulation.
Select a cell, range, row or column to copy. In this case select the range B3:C8. Your screen will look

something like this:

Gl
Home Insert Page Layout Formulas Data Re
‘B "‘tc"'t Calibri s AT A = =;
_lécop}v ....... JR—
Pavste - Format Painter B|7 U-|[iE-|&- é “I'E
Clipboard Font
B3 - J= | Region
A B C D
, 2007
2
3 Region |Sales
a Europe 727,463
5 Africa 343,745
6 Asia 283,174
7 Australia 287,636
8 America 831,173

9

Press Ctrl+C to copy the selected range to the Clipboard. Click on the second worksheet tab (called
Projections).

29
25

H 4 » M| 2007 Saleq Projections .~ {J
Ready |

———

o g

You will now see the contents of the second, empty worksheet displayed.

Click at the location you wish to paste the data to. In this case click on cell C4 and press the Ctrl+V keys to
paste the data from the Clipboard. You have successfully copied selected data from one worksheet to

another worksheet within the same workbook.
BEFORE CONTINUING: Click on the Undo icon to undo this copy.
The Undo icon is displayed towards the top-left of your screen.

Leave the workbook open and carry on to the next section.

@ =[P -

File Home Insert Page L
d cut Calibri
53 Copy ™
B I U
Clipboard

50



Moving data between worksheets
Moving data between worksheets (within the same workbook)

Switch back to the first worksheet within the workbook called Worksheet manipulation.
Select a cell, range, row or column to move. In this case select the range B3:C8. Your screen will look
something like this:

FIN™ | |=
Ei_IE Home Insert Page Layout Formulas Data Rey
z ‘* cut Calibri s Ay ==s
paste i Blr u- |- &-A-| ==:
~ < Format Painter = s - = =
Clipboard Font
B3 - I | Region
A | B | c D
. 2007
2]
3| Region |Sales
4| Europe 727,463
5| Africa 343,745
6| Asia 283,174
7| Australia 287,636
8] America 831,173
9

an

Press Ctrl+X to cut (move) the selected range to the Clipboard.
Click on the second worksheet tab (called Projections).

29
25

4 4 b M| 2007 Saled | Projections T
Ready |

— m

You will now see the contents of the second, empty worksheet displayed.

Click at the location you wish to paste the data to. In this case click on cell C4 and press the Ctrl+V keys to
paste the data from the Clipboard. You have successfully moved selected data from one worksheet to
another worksheet within the same workbook.

Save your changes and close the workbook.

Moving data worksheets (in different workbooks)

Open a workbook called Between workbooks 1.

Open a second workbook called Between workbooks 2.
Display the contents of the Between workbooks 1 workbook.

NOTE: To switch between multiple open workbooks, click on the Excel icon displayed within the Taskbar at
the bottom of the screen and click on Between Workbooks 1.

|

&j Between workbooks 2
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Within the Between workbooks 1 workbook, select a cell, range,
row or column to move. In this case select the range B3:C8.
Your screen will look something like this:

Press Ctrl+X to cut (move) the selected range to the Clipboard.

Switch to the second workbook (called Between workbooks 2).
Click at the location you wish to paste the data to. In this case
click on cell C4 and press the Ctrl+V keys to paste the data from
the Clipboard. You have successfully moved selected data from
one workbook to another workbook.

NOTE: You could have selected a different worksheet within the
second workbook if you wanted.

Copying data between worksheets (in different workbooks)
Select the data in the second workbook.

Press Ctrl+C to copy the selected data to the Clipboard.
Switch back to the first workbook.

Click where you wish to paste the data to.

Press Ctrl+V to paste the data from the Clipboard.

& 3
Home Insert Page Layout Formulas
= Cut P
d Cu Calibri 18 - A" A
— =3 Copy ™ — e A
aste - i e - -
+ < Format Painter Hy L U —-—
Clipboard Font
B3 - S | Region
A | B | c | b

1
=
8
s
2
o
s

8
9

Sales This Year

You have now copied selected data from one workbook to another workbook.

Auto Fill

Open a workbook called AutoFill.
Click on cell B3 which contains the word Monday.

Move the mouse pointer to the bottom-right corner of this cell and the
mouse pointer shape will change to the shape of a small black cross.
When the mouse pointer changes shape, press the mouse button down,
and while keeping it pressed move slowly down the page to cell B7.
When you release the mouse button you will see that Excel has 'Auto

Filled' the range you dragged across with days of the week.
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Home Insert Page Layout
3 & Cut Calibri
- 53 Copy -
avse fFUrmatPainter S
Clipboard Fon
B3 - 5
A B C
1
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Home Insert Page Layout
& o Calibri -
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o f Format Painter B 7 U-
Clipboard Font
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Click on cell €3 which contains the word January.

Use the AutoFill feature to automatically create a column

containing all the months of the year.

Select the cell range D3:D4.

Use AutoFill to extend the series down the page. As you will

see the series becomes 1,2,3,4,5,6,7 etc.

Select the cell range E3:E4.

53

C3 - fe | January
A B C D
1
2
4 Tuesday 2
5 Wednesday
6 Thursday
7 Friday
c3 - S | January
A B C D
1
=.
=l Monday January
4| Tuesday February
5| Wednesday [March
b | Thursday  [April
7| Friday May
8 | June
19| July
10 August
11 September
12 October
13| Movember
14 December
15 =
D3 - B |1
A B C D
1
2
3 Monday January 1
El Tuesday February 2|
5 Wednesday March
6 Thursday  April
D3 A K1
1
2
[3] Monday January 1
T4 | Tuesday February 2
5| Wednesday March 3
75 | Thursday  April 4
7| Friday May 5
T June 6
9 | July 7
10/ August 2
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13| MNavember =H
14 Naramhar
E3 - fe| 2
A B C D

b w N e
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Tuesday February
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Use AutoFill to extend the series down the page. As you will see the series becomes 2,4,6,8,10 etc.

E3 - B | 2
A B 5 D |

1

2

3 Monday January 1 2

4 Tuesday February 2 4

5 Woednesday March 3 B

6 Thursday  April 4 8

7 Friday May 5 10

3 June il 12|

9 July 7 14

10 August 8| 16

11 September 9 18|

12 October 10 20

13 November 22

14 December 24

15 =i

-
il

Save your changes and close the workbook.

Renaming a worksheet

Click on the Sheet1 tab to display the first worksheet. Double click on the Sheet1 tab.

¥R ]
24
4 4 F K
Ready |

Sheetl

The worksheet tab will be highlighted and you will be able to type in a new name.

24
TR heetz . Sheets  ¥J
Ready |

In this case type in the name 2008 and then press the Enter key to confirm the change, as illustrated.

24
4 4 ¢ M

2008

Ready |

Double click on the Sheet2 tab and rename it 2009.
Double click on the Sheet3 tab and rename it 2010. Your tabs will now look like this:

24
M4k

2008 2009 | 2010 ~1J

Ready |

By default worksheets are called Sheet1, Sheet2 and Sheet3. You should use meaningful names for your
worksheets, especially if you are using multiple worksheets within a workbook. This can make a complicated
workbook much easier to understand.
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Inserting a new worksheet

Click on the 2010 worksheet tab to select it. Right click over the tab and from the popup menu displayed, click
on the Insert command.

a0
El
i Insert. ..
a3
ﬁ Delete
E Renarne
% Maove or Copy...
E= Select Al Sheets
ﬂ Tah Colar. ..
40
W CEJ View Code
4 4 » M} 2008 4 2009 %2010

The Insert dialog is displayed. Make sure that the Worksheet object is selected within the dialog box.

Insert &|

zeneral | Spreadsheet Solutions
¥ 4 e
Warkshest Chart MS Excel 4.0 MS Excel 5.0 RiSHEw
Macro Dialog
Preview not available.
[ Templates on Office Online 0] 4 ] [ Cancel

Then Click Ok button to insert a New worksheet

Deleting a worksheet

Make sure that the new tab that you have just inserted is selected. Right click on the tab and from the popup
menu displayed select the Delete command. The new worksheet will be deleted.
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Formatting

Font formatting

Font formatting options

The font formatting options are located on the
Home tab within the Font group.

Font type

Open a workbook called Font formatting. Select
the range C3:G3.

| = |=
Home Insert Page Layout Formulas Data Reviev
= Cut L= —
j % Calibri 11 v A A F ==
n 53 Copy ~
Paste o - A== =
- < Format Painter Bl O R-A-|E==
Clipboard Fant =
& - |=
Home Insert Page Layout Formulas Data Review View Add-In:
3 # cut Calibri Siwrap Te
- 53 Copy -
Past o E
avs ¢ fFormat Painter Hy I D El\derge 1
Clipboard Fl gnment
C3 - Jx | Sales 2003
A B [ ¢ T o E F G |

Y

Sales volume by country

3 Country |sales 2003 sales 2004 Sales 2005 Sales 2006 Sales 2007 |
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
[ 1nca 1na 11N ana 107 aAa
. I _
Under the Home tab, click on the down arrow il Iz
next to the Font section. Home Insert Page Layout Formulas Dz
& cut Calibri
— 53 Copy -
Paste -
- jFormat Painter =
Clipboard = Faont Fl
From the drop down list displayed, select a @ =
different font type, SUCh as Arial. Home Insert Page Layout Formulas Data Review View Add-Ins
Z * cut Calibri [lu A&y === S Wrap Text
Paste "acopT ) Theme Fonts = ] Merge & ¢
s J Format Painter B Cambria (Headings) | = .
Clipboard Fl Alignment
T Calibri {Body)
= | Al Fonts
on
A B ADMUIZLY F
1 Sales volume by cow
5 ADMUIZS
3] Country |  ADMUELD 12006 sales 2007]
4 India ADMUIZSM 193 201
5 Canada T .llgencyFB 132 143
e USA % Aharoni 111 TN 102 %
7 United Kin 95 85
8 Australia r ALGERIAN 92 93
9 New Zealg ' 4ndalue oyl 74 a1
10 China T imgsana Hew afan 88 93
1 Pakistan | B uianaurc A7aT 54 73
12 Mexico T Aparajita e icinT 23 32
13
- T AR BERKLEY
15 T AR BLANCA
16 T Ak 6O
o T AR BAFER
12 r AR GENA
20 T AR CHRISTY -
21

Experiment with applying different fonts to your data.
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Font size

Select the range B3:B12. Click on the down arrow within the Font Size section and select a different font size.

& s
Home Insert Page Layout Formulas Data Review View Add-T
= Cut
B & Cu Calibri Siwrap
53 Copy ~
Paste - =
+ < Format Painter By I/ U = Merge
Clipboard Alignment
B3 -
A B B F G

Country Sales 2003 '004 Sales 2005 Sales 2006 Sales 2007
India 102 129 189 193 201
(Canada 98| 55 120 121 132 143
USA 109| 28 110 109 102 94
United Kingdom 92|36 99 98 95 85
Australia g2 4% 95 936 32 93
New Zealand 32 43 54 74 84
(China 67 79 83 a8 93
Pakistan 24 34 43 34 73
Mexico 12 24 20 23 32

e e

TIP: You can also select a range and use the Increase Font Size and Decrease Font Size icons.

X = =
Home Insert Page Layout Formulas Data
3 *C”t Calibri 11 b AT | =
Paste oy B 7 U~ & AV =
v o Format Painter = L =
Clipboard . Font

Bold, italic, underline formatting

Select the range C4:G12 and experiment with applying bold, italic and underline formatting using the icons
illustrated below.

¥ = I=
Home Insert Page Layout Formulas Da
'_j *C“t Calibri
Paste ~a copr B 7 Ul
- fFormat Painter =
Clipboard x Font

TIP: You can easily apply double underline formatting. To do this click on the down arrow next to the
Underline icon. Select the Double Underline command.
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Cell border formatting ¥ = |=

Home Insert Page Layout Formulas D

Select the range B3:G12. Click on the down arrow next = M cut Calibr
the Border icon. 52 Copy - p
Pajte # Format Painter N I u-
Clipboard

A drop down list is displayed from which you can select the required border. Select All Borders.

) =
Home Insert Page Layout Farmulas Drata Review View
== 4 Cut I = _ ™ =
J Calibri = == ¥ = Wrap T
53 Copy -
Paste - == = =
+ <« Format Painter N U === =2 Merge
Clipboard 7 Fg Borders gnment
B3 - 5 Eottom Border
Top Border
A [ s [ ¢ e

Left Border

1 Sales volume by country
2 Right Border
3 Country Sales Mo Border 6 Sales 2007
a4 India Al Borders 13 201
i Canada Cutside Borders i2 143
i B Thick Box Border 2 £
7 United Kingdom 15 85|
] Australia Bottom Double Border 12 93
g MNew Zealand Thick Bottom Eorder 4 24
10 China Top and Bottom Border 8 93
11 Pakistan Top and Thick Bottom Border 4 73
12 Mexico Top and Double Bottom Border 4] 32“
13 Draw Borders
14 j Draw Eorder
15 g Draw Border Grid
i (2 Erase Border
17 2 L
18 a2, Line Color k
i »
19 Line Style
20 FH More Borders...
Your data will now look like this.

Country Sales 2003 |Sales 2004 |Sales 2005 |Sales 2006 |Sales 2007

India 102 129 189 193 201

Canada 98 120 121 132 143

USA 109 110 109 102 94

United Kingdom 32 EE] 98 95 85

Australia 32 95 kL] 32 93

Mew Zealand 32 43 54 74 84

China 67 79 83 B8 93

Pakistan 24 34 43 54 73

Mexico 12 24 20 23 32

Click on the Undo icon (top-left of your screen) to undo this formatting.

A GRS
Home Insert

== M cut
. e 53 Copy ~
aste
- jFormat Painter

Clipboard
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Spend a little time experimenting with applying different types of borders. Remember that you can use the
Undo icon to undo any formatting that you apply.

TIP: Experiment with applying border formatting effects, such a thick or double edged border effects.

Formatting the background colour

Select the range B3:G3. Click on the down arrow next to the

Fill Colour icon.

Move the mouse over a colour and
you will see the colour formatting
previewed within your data. Click on
a colour to apply it.

TIP: Be careful when applying
background fill colours as it may
make any text within the range
difficult to see. Avoid using similar
text colours and background fill
colours.

Formatting the font colour

Select the range B3:B12. Click on the down arrow next to the

Font Colour icon.

This will display a drop down from
which you can select the required
colour. Experiment with applying
different font colours.

X d 9 - =

File Home Insert Page Layout Formulas Dat
& cut Calibri i | A A
pact 53 Copy = =
aste - - - -
- jFormat Painter el H
Clipboard " Font Fl
FAI™ B R |=
File Home Insert Page Layout Farmulas Data Review Wiew
B & cut Calibri u ca s =S=E=E o SiwepTet
53 Copy ~
Paste - - - vy = = = | iE F R .
- < Format Painter T H S| A E E = FEiF EMergear
Clipboard . Font Theme Colors ignment
H EEEEENR
F15 - Jx
A B C G
1 Sales volume by country I I I Red, Accent 2, Lighter 50%
3 |
3 Country sales 2003 |sal .5‘*:“"’ C""”‘. o g 2o ]Seles 2007
4 India 102 B3 201
Ma Fill
5 Canada 98 32 143
6 USA 109| | @ More Colors.. D2 94
7 United Kingdom 92 99 98 95 a5
A A
File Home Insert Page Layout Farmulas Data
== Cut ~ o |
B & cu Calibri ST S
53 Copy -
Paste - - - =
+ < Format Painter Bl U H & g =
Clipboard " Fant "
FIN" B A |=
File Home Insert Page Layout Formulas Data Review View
B & cut Calibri 11 o A AT Siwrap Tt
53 Copy ~
Paste - - - - &
- j Farmat Painter Bljr U H & A ;?gMerge ;
Clipboard . Font B Automatic ht
B3 - A Country Theme Colors
N EEENEN
A | B | ¢ | o G
1 |Sales volume by country
: T
3 Country sales 2003 [Sales 20( & les 2007
L] India 102 1 Standard Colors 201
5 Canada 98 L L EEEEE
6 USA 109 1 Y More Colors... 94
- —ta_ deei_ s an anl anl ar A

Save your changes and close the workbook.
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Alignment formatting

. . . . . === =

The alignment options are contained within the Alignment —

group on the Home tab. == = FEFE
Alignment (]

Horizontally aligning contents in a cell range

Open a workbook called , ,

. [F= R |+ Font:
Alignment. Select the range -
. . Fil He Insert P L t F | Dat: Revi Vi
c3:G12- Cl]ck on the Centre |(_on : ome nse age Layou armulas ata eview lew
. = ¥ cut . | = =
to centre the cell contents in & cu Calibri ‘11 AN === % SwepTe

. . 53 Copy ~
this range. Try applying left Paste  Format Painter (B|r u- @H- &-A- 5 Merge & Center -

and then right alignment

Clipboard "] Font " Alignment
formatting. Use the alignment
icons illustrated below.
Centring a title over a cell range
Click on cell C2 and type . A g < e e | g e
in the word 'Sales’'.
2 Sales
3 Country 2003 2004 2005 2006 2007
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
6 USA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93
We v.vant to centre this A 3 c 5 : : a
within the range C2:G2. 1
To do this, select the j
2 Sal
range C2:G2. ae
3 Country 2003 2004 2005 2006 2007
4 India 102 129 189 133 201
Click on the Merge and Centre (]| ;g = - |= Al
icon. File Home Insert Page Layout Formulas Data Review View
IE Calibri HJu cA s S == 9 SiwepTed
52 Copy - = D
Pa'ste F Format Painter B |/ U- - 2= #5 | a3 Merge & Center
Clipboard " Font x Alignment Fl
Your screen will now look like this.
A B c D E F c |
1
2 Sales
3 Country 2003 2004 2005 2006 2007
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
6 USA 109 110 109 102 34
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 36 32 33
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Cell orientation

Select the range €3:G3.
B | c D E F G
1
2 Sales
3 Country | 2003 2004 2005 2006 2007 |
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
7] UsA 109 110 109 102 94
Click on the Orientation icon.
9 -+ Al
Home Insert Page Layout Formulas Data Review View
B & cut Calibri Y A == B | Siwrap Text
P‘ : =3 Copy = @
aste - - E >
« < Format Painter ~ [ =2 Merge & Center
Clipboard P Font u Alignment ]

You will see a drop down menu allowing you to format the cell orientation.

9~ |= Alignm
Home Insert Page Layout Formulas Data Review View
= Cut L. = (]
j '* Y Calibri 11 v A A = == P ;Wrap Text Ger
N 53 Copy -
Paste Blsr u- e A~ = @' Angle Counterclockwise $
«  <f Format Painter = - = .
\‘.@ Angle Clockwise
Clipboard ] Font F]
1§ Vertical Text =
c3 - fe | 2003
4l Rotate Text Up =
& E | E H E |8 Rotate Text Down =
1
'?}_‘ Format Cell Alignment
2 Ralec

Select the Angle Clockwise command. Your data will now look like this.

1
2 Sales

< < < < <%
3 Country %, %, b5 %s %,
4 India 102 129 139 193 201
3 Canada 98 120 121 132 143
] Usa 109 110 109 102 94
7 United Kingdom 92 99 98 95 35
8 Australia 92 95 96 92 93

Experiment with applying some of the other orientation effects.

Save your changes and close the workbook.
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Number formatting

Open a workbook called Number formatting. Click on cell C2.

b9 -®-=

Home Insert Page Layout Formulas Data Review View

B d cut Calibri = =[] » Swa
P_ : 53 Copy -

aste - =E ===

- fFormatPainter L E=E= = EMEI’E

Clipboard ] Font u Alignment
| c2 - fe | 194593.12345
A B C

1
2 Format this cell to use number formatting conventions I 1‘345‘33.1235!
3

Click on the down arrow next to the Number Format control.

P - |5 MNumber formatting - Microsoft Exc
Home Insert Page Layout Formulas Data Review View
A e
= Cut =
B % cu calibri = S Wrap Text General D
P‘ : 153 Copy ~ ) e
aste - = = - - 0 s | €0 - |
+ < Format Painter L = = [59 Merge & Center § - % .
Clipboard u Font = Alignment ] MNumber u

You will see a drop down menu from which you can select the format. In this case select Number.

@‘ H 4 ! |= Murmber formatting - Microsoft Excel
Home Insert Page Layout Formulas Data
T _ ]
& cut Calibri - = S Wrap Text E| *f,‘l %
— Eacopy - =
Paste = =] « | ABC (General ~| Forma
+ < Format Painter L = £ Merge & Center 123 Mo specific format b as Table
Clipboard F} Font Fl Alignment ] — Stjes
| c2 - fe | 194593.12345 12 o032 .
A B I;‘ D E Py Currency I
1 5194,593.12
2 Format this cell to use number formatting conventions I 1‘345‘33.1235' .
L] a@|  Accounting
3 _75“—' §194,593.12
4 Format this number to display no decimal places. 194593.1235 =
5 Format this number to display 1 decimal place 194594.1235 EI ;',11;',‘2?;;9 3
10/ =
6 Format this number to display 2 decimal place 194595.1235
7 i Long Date
1§
8 Format this number to display comers 1945968573 saturday, 3 Octaber 2432
5 Time
10 Format this number to display a UK pound sign 234.93 257:46 AM
11 Format this number to display a dollar sign 234.98 Percentage
12 Format this number to display a euro sign 234.98 % 19459312.35%
13 .
I. Fraction
14 /2 194593 1/3
15 Format this number to display a percentage sign 17
16 2 Scientific
10 wsse-0s
17 b
18 More Number Formats...
15

This tells Excel that the data contained within this cell should always now be treated as a number, rather than
say text or a date.
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Decimal point display

Click on cell C4.

A B =

1
2 Format this cell to use number formatting conventions 194593.12
3

zl Format this number to display no decimal places. I 194593.1235!
5 Format this number to display 1 decimal place 194594.1235
& Format this number to display 2 decimal place 194595.1235

Click on the Decrease Decimal icon a few times, so that no decimal places are displayed.

& =9~ = Nurnber formatting - Microsoft Exe
File Home Insert Page Layout Formulas Data Review View
-C cut =
 Cu Calibri == =5 Wirap Text Number -
- =3 Copy ~ q .00
aste - = = = . - - g = .
- # Format Painter B I U = = =34 Merge & Center $ % v | %3(588 !
Clipboard = Font ] Alignment 7] MNumber ]

The cell contents should now look like this.

Format this number to display no decimal places. 194593

Set the contents of cell C5 to display 1 decimal point.

A B 5

1

2 Format this cell to use number formatting conventions 194593.12

3

4 Format this number to display no decimal places. 154593
EI Format this number to display 1 decimal place 19459411

6 Format this number to display 2 decimal place 194595.1235

7

Set the contents of cell C6 to display 2 decimal points.

A B = D

Format this cell to use number formatting conventions 194593.12

1

2

3

4 Format this number to display no decimal places. 194593

5 Format this number to display 1 decimal place 194594.1
EI Format this number to display 2 decimal place I 194595.12!
7

TIP: To increase the number of decimal points displayed, click on the Increase Decimal icon.

I +I|:|
0
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Applying and removing comma style formatting (to indicate thousands)
Click on cell C8.

A B =

Format this cell to use number formatting conventions 194593.12

Format this number to display no decimal places. 194593
Format this number to display 1 decimal place 194594.1
Format this number to display 2 decimal place 194595.12

(=]

1
2
3
4
5
6
7
:I Format this number to display comers I 19459685?3!

9

Click on the Comma Style icon (within the Number group under the Home tab) to format the number using
commas.

IE H9- |= MNumber formatting - Microsoft E
Home Insert Page Layout Formulas Data Review View
= Cut = _[_
j # Calibri = == @ §Wrap Text General -
P_ t A copr : 0 .00
aste - === i o= ' - - B .0 .
- # Format Painter B 7 U =E =E = = =ad Merge & Center $ yd |Pe| | %58 ;9

Clipboard - Font - Alignment Fl Mumber ]

Your number should now look like this.

| 1,945,968,573.00 |

NOTE: To remove comma style formatting, click on the down arrow next to the Number format icon (within
the Number section of the Home tab).

|£—.|| =9~ = Mumber formatting - Microsoft Exce
Home Insert Page Layout Formulas Data Review View
== % Cut - - = O =
j ] Calibri 11 v A A = == = Wrap Text Number
P‘ N =3 Copy ~ e A =
aste o S = = = e . o v g 5 | 0
- < Format Painter LI =1 === £ Merge & Center $ fo o a0
Clipboard Fl Font ] Alignment Fl Mumber F

Select the General or Number format option, as illustrated.

9 - |+ Number formatting - Microsoft Excel
Home Insert Page Layout Farmulas Data Review View
j d Ccut Calibri A= B =¢ Wrap Text =]
— Eacepy- T
Paste - A = = , .|| ABCc General all
- j Format Painter LIer & ] - ;3 klereseCenicy 123 Mo specific format -
Clipboard ] Font ] Alignment Fl 4
Number =
8 - Jx | 1945968573 ]2 194596557300
A B |;| D Currency

41,945,968,573.00

The cell contents will now be displayed without comma style formatting.
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Currency symbol

Select cell C10.

A B [ ]

Format this cell to use number formatting conventions 194593.12
Format this number to display no decimal places. 1945393
Format this number to display 1 decimal place 194594.1

Format this number to display 2 decimal place 194595.12

Format this number to display comers 1945968573.00

1
2
3
4
5
5]
7
8
9
EI Format this number to display a UK pound sign I 234.98_'
11

Format this number to display a dollar sign 234.98

Format it to display the British Pound symbol. To do this click on the down arrow next to the Currency icon.

™ |= Number formatting - M
Home Insert Page Layout Formulas Data Review Wiew
o cut = ]
& cu Calibri === = Wrap Text General
Pant 53 Copy -
aste == = = . -
+ < Format Painter Harh = = = i Merge & Center o *
Clipboard 7] Alignment 7] Mumber

From the list displayed, select the £ option.

MNumber formatting - Microsoft Excel

General - *j
3|

£ 0 .00 iti
Center v || & || % 9 %8 5% | Conditional
Enrmattinn =

5 English [Australia)
% English (U.5.)

ﬁ £ English [U.K)

£ Euro (£123)

¥ Chinese [PRC]
fr. French (Switzerland)

More Accounting Formats...

Select cell C11 and format it to display the Dollar symbol.
Select cell C12 and format it to display the Euro symbol. Your data will now look like this.

£ 234.98
g 234.98
£ 234.98
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Date styles

Click on cell B17 and type in the text 'The date today is’'.

Click on cell C17 and type in today's date. When you press the Enter key you may find that the style of the date
changes automatically.

Right click over cell C17 and from the popup menu displayed select the Format Cells command.

A B C & Cut G

1 B3 copy

2 Format this cell to use number formatting conventions 19459 (7, Paste Options:

3 5

4 Format this number to display no decimal places. 1% )

5 Format this number to display 1 decimal place 1945 Paste Spedial...

6 Format this number to display 2 decimal place 15459 Insert...

7 Delete...

3 Format this number to display comers 194596857 Clear Contents

£ Filter »
10 Format this number to display a UK pound sign £ 234 cort N
11 Format this number to display a dollar sign 23 -

12 Format this number to display a euro sign 23 ) Insert Comment

13 | _’2?' Format Cells...

14 Pick From Drop-down List...
15 Format this number to display a percentage sign Define Name...
16

5]

! Hyperlink...
The date today is I 4/04/ }_1%‘1

s Galibri - 11 - A" A" $ - % o [
19

o B 7 = O A %0

21

This will display the Format Cells dialog box.

s

Format Cells [~ 5[5

Alignmentl Font | Border | Fill |Probectior1
Category:
General L Sample
Mumber
4/04/2010
Currency o4/

.ﬁ.ccounﬁni Type:
*14/03/2001

Time “Wednesday, 14 March 2001

s

Fraction 14/03/2001
o 14/03/01
Sdentific
Text 14/3/01
. 14/3f2001
Special 14/03/01 i
Custom

Percentage

Locale (location):
English {Australia) E|

Date formats display date and time serial numbers as date values. Date formats that begin with an
asterisk (*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.,

[ 0K ] [ Cancel
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If necessary, within the Category section of the dialog box, select the Date category.

Format Cells

humber

Alignment " Font " Border || Fill || Protection
Cakegary:
General Sample
Mumber
070307

Currency Lol
Accountini Type:
i *14/0312001 =
Time . 3
Percentage 1‘1‘402152"’5312001
Fraction
Scientific _
Text i:f%"g} 3
Special 3. 1
Custom 2001-03-14 v

Locale (location):

English (LK.} 3

Date formats display date and time serial numbers as date values. Date Formats that beqgin with an asterisk (*)
respond to changes in reqgional date and time settings that are specified For the operating system., Formats
without an asterisk are not affected by operating system settings,

I K l ’ Cancel

Select the required format from the Type section of the dialog box.

Click on the OK button to apply the date format.

the cell.

Format Cells
Miomber | Alignment I Font I Border | Fill | Protection
Category:
General & Sample
Number
4042010
Currency 104/
Accounh’ni Type:
Time -
Percentage :f,fgg?;;g?w 14 March 2001 |;|
Fraction 14/03/01 E
Sdientific 143701
TEXt- 1432001
Special 140301 i
Custom
Locale (location):
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Formulas

Creating formulas
Open a workbook called Formulas. Click on cell E3.

In cell E3 we need to create a formula that will calculate the value of the stock for that particular component.
To do this we need to multiply the contents of cell C3 by the content of cell D3.

All formulas within Excel start with the 'equals' symbol.

Type in the following formula.

=C3*D3

TIP: the * symbol means 'times'.

Press the Enter key and you will see the result of the calculation in cell E3.

Click on cell E3 and you will see the formula displayed in the bar above the worksheet.

HH9- =

Home Insert Page Layout Formulas

7

'—j # cut
N 53 Copy ~

Paste -
- JFormatPainter Bjz U

Clipboard ] Eont
E3 - | =C3*D3

Arial 12 - A
fy -

A B C

The easy way to create formulas

Click on cell E4 and type in the equals sign.

A B C D £
1
2 Component Code Number Numberinstock Value of eachitem  Total value in stock
3 100847 2 2259 45.98
4] 100846 4 3494
5 100645 9 12,35
il 100837 1 13.59
7 100846 1] 9.25
8 100243 2 5.24
9 100773 3 40.5
Rl
Click on cell C4 and you see this.
A B C D E
1
2 Component Code Number Number instock Value of each item  Total value in stock
3 100847 2 22,92
4| 100846 4 34.99|=ca
5 100645 9 12,95
& 100837 1 13.59
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Type in the * symbol, you see this.

IF - X v | =Ca*
A B C D E
1
2
3 100847 2 2355 45.98
4| 100846 4 34.99|=c47]
5 100645 9 1295
6 100837 1 13.59
7 100846 0 9.25
8 100243 2 5.24
9 100773 5 40.5
Click on cell D4 and you will see this.
A B C D E
1
2 Component Code Number MNumberinstock Value of eachitem  Total value in stock
3 100847 2l 22.9% 45.98
4| 100846 a T 34.99(=ca*D4
5 100645 9 12.95
6 100837 1 13.59
7 100846 0 9.25
8 100243 2 5.24
9 100773 5 40.5
0

Press the Enter key and you see the result of the calculation. This method may seem more complicated at
first but when you are creating complex formulas, you will find this method is actually easier and helps to
reduce errors, such as typing incorrect cell references.

Using operators in formulas

Open a workbook called Formula operators.

Click on cell C3 and enter the following which will add the number 3 and 7:
=3+7

Press the Enter key and you will see the result displayed in the cell.

Click on cell C4 and enter the following which will subtract the number 4 from the number 18:
=18-4

Press the Enter key and you will see the result displayed in the cell.

Click on cell €5 and enter the following which will divide the number 20 by the number 4:
=20/4

Press the Enter key and you will see the result displayed in the cell.

Click on cell C6 and enter the following which will multiply the number 4 by the number 9:
=4*9

Press the Enter key and you will see the result displayed in the cell.
Save your changes and close the workbook.
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Formula error messages
When writing formulas it is easy to make a mistake: listed below are some common error messages.

b
The contents of the cell cannot be displayed correctly as the column is too narrow.

#REF!
Indicates that a cell reference is invalid. This is often displayed when you delete cells which are involved in a
formula.

#NAME?
Excel does not recognise text contained within a formula.

#DIV/o!
This indicates that you have tried to divide a number by zero (0).

Relative cell referencing within formulas

Open a workbook called Cell referencing.
The first worksheet within the workbook lets us look at relative addressing.
Click on cell E4. We need to insert the formula for multiplying items in column C by the items in columns D.

Type in the following formula:
=C4*D4

Press the Enter key and you will see the result of the calculation in cell E4.

Click on cell E4, and move the mouse pointer to the bottom-right corner of cell E4, and when the pointer
changes to the shape of a small black cross, press the mouse button, and keep it pressed down. Drag down
the page to cell E12 and then release the mouse button.

If you click on cell E5 you will see the following =C5*D5

If you click on cell E6 you will see the following =C6*D6

If you click on cell E7 you will see the following =C7*D7

If you click on cell E8 you will see the following =C8*D8

If you click on cell E9 you will see the following =C9*D9g

If you click on cell E10 you will see the following =C10*D10
If you click on cell E11 you will see the following =C11*D11
If you click on cell E12 you will see the following =C12*D12

As you can see the referencing is completely relative. This will become clearer when you have worked
through the rest of this section.

Absolute cell referencing within formulas

Click on the Absolute tab at the bottom of the worksheet.

Click on cell D4. We need to enter a formula that will take the price and then add 5% to the price to give a total
value.

The 5% figure has been entered into cell C15.

Type in the following formula into cell D4.
=C4*C15
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If you do the sums, you will find that this formula displays the correct delivery charge price in cell D4.

Click on cell D4, and move the mouse pointer to the bottom-right corner of cell D4, and when the pointer
changes to the shape of a small black cross, press the mouse button, and keep it pressed down. Drag down
the page to cell D12 and then release the mouse button. The data will look something like this.

Part Number| Price (excluding delivery) Cost of delivery
100837 22.99 1.15
100263 10.95 0.00
100937 20.50 0.00
100234 10.50 0.00
100375 12.95 0.00
100746 29.84 0.00
100387 23.43 0.00
100883 9.48 0.00
100338 20.50 0.00

As you can see something has gone very wrong, as the 5% delivery charge appears to be o for most of the
items.

Click on cell D5 and you can see what the problem is. The formula contained within this cell is:
=C5*C16

Part of the cell reference points to cell C16 (which if you check is empty). The problem is that because of the
relative nature of the formula, the component that should always refer to the contents of the cell in C15 (i.e.
the delivery charge percentage), in fact moves down as you drag down the screen to extend your calculations.

Select the range D4:D12 and press the Del key to delete the cell contents.

Click on cell D4 and we will try again. This time type in the following formula.
=C4*$C$15

The dollar signs make the reference to cell C15 absolute.

Try extending the formula to fill the range down to D12. This time you should find that the delivery charges
are calculated correctly.

Part Number| Price (excluding delivery) Cost of delivery
100837 22.99 1.15
100263 10.95 0.55
100937 20.50 1.03
100234 10.50 0.53
100375 12.95 0.65
100746 29.84 1.49
100387 23.43 1.17
100883 9.48 0.47
100338 20.50 1.03

TIP: You have seen relative and absolute referencing. You can also have mixed references, which contain an
absolute and a relative reference.

Save your changes and close the workbook.
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Functions

What are functions ?
A function allows you to calculate a result such as adding numbers together, or finding the average of a range

of numbers. Functions are located under the Formulas tab.

-~
“ Home Insert Page Layout Farmulas Data Review View
F IR @PAE A @ mfj

Insert AutoSum Recently Financial Logical Text Date& Lookup &  Math Maore
Function =2 Used -~ =2 = =2 Time = Reference ~ & Trig = Functions =

Function Library

Common functions

Some commonly used functions include:

EE9- s
m Home Insert Page Layout Farmulas Drata Review View
X z i L..AJ
Insert AutoSum Recently Financial Logical Text Date & Lookup &  Math Mare
Function = Used = = = = Time = Reference = & Trig = Functions =

Function Library

EEH9-®-|=

Home Insert Page Layout Formulas Data Review View

AN NoN AN

[AutoSum Recently Flnancml Loglcal Text Date & Lookup & Math Mare
i Used = 2 Time = Reference = & Trig = Functions =

Function Library

AVERAGE: Used to determine the average value
of the selected cells contents.

COUNT: Used to count how many numbers are
in the list.

MAX: Used to return the maximum number from a list.

MIN: Used to return the minimum number from a list.

SUM: Used to add the contents of selected cells. Insert Function B

. . . . . Search for a function:
This will display the Insert Function dialog box.

Or select a category: | Most Recently Used E

Select a function:

SUM(numberl,number2,...)
Adds all the numbers in a range of cells.

Help on this function 0K ] [ Cancel

Scroll down the list which as you will see is extensive.
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Sum function

Open a workbook called Functions.
If necessary, click on the Sum worksheet tab.

23
24
M 4 v M| Sum |Average . Max . Min - Count . Counta Countblank If ~¥3
Ready
Click on cell C8.
A B | c | D
1
2
3 Sales Region No of sales
4 North 34
5 South 11
6 East 84
7 West 38
8| TOTAL
9

In this cell we need to sum the values in the column above.

Click on the Formulas tab and within the Function Library group click on the AutoSum icon.

& =
Home Insert Page Layout Formulas Data Review View

AR LR

Insert ntosum Recently Financial Loglcal Text Date & Lookup & Math Mare
Function i Used = = 2 Time = Reference = & Trig = Functions =

Function Library

TIP: Click on the AutoSum icon, not the down arrow under or beside the icon.

You will see the following displayed on your screen.

= AR

Home Insert Page Layout Farmulas Data Reviey
F Z P @0 0@

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math

Function = Used = = = = Time * Reference = & Trig
Function Library
SUM - K v fx | =SUM(C4:CT)
A B | c | o
1
2
3 Sales Region [ No of salesl
4 North r 34/
5 South ! 11}
[}
6 East ! 84!
[
7 West o JBJS‘E
5 TOTAL =sumEHE) |
9 | SUM(numberl, [number2], ...) |

10
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Press the Enter key and you will see the AutoSum result in cell C8.

& =9~ [=

Insert

Page Layout

Farmulas Data Rewit

I EBFPBE A 6

Insert

Function < Used = =

AutoSum Recently Financial Logical

Text Dated& Lookup& Ma
© < Time = Reference = & Tr

Function Library

E19 - i~
A B C D

1

2

3 Sales Region No of sales
a North 34
5 South 11
6 East 84
7 West 38
8 TOTAL 167
3

Click on cell €8, and you will see the function displayed in the bar just above your worksheet.

[P s |=

Insert

Page Layout

Formulas Data Revig

@8O0 @ 6

Insert AutoSum Recently Financial Logical Text Date & Lookup& Ma
Function - Used -~ = = - Time ~ Reference = & Tr
Euncion Librap:
c8 - Je | =SUM(C4:CT)
A B | C | D

1

2

3 Sales Region No of sales

4 North 34

5 South 11

6 East 84

7 West 38

8 TOTAL 167

q

As you can see the function is:

=SUM(C4:C7)

This function tells Excel to sum the values in the range C4:C7.
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Average function

Click on the Average worksheet tab.

24
M 4 M| Sy | Average . Max . Min " Count - Counta Countblank If

Ready |

Click on cell C8. A 8 |+| D

1
2
3 Sales Region No of sales
4 North 34
5 South 11
6 East 84
7 West 38
El Average no. of sales per reg*an
g |
In this cell we want to display the average [/ 9~ - |=
number of sales within the regions. Home Insert Fage Layout Formulas Data Review View

Click on the Formulas tab and within the
on e . fr = i
Function Library group click on the arrow
Insert AutoSum Recently Financial Log|ca| Text Date & Lookup & Math More

under (Ol" next tO) the AutoSum icon. Function - Used ~ - +*  Time~ Reference~ & Trig = Functions ~
Function Library

You will see a drop down list displayed. 9 - I+
Click on the Average command. Home Insert Page Layout Farmulas Data Review

ﬁﬁ@@@d@ﬁ@m

Insert |AutoSum|Recently Financial Loglcal Text Date & Lookup & Math

Function < Used ~ = = Time = Reference = & Trig ~ Func
X sum Function Library
Average ¥
A Count Mumbers B | c |
1 Max
2 Min
: Mare Functions... No of sales
4 North 34
5 South 11
] East 84
7 West 38
:| Average no. of sales per region
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You will see the following displayed on your [l 9~ & i+

File Home Insert Page Layout Formulas Data Review View

screen. e

fFIgE@ne @60

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare

Function = Used = = < = Time ~ Reference = & Trig ~ Functions =
Function Library
SUM - K " J| =AVERAGE(C4:C7)
Functions B C D E
1
2
3 Sales Region [ No of sales
b e e .
4 North ! 34
5 South ! 11
!
6 East : 84/
!
7 West 3 38!
8 Average no. of sales per region| =AVERAGE( )
9 [ AVERAGE(number1, [numberZ], .. |
10

Press the Enter key and you will see the
average value dlsplayed in cell CS. ile Home Insert Page Layout Formulas Drata Review View

FTpE@ieE @@

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare

Function = Used ~ s s = Time ~ Reference = & Trig =~ Functions ~
Function Library
c8 - Jfx | =AVERAGE(C4:C7)
A B C D

1
2
3 Sales Region No of sales
a North 34
5 South 11
6 East 84
7 West | 38

El Average no. of sales per regidn 41.75
3 |

Click on cell €8, and you will see the function & =9~ |+

displayed in the bar jUSt above YOU" Worksheet. Home Insert Page Layout Formulas Data Review Viev

F IR E0AO B @ @

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mon

Function = Used - < s = Time = Reference = & Trig = Functio

As you can see the function is: Function Library
c8 - B | =AVERAGE(C4:C7)

=AVERAGE(C4:C7) A B ' T

1

2

3 Sales Region No of sales
This function tells Excel to sum the averagein 4 North 34
the range C4:C7. 5 South 11

6 East 84

7 West 38

El Average no. of sales per region 41.75

9
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Max function

Click on the Max worksheet tab.

£

24
W 4+ H| Sum . Averagd | Max - Min . Count . Counta Countblnk ~If %2
Ready |

Click on cell €8. In this cell we want to display the highest number of sales within a region.
Click on the Formulas tab and within the Function Library group click on the down arrow under (or next to)
the AutoSum icon. You will see a drop down list displayed. Click on the Max command.

& 9- |=

Home Insert Page Layout Formulas Data Review View
A I B E0EE B 8 @

Insert |Aut03um|RecentIy Financial Logical Text Date& Lookup & Math Maore |

Function lsed = = = = Time ~ Reference * & Trig = Functions = | M
Z sum Function Library
Average I~

A Count Mumbers 3 - |
1 Max
2 TR
3 Mare Fundtions... No of sales
4 North 34
5 South 11
6 East 24
7 West 38

El Highest no of sales in a region

9

You will see the following displayed on your screen.

a9~ |=

Home Insert Page Layout Formulas Data Review View
fF 2 0 B Al
LU=

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math More

Functian ~ Used ~ ~ 2 2 Time = Reference = & Trig ~ Functions =
Function Library
SUM - K v fe | =MAX(C4:CT)
A B | C |
1
2
3 Sales Region [ No of salegi
4 North 5 34
!
5 South ! 11!
! !
6 East { 84/
] !
7 West i\ 38/
8 Highest no of sales in a region |=MAX{m l
9 | MAX (numberl, [number?], ...) |
10
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Press the Enter key and you will see the maximum value displayed in cell C8.

| D14 - |

' A B C
1
2
3 Sales Region No of sales
4 North 34
5 South 11
& East 84
7 West 38
8 Highest no of sales in a region 84

Click on cell €8, and you will see the function displayed in the bar just above your worksheet.

9|

Home Insert Page Layout Formulas Data Review View

F IR E@AE R @@

Insert AutoSum Recently Financial Logical Text Date& Lookup & Math Maore

Fundction = Used - = = = Time = Reference ~ & Trig = Functions =
Function Library
c8 - Fe | =MAx(ca:cT)
A B i c |
1
2
3 Sales Region No of sales
a North 34
5 South 11
& East 84
7 West 38
El Highest no of sales in a region 84
9

As you can see the function is:
=MAX(C4:C7)

This function tells Excel to display the maximum value within the range C4:C7.
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Min function

The MIN function will display the minimum number within a range.
Click on the Min worksheet tab.

s

24
M 4 » M| Sum ~ Average . Max|| Min  Fount . Counta Countblank “If ~¥3

Ready |

Click on cell €8. In this cell we want to display the lowest number of sales within a region.
Click on the Formulas tab and within the Function Library group click on the down arrow under (or next to)
the AutoSum icon. You will see a drop down list displayed. Click on the Min command.

@9~

Home Insert Page Layout Formulas Data Review View

AZpEe@RE @ 6@ @

Insert 'AutoSum'Recently Financial Logical Text Date & Lookup & Math More

Function - Used = - - - Time = Refarence = & Trig * Functions = | |
T sum Function Library
Average I

A Count Numbers B c |
1 Lla
- Min
E More Eunctions.. No of sales
4 North 34
5 South 11
6 East 84
7 West 38

E Minimum no of sales in a region

You will see the following displayed on your screen.

A B | C | o
1
2
3 Sales Region l ffffffff N dt_:lfgﬂffs’aflfefsl
a North ] 34/
5 South 5 11]
6 East 5 84E
7 West L 3 §,=
El Minimum no of sales in a region |=MINm [
9 | MIN(numberl, [number2], ...) |

10

Press the Enter key and you will see the minimum value displayed in cell C8.

A B | c | o

1

2

3 Sales Region No of sales
4 North 34
5 South 11
& East 84
7 West 38

E Minimum no of sales in a region 11 —‘

9
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Click on cell €8, and you will see the function displayed in the bar just above your worksheet.

& =9~ |=

Home Insert Page Layout Formulas Data Review View

F IR EBNE B @ @ -

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare M
Function =7 Used - = = = Time ~ Reference = & Trig = Functions = | Mz
Function Library
cs - B | =MIN(C4:C7)
A B I c |
1
2
3 Sales Region No of sales
4 North 34
5 South 11
6 East 84
7 West 38
8 Minimum no of sales in a region 11
q

As you can see the function is:
=MIN(C4:C7)

This function tells Excel to display the minimum value within the range C4:C7.

Count function

The Count function will count up the number of cells which contain numbers.
Click on the Count worksheet tab.

21

W 4 F M| Sum . Average Max . Min|| Count |Counta Counthlank If ¥
Ready |

T g — . T ™ —_—

Click on cell C19. In this cell we want to display the number of cells in the column above that contain a number.
Click on the Formulas tab and within the Function Library group click on the down arrow under (or next to)
the AutoSum icon. You will see a drop down list displayed. Click on the Count Numbers command.

X - [=
Home Insert Page Layout Farmulas Drata Review View
AT EE8NE R @B S

Insert |Aut05um|Recently Financial Logical Text Date& Lookup & Math Maore Mame
Function = Used -~ =7 = = Time = Reference = & Trig = Functions * | Manag
¥ sum Function Library
( Average Jfe
iy Count Mumbers C D

1 ax

% Min 1ding the meeting

3 More Functions...

4 Delegate country Present Not present

5 Australia 1

6 Brazil 1
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You will see the following displayed on your screen.

[FI™ |+

Insert Page Layout Formulas Data

Review

View

fFZE@FAE 0 @D

Insert AutoSum Recently Financial Loglcal

Te>d Date & Lookup & Math

Maore

Function " Used ~ " " Time = Reference ~ & Trig ~ Functions ~
Function Library
SUM - ¥  f| =COUNT(C17:C18)
A B c D
1
2 Delegates attending the meeting
3
4 Delegate country Present Not present
5 Australia 1
6 Brazil 1
7 Canada 1
a8 China 1
9 Cyprus 1
10 Greece 1
11 India 1 1
12 Ireland 1 e Lo
- New Zealand 1 Setup & Printing Issues
14 Pl 1 In all the previous examples, there was a
15 South Africa 1 .. . .
ey 1 column 'contaln!ng vaIL.Jes immediately al?ove
i: lT;:(r P RN the cell into which we inserted the function.
s USA ; In this case some of the cells within the
" column are empty and Excel, as you can see,
20 [COUNT(valuel, [valuez], .) has only applied the Count function to the
range C17:C18. The reason for this is that the
next cell up, i.e. cell C16 is empty.
We need to tell Excel that the range we are @9

interested in actually extends from C5:C18.

To do this, click on cell C18 and while holding
down the mouse button drag up to cell C5. Then
release the mouse button. Your screen should
now look like this.

Insert Page Layout Formulas Data Review View

f T E@A0 0 0 @

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Maore
Function = Used = = = Time = Reference ~ & Trig = Functions =

Function Library

SUM - K v Jx| =COUNT(C5:C18)

A B C D
1
2 Delegates attending the meeting
3
4 Delegate country L,_'.’,r,e,s,?[‘f" J Not present
5 Australia i 1 ?
6 Brazil 5 1 E
7 Canada 5 1 E
8 China ! ! 1
9 Cyprus E 1 E
10 Greece E 1 5
1 India E 1 5 1
2 Ireland / 1 !
13 New Zealand E 1 E
14 Pakistan 5 1 E
15 South Africa 5 1 E
16 Turkey ! ! 1
17 UK E 1 !
18 USA T
19 -COUNT[CS:CIE]@

(=]
(=]

| COUNT (valuel, [value2], ...) |

a
i
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Press the Enter key and you will see the count value displayed in cell C19.

A B C D i
1
2 Delegates attending the meeting
3
4 Delegate country Present Mot present
5 Australia 1
6 Brazil 1
7 Canada 1
8 China 1
9 Cyprus 1
10 Greece 1
11 India 1 1
12 Ireland 1
13 New Zealand 1
14 Pakistan 1
15 South Africa 1
16 Turkey 1
17 UK 1
18 USA | 1
19 Tot$ls 12
20 |

3
=

Click on cell €19, and you will see the function displayed in the bar just above your worksheet.

@ EH9-e-s

Home Insert Page Layout Formulas Drata Review View

F T REAE B P @ S

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Maore Mame
Function - Used - T - - Time = Reference = & Trig = Functions * | Manager
Function Library
C19 - 4| =COUNT(C5:C18)

A B = D ]
1
2 Delegates attending the meeting
3
4 Delegate country Present Mot present
5 Australia 1
6 Brazil 1

As you can see the function is:
=COUNT(C5:C18)

This function tells Excel to display the number of cells containing a value within the range C5:C18.

NOTE: If you made a mistake, click on cell C19 and press the Del key. Then try again.

Use the same technique to count up the number of people who could not attend, and display the value in cell
D19.
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The COUNTA function

Used to count the number of cells within a range that are not empty.
Click on the Counta worksheet tab.

21
M 4 » M| Suym . Average . Max . Min . Count| Counta Lountblank I %1
Ready |

You will see data that contains a mixture of numbers (1) and letters (x).

- |s

Home Insert Page Layout Formulas Data Review View

F ZEE@AB R @@ <

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare Mal
Function = Used = =7 = = Time = Reference = & Trig = Functions = | Man
Function Library
C19 - S
A B | c

1

2 Delegates attending the meeting

3

4 Delegate country Present
5 Australia X

6 Brazil 1

7 Canada 1

8 China

] Cyprus X

10 Greece 1

11 India 1

12 Ireland X

13 New Zealand 1

14 Pakistan 1

15 South Africa X

16 Turkey

17 UK 1

18 USA 1
El Number of delegates attending:

20

The Count function would only count up the number of cells containing numbers, whereas Counta will count
the number of cells containing numbers and letters.

Click on cell C19.Click on the More Functions icon (contained within the Function Library section of the
Formulas tab).

X d9- |=
Home Insert Page Layout Formulas Drata Review View

fF IEERGE 0 @@

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Maore
Function 2 Used = 2 @ < Time = Reference = & Trig 9 Functions =~ | b

Function Library
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From the drop down displayed, select Statistical. From the submenu select Counta.

|‘._7‘|' = @ - = Functions - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
a
A=) Define Mame - 1A Trace
ff T B BB A 60 S -
£ =3 Trace
Insert AutoSum Recently Financial Loglcal Text Date& Lookup & Math Mare Mame
Function - Used = - - Time * Reference = & Trig ~ [Functions *|| Manager B Create from Selection | 7, Rem
Function Library 1 Egj Statistical b W AVEDEV Y
C19 - I [ Engineering * AVERAGE
A B Cfiz cube g AVERAGEA =6
1 f@ Informati 3
- - d_o Intformation AVERAGEIF
2 Delegates attending the meeting fb Compatibility »
: AVERAGEIFS
BETA.DIST
4 Delegate country Present
- BETAINY
5 Australia X
- BINOM.DIST
6 Brazil 1
BINOM.INY
7 Canada 1
- CHISQLDIST
8 China
CHISQL.DIST.RT
3 Cyprus X CHISQLINY
10 Greece 1 CHISQ.INV.RT
1 India 1 CHISQ.TEST
12 Ireland X CONFIDENCE. NORM
13 New Zealand 1 CONFIDENCE.T
14 Pakistan 1 CORREL
15 South Africa X COUNT
16 Turkey | COUNTA =
17 UK 1 S Insert Function...
__ 1eA

This will display the Function Arguments dialog box, as illustrated.

Function Arguments
COUNTA

Valuel = {11}

Value2

Counts the number of cells in a range that are not empty.

Valuel: valuel,valug2,... are 1to 255 arguments representing the values and cells
you want to count. Values can be any type of information.

Formula result = 2

Help on this function 0K l [ Cancel
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If necessary move the dialog box [« e s oo -
. fx > ? [

to one side and then select the

cell range C5:C18, as illustrated. - G o

A B c ) 3 G [ H 3 [ L M N o e

Delegates attending the meeting

3
a Delegate country | Present T )
5 Australia i X T, 2
6 5"1"" valwe1 [cs.cul B - OOLLONLLNLEX0LD

Canada 1 vahe2 =] -
8 China
E Cyprus %
10 Greece 1
n India i 1 2
= Tratand g % Counts the rumber of cellsin a range that are not ewpty.
= NyesicZasnd : 3 e it W co s e o
14 Pakistan H 1
15 South Africa x Formuda result = 12
16 Turkey e i this firce [ = Cancel
v UK 1
18 USA § 1
19 Number of delegates i OUNTA(C5:C18)
:) -
Pomt
IR a ] [ [ @
s ololvelo]x]
. .
The Function Argument dialog :
Function Arguments @

box will look like this.
COUNTA

Valuel |C5:C13 = {51510, 111 L5011}

Value2

12
Counts the number of cells in a range that are not empty.

Valuel: valuel,value2,... are 1to 255 arguments representing the values and cells
you want to count. Values can be any type of information.

Formula result = 12

Help on this function [ CK l [ Cancel l
Click on the OK button and you will see the " S | c o
following. 1

2 Delegates attending the meeting
3
4 Delegate country Present
5 Australia X
6 Brazil 1
7 Canada 1
8 China
9 Cyprus X
10 Greece 1
11 India 1
12 Ireland X
13 New Zealand 1
14 Pakistan 1
15 South Africa X
16 Turkey
17 UK 1
18 UsSA 1
El Number of delegates attending 12

e
(=]

1
[}

As you can see the function has counted every instance of a number or letter within the specified cell range.
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What are 'IF functions'?

Excel has a number of functions which allow us to evaluate values and make decisions based on the result of
the evaluation. The IF( ) FUNCTION is one of these.

IF() SYNTAX
The format (Syntax) of the IF( ) function is as follows:
IF(LOGICAL_TEST, ACTION_IF_TRUE, ACTION_IF_FALSE)

LOGICAL_TEST
The logical test evaluates an expression to see if it passes the test, i.e. is TRUE or does not pass the test, i.e. is
FALSE

Logical Values for Evaluation Result
operators A=10 B=5
C=15 D=10
= (Equal to) A=B FALSE
A=D TRUE
> (Greater than) A>B TRUE
A>C FALSE
< (Less than) A<B FALSE
A<C TRUE
>= (Greater than or Equal | A>=B TRUE
to)
A>=D TRUE
A>=C FALSE
<= (Less than or Equalto) | A<=B FALSE
A<=C TRUE
A<=D TRUE

ACTION_IF_TRUE
Action_if true can be a value or an operation. Whichever, the result is placed in the cell which contains the
IF() Function if the logical_test is true.

ACTION_IF_FALSE
Action_if false can be a value or an operation. Whichever, the result is placed in the cell which contains the

IF() Function if the logical_test is false.

Using the IF function

Click on the If worksheet "™« » » [ Sum “Average . Max . Min - Count - Counta -~ Countblnk | If <%
tab. Ready ﬂ

In cells J8:J13 we need to display the word PASS or FAIL, depending on whether the average is over 70%.

A B C D E F G | H 1 J
1

2

3

4

5

6 SUBJECTS

7 STUDENTS | Mathematics English |History | Geography Average grades |Passed?
8 Hadiya 68 78 59 59 66

9 Dai 69 69 69 67 69

10 Aaron 76 78 79 87 80

1 Rowan 67 86 58 65 69

12 Aaliyah 85 77 87 78 82

13 Gabriela 59 68 78 89 74

14

15

=
(=]

To pass a student needs an average grade of over 70%

=
~
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Click on the cell J8.
Click on the Logical icon within the Function Library group of the Formulas tab.

FAN™ R RS eRa
m Home Insert Page Layout Formulas Data Review View
Ao - - c/‘ " — — —
X Z = I_f‘]
Insert AutoSum Recently Financial Logical || Text Date & Lookup &  Math More
Function - Used = - - - Time = Reference = & Trig = Functions =

Function Library

This will display a drop down list. Select the IF command.

EEH9-- |5
m_ Home Insert Page Layout Formulas Data Review View
X Z = Uﬂ
Insert AutoSum Recently Financial |Logical| Text Date & Lookup & Math Moaore
Function = Used - = = = Time = Reference ~ & Trig = Functions =

AND

| 18 - FALSE
A B IF 13 F

IFERROR
MOT

OR
TRUE

Ji  Insert Function... rs
STUDENTS |Mathematics |English |History |Geography
| ——

[ QS | R ~e

LI*-JCI‘ILH&WNI-'

- -~

This will display the Function Arguments dialog box.

I

Function Arguments @
IF
Logical_test || Rzl = logical
Value_if_true FRz| = any
value_if_false Rzl = any

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

Formula result =

Help on this function [ 0K J [ Cancel ]

In the LOGICAL_TEST section of the dialog box, we enter the logical test, i.e. 18>70
In the VALUE_IF_TRUE section of the dialog box, we enter the word PASS.

In the VALUE_IF_FALSE section of the dialog box, we enter the word FAIL.
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Your dialog box will now
look like this.

Click on the OK button to
continue. Your screen will
now look like this.

Use the normal Excel drag
techniques to extend this
function to the cells 19:J13.
Your screen will now look like
this.

Function Arguments

IF
Logical_test |[53>70 FALSE
Value_if_true |"Pass” "PASS”
Value_if false |FAL|

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.
Value_if_false is the value that is returned if Logical_test is FALSE. If omitted, FALSE

is returned.
Formula result =
Help on this function 0K ] [ Cancel
Izl d9- |+ Functions - Microsoft Excel
File Home Insert Page Layout Formulas Data Review View

" : ; e g - " = -3 Define Name ~ £33 Trace Preceder

hF T O @ Q@@ S g
i i =% Trace Depends

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Maore Name
Function - Used ™ - - ~  Time~ Reference~ &Trig~ Functions~ | Manager BB Create from Selection rl)\‘ Remove Arrow
Function Library Defined Names
18 hd J= | =IF(18>70,"PASS" "FAIL")
A B - D = F G H I 1
1
2
3
4
3
6 SUBJECTS
7 STUDENTS |Mathematics English |History | Geography Average grades |Passed?
zl Hadiya 68 78 59 59 66 FAIL
9 Dai 69 69 69 67 69
10 Aaron 76 78 79 87 80
11 Rowan 67 86 58 65 69
12 Aaliyah 85 77 87 78 82
13 Gabriela 59 68 78 89 74
14
15
16 To pass a student needs an average grade of over 70%
17
|l_—(| = - = Functions - Microsoft Excel
File Home Insert Page Layout Formulas Data Review View
A=) Define Name ~ *j}:' Trace Precede
ﬁ Z E mj ﬁ AJ @ @ ‘ W @ =3 Trace Depenc

Insert AutoSum Recently Fmanclal Loglcal Text Date & Lookup & Math Mare ame

,ﬁ Remove Arroy

Function - Used = - Time v Reference v & Trig * Functions = hﬂanager %‘Create from Selection
Function Library Defined Names
K23 - 13
A B c D E F G H 1 [
1
2
3
a
5
& SUBJECTS
7 STUDENTS |Mathematics English |History | Geography Average grades Passed?
8 Hadiya 68 78 59 59 66 FAIL
3 Dai 69 69 69 67 69 FAIL
10 Aaron 76 78 79 87 80 PASS
11 Rowan 67 86 58 65 69 FAIL
12 Aaliyah 85 77 87 78 82 PASS
13 Gabriela 59 68 78 89 74 PASS
14
15
16 To pass a student needs an average grade of over 70%
17
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Charts

Inserting a column chart

Open a workbook called Chart.

If necessary, click on the Column Chart worksheet
tab (at the bottom-left of your screen).

|H ) ~ [u -

Home

Click within the table
of data.

Click on the Insert tab
and you will see the

EIH9- s
Home Insert Page Layout Formulas Data Review View
_._.j %C"'t Calibri 11 v A = z[%] P Siwr
Paste A Copy B 7 - e AL === : Fad M
- o Format Painter = = = .
Clipboard [ Font [F] Alignment
| E16 - e |
A B C D E F G
1
2
3
4 Region Mo. of sales
k] MNorth 34
6 South 23
7 East 65
8 West 23
9
25
4 4 » | Column Chart |ine Chart " Bar Chart . Pie Chart ¥
Ready |
H chart - Micn
Insert Page Layout Formulas Data Review Wiew

JR—
H
|

bd B8 @ =

we | ol W @ Sl 1)

A

PivotTable Table Picture Clip  Shapes SmartArt Screenshot| Column  Line Pie Bar Area Scatter Other Lir
Charts group v At - - E A . *  +  Chas+
. L e Tables Ilustrations Charts 7
displayed within the | - |
. c7 hd 65
Ribbon.
Click on the Column icon and you will ME9-®-|=
see a drop down displaying arange of “Home Insert | Pagelayout  Formulas  Data  Review  View
column chart options. = Bl B2 / =
P HEED®D o (e o
FivotTable Table Picture Clip Shapes Smartart Screenshot | |Column| Line Pie Bar Area Scatter
- Art - - - - - - - - {
Tables INustrations 2-D Column
| c6 - £ | 23 ] ] y
A | s c > |l | =] |12 T
= 3-D Column
2 — — — —
: o) /93, 98| 30
1 Region Mo. of sales | | | |
5 MNorth 34 Cylinder
6| South 23 ] . . 1
’ Eot o ) e8] 08 30
8 West 23
g9 Cone
: Nmjmj
1 |J:‘-l-;m |L€‘yﬂ M& e
12 y
13 L = = =
; Wb| 25| JAA] b
1> Abb| 'AB] 8D |
16
All Chart Types...
= .'ﬂ'] Al art Types
1/
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Click on the first option, the 2-D Clustered format, as illustrated.

ilas Data Review View

ar Al @ S b |-

renshot | |Column| Line Pie Bar Area Scatter
2-D Column

o= o828

Compare values across categories
by using vertical rectangles.

Use it when the arder of categories
is not important or for displaying
item counts such as a histogram.

H

You will see the following chart inserted into your worksheet.

EH9-™- |+ chart - Microsoft Excel :1 rt1o0ls
Home Insert Page Layout Formulas Data Review Vi Design Layout Format
W W, B R =L
E Al 7= -

Change Save As Switch Select -E -D_H—D_i- _ . . .

Chart Type Template | Row/Column Data M
Type Data Chart Layouts Chart ¢
| Chart1 - 5|
A B C D E F G H I ] K |

1 :
2

3 No. of sales

4 Region No. of sales 70

5] North 34

6 South 23 60

7 East 65 50

8 West 23

| 40

9 :

10 30 W No. of sales
11 20 4

12

13 10

=5 0 - : : :

15 North South East West

16 e D
17

Click on the Undo icon (top-left of your screen), and experiment with inserting other types of column chart
such as a 3-D chart, as illustrated below.

E 9~ |s chart - Microsoft Excel CRITCTooT) .
Home  Insett  Page layout  Formulas  Data  Review  View Design | layout  Format NOTICE'

ii &, = B = G se | telse | 8 Do not use 3-D chart unless it is required.

Change  Save As Switch  Select iﬁ o *\_![ *———t’ *\_![ *———t’ -

Chart Type Template = Row/Column Data -

Type Data Chart Layouts Charts
I Chart2 - £
A B C D E F G H 1 J K L

1

2 - . In

3

4 Region No. of sales No. of sales

s North )

6 South 23]

7 East 65|

3 West 2

3

10

= HNo.of sles

12

13

1

5

16 North South East West
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Inserting a line chart

Click on the Line Chart worksheet tab at the bottom of your screen.

25

M 4 ¥ #[ Column Chart| | Line Chart .~ Bar Chart . Pie Chart . ¥d
Ready |

—_— T T T

L — oy —

Click within the data and then click on the Insert tab. Experiment with inserting different types of line chart,
by clicking on the Line button.

|§“ H 9 -~ |; text_pix - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Acrobat

iy H Elg 4P Shapes - _ﬁc Line =| iy Area - 7 Line
9 EH B BB - il -
=] Smartart 2-D Line [ Column
PivotTable Table Picture Clip ... Column N N R .
. Art s+ Screenshot - - g N ! Win/Loss
Tables Tlustrations | 7 | > | v parklines
E7 v | | . } :
ot A~ [ =
A B C |/’ : |/.Lv | A G
1
2 3-D Line
3 —
4 Region Number of Sales I—y—
5 1st Quarter 34
6 2nd Quarter 23 il Al Chart Types..
7 3rd Quarter 65 | !
3 4th Quarter 23
9

An example is illustrated below.

Number of Sales

. A
. / N\
/ N\

L~/ \
~ \

Number of Sales

20

10

1st 2nd 3rd 4th
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Inserting a bar chart

Click on the Bar Chart worksheet tab at the bottom of your screen.

25

M 4 » M| Column Chart " Line Char] | Bar Chart - Fe Chart ¥
Ready |

Click within the data and experiment with inserting different types of bar chart, by clicking on the Bar button
(under the Insert tab).

E“H','(‘J'h chart - Micro

m”m Insert Page Layout Formulas Data Review View

I EHEDD o d oDl ) &
PivotTable Table Picture Clip  Shapes SmartArt Screenshot | Column  Line Pie Ear Area  Scatter Other Lin
< Art < < < < < 3 < - Charts ~

Tables Tllustrations 2-D Bar |
| c6 - (- £ 23 oy e i | D
A B c D E F G ‘E ‘E |E L T
z 3-D Bar
2 R S S
: =l =
4 Region |Mo. of sales
5 North 34 Cylinder
6| south 23 g e —
: = E =HIE
8 West 22
g9 Cone
10 fg__
u ==
12 R
13 e
: EEE=
s =] =]
ig illp  2nchart Types...

An example is illustrated below.

E“ Hw®-o-s chart - Microsoft Excel Chart Tools ‘
Home Insert Page Layout Formulas Data Review View Design Layout Format

Change Save As Switch Select - -%- AL L L

Chart Type Template | Row/Column Data | | —— e
Type Data Chart Layouts
| Chart1 - fe |
A B C D E [F G H 1 J K
1
2 F 3
3 No. of sales
L] Region [No. of sales
5 North 34
6 South 23 West
7 East 65
8 West 23 East
9
10 B No. of sales
11 South
12
= North
14
15 T T T T
a 10 20 30 40 50 &0 70
16 - =
17
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Inserting a Pie Chart

Click on the Pie Chart worksheet tab at the bottom of your screen.

25

4 4 » »i| Colurn Chart -~ Line Chart .~ Bar Chart| | Pie Chart .~ #0 ~

Ready |

Click within the table of data.
Experiment with inserting different types of pie chart.

A9 |=

.ﬂ’ Home Insert Page Layout Formulas

Review

ch

Data

= [ 0

Bar Area  Scatter Ot

-

Cha

io W
PivotTable Table Picture t,:ul:-g Shapes Smart&rt Screenshot | Column  Line
Tables | Ilustrations |
cs - (" fe| 34
A | 8 [ ¢ [ o [ e [ ¢ |
| =
En
| = |
4 Region No.ofsales|
5| North 34]
i South 23
i East 65
i West 23
9

3
3

An example is illustrated below.

v

3-D Pie

&

&

illi A chart Types...

Number of sales

H North
M South
W East

B West
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Resizing a chart

Open a workbook called Chart Manipulation.

EEH9-- = Chart Manipulation - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
* Cut Calibri -1 - A‘ A ;WrapText General - ﬂ i
= 152 Copy ~ £ |
Paste L - - - - €0 .00 | Conditional Fol
- - Format Painter B 7O = & A B Merge & Center 8 %o 1 | S s Formatting ~ as T
Clipboard P Font 5 Alignment 5 Number 5 Style
[ AL - £ |
A B = D E F G H 1 J K L
1
]
2
3
4 Region No. of sales
5 North 34
6 South 2 No. of sales
7 East 65
8 ‘West 23
9 West
10
i East
12
13 m Mo, of sales
14 South
15
16 North
17
t t t t
i a 10 20 30 40 50 60 70
19
20

Click on it to select it.

Move the mouse pointer to one of the four corners of the chart. You will notice that the mouse pointer
changes to the shape of a diagonal line with an arrow at each end. When you see the mouse pointer change,
press the mouse button and while keeping the button pressed move diagonally across the screen. Move
away from the centre of the chart to make the chart larger and toward the centre of the chart to make the
chart smaller. When you release the mouse button the chart will be resized.

|§|| H )~ = Chart Manipulation - Microsoft Excel | ‘Chart Tools
Home Insert Page Layout Formulas Data Review Wiew Design Layout Farm
B & cut Calibri (Body) - 10 - A" A = = ® =i - E
P_ N 53 Copy ~ A )
aste - N B 7 U- M- — i= £5 | jg Merge & Ce e
= # Format Painte = == ﬁ — 5 J $
Clipboard Fl Font Fl Alignment Mu
| Chart1 ~ £ |
A B C D E F G H I
1
2
2
4 Region No. of sales
5 Morth 34
6 South 23 No. of sales
7 East 65
8 West 23 West
q East
10 South m No. of sales
11 North
12 o] 50 100
13
14
15
o
Deleting a chart

Select the chart and press the Del key.
Save your changes and close the workbook.
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Chart title or labels

Open a workbook called Modifying charts.
If necessary, click on the Modifying a Chart worksheet tab (at the bottom-left of your screen).

s |
4 4 » | Modifying a ChartJ’ Column Chart " Line Chart .~ Bar Chart . Pie Chart " #J
Ready |

You can see a column chart displayed within the workbook. Click on the chart title, as seen below.

e 9
No. of sales
> £

70

60

50

‘| a0

30 W Mo. of zales

20

10

0 -

North South

Press the Del key to remove the chart title. Your chart will now look like this.

70

60

30

40

| 30 4 M No. of sales

20

N I E

a A

North South

To insert a chart title, click on chart and then click on the Layout tab. Click on the Chart Title icon within the
Layout Ribbon.

E“ 9= Modifying charts - Microsoft Excel ‘Chart:Tools ‘
Home Insert Page Layout Formulas Data Review View Dresign Layout LFormat

Chart Area - r =]

el @ (A2 | (G [a] [n] (] (M) fow] (] (o] |
%FormatSelection

Picture Shapes Text Chart | Axis Legend Data Data Axes  Gridlines Plot  Chart

& Reset to Match Style - Box Title = Titles= - Labels~ Table ~ - - Area~ Wall~ F
Current Selection Insert Labels Axes Backgr
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Select the required option from the drop down list displayed, such as Above Chart.

EH9-®-|= Medifying charts - Microsoft Excel ‘ Chart.Tools |
Home Insert Page Layout Farmulas Data Review View Dresign | Layout Format

(] ] o] ] ] o] ] [l ] (5

Chart | Axis Legend Data Data Axes  Gridlines Plot Chart Ch

Chart Area - [j)
%Format Selection

Picture Shapes Text

& Reset to Match Style - Box Title * |Titles»  ~  Labels ~ Table - - - Area~ Wall~ Flo
Current Selection Insert — None Axes Backgrou
| Chart1 - (i fe | —"No [l#{ | Do not display a chart Title
'y B C Centered Overlay Title G H | ]

=

Overlay centered Title on
chart without resizing chart

Above Chart

1
2
=
3 i Display Title at top of chart
- area and resize chart
a4 Region No. of sales
5 North 2 Mor:(‘l]’itle Options...
6 South 23 |

Your chart title is once again displayed, as illustrated.

®| H9-v-|= Medifying charts - Microsoft Excel | Chart.Tools |
Home Insert Page Layout Formulas Data Review View Design | Layout | Format

e o oA @ (A (] Pa] o ] (B ] ] ] 6 E O) [

Picture Shapes Text Chart  Axis Legend Data Data Axes Gridlines Plot Chart Chart 3D Trendl

& Reset to Match Style - Box | Titlew Titles® *  Labels~ Table~ - - Areav Wall~* Floor~ Rotation ©
Current Selection Insert Labels Axes Background
| Chart1 - I | ="No. of sales"
A B C D E [F G H 1 J K L
1
2
3
4 Region No. of sales
5 North 34
7 East 65
8 West 23 0
9 60
5 50
11
12 40
13 30 4 m No. of sales
14
15 20 +
16 10 -
17 o
e North South East West
19

|
2

TIP: To modify the chart title text, click within the Chart Title and simply edit the text in the normal way. You
can also apply text formatting to the Chart Title as required. An example is shown below.

70

60

50

40

30 B No. of sales

20 +

10

MNorth South East West
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Changing the chart background colour

Click on the chart to select it. Right click over an empty part of the chart background, and you will see a popup
menu displayed.

Number of sales cut

70 Copy

8 & o

Paste Options:
60 .

=

Reset to Match Style

50

40

Font...
30

Change Chart Type...
Select Data...
Move Chart...

20 +

s » &

North South East West

F of 15

Assign Macro..,

% Format Chart Area...

Click on the Format Chart Area command.

TIP: If you do not see this command, right click on a different, empty part of the chart, until you do see this
command.

You will see the Format Chart Area dialog box displayed.

Format Chart Area
Al Fill
Border Caolor ) Mo fil
Border Styles ) Solid fill
had ) Gradient fill
S W = .
=aen () Picture or texture fil
Glow and Soft Edges ©) Pattern fil
3-D Format @ Automatic
Size
Properties
Alt Text

If necessary, click on the Solid fill button and you will see extra controls displayed within the dialog box.

Format Chart Area
A
Border Color ) Mo fil
Border Styles @ Solid fill
had ) Gradient fil
shadow () Picture or texture fil
Glow and Soft Edges ) Pattern fill
3-D Format @) Automatic
Fill Colar
Size
Color:
Properties - &
At Text Transparency: U 0% =
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Click on the down arrow next to the Colour control and select a light colour from the options displayed.

Format Chart Area
L ar-
Border Color ) Mo fil
Border Styles @ solid fil
had ) Gradient fill
shado ) Picture or texture fil
Glow and Soft Edges ©) Pattern fil
3-D Format ) Automatic
Fill Calor
Size
Color: -
Properties = &
T Theme Colors =
Alt Text Iransps - e p——

Standard Colors
L J | EEEENE

4% More Colors...

Click on the Close button to apply the colour, as illustrated below.

F =
Number of sales
70
(]
50
40
30 m No. of zales
20
IFE RS
0 T T T
North South East West )

Changing the column, bar, line or pie slice colours in a chart

Click on the second worksheet tab, called Column Chart.

25
M 4 » » | Modifying a Chart || Column Chart |Line Chart . Bar Chart .~ Pie Chart . ¥,
Ready |

Click on one of the columns within the chart. You should see all the columns are selected, as seen below.

Number of sales

100

50

J I B Number of sales
0 I T - T T -_\

North South  East West
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Right click over one of the selected columns and from the popup menu displayed select the Format Data

Series command.

70

Number of sales

4

- ~ A Plot Area

hy
1
(I
]

AR

Delete

Reset to Match Style

Change Chart Type...

Select Data...

North

Format Plot Area...

South East West J

This will display the Format Data Series dialog box.

Format Data Series

|

Series Options

Fill

Border Color

Border Styles
Shadow

Glow and Soft Edges

3D Format

Series Options
Series Qverlap

Separated . U Cverlapped
0%

Gap Width

Mo Gap U Large Gap

150%

Plot Series On

@ Primary Axis

Secondary Axis

Click on the Fill side tab within the dialog box, as illustrated.

Format Data Series

Series Options
Border Color

Border Styles
Shadow

Glow and Soft Edges

3-D Format

Fill

@) Mo fil

@ Solid fill

() Gradient fil

() Picture or texture fil

() Pattern fil

) Automatic

[ 1rwert if negative

[ wary colors by point
Fill Colar

Transparency: O 0% —
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If necessary, click on the Solid fill button.

Click on the down arrow in the Colour section and select a colour for your columns.

Format Data Series
Series Options F\H
Fill ©) Nofil
Border Color ':" Solid fill
() Gradient fill
Border Styles —
(L) Picture or texture fill
Shadow () Fattern fill
Glow and Soft Edges | |(©) Automatic
Invert if negative
3-D Format O g
|1 vary colors by point
Fill Color
Standard Colors
[ ] | EEEER
i More Colors...

When you click on the Close icon the selected colour will be applied, as seen below.

70
60
50
40
30
20
10

Number of sales

North

South East West

j I B Number of sales

Click on the Line Chart worksheet tab and change the colour of the line.

Click on the Bar Chart worksheet tab and change the colour of the bars.

Click on the Pie Chart worksheet tab to
display the pie chart. The whole point of a
pie chart is that each segment of the pie
chart should be a different colour. Bearing
this is mind click once on the pie chart to
select all the segments within the pie chart.
Then click again on a particular segment to
select just that segment. At this point you
can thenright click and change the colour of
just that segment. An example is seen below.

Number of sales

H North

B South

East

B West
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Modifying the legend fill colour

Open a workbook called Legend.
Select the legend within the chart, as illustrated.

SALES

]
[=]

=l
[=]

o
o

o

0 O
M Sales - Last year

Sales Value
w 4= 1%,
o o

1

[ ] Sales—ThisvearH
1

=R
o o
| |

[=]
I

Morth South East West
Sales Areas

Right click over the selected legend and from the popup menu displayed select the Format Legend command.

F K|
80
70
60 CalibrifE~ 10 - A" A7 Legend
R
= BI=S==ZA-2"1
40 = = b
i B Sales - | ast vear
a 30 7 . Delete
20 1 O~ &4 Reset to Match Style
10 A
Font...
a E
Morth South East West n.h Change Chart Type...
Sales Areas % Select Data...

L 3-D Rotation

% Format Legend...

This will display the Format Legend dialog box, as illustrated.

Format Legend
Legend Opftions Legend Options
Fill Legend Position:
Border Color 2 Top
Border Sty ) EBottom
order Styles §
v 0 Left
Shadow @ Right
Glow and Soft Edges ) TopRight

Show the legend without overlapping the chart
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Select the Fill side tab. Select the Solid fill button and you will see the following.

Format Legend
Legend Cptions Fill
i [ © o
Border Color ° Solid fill
d | ) Gradient fill
B 5 -
o sties () Picture or texture fil
Shadow © Patter fil
Glow and Soft Edges ) Automatic
Fill Calor
Transparency: U 0% =

Click on the down arrow in the Colour control and select a colour as illustrated below.

Format Legend =
Legend Options Fill
[ﬁ ) Mo fil
Border Color G Salid fill
d | ) Gradient fill
B [ -
raer Stes () Picture or texture fill
Shadow @ Pattern fil
Glow and Soft Edges ) Automatic
Fill Calor
Color: & -
Transps| Theme Colors -

Standard Colors
HE EEEEN

%) More Colors...

Click on the Close button to apply the formatting and close the dialog box.
If you have time try experimenting with some of the other options within the Fill section of the Format
Legend dialog box, such as Gradient Fills or adjusting the fill transparency.

Transparency: — J‘

Save your changes and close the workbook.
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Changing the Chart type

Open a workbook called Changing charts.

®| H9-t- = Changing charts - Microsoft Excel

Home Insert Page Layout Formulas Data Review View

%l & cut Calibri 11 - AN = g%] B S wrap Text General - .é
53 copy ~
Paste - | 25w - | === a=ss B - - 5 .0 .00 | Conditional
+ < Format Painter U = &-A E S = FF HEHVeges Center g AR Formatting = ¢
Clipboard (] Font [F] Alignment [F] MNumber (] 5
| cs - fe| 23
A B C D E F G H | J K L

1
2
3
4 Region No. of sales
5 North 34
6 South 23 No. of sales
7 East 65

70
8 West 23
9 60
10 50
11
12 40
13 30 m No. of sales
14
15 20 |
16 10
17

0+ T T T
= North South East West
15

mn

This workbook contains a column chart. Click on the chart to select it. Click on the Design tab. Click on the
Change Chart Type icon displayed within the Type group of the Design Ribbon.

FAE™ B R Rk Changing charts - Microsoft Excel ‘ChartTools
Home Insert Page Layout Farmulas Data Review WView Design LLayout Forma
il | A R == o
- Al = I M
Change Save As Switch Select -@ —D_E—[l_l _ .
Chart Type [Template | Row/Column Data -
Type Crata Chart Layouts

This will display the Change Chart Type dialog box.

Change Chart Type E

3 Templates Column 0

= [ o0
> |l A

[
]
@
E
]

T EEE
L EEE
L ERE

Area
GE XY (Scatter) M M
il stock
@ Surface Line
@ Doughnut ‘/\/ S H«:;\.';: ‘Q
9= Bubble
@ Radar o

A | ovel AR lan] o] 2

| Manage Templates... | | SetasDefault Chart | | ok || cancel
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Select a different type of chart, such as a Bar chart.

Change Chart Type - - |

CA Templates

e 1|10 hia] A MA] [ab

& Pie

=== "

| B>

X (Scatter)

il Stodk

Surface '® @

Bubble

=)
@ Doughnut
2%
-4

W & [
:

S

=

a;

Qv

®
1

W [8

| Manage Templates... | | Setas Default Chart | | Cancel
Click on the OK button.
|9~ Changing charts - Microsoft Excel IEHaTtTo0r) = @ 0x
Home  Inset  Pagelayout  Formulas  Data  Review  View | Design ‘ Layout  Format c@ o P =
Change Save As Switch  Select — — | Move Draft
Chart Type Template Row/Column Data Chart -
Type Data Chart Layouts Chart Stylfs Location| Mode
Chart1 - £ ~
A B c [ o E | F | & | W | o [ a0 [ x [ o]l m T ~ 7 R s | T?
Region No. of sales
North 34|
South 23] No. of sales
East 65
West 23]

West

East

mNo. of

Sauth

North

sales

Hu\z\:\m\:\s\s\;\:\;\a|:\: SE[E[[=R= =]~

(] Changmgchans (7]

[

Experiment with applying different types of chart.
Save your changes and close the workbook.

Modifying charts using the Layout tab

Open a workbook called Format Chart.
Select the chart and then click on the Layout tab.

®|gu'_|-(uv|;

Format Chart - Microsoft Excel

Haome Insert Page Layout Farmulas Data Review

S ACARS

336PM | |
26/03/2010 |

Dresigr

Format

S — .@IQ@@QQLM]JQQW

Picture Shapes Text Chart  Axis Legend Data Data

&4 Reset to Match Style - Box | Title= Titles« =
Current Selection | Insert Labels

Labels = Table ~

Chart Chart o
Wall =~ Floor~ Rotatlon

Eackground

104



The Layout tab includes many options for controlling how the various chart elements are displayed.
Click on the Chart Title button in the Labels group.

Format Chart - Microsoft Excel Chart Tools

& 2l o0

Home Insert Page Layout Formulas Data Review View | Design | Layout Fo
Chart Area - r =l = e F
m T_,i) A | II—W—I |IJ .r—h"—l L ILJ—I Ilrl—r.—l L ng—| Ii'r"l"'r'."—l ||M—| ‘

%‘P/ Format Selection
i Picture Shapes Text Chart | Axis Legend Data Data Axes  Gridlines Flot
&% Reset to Match Style - Box Title = [Tlitles~  +  Labels - Table ~ - - Area

Current Selection Insert Labels Axes

4l

A menu will be display allowing you to control where or if the chart title is displayed. The default is Above
Chart, try selecting the other options and observe the effect on the chart.

@| H9-0-|= Format Chart - Microsoft Excel ‘
Home Insert Page Layout Formulas Data Review View

V| na| (] |

Chart | Axis Legend Data Data

Chart Area - ¥
Fian '-TI_J) A

%Fnrmat Selection
Picture Shapes Text

& Reset to Match Style - Box ||Title= |Titles* =  Labels~ Table~
Current Selection Insert —- HNone

chart 1 ( = | ¥y Do not display a chart Title

A B C —1 Centered Overlay Title G
1 ﬂi Owverlay centered Title on

= chart without resizing chart -
2 —| Above Chart
3 in || Display Title at top of chart | |
. : area and resize chart
4 Region No. of sales
5 North 34 IMore Title (-Z:ptions... —
NOTICE:

Atitle of chart is placed at rhea bottom of chart. See p.118 for examples.

Click on the Axis Titles button in the Labels group. A menu will be displayed allowing you to control how the
labels for each axis are displayed. Experiment with some of the available options and view their effect on the

chart.

@l lg =+ O G Format Chart - Microsoft Excel ‘ JJ__,_.‘_—u._q

Home Insert Page Layout Formulas Data Review Design Layout |\
Chart Area - » =
o lod @ A (@] |l ng] [l J ] m

@Format Selection

= Picture Shapes Text Chart Legend Data Data Axes  Gridlines Ploi
&% Reset to Match Style - Box | Title~ [Titles»| ~  labels~ Table~ - b Area
Current Selection Insert Iﬂ Primary Horizontal Axis Title » | | Axes
| Chart1 - £ | [&] Primary Vertical Axis Title
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Click on the Legend button in the Labels group. A menu will be displayed allowing you to control where the
chart legend is displayed. Experiment with some of the available options and view their effect on the chart.

| H9-o-|= text - Microsoft Excel Chart Tools
Home Insert Page Layout Formulas Data Review Wiew Acrobat Design | Layout ‘ Format

Series "Number of sal - @ ’-EIP ﬂ l‘“_'_‘.'.—l th_J‘I lLI'I—I lr_li;‘l M @ \Qﬂ—l J J )

By Format selection

Picture Shapes Text Chart  Axis |Legend| Data Data Axes  Gridlines Plot  Chart Chart 3-D
&4 Reset to Match Style N

Box - Title -~ Titles ~ - Labels - Table - = = Area - Wall - Floor -~ Raotation
Current Selection Insert 5 None s Background
Chart 2 - f| =SERIES(Sheet1!g| 13 | Tum off Legend 1$C$5:5C$8,1)
1 & 3 = E? = B Show Legend at Right T L M b g B
2 iH  show Legend and align
H right L
4 Region urnber of sales N g
5 orth 3 e == Show Legend at Top L
4 South 23 . i |  show Legend and top L
7 East [ align
g West 2 a0 r
g n p Show Legend at Left L
0 Elis]  show Legend and align
il 20
o left
13 w i Show Legend at Bottom I
i c North % show Legend and align |
lg L bottom !

Overlay Legend at Right
Show Legend at right of

frok==

0 the chart without resizing
21 Overlay Legend at Left
gg B Show Legend at left of
24 the chart without resizing
%g Moare Legend Options...

27

Click on the Data Labels button in the Labels group. A menu will be displayed allowing you to choose if labels
should be applied to data in the chart. Click on the Show option.

| H9-wo-= Format Chart - Microsoft Excel Ghart. Tools
Home Insert Page Layout Formulas Data Review Wiew Design | Layout {
Chart Area - r = = .ol
bl [ i M) [ag] (]| (M) [dn] (i
%Format Selection
Picture Shapes Text Chart  Axis Legend| Data Data Ayes  Gridlines Pl
&4 Reset to Match Style - Box | Title~ Titles= - |Labels ~|Table = - - Ar
Current Selection Insert Labels - MNone
| Chart 1 - fe | 1 & T:Tr:?ff"Data Labels for
A B C D E Show
1 Li-d|  Turn on Data Labels for
selection
¥ F
More Data Label Options...
3 L ]
a [ S . LI - el e I

The chart should now look like this.

Number of sales

80
60

40

ZZjII[

North South East West

Notice that each column is now labelled with its value.
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Click on the Data Table button in the Labels group. A menu will be displayed allowing you to show the data
used to create the chart. Click on the Show Data Table option.

| H9-o-. | = text - Microsoft Excel Chart Tools

Home Insert Page Layout Formulas Data Review View Acrobat Design | Layout Format
Series "Number of sali - @ @ @ lil \Ln_J—I \I";I'l—l @ \@ ﬂ:ﬁg‘ \QW—I J J ]

By Format Selection

Picture Shapes Text Chart  Axis  Legend Data Data fxes  Gridlines Plot  Chart Chart 3-D
&4 Reset to Match Style

< Box ™ Title ~ Titles - < Labels ~|Table ~ < < Area ~ Wall - Floor - Rotati
Current Selection Insert Labels None und
\E Do not show a Data Table

Chart 2 - I | =SERIES(Sheet115CS54,Sheet1!SE =

A B C ] E F G H (n] F
1 T i Show Data Table
2 Number of sal 5.5 Show Data Table below the chart but
i e e 0 without Legend Keys
5 'N_zﬁlhm HITREL B E3S E T Show Data Table with Legend Keys
g South 23 =0 = Show Data Table below the chart

East 65 and include Legend Keys

g wiest 2 @ g y
3 B More Data Table Options...
n 20 T

A small table will be displayed below the chart containing the relevant data.

Number of sales

80

60

40

N B
0

North South East West

|Number of sales 34 23 65 23

Click on the Gridlines button in the Axes group. A menu will be displayed allowing you to control how the
gridlines for each axis are displayed. Experiment with some of the available options and view their effect on
the chart.

ChartiTools

= [
Ghe:l

\Qﬂl—l J J J \J J J \LI—I‘—I Chart Name

Chart 2

View Acrobat Design ‘ Layout ‘ Format

di| (1] i |

Data Data Axes |Gridlines
ibels ~ Table ~ = 2

Plot Chart  Chart 3-D Trendline Lines Up/Down Error
Area~ Wall - Floor = Rotation = Bars Bars -

A [ Primary Horizontal Gridlines » = None 'ti=e
31115BS5:5BS8,Sheet [ Pprimary vertical Gridlines , (illne Do not display Horizontal Gridlines -
H | J k. C ol 1 ] - — L

[ —  Major Gridlines
of sales {ll=|  Display Horizontal Gridlines for Major units
—  Minor Gridlines
|liE Display Horizontal Gridlines for Minar units
—  Major & Minor Gridlines
(llnE Display Horizontal Gridlines for Major and
Minor units
suth East Wwest Mare Primary Horizontal Gridlines Cptions...
3 &5 3 _I
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Creating a combined line and column chart.

A B Cc
1
n a workbook called Line an lumn chart. 2
Open a workbook called Line and column chart 3 Region Salesin 2008 Sales in 2009
4 North 19483 23232
5 South 23244 32432
6 East 10943 12432
7 West 10323 12654
8
Click within the table of data. @9 e-s
CIICk on the Insert tab and Wlthln nHome Insert Page Layout Formulas Data Review
the Charts group click on the E @ @ ®™ &5 il i & S
COIUmn bUtton- PivotTable Table Picture Cllp Shapes SmartArt Screenshot | Column | Line Pie Bar Area
- Art - - - - - - -
Tables Tlustrations Charts

From the drop down list displayed, click on the first 2-D column chart option.

@|H ) - (M~ |5

Home Insert Page Layout Formulas

-

Data

Line and column ck

Review View

2 & b B8

D =

al (gl @ S g

PivotTable Table Picture Cllp Shapes SmartArt Screenshot | [Column| Line Pie Bar Area Scatter Ottt
- Art - - - - - - - - Cha
Tables Illustrations 2.0 Colum
| D5 - £ | 32432 N
A T © c——ofdn/|=f| A8 i
1
2 3-D Col| Clustered Column
3 Region Salesin 2008 Salesin: N Compare values across categories
by using vertical rectangles.
4 North 19483 2 |J| ﬂﬁ
Use it when the order of categories
EI South 23244 3 Cylindg is not important or for displaying
6 East 10943 —| item counts such as a histogram.
7 West 10323 1 Hﬂi TRl TR 1]
5 ] |58 B0 |
9

Cone

ve A0 a T el T al

A column chart will be inserted into the worksheet.

®H9-e-ls

Insert

Page Layout

Line and column chart - Microsoft Excel

Formulas Data Revi

Chart Tools

Format

W Design ‘ Layout

W @

Select

Change Save As

Switch

Chart Type Template | Row/Column Data

Type

Data

Chart Layouts

[ Chart1

-

|

A B

c D

Region Salesin2008 Salesin 2009

North

19483 23232

South

23244

32432

East

10943

12432

West

10323

12654

S wol~o|; |~ w N

I e e
FRREBRREG =155 E BRI

H
i

=
35000

30000

25000

20000 -

15000 -

10000 -

5000 4

North

South

M 5ales in 2008

® Sales in 2008

East West
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Click on one of the columns within the chart that you wish to convert to a line rather than column.

1 5
35000
30000
25000
20000
M salesin 2008
15000 -
M Salesin 2009
10000 -
5000 4
0 1 T T T
MNorth South East West
e <k

Right click over one of the selected columns and from the pop-up menu displayed, click on the Change Series
Chart Type command.

35000

30000
Delete
25000 Reset to Match Style
20000 Change Series Chart Type... |
BETECT Uata . Salesin 2008
15000
3-D Rotation... Salesin 2009
10000 Add Data Labels
Add Trendline...
5000
@ Format Data Series...
0 —
MNorth South East West
e <k

The Change Chart Type dialog box will be displayed.

Change Chart Type [ % | mesm]

L3 Templates Column 0

= lln

83 33

=f) %8 w03
T Fe /T alllesl ol [
e i o8] 98] D) hdasf 23] AR
= el ] 8] 08 b
@ surface tine — e =
2o el e b il ] R
* ] ) e [AB] sl o] -
[I'ilanageTern;iates... ] [ §etasDefau.ItChart] [ ok ][ Cancel
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Within the left-hand side of the dialog box click on the Line button.
Select the first option within the Line formats displayed in the right section of the dialog box.
Click on the OK button and you will now see a chart displayed using both columns and lines.

NOTICE:
Line chart are used to see a trend. This is just an
exercise to change chart types.

35000
30000 /‘/\\
25000 Vd \
20000
\ B Salesin 2008
15000 +
\ —Salesin 2009
10000 ~
0 - T T T
North South East West
Save your changes and close the workbook.
Adding a secondary axis to a chart.
Open a workbook called Secondary Axis.
A B & D E F
1
2 Sales Month Product ID Unit Price No. of Sales Total Sales Value
3 January _ |100034 3.50 104.00 364.00)
4 February 100056 7.20 12.00 86.40
5 March 100078 3.90 32.00 124.80
6 April 100100 4.20 24.00 100.80
7 May 100122 5.50 84.00 462.00)
8 June 100144 7.50 5.00 37.50
9 July 100166 6.30 18.00 113.40
10 August 100188 4.95 24.00 118.80
11 September_|100210 3.75 31.00 116.25
17

Select the range B2:B11. Hold down the Ctrl key and then also select the range E2:E11. Release the Ctrl key.
The selected data will ook like this.

&

=

=%

B

Paste

| =

Cut

53 Copy -
- Format Painter

Insert

Page Layout

Formulas Data

Review

View

S

e by

Clipboard ] Font ]
E2 - fe | No. of Sales
A B c D E F
1 L ——
2] Sales Month Product ID Unit Price Total Sales Value
=N January 100034 3.90 104.00 364.00)
4 February 100056 1. 12.00 86.40
5 | March 100078 3.90 32.00 124.80]
6 | April 100100 4.3‘0 24.00 100.80]
| May {00122 5.50 34.00 462.00)
8| June {00144 7.50 5.00 37.50]
L July 100166 6.30 18.00 113.40]
10 August 100188 4.95 24.00 118.80|
nj September |100210 3.75 31.00 116.25|
12
13

110



Click on the Insert tab and within the Charts group click on the Column button. From the drop-down
displayed select a 2-D Column chart format.

HEHD-™-|= Sec
“ Home Insert Page Layout Formulas Data Review View
T HEDPR ol | e o

PivotTable Table Picture Clip Shapes SmartArt Screenshot| (Column| Uine Pie Bar Area Scatter

- Art - - - - - - - -

L]

Tables Ilustrations 2-D Column

[

7

| E2 - I | Mo. of Sales
A ] E D E_|m

1
2 Sales Month Product ID Unit Price 3-D | Clustered Column

3 January 100034 3.50 104 Compare values across categories
4 February 100056 7.20 12 by using vertical rectangles.

5 March 100078 3.90 3 Use it when the order of categories
] April 100100 4,20 21 Cylig is not important or for displaying
7 May 100122 5.50 item counts such as a histogram.

8 June 100144 7.50 jﬂlﬁ l@ﬂ H_!ﬂ ﬁl{jl
9 July 100166 6.30] 1{ | | | \

10 August 100188 4.95 Cone

1 September 100210 3.75

E | 'Jhi‘ |L {

A column chart will be created within the worksheet.

No. of Sales

120.00

10000 +

8000

60.00

4000
M No. of Sales

2000 -

0.00 +

This chart displays information about the number of unit sales per month. We shall now add another data
series which will use a secondary axis to display the relevant information.
Select the range F2:F11.

®H9-®-I=
Home Insert Page Layout Formulas Data Review View
‘—"j * Cut = _ [; P ;V\
3 53 Copy ~ e
Pavste fFormat Painter EE=| T @ L
Clipboard ] Faont E} Alignment
| F2 - i | Total Sales Value
[ F 1
1
2]
3| January 100034 104!
4 February 100056 7.20 12.00 ﬂﬁ.dﬂ
5| March 100078 3.90 32.00 124.80
B | April 100100 4.20 24.00 100.80
T May 100122 5.50 84.00] 462.00
8 | June 100144 1.50 5.00] 31.50
9 July 100166 6.30 18.00) 113.40
10| August 100188 4.95 24.00] 118.80
1] September [100210 3.75 31.00] 116.25

=
(%]
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Press Ctrl+C to copy the selected data to the [ c00.00 b

clipboard. 450.00
Click once on the chart to select it, press Ctrl+V to 40000
. . 350.00
paste the selected data into the chart. The chartwill | .,/ .
now look like this. 25000 -
200.00 - M No. of Sales
150.00 M Total Sales Value
100.00 -
50.00
0.00
& N & & & FE
\@(\e: gp*\? & ® L Q@e
;,?l
| ]
Make sure the chart is selected. P =
L . 500.00
Within the chart click on one of the columns that you .
have just inserted. 10000
350.00
300.00
250,00
200.00 B No. of Sales
150.00 M Total Sales Value
100.00
50.00
0.00
&
L <l
CI!Ck.On the Format tab . EHD-&- 5 Secondary Axis - Microsoft Excel | Chart.Tools
Wlthln the Current SeIeCtlon Haome Inser Page Layout Formulas Data Review View Design Layout | Format
grOUp, CIICk on the down Series ‘Total Sales Value™ = & Shape FIT~
arrow displayed at thetop 4 romat setection Abc | |- 2 shape Outline -
of the group. £ Reset to Match Style =| @ shape Effects -
Current Selection Shape Styles 7]
. . | IH -5 Secondary fxis - Microsoft Excel
From the drop-down list displayed select | v
Home Insert Page Layout Formulas Data Review View

Series ‘Total Sales Value’.
Series "Total Sales Value'|2| r

Chart Area J Abc Abc P
Horizontal (Category) Axis U [—J

Legend

o Plot Area Shape Styles
Vertical (Value) Axis fe | =SERIES(Sheet1!$F$2,Sheet11$BS3:5B511, S
Vertical (Value) Axis Major Gridlines D E F
jes Mo, of Sales” i 7.20 12.00 86.40
I'js-::ies “Total 3ales Value™ 3.90 32.00 124.80|
i} Aprit it 4.20 24.00 100.80
7 May 100122 5.50 84.00 462.00
& June 100144 7.50 5.00 37.50
Within the Current Selection group click on Format Selection. ™ B R =R Sec

Home Insert Page Layout

Series “Total Sales Value™ ~
B, Format Selection Abe
&4 Reset to Match Style

Current Selection
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The Format Data Series dialog box will be displayed. Click on the Secondary Axis button. Click on the Close

button.
Format Data Series
fiim i Series Options
Fill Series Overlap
S ted Overlapped
Border Color spara U veriappe
Border Styles 0%
Shadow Gap Width
Glow and Soft Edges Mo Gap U Large Gap
3D Format 150%

Plot Series On

() Primary Axis

@ Secondary Axis

The chart will now look like this.

120.00 500.00
- 450.00
100.00 -+ - 400.00
000 | - 350.00
- 300.00
£0.00 - 250.00
L 20000 ™Mo of Sales
40.00 ~ - 150.00 ™ Total Sales Value
20.00 - 100.00
- 50.00
0.00 - r 0.00
S ST, S e N N
& \9\(‘ W @ édz
o @ 7o
« G’zq

Right click on any part of a column relating to the Number of Sales.
From the pop-up menu displayed click on the Change Series Chart Type command.

[ 9
120.00 500.00
i - 450.00
10000 —(F - : - 400.00
80,00 L] < = A a  Series Total 33 ~ 350.00
B IEE=EA-BZ-F- 7 o000
50.00 [ | 250,00
Delete L 20000 ™MNo.ofSales
4000 | = —
&4 Reset to Match Style - 150.00 M Total Sales Value
2000 | h Change Series Chart Type... - 100.00
T Sema Date.. - 50.00
000 +2 - 0.00
. A
o"'f .602'
& Add Data Labels 5
Ny
Add Trendline...
L 2

& Format Data Series..,
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The Change Chart Type dialog box will be displayed. Select a line chart type.

Change Chart Type (2| )
L3 Templates CnlunE o - - - - - o
o) (=] (B8] @) 03] 83 -
@ Pie ] =i =T = | ] T T
- = il ol | OB ) | [aA] AR

e wvoae || ) | | 0] BA] b

& suface —— ] - 0] e

o wame |||l | ] g 2] R
* | ) (] el (@Dl e ] =
[ Manage Templates... | | setas Default chart | [ ok | [ cancel ]

Click on the OK button and the chart will now look like this.

120.00 500.00
- 450.00
100.00 - A
: l - 400.00
80.00 - - 35000
/ - 300.00
60.00 250.00
\ / \ L 20000 '™ No.of Sales
40.00 1 - 15000 =—=Total Sales Value
2000 4 - 100.00
- 5000
0.00 - - 0.00
P S, S - N W >
SFFE WY
R QQ:O Ll
ot

Save your changes and close the workbook.
Changing the chart type for a particular data series.
Open a workbook called Chart Types.

Click on the second data series within the chart (in the example illustrated we clicked on one of the columns,
representing the data for the West sales region).

oEast
m'West

Sales 2007 Sales 2008 Sales 2009

114



Right click and you will see a pop-up menu displayed.

a4

* A A7 |Series West™ -

Az

B 7

Delete

&4 Reset to Match Style

i.h Change Series Chart Type... l
Select Data...

Sales 2007 Sales 2008 Sales-z

Add Data Labels
Add Trendline...
[%f Format Data Series..,

From the pop-up menu displayed, select Chart Series Chart Type. This will display the Change Chart Type
dialog box.
Select the required chart type, and if necessary chart sub-type. In this case, select a Line chart.

Change Chart Type (-8 [l

CA Templates Column -

I =2 28] g o8] 198 83

m

& Pie A N 1]

£ o ] JaB) (IR | | Jad ) JAR
e || ] ) aA B b

@ surface Line_ — — ] I

2 Doughnut H/“v/ \/\/ ‘I/\/ |W< l;/\\) ‘LN.—‘ ‘@

@2 Bubble

e |."/-[:| |.Gﬂ'?| |@\g |’1E| |f2:| |r7‘\—?| =
[ManageTemplates... ] [ Set as Default Chart ] [ OK ] [ Cancel L

Click on the OK button to change the chart type, as seen below.

40
35
30

gg —=kEa ]

15 - st
10 1

5 4

U_ T

Sales 2007 Sales 2008 Sales 2009

Experiment with applying other chart types.
Save your changes and close the workbook.
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Adding a data series to a chart.

Fa=] I=
Open a WOFkbOOk Ca”ed Adding a Data Sel"ies. Home Insert Page Layout Formulas Data Review Wiew
This workbook contains a chart that is only displaying “J & cut arial w0 - A = o Siwap
. . . . B3 Copy - _ o
information relating to the East region. Paste s matpanter | B £ U7 E [ A= = Mo
Clipboard Font Alignment
H26 - I
A B (& D E F

Region Sales 2007 Sales 2008 Sales 2009

East 19 25 35
West 23 27 30
East
40
30
20—

10 +—4

Sales 2007 Sales 2008 Sales 2009

O[] 110 P vy e gy i g g .
J—-DLDIII‘-%O’!LH&LUI\J—ADLDmHmm L ) L]

You can select a data range from A B cC D E F

your worksheet and add this to the 1
chart. To add information relatedto
the West region to the chart we 3 Region Sales 2007 Sales 2008 Sales 2009
need to select the data relating to 4 Bast e r4) o)
the West region, as illustrated. 5 West 23 27 30

6

7

8

Press Ctrl+C to copy the selected data to the Clipboard. &id 9 -« -=
Click on the chart to select it and press Ctrl+V to paste s

the data to the chart. The chart will now look like this. B E”‘ Arial v 10 Sewn
Sa Copy T
Faste - Format Painter BRINURSE- & = Me
Clipboard Font Jignment
H27 - e
A B C D E F
Save your changes and close the workbook. 1
2
3 Region Sales 2007 Sales 2008 Sales 2009
4 East 19 25 35
West 23 27 30

0

5

0

5
14 g . oEast
15 0 +— n'West
16 3

Sales 2007 Sales 2008 Sales 2009
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Removing a data series from a chart.

Open a workbook called Deleting a Data Series. This workbook contains a chart.

& =
Home Insert Page Layout Formulas Data Review View
l_j & cut Arial ;Wrap'
Paste ~coprT B I E M
- jFormat Painter =i
Clipboard Alignment
D26 -
A B G

1
2
3 Region Sales for 2008 Sales for 2009
4 East 25 12
5 West 35 28
B
[l
S 40
35
10 30
]; %g [ | | =East
13 15 OWest
14 10 [
15 5 [
16 0 .
17 Sales for 2008 Sales for 2009
18
AN

To delete a data series from the chart, click on one of the columns (representing the data series that you wish
to remove). In the example illustrated, we clicked on the sales data for the sales from the West region, (i.e.
the yellow column).

Press the Del key. The result will be as seen below.

30 East
25
20
15 pEast
10

Sales for 2008 Sales for 2009

Save your changes and close the workbook.
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Re-positioning chart title.

Open a workbook called Moving Chart Titles. The chart within the workbook looks like this.

Regional Sales

40
35 |
30

23
20 1+

10 +—
5 1+—
0 T T T

East West Naorth South

B Salesfor2008
B 5ales for 2009

To move the chart title, first click on the chart title to select it, as illustrated.

|Regional Sales |

40

35 |

30
.| 25 !
: 20 1| OSalesfor2008 |

15 1 mSalesfor2009

10 1+

i =

0 T

East West North South

al

Move the mouse pointer to the edge of the chart title and drag the title to a new location.

35
30
25
20 +
15 +
10 [ Sales in 2008
5 I W Sales in 2009
0 T T

East West North South

[Regional Sales:[

Save your changes and close the workbook.
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Re-positioning the chart legend.

Open a workbook called Moving Chart Legends. The chart within the workbook looks like this.

Regional Sales

40
35 |
30

25
20 1+

10 +—
5 1|
0 T T T

East West North South

O5alesfor 2008
m5Salesfor 2009

Click on the chart legend to select it, as illustrated.

Regional Sales

40
35 |
30

25 O—
20 | msalesfor 2008 |
15 4 _ISaIes:f:DrZUUQ )
10 +—
5 4 |
0 T T T

East West Narth South

Move the mouse pointer to the edge of the chart legend, and drag the legend to a new location, as in the
illustration.

T - - - =1
[ Salestor2008 | Regional Sales
g-smes{urznug )

40
35
30 |
25
20 +—
15 4+
10 4+—
A
0 . . .
East West Morth South

Save your changes and close the workbook.
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Moving and formatting chart data labels.

Open a workbook called Moving Chart Data Labels. The chart within the workbook looks like this.

Regional Sales

82008
m2009

East West Narth South

Click on the chart data label, for the 2009 columns, to select them, as illustrated.

Regional Sales

40 2008
35 2009

2 201 o2008
20

15 - Sl m2009
10 +—

East West North South

Right click over a selected data label and from the pop-up menu displayed click on the Format Data Labels
command.

:
Regional Sales —[
MY Y- R T
40 B IESE=EA-EEZ
35 [
30 2008 Delete
25 Reset to Match Style
20 +—

Fant...

15 1+ z

Change Chart Type...
Select Data...

i
-y

East West Morth South Format Data Sefies...

ik %P Format Data Labels...
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This will display the Format Data Labels dialog box.

' Format Data Labels

Label Options

|

Label Options

MNumber Label Contains

- Series Name
Category Name

Border Color Value

Border Styles

Reset Label Text

Shadow Label Position
Glow and Soft Edges ) Center
3D Format © Inside End
. () Inside Base
Alignment =
@ Qutside End

Indude legend key in label

s |, [

Click on the Alignment tab.

"Format Data Labeks |

Label Options Alignment
Murmber Text layout

Barder Color Text direction:  |Horizontal
Border Styles Custom angle: |0° EI
Shadow Autofit

[] Resize shape to fit text
[E allow text to overflow shape

Glow and Soft Edges

[¥] wrap text in shape

Fill Vertical alignment: | Middle Cente... n

3-D Format
Internal margin

.
et
- -
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Use the various options available to
reposition the data labels within the

s

Format Data Labels

chart. Forinstance use the Custom L -bel 0ot
. L. . abel Options H
Angle section within the dialog box Alignment
to display the text at 45 degrees. umber Textlayout
Fill Vertical alignment: | Middle Cente... |Z|
Border Color Text direction:  |Horizontal |E|
Border Styles ngb:um angle: |45° = |
Shadow Autofit
Glow and Soft Edges Resize shape to fit text
Allow text to overflow shape
3D Format & A - ?
Internal margin
[ Alignment -
Left: 0.25cm = Top: 0,13 cm
Right: 0.25cm Bottom: [0.13am
Wrap text in shape
If you C|.ICk on t!we Clt?se button the Regional Sales
chart will look like this.
40 2008
35
30 | %
2008
25
20 N @2008
15 m2009
10 +—
5 1 |
U T T
East West Morth South
Experiment with applying P . =] .
. . Format Data Labels ?|[=
other formatting options. « I B c D E E
. . abel Options | | ||
For instance, within the 2 Humber Cen
. 3 oo
Format Data Labels dialog y R—| | ® skl
. . Border Color D Gradient fll
box, you can click on the Fill  * sorder sty | | © BCErEr techre
) Automatic
tab and apply fill formatting ' :limt oo
to the data labels. e Transparency: [} o &

Regional Sales

Alignment

S

20%)

= o

East West

Narth South

To move a data label, simple select the label and drag it to a new location. Experiment with moving the data
labels so that they are displayed half way up the columns, rather than being displayed at the top of each

column.

When you have finished experimenting, save your changes and close the workbook.
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Modifying chart axis scales.

Open a workbook called Chart axis scale.

Sales 2009
350
300
250
200 H
150
50 A
0 - . . .
North South East West
Click once on the vertical axis so that it is selected. =
350 —
300 —
250 —
200 —
150 —
100 +—
50 —
01—

Right click on the selected vertical axis and from the pop-up menu displayed, click on the Format Axis
command.

= =
_ Sales 2009

Region| Sales 2009 350 3
North 289 |
South 218 300 - arial  + 118« A" o7 Vertical (Value] -
East 278 250 1p s =E=E=ZA-L-2Z-F
West 189 200 +— -

150 - Delete

100 | & ResettoMaten styie mSales 2009

50 - A Font.
0 - ﬂj‘] Change Chart Type... - .
" [ Select Data... East West
| Add Minor Gridlines

Format Major Gridlines...

'  Format Axis...
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The Format Axis dialog box will be displayed. You can use this dialog box to set minimum and maximum axis
values as well as specifying the major and minor axis scale units.

Format Axis ==

Axis Options | | Asis Options

Number Mirimum: @ Aute () Fixed |0.0

Fil Maxdmum: @) Aute (O Fixed |350.0
Line Color Major unit: @ Auto () Fixed 50.0
Line Style Minor unit: @) Autp () Fixed |10.0

[] values in reverse order

[ Logarithmic scale EBase: |10
Glow and Soft Edges
Display units: | None El

Shadow

3-D Format Show display units label on chart

Alignment Maior tick mark type: | Quiside EI
Minor tick mark type:  |None EI
Axis labels: MNext to Axis EI

Horizontal axis crosses:
@ Automatic

| Axis walue: |0.0

) Maximum axis value

Within the Minimum text box, click on the Fixed button and enter the number 50.
Within the Maximum text box, click on the Fixed button and enter the number 300. The dialog box will look
like this.

Format Auxis -5 |3l

samdeiis ] Axis Options

Mumber Minimum: =) puto |@) Fixed |50

Fill Maxirnum: ) Auto @ Fixed 30[J|

Line Color Major unit: @ Auto 1) Fixed |50.0

Line Style Minor unit: @ Autg O Fixed |10.0
[7] values in reverse order

Shadow

[ Logarithmic scale Base: |10
Glow and Soft Edges
Display units:  |MNone El

3-D Format Show display units label on chart

Alignment Major tick mark type: | Outside El
Minor tick mark type: |None El
Axis labels: MNext to Axis EI

Herizontal axis rosses:
@ Automatic

) Axis value: 0.0

) Maximum axis value

Close
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Click on the Close button and the chart will look like this.

T 5
Sales 2009
300 -
250 -
200 -
150 + B Sales 2000 ||
100 -
150 4 T T .
North South East West
L <k

Redisplay the Format Axis dialog box.

Within the Major unit section, click on the Fixed button and enter the number 100.

Within the Minor unit section, click on the Fixed button and enter the number 50. The dialog box will look like
this.

Format Axis @
e Axis Options
Mumber Minirnurn: Auto @ Fixed 50.0
Fil Maximum: Auto @ Fixed |300.0
Line Color Major unit: Auto| @ Fixed 100
Mi it: i
Line Style fror ! Autg| @ Fixed [10.0
Values in reverse order
Shadow
Logarithmic scale Base: |10
Glow and Soft Edges
Display units: | Mone EI
3-D Format Show displav units label on chart

Click on the Close button and the chart will look like this.

T ¥
Sales 2009
P50
150 - I BSales 2009 ||
150 4 . T T
North South East West
I b

Save your changes and close the workbook.
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Formatting an axis to display using commas.

Open a workbook called Chart
axis units. The chart looks like
this. Notice that neither the data
in the table, or numbers within
the vertical axis, use comma
formatting.

Select the vertical axis.

Right click on the vertical axis and from a pop-up

W |~ ||t | & (k|

10

A

menu displayed click on the Format Axis

command.

B E D E F G H J K
- Sales 2009
Region | Sales 2009 300000
North 250000
South 100000 250000
East 200843 200000 +—
West 50000 150000 4+—
50000 +— | |
0 T T T
North South East West
Sales 2009
[300000 §
250000
200000 +—H
150000 —H !
50000 +— ‘ ‘
I 0 T T T
Morth South East West
sl
Arial ~10 - A S B .
BJI=EE=E=A-EES
f300000 3
2500 ) Delete
&9 Resetto Match Style
2000
A Font..
1500 '.i] Change Chart Type H
i " =
o H
100003, setectpata. [ msatesa0m]
500
Add Minor Gridlines . ‘ ‘
. Format Major Gridlines West
& Format Axis...

The Format Axis dialog box will be displayed.

Format Axis

| =m-]

[Fasds optonsi| | awis Options
Mumber Mirimunm: @ Auto
Fill Maximum: @) Auto
Line Color Major unit: @ Auto
Line Style Minor unit: @) Aute
Shadaow [T wvalues in reverse order
3.0 Format [ Logarithmic scale Base: 10
Alignment Display units: Mone EI
Show display units label on chart
Major tick mark type: Outside El
Minor tick mark type: Mone El
Axis labels: Mext to Axis El
Horizontal axis crosses:
@ Automatic
T Axis walue: 0.0
) Maximum axis value
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. . e L F t A -@ :
Click on the Number button displayed within the left |~
side of the dialog box. —outs Opens | Number
. . . Mumb Cate : i .
Within the Category section, select Number. [ —— o o pesmapeees 2
. ] Mamber | | Use 1000 Separator )
Click on the Use 1000 separator check box. Line Color = Meoatve nombers:
. . . . . A il i
Within the Decimal places section of the dialog box, Line Style Date 0| 200
Tii -
enter 2. Shadow F':g:sentage }'%g:gg
Fraction
The dialog box will now look like this. 3DFormat | | |Sdentific
Alignment SSZcial
Custom
Format Code:
=, ##0.00 Add
To create a custom format, type in the Format Code
bo.
Linked to source
Mumber is used for general display of numbers.
Currency and Accounting offer spedialized formatting
for monetary value.
Click on the Close button and your chart will Sales 2009
look like this. 300,000.00
250,000.00
200,000.00
150,000.00
100,000.00 | msaies 2009
50.000.00 ‘ ‘
UUU T T T
North South East West

Even though the numbers within the table of data are not comma formatted, the numbers within the vertical
axis do use comma formatting. This makes the chart easier to read and understand.

Save your changes and close the workbook.

Inserting images into chart columns.

Open a workbook called Chart Columns with i
Images.

Click on one of the columns within the chart, so
that all 3 columns are selected.

40
35
30
25
20
15
10

East

Sales for 2007 Sales for 2008 Sales for 2009
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Right click over the selected
columns and from the pop-up
menu displayed click on the Format
Data Series command.

40

East

35
30

—

25
20

Delete

&4 Reset to Match Style

15
10

Change Series Chart Type...

_7;.1_'

Select Data...

Add Data Labels

Sales for 2007 Sales for 2008 Sales|f

Add Trendline,.,

=

Format Data Series...

This will display the Format Data Series
dialog box.
Click on the Fill option.

Click on the Picture or texture fill button.

Format Data Series

Series Options
Fil B

Border Color

Fill
I Mo fill
() Salid fill
() Gradient fil

Border Styles

@ Picture or texture fil

Shadow
Glow and Soft Edges

3-D Format

) Pattern fil

) Automatic

[ 1nvertif negative
[7] vary colors by paint

Texture: |24

Insert from:

[ Ee. |

Cipboard | | Clip Art...

Format Data Series

Series Options Fill
(| |® nen
Border Color - Solid il
d | | Gradient fill
Foreer st @ Picture or texture fil
Shadow %) pattern fil
) Automatic

Glow and Soft Edges

[T 1nwert if negative
0 Format [ vary colors by paint

Texture:

Insert from:

[ Eie...

| | cipboard | | cip Act...

() Stretch
| © stack
) Stack and Scale with 1

U

Rotate with shape

Transparency:

unitspicture

Close

@ Stretch
T Stack

() Stack and Scale with

Stretch options
Offsets:
Left: 0%

Top: 0%

U

Rotate with shape

Transparency:

-
-

-
-

1 units fpicture
Right:  |0% 3
Bottom: |0% :

0% =

Close
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Basic Statistics with Excel

e Statistics is the science of collecting, organizing, presenting, analysing, and interpreting numerical data for
the purpose of assisting in making a more effective decision.

e Statistical techniques are used extensively by marketing, accounting, quality control, consumers,
professional sports people, hospital administrators, educators, politicians, physicians, etc...

e Descriptive Statistics: Methods of organizing, summarizing, and presenting data in an informative way.

e EXAMPLE 1: A Gallup poll found that 49% of the people in a survey knew the name of the first book of the
statistical package. The statistic 49 describes the number out of every 100 persons who knew the answer.

e EXAMPLE 2: According to Consumer Reports, Whirlpool washing machine owners reported 9 problems per
100 machines during 1995. The statistic 9 describes the number of problems out of every 100 machines.

¢ Qualitative or Attribute variable: the characteristic or variable being studied is nonnumeric.
e EXAMPLES: Gender, religious affiliation, type of automobile owned, state of birth, eye Colour.

e Quantitative variable: the variable can be reported numerically.
e EXAMPLE: balance in your checking account, minutes remaining in class, number of children in a family.

e Quantitative variables can be classified as either discrete or continuous.

e Discrete variables: can only assume certain values and there are usually “gaps’” between values.
e EXAMPLE: the number of bedrooms in a house. (1,2,3,..., etc...).

e Quantitative Variables can be classified as either discrete or continuous.

e Continuous variables: can assume any value within a specific range.
e EXAMPLE: The time it takes to fly from Toledo to New York.

How to access Statistical Functions
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Getting more statistics power from Excel

To get more statistics power from Excel, you need to add in the Analysis Tool Pak
Add in the Analysis Tool Pak
Click the Microsoft Office button, then Excel Options.

@ HY-o-F )= Jul2627data [Compatibility Mode] - Microsoft Excel - o
[; View @ - ™ x
Recent Documents i
D Hew T & Clear E'E [ Data Validation ~ ¢I’ @15
L LRI HiEA ‘ G Reapply = [Fa Consolidate Lt E =z
Sort | Filt Textto R o Group U subtotal
% Open & EIEEIET = e T advanced || cargmes Du;’n?;&, 5 What i Analysis - || o o oo P SHBtet
2 dotdiagram example Bl soraciter Data Tools Outline i
[,;‘ 4 Collection Point Inventory Form DAG CHBE {=1
) conyert o f ) ¥
5 Collection Paint Inventory Farm VLY CHSE 4—( ) Excel Help _ = x
& Collection Point Inventary Form VLY CHEE A E d ) - I- ~ &
H . & Collection Paint Inventory Form S e R a6 AN e N
I Projected Expenditures for FY 07-03 27mard3 = 0.706] 0.635 >
= & Alumni contact info = orot| os1s | S AR H
lﬂ Savels bl pg Allacation FYO7 & 082 = |l g?gg g?}tg B ' =
20072008 Projected stocker Budgets - chemical =} "oyl 1533 || Perform statistical and engineering
R | o }
L@ﬂ Brint Projected Expenditures for FY 0708 05feb08 B gsry]  ses analysis with the Analysis ToolPak
indirect returm 0708 =0 o237l o207 1
@ Prepare ¢ Projected Expenditures for FY 07-03 10mar03 i= || 0.246 0.212
0.298) 0.341 Shaw All
2008 Admits - ChES = (I
e 0265 0282 "
E send  » | eligibility april 2008 = goae| 0287
2007 SRI data CHE = || 0268 0205 | y using
Eégf‘ Publish  » eligibility octoberl 2007 = 0.392 0.318 || parametess for ssch snalysis,
| 0333 0.255 functions to calculst
5 | 0282 0.221
] Gose 0264 0.215

| 0.243| 0221 The Analysis TeolPak inclu he

B 0.225] 0.193 click Data Analysis in the Analysis g
2760 0283 1012 007 0307 o472 o028 o208 | eeeem
3000 0281 1128 o0oss  o03ta| o180 o0z73| o212
3089 0295 1471 0064 0324 0179 o0278] 0218 | T
5203 0412 2431 0102 0458|050 o096 0787
5872 0484 2430 0091 o0443] o088 oso7| o827 -
ggg 8333 21223 gggg ggg gg;g gggg gz;ﬁ s b meroson e uton 8 s e e Esce
1741 0136 oros oos0 o3| oes o218  otse pen =l
1688 022z 0822 0081 0227 0164 0262 0285 | L . .aueine ansiven e wanase
1453 0168 056a 0087 0173 0097 o148

W4 v W[ Chartl | Sheetl ~sheerz ~sheers g
Ready |

start

ata Analysis

dd-in

Excel Add-ins

Excel Help |
AVEIAQE VOIS LOUNGDO  SUME 21929

% In-tray () Microsoft Powe: ' calibration @ Excel Help

o)\l 9 -7 )¢
Loa

BEUE Excel Options

(g5 From Access .
(= From Web Fopular View and manage Microsoft Office add-ins.
ubtotal
4 From Text Formulas
Gl Proofing Add-ins g

Q Save MName Location Type ~ =
m C dvanced Active Application Add-ins v x
2] 1.480 Acrobat PDFMaker Office COM Addin C\... 7.0\PDFMaker\Office\ PDFMOfficeAddin.dil  COM Add-in

3 3.443 -
1 3.355 Customize Inactive tion Add-ins
= 3.343 |—A.1.1,1m —| Analysis ToolPak analys32.xl Excel Add-in v
6 | 3,368 Analysis ToolPak - VBA stpvbaen.xlam Excel Add-in
T 3035 Trust Center Conditional Sum Wizard sumif.xlam Excel Add-in "
= . Custom XML Data Ciwiles\Microsoft Office\Office1 2\0FFRHD.DLL  Document Inspectar
8 2.506 Resources Date (Smart tag lists} es\Microsoft Shared\Smart Tag\MOFLDLL ~ Smart Tag wina
i 1783 Euro Currency Tools eurotool xlam Excel Add-in Lo and
10 2010 Financial Symbol (Smart tag lists) Ciles\Microsoft Shared\Smart Tag\MOFLDLL  Smart Tag Vices,

11 2.092 Headers and Footers Ciiles\Microsoft Office\Office1 2\0FFRHD.DLL  Document Inspectar
X 2201 Hidden Rows and Columns C 25\ Microsoft Office\Officel ZOFFRHD.DLL - Document Inspector i::’;:”d
ﬁ 2279 Hidden Worksheets [ es\Microsoft Office\Officel ZOFFRHD.DLL  Document Inspector
4] 2645 Internet Assistant VBA Ci\wicrosoft Office\Officel 2\Libran\ HTMLXLAM  Excel Add-in
el Invisible Content C es\Microsoft Office\Officel 2ZOFFRHD.DLL  Document Inspector
i 3.260 Lookup Wizard lookup.xlam Excel Add-in
18 1082 Person Name (Qutlook e-mail recipients) Ci\.es\Microsoft Shared\Smart Tag\FNAMEDLL  Smart Tag
A7 2680 Solver Add-in solverxlam Excel Add-in
18 2827
19| 2503 b
20 2420
il 2518 ™

22 2760 Add-in: Acrobat PDFMaker Office COM Addin
E 3.000 Publisher: Adobe Systems, Incorporated
j 3089 Location: C\Program Files\Adobe\Acrobat 7.0\PDFMaker Cffice' PDFMOfficeAddin.dil
25| 5.293 . !

26 5872 Description:  Acrobat PDFMaker Office COM Addin
2t 5.730
28 3779

29| 1741 Manage:
30 1.888 Office
EIRT

H 4 b M| Chi —_—

Ready | Average: 0314 Count:#8  Sum: 21329 ||E5R 003 (=) [ ()

+4 start = Intray % Experimental De... (/&) Microsoft Power. .. Bj calibration [Co... B 1uz627data [C... @ Excel Help

Click the checkbox for the Analysis Tool Pak, then ‘OK’
Install it if it isn’t installed
When you have added it in, it will appear on the ‘Data’ page
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Statistical Functions

COUNT
Open a workbook called Functions - Count. This sheet contains examination results and grades.

FAN™ B

m Home Insert Page Layout Formulas Data Review View
o - - { ~. - - -
F T P @B R @@

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Maore

]

Function = Used - = = = Time = Reference = & Trig = Functions =
Function Library
F28 - fe |
A B C D E F G
1
2
3
4 Grade A |Grade B |Grade C
5 Mathematics 1
6 History 1
7 Geography 1
8 Economics 1
g9 Totals
10

Click on cell Co.
Click on the Formulas tab and within the Function Library group click on the More Functions button. From
the drop down list displayed click on Statistical. From the submenu displayed click on the COUNT function.

|§|| H - ® - = Functions - Count - Microsoft Excel

m Horme Insert Page Layout Formulas Data Review View

ﬁ Z E @ ﬁ {{A] ﬁ ﬁ @ § A3 Define Name ~ f;‘:' Trace Precedents @ Show Fi
: L- £ Use in Formula ECfTrace Dependents ‘@ Error Ch
Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mame ) 2 p
Function - Used = - - - Time > Reference ~ & Trig 1 Functions = | Manager ES Create from Selection ¢ Remove Arrows @ Evaluate
Function Library | E Statistical » BINOM.DIST - Farmula Auditir
I c9 - I | ﬁn Engineering * BINOMINY
A B C D E F - 3 L M
- [ ¢ | 5 Lube CHISQ.DIST
fd mrormation »
2 - CHISQ.DIST.RT =
Compatibility *
3 L CHISCLINY
4 Grade A |Grade B |Grade C
5 Mathematics 1 CHISQ.INV.RT
6 History 1 CHISQ.TEST
7 Geograph 1
o9 P Y CONFIDEMCE.NORM
8 Economics 1
9 Totals CONFIDEMCET
10 CORREL
i
12 COUNT
:1]3 COUNTA COUNT(valuelvalue2,)
15 COUNTBLAMY  Cqunts the number of cells in a
16 COUNTIF range that contain numbers.
7 COUMTIFS g Press F1 for more help.
18
19 COVARIANCE.P
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The Function Arguments dialog box is displayed.

Function Arguments @
COouNT
Valuel E = {1;0}
Value2 | =
=1

Counts the number of cells in a range that contain numbers.

Valuel: valuel,value2,... are 1to 255 arguments that can contain or refer to a
variety of different types of data, but only numbers are counted.

Formula result = 1

Help on this function [ oK l [ Cancel

In the Value1 section of the dialog box, Enter the cell range C5:C8.

Function Arguments IEI
CouNT
valuel |cCs:c3 [E=] = {wo;v0}
Value2 | =
= 2

Counts the number of cells in a range that contain numbers.

Valuel: valuel,value2,... are 1to 255 arguments that can contain or refer to a
variety of different types of data, but only numbers are counted.

Formula result = 2

Help on this function K l [ Cancel
Click on the OK button to insert the function. "L -
YOUI" Worksheet WI” now IOOk hke thlS. Home Insert Page Layout Formulas Data Review

f Z B EPEAE D@

Insert AutoSum Recently Financial Logical Text Date & Lookup &  Math

Function 7 Used - ~ 52 52 Time ~ Beference = & Trig
Function Library
c9 - Jx | =COUNT(C5:C8)
A B e——+ E F

1

2

3

4 Grade A |Grade B |Grade C
You can see the function syntax displayed within : ﬁ_a:hemﬂ“c-" 1 1

istory

the Formula Bar. 7 Geography 1

8 Economics 1
=COUNT(C5:C8) N Totals 2

&=
a =
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Use the normal drag and drop techniques to copy this function to cells D9 and E9. Your worksheet will now

look like this.

@ 9~
Home
Je

Insert Page Layout

Formulas

Data

Review

> @ e @@

Insert AutoSum Recently Financial Logical Tex‘[ Date & Lookup & Math
Function = Used - = = = Time ~ Reference ~ & Trig = Fu
Function Library
H25 - Jx
A B & D E F |
1
2
3
4 Grade A |Grade B |Grade C
5 Mathematics 1
B History 1
T Geography 1
g Egg‘lgmm > - 1 - Save your changes and close the workbook.
10
RANK
Open a workbook called Functions - Rank. A B c D E F
The worksheet contains a table of sales : Monthly Sales Figures
results, including the total number of Total Ranking by _
e . Total value Ranking by
individual sales and also the total value of Mol Tmberof e | M
. individual of sales
sales made, by all ten sales people working made sales made
3 sales made made
fora company. 4 Hastert 5 8000
5 Pelosi 15 6000
6 Radanovich 15 5000
7 Arriete B 5000
8 Dreifuss 3 1000
9 Dumas 16 1500
10 Gravani 20 2000
11 Wilson 18 3500
12 Feeney 19 3000
13 Mach 20 4500
14

We want to rank each sales person by total number of sales made and also by the total values of sales made.

Click on cell E4.

Click on the Formulas tab and within the Function Library group click on the More Functions button. From
the drop down list displayed click on Statistical.

You will notice that the x|
Rank function is not

displayed within the list.

S

S P EPAE B @@

Insert

Page Layout

Formulas

Data

Review

View

=

Functions - Rank - Microsoft Excel

A3 Define Name ~ f:ﬂ Trace Pr

=% Trace D
Insert AutoSum Recently Financial Loglcal Te>d Date & Lookup & Math More MName
Function - Used - - Time ~ Reference = & Trig ~ |Functions || Manager @ Create from Selection | 7, Remave
Function Library ﬁ_ﬁ Statistical b PERCENTRAME.INC Y
E4 - I fildr Engineering » PERMUT
B C D E | cube g POISSON.DIST
1 Monthly Sales Figures ¢0 Information PROE
2 Com PR
l& Compatibility » QUARTILE.EXC
Total Total value Ranking wy Ranking b
Name number of of sales | total nUmber| -~ valﬂe }‘f QUARTILE INC
individual of sales E RANK.AVG
made sales mad
3 sales made made RANK.EQ
4 Hastert 5 8000 RSQ
5 Pelosi 15 6000 S
6 Radanovich 15 5000 ’
7 Arriete 6 5000 SLOPE
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Click on the Insert Function button and type the word Rank into the search box.

e

Search for a function:

Rank Gi

Or select a category: | Statistical Izl

Select a function:

AVERAGE

AVERAGEA L
AVERAGEIF

AVERAGEIFS

BETA.DIST

BETA,INV =

AVEDEV({numberl number2,..)
Returns the average of the absolute deviations of data points from their mean.
Arguments can be numbers or names, arrays, or references that contain

numbers,

Help on this function [ oK

Insert Function
Search for a function:
Or select a category: | Recommended |Z|

Select a function:

RANE.EQ
RAMELAVG ‘
PERCEMTRAME,IMNC 3
PER.CEMTR.AME

CLUBERAMKEDMEMEER.

PERCEMTRAME,.EXC v

RANK(number,ref,order)

This function is available for compatibility with Excel 2007 and earlier.
Returns the rank of @ number in a list of numbers: its size relative to other values

in the list,

Help on this function [ K J [ Cancel
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Read the information displayed at the bottom of the dialog box.
With the Rank function selected, click on the OK button. The Function Arguments dialog box will be displayed.

Function Argurents @
RANEK
Number || BE| =
Ref | -
Order | =

This function is available for compatibility with Excel 2007 and earlier.
Returng the rank of a number in a list of numbers: its size relative to other values in the list.

Number is the number for which you want to find the rank.

Formula result =

Help on this function oK l | Cancel

Enter the following data.
In the Number section we specify the item to rank, in this case C4.

In the Ref section we specify the range from which to compare the ranking value, in this case: $C$4:$C$13.

Your dialog box will look like this.

-

-,

Function Arguments @
RANE
Humber C4 ﬁ = 5
Ref sCs450513 F%5 = {5:15;15:6;3;16;20;18;19;20}
Order E =

=g
This function is available for compatibility with Excel 2007 and earlier.
Returns the rank of a number in a list of numbers: its size relative to other values in the list.

Ref is an array of, ar a reference to, a list of numbers. Monnumeric values are
ignored.

Formula result = 9

Help on this function [ OK ] | Cancel |

TIP: Within the Order section, if we do not enter a value, or if we enter a 0, then the rank will be sorted in

descending order. If we wanted to sort in ascending order, you would enter any number other than o. In this
example we will not enter a value, so the ranking will use the default descending order.
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Click on the OK button. You will see the following. This means that Hastert, ranked in position 9, compared
to the other sales people, in terms of the total number of sales made.

fF IPpE@ENE @6 @

Insert AutoSum Recently Financial Logical Tex‘t Date & Lookup & Math More

FL

= T

MName

Insert Fage Layout Formulas Data Review View

Function 2 Used ~ = = = Time =~ Reference ~ & Trig = Functions = | Manager @C
Function Library Drefir
E4 h fx | =RANK(C4,5C54:5C513)
A B = D E F
1 Monthly Sales Figures
2
Ul Total value eIl Ranking by
Name pun:ll:ter of of sales total number total value of
individual of sales
made sales made
3 sales made made
4 Hastert 5 8000 9
5 Pelosi 15 6000
6 Radanovich 15 5000
7 Arriete 6 5000
8 Dreifuss 3 1000
9 Dumas 16 1500
10 Gravani 20 2000
bl Wilson 18 3500
12 Feeney 19 3000
13 Mach 20 4500
14

Drag the contents of cell E4 to fill the range E4:E13. Your data will now look like this. If you look closely you
will see that Gravani and Mach are in joint place. This explains the fact that there is no sales person listed in
second place. After the two joint-first position, the next best ranking in Feeney in rank position 3.

A9~ = Fun
Home Insert Page Layout Formulas Data Review View
i i "
E 25 De
fF Z BB R P B S,

Insert AutoSum Recently Financial Loglcal Text Date & Lookup &  Math Mare Mame

Function 2 Used ~ 2 2 Time = Reference = & Trig = Functions = | Manager B Cre
Function Library Define
117 - I

A B C D E F (
1 Monthly Sales Figures
2

Total Total value Ranking by Ranking by
number of total number
Name individual of sales of sales total value of
made sales made

3 sales made made
4 Hastert 5 8000 9
5 Pelosi 15 6000 6
6 Radanovich 15 5000 6
7 Arriete 6 5000 8
8 Dreifuss 3 1000 10
9 Dumas 16 1500 5
10 Gravani 20 2000 1
i Wilson 18 3500 4
12 Feeney 19 3000 3
13 Mach 20 4500 1
14
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We will now see how the sales people rank in terms of total sales. Some sales people are very good at selling
a lot of low value items, while other sales people specialise in making fewer, but higher value sales.

Click on the cell F4.

Re-display the Function Arguments dialog box for the Rank function and enter the following data.

Number: D4
Ref: $Ds$4:$Ds13
Function Arguments @
RANE
Number |p3 E&| = =000
Ref |sDs4:2D513| E&=| = {3000;5000;5000;5000;1000;1500;200
Order % =

=1
This function is available for compatibility with Excel 2007 and earlier.
Returns the rank of @ number in a list of numbers: its size relative to other values in the list.

Ref isan array of, or a reference to, & list of numbers. Monnumeric values are
ignared.

Formula result = 1

Help on this function [ oK l I Cancel

Click on the OK button. Your data will look like this.

9~ |= FL
Home Insert Page Layout Formulas Data Review View
F IR BEeME R B S
Insert Autosum Recently Financial L0g|cal Text Date & Lookup & Math Maore MName
Function T Used - - d Time = Reference = & Trig = Functions ~ | Manager BF C
Function Library Defir
Fa - B | =RANK(D4,5D$4:5D513)
A B C 3] E F
1 Monthly Sales Figures
2
Total Total value Ranking by Ranking by
number of total number
Name individual of sales of sales total value of
made sales made
3 sales made made
4 Hastert 5 8000 9 1
5 Pelosi 15 6000 B
6 Radanovich 15 5000 6
7 Arriete 6 5000 8
8 Dreifuss 3 1000 10
9 Dumas 16 1500 5
10 Gravani 20 2000 1
11 Wilson 18 3500 4
12 Feeney 19 3000 3
13 Mach 20 4500 1
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Extend the contents of cell F4 to fill the range F4:F13. Your data will now look like this.
@9~
Home

F IR @A R @@

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Maore

Fur

; L= De
.'l.:.

Mame

Insert Page Layout Formulas Data Review View

Function = Used = ~ - ~ Time = Reference ~ & Trig = Fundtions * | Manager ES Cn
Function Library Define
G19 - I

A B G D E F
1 Monthly Sales Figures
2

Total Total value Ranking by Ranking by
Name pun:lb.er i of sales =zl total value of
individual of sales
made sales made

3 sales made made
4 Hastert 5 8000 9 1
5 Pelosi 15 6000 6 2
6 Radanovich 15 5000 6 3
7 Arriete 6 5000 8 3
8 Dreifuss 3 1000 10 10
9 Dumas 16 1500 5 9
10 Gravani 20 2000 1 8
1 Wilson 18 3500 4 6
12 Feeney 19 3000 3 7
13 Mach 20 4500 1 5
14

As you can see Hastert, despite not making very many individual sales, actually is in the top ranked position
when it comes to the total value of the sales made. You will notice that there are 2 sales people with the
number three ranking, which is why there is no sales person listed in the number four ranking spot.

Save your changes and close the workbook.
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Passwords & Security Issues

Adding password protection to a workbook.

Open a workbook called Opening password 01. We wish to add a password to prevent unauthorised access to
this file.

A B C
1
2
3 The password to our secret Swiss bank account is:
4 109XP8HKGDS
5
[
=
|‘_7| 2 | | (] Save As
. . e
Click on the File tab and select “ Home (L) [l «MyDoc.. » Ercel 2010 Advanced Course ~ [ 43 ][ searcn £
the Save As command. | save Orgenize - Mew felder
&) Pictures 4 Name ’ Date modified Type AI
Vid B
Save As B videos ] 3-D SUM Consolidation 11/08/20021:26  Microsof-
\zﬂ Adding a Data Series 11/08/2009 21:24 Microsof
=
[ Open & Homegroup ] Advanced Filter Criteria /08720092124 Microsof
|__? Close 8 Computer L J AutoFilter 01 11/08/2009 21:24 Microsof
[ p E o '
- ] AutoFilter 02 11/08/200821:24  Microsof
£, Local Disk(T) | | o '
] AutoFilker 03 11/08/200921:24  Microsof
= USB_KEY (1) T, I .
- 4 1 »
AR File name: -
Save as type: | Excel Workbook -
Authors: Cheltenham Courseware Tags: Add a tag
. . . 3 ] Save Thumbnail
» This will display the Save As dialog box.

Click on the Tools link, and from the drop down list
displayed select the General Options command.

(AL AR Opening password 01 -
Save as type: [Excel Workbook -
Authors: Cheltenham Courseware Tags: Add a tag
[ Save Thumbnail

“~ Hide Folders [ Save l ’ Cancel

Map Network Drive...
Web Options...
| General Options... |

Compress Pictures...

This will display the General Options dialog box.

General Cptions @

[] Always create badkup
File sharing

Password to open: |

Password to modify:

[ Read-only recommended

| ok || cancel |
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Enter a password (in this case cct) into the Password to open text box. In future, you will be required to enter
this password in order to open the file.

General Options @
[7] Always create backup
File sharing

Password to open: "-|

Password to modify:

["] read-only recommended

| ok || caneel

Click on the OK button. You will be asked to re-type the password.

Confirm Password @

Reenter password to proceed.

Caution: If you lose or forget the password, it cannot be
recovered, Itis advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place. (Remember that passwords are case-sensitive.)

ok || cancel |

Re-enter the password, and click on the OK button to close the Confirm Password dialog box.
You will be returned to the Save As dialog box. Click on the Save button. You will be asked if you wish to
overwrite the original file. Click on the Yes button

Close the workbook.

Re-open the workbook. You will see a dialog box, into which you must enter the correct password, i.e. 'cct'.
Do this and the workbook should open.

Confirm Save As Password @
l . Opening password 01 xdsx already exists, ‘Opening password 01.xlsx' is protected.
Do you want to replace it? Password: ||
Yes ] i No | [ Ok, ] [ Cancel

Adding 'modify' password protection to a workbook. & :
Open a workbook called Modification password o1. “ Home

We wish to save this file so that when opened it will display a dialog box, explaining i save

that you should normally open this worksheet as a read-only file, i.e. one where

modifications may be made, but where you cannot overwrite the original file. Any =

changes would have to be saved in a file with a different name. = open

[ Close

[ —
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Click on the File tab and select the Save As command.

[i] save As =5
P
<« My Doc... »_Excel 2010 Advanced Course + g | [ Search c. p|
\SUATS 4 2
Organize = New folder - @
= Pictures - Name : Date modified Type  *
Vid
B videos ] 3-D SUM Consolidation 11/08/20092126  Microsof-
] Adding a Data Series 1U/08/20092:2¢  Microsof
& Homegroup
] Advanced Fiter Criteria 11/08/20092124  Microsof
) &) AutoFilter 01 11/08/20092124  Microsof
1% Computer E o 5
- ] AutoFilter02 11/08/2009212¢  Microsof
& Local Disk (C)
] AutoFilter03 11/08/2009212¢  Microsof
= USB_KEY (1) e S
ol i '
PPN cring pazsword 01 -
Save as type: |Excel Workbook -
Authors: Cheltenham Courseware Tags: Addatag
[F] Save Thumbnail

This will display the Save As dialog box.

Click on the Tools link, and from the drop down list displayed select the General Options command.

IZIELET =Ml O pening password 01 -
Save as type: [E)((El Workbook -
Authors: Cheltenham Courseware Tags: Add a tag
[] Save Thumbnail

4 Hide Folders [ Save ] [ Cancel

Map Metwork Drive...
Web Options...

| General Options... |

Compress Pictures...

This will display the General Options dialog box.

General Options @

[] Always create backup
File sharing

__Pgzoword to open:
Password to modify:

[7] read-only recommended
[ ] ] [ Cancel ]

Enter a password (in this case cct) into the Password to Modify text box. In future, you will be required to
enter this password in order to open and modify the file.

General Options @

[T Always create badkup
File sharing

Password to open:

Password to modify: ses

[T pead-only recommended

[ Ok ] [ Cancel
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Click on the OK button. You will be asked to re-type the password.

Confirm Password @

Reenter password to modify.

Caution: Password to modify is not a security feature. This
document is protected fram unintentional editing. Howewer,
the document is not encrypted. Malidous users can edit the
file and remove the password.

| Ok | | Cancel |

Re-enter the password, and click on the OK button to close the Confirm Password dialog box.
You will be returned to the Save As dialog box. Click on the Save button. You will be asked if you wish to
overwrite the original file. Click on the Yes button

Canfirm Save As

l . Modification password 01.xlsx already exists,
Do you want to replace it?

Close the workbook.
Re-open the workbook. You will see a dialog box displayed.

Password ==

'Modification password 01.xlsx' is reserved by
Cheltenham

Enter password for write access, or open read only.

Password: ||

Read COnly Cancel

If you enter the correct password, you can open and edit the document. If you do not supply the correct
password, you can only open and view the document.

NOTE: Without the password you can still open and edit the document, but you must save the workbook
using a different filename. You will not be allowed to overwrite the original version of the document.

Close your workbook.
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Removing an password from a workbook.

Open a workbook called Opening password 02.

This workbook has been protected with a password that prevents opening the workbook, unless you enter
the correct password. You will see a Password dialog box displayed.

(2 S|

Password

'‘Opening passward 02, xlsx' is protected.

Password:
[ QK ] ’ Cancel ]
Enter the password (in lower case) which is. M

cct
|l save

and then click on the OK button to open the

file. e

[ Close

Click on the File tab and select the Save As
command.

This will display the Save As dialog box.

(%] Save As
= - =
(I [}« My Doc... » Excel 2010 Advanced Course ~ [ 44| [ search £xcei 20
Organize v Newfolder
=] Pictures *  Name Date modified Type “
Vidl =
B viseos ] 3-D SUM Consolidation 11/08/20092126  Microsof
] Adding s Data Series 11/08/20092124  Microsof
% Homegroup N e
5] Advanced Filter Criteria 11/08/20002124  Microsof
_ ] AutoFilter 01 11/08/20002124  Microsof
1M Computer E o
= ] AutoFilter 02 11/08/20092124  Microsof
& Local Disk (c) || o
] AutoFilter 03 11/08/20092124  Microsof
= USBKEV (1) [ covrTvemmenen 2

~ ] o

st

Rl Ob hing password 01

Save as type: [En:el Workbook

Authors: Cheltenham Courseware

[F] Save Thumbnail

# Hide Folders

Tags: Add atag

Tools - Save Cancel

Click on the Tools link, and from the drop down list displayed select the General Options command.

F L M Opening password 01

Save as type: [Excel Workbook

Authors: Cheltenham Courseware

[ Save Thumbnail

# Hide Folders

Tags: Add atag

Save

Cancel ]

Map Network Drive...

This will display the General Options dialog box.

(7 s

General Options

[] Always create backup
File sharing

Password to open:

Password to modify:

[] pead-only recommended

| ok

] [ Cancel

Delete the password and then click on the OK button.
Save and close the workbook.

Web Options...

| General Options...

Compress Pictures...

Reopen the workbook and you will see that the password has been removed.

Close the workbook.

143




Removing a 'modify' password from a workbook.

Open a workbook called Opening password 03.
This workbook has been protected with a 'modify' password. You will see a Password dialog box displayed.

Password @

'Opening password 03.xdsx’ is reserved by
Cheltenham

Enter password for write access, or open read only.

Password:

¥ | = | (2] save s
m ()0 ) [0 « MyDoc.. » Excel 2010 Advanced Course + [ 4 ][ Sear
Home Y
. .. Organize »  Newfolder
Enter the password (in lower case) which is. i save S —— - ueroates e
cct B videos ] 3-D SUM Consolidation 11/08/200921:26  Microsof
. Save As @Addmgaﬂata Series 11/08/2009 21:24 Microsof
and then click on the OK button to open the Ta 4 Homegroup ] Advanced Filter Criteria 11/08/200021:24  Microsof
il i Upen - | ] amoritera /0820092124 Microsof
le. 5 “‘.,cump“m = &) AutoFilter02 11/08/200921:24  Microsof
l_-l (e — tu;;"(l;:;()[] I \2_1 AutoFilter 03 11/08/2009 21:24 Microsof
- - i 22 I VI e mo rnne a7
- i G
Click on the File tab and select the Save As m Flegame .
command. . Save as type: | Excel Workbook =
Authors: Cheltenham Courseware Tags: Add a tag
. . . 3 [E1Save Thumbnail
This will display the Save As dialog box.

Click on the Tools link, and from the drop down list displayed select the General Options command.

=Rl Cpening password 01 -
Save as type: ’Excel Waorkbook v]
Authors: Cheltenham Courseware Tags: Add atag
[[] Save Thumbnail

) Hide Folders Tools ~) [ swe || Cancal |

Map Metwork Drive...
Web Options...

| General Options... |

Compress Pictures...

This will display the General Options dialog box.

General Opticns @

[ Always create badkwup
File sharing

Password to open: | [T
Password to modify:

[7] pead-only recommended

l oK ][ Cancel ]

Delete the password and then click on the OK button.

Save and close the workbook.

Reopen the workbook and you will see that the password has been removed.
Close the workbook.
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Setup & Printing Issues

: - I=
Worksheet margins
Open a WOFkbOOk Ca”ed Print setup File Home Insert Page Layout Formulas Data Review Vi
. e e - = 1
Click on the Page Layout tab, and from within j [l cotors J E‘I 5 Jﬁu ,—1 el —Zj
i : H — A|Fonts = h
the Page SEtup grOUP; CIICk on the Marglns icon. Themes Eff o Margins Qrientation Size Print Ereaks Background Print
= . A v v *  Areav v Titles
Themes Page Setup Fl
This will display a drop down from which you can ¥ d I=
SeleCt Normal, Wide or Narrow. Home Insert Page Layout Formulas Data Review

Clicking on the Custom Margins command displays the
Margins tab within the Page Setup dialog box. You
can use this dialog box to set custom top, bottom, left
and right margins.

j nCoIors'
== Fonts*

=

=
E

B Dlag= W& §

Themes Margins| Orientation  Size Print Breaks Background Pri
- Effects ~ - - - Area~ - Tit
Themes Mormal
c6 Top: 191 em Bottom: 1.91 em
Left: 178 cm  Rightt 178 cm
A Header: 0.76 cm  Footer: 0.76 cm |
Component cod Wide 1e of each
10 Top: 254 cm Bottom: 2.54 em
Left: 254 cm  Right: 254 cm
1 Header: 1.27 cm  Footer: 1.27 cm
10
1 Marrow
Top: 191 cm Bottom: 1.91 ¢cm
10 left:  0.64cm  Right 064 cm
10 Header: 0.76 cm  Footer: 0.76 cm
10
Custom Margins...
LS -
100009 Green 6
Page Setup =
Header/Footer | Sheet |
Top: Header:
19 = 0.8 £
Left: Right:
1.8 |5 18 |5
Bottom: Footer:
19 |5 0.8 2
Center on page
[ Horizontally
[ vertically
Print... ] [ Print Preview ] [ Opfions... ]
[ oK l [ Cancel ]

TIP: You can also use this dialog box to set Header and Footer values, as well as options to centre the table on

the page vertically and/or horizontally.

Experiment with setting margins.

TIP: Be sure not to make the margin size too small or you may have problems printing the worksheet.
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Worksheet orientation

Click on the Page Layout tab, and from within the Page Setup group, click on the Orientation icon.

F= B
anmors'
== [a]Fonts -

Themes
«  [O]Effects -

Themes

Insert

B

Page Layout

=

Marging QOrientation

-

-

Formulas Data

=l
b P
Og = &
Size Print Breaks Background

= Area~ <
Page Setup

Review Vi

=l

&

Print
Titles

You can select either Portrait or Landscape orientation, as illustrated.

EE9-®~-|
nCoIors'
===l [a]Fonts ~

Themes

Insert

In|

Margins |Orientation

Page Layout

=

Farmulas Data

Oas &

Size Print EBreaks Background

Review Wi

=l

=

Print

- @ Effects = - - Area - Titles
Themes Setup u
3 Portrait
| c6 - =
A D

= Landscape g
1 Component code Ci — 1 stock

2 100001 Red 2

Value of each com

Try setting the orientation to Landscape. To see the effect in Print Preview mode, press the Ctrl+F2 keyboard
shortcut.

[N B AN R Print setup - Microsoft Excel o & =
Home  Inset  Pagelayout  Formulas  Dats  Review  View c@o@ %
I save
Print 4]
B savens L@J
B2 open Copies: |1 - Gompanest s [—
Print :
[ close H L
Tnfo Printer :
@/ Brother MFC-7420 USE Printer on D531-LOU :
Becent <, Offine: 1 document waiting :
perties :
N Printer Propertie: :
Settings ;
:
. ’j Print Active Sheets . :
Share Only print the active sheets .
Pages: It - ‘
Help :
Print One Sided . 3
[ Options Only print on one side of the page o
Collated :
Exit - .
= 123 123 123 :
a Portrait Orientation - i
~ . :
2 cmx27 cm :
Normal Margins . 2
L Left: 178 cm Right: 178 cm :
(1) No Scaling . H
1100 print sheets at their actual size
Poge Setup
<1 lofs ] =]
——— T T T T — ¢ =

To return to the normal view, click on the Home tab.

X 9™

A save
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Worksheet page size
Click on the Page Layout tab, and from within the Page Setup group, click on the Size icon.

- o-|-
“ Home Insert Page Layout Formulas Data Review Vi
j ncmors' |] @ IE @ =l =l
| p— g 1=
[A]Fonts - = j

Themes Margins Orientatior]  Size Print Breaks Background Print
@ Effects - o - ~ |Prear T Titles

Themes Page Setup P

You can select the required page size from the drop down options displayed, as illustrated.

A9 ™=

Home Insert Page Layout Farmulas Data Review

B O R ORE @ 3

Themes Margins Crientation| Size Print Breaks Background Print
@ ffects ~ < - * | Area~ - Titles
Themes Ad e
| C6 - A U 21 ecmx 29.7 cm
A B |_ Letter D
D 21,58 em x 27.93 cm
1 |Component code Color NI f each col
2 100001 Red Legal L
3 100002 Red \] 2158 emx35.55 cm |~
4 100003 Red Executive
5 100004 Red |:| 18.41 cm x 26,66 cm
6 100005 Red E As
7 100006 Red \:l 14.8 cmx 21 cm
8 100007 Green
00008 Ab
J 1 Green 10,5 em x14.8 ecm
10 100009 Green
11 100010 Green B5
12 100011 Green 176 cmx 24,99 am
13 100012 Green B6
14 100013 Green 1249 cmx17.6 cm
15 100014 Green Com-10
16 100015 Green 1047 cmx 2412 cm
17 100016 Green oL
18 100017 Blue 10.89 cm x 21.99 cm
19 100018 Blue b
20 100019 Blue Mare Paper Sizes...
21 100020 Blue ]

Headers and footers

Click on the Insert tab and from within the Text group, click on the Header & Footer icon.

=] EE T
o @ o @ =

A2 4 £ & TR

Text | Header WordArt Signature Object | Equation Symbol
Box | & Footer < Line =

Text Symbols

(il
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You will see the Header area displayed at the top of the worksheet, as illustrated.

& = Print setup - Microsoft Excel Hea0er &l Footer Toots
Home Insert Page Layout Formulas Data Review View Design

E é ﬁ _EJ % i{/l _\/ \“_T:I__uj ’m_l Ill _; [C] Different First Page Scale with Dot
Header Footer Page MNumber Current Current File File  Sheet Picture Goto | [T Different Odd & Even Pages Align with Pag

< o4 Mumber of Pages Date Time Path Name Hame Footer
Header & Footer Header & Footer Elements Mavigation Options

o] ~ 5| a
T T " T2 T 57T 7 7T 75 T TS E I E IS o] " Tan T i T T Tia] T Tas] CTig] T i) T Tis T i
A B D

% Header

1 Component code Color Number in stock Value of each component
N 100001 Red 2 22.99
HIE 100002 Red 2 11.50
: 4 100003 Red 2 31.99
e 100004 Red 2 22.87
B 100005 Red I 4! 10.50
L7 100006 Red 6 11.00
L8 100007 Green 8 11.50
: 9 100008 Green 9 12.00
|10 100009 Green 6 12.50
L1 100010 Green 7 13.00
= 12 100011 Green 4 13.50

an 1AAATIA P z a8 an

Type in the text for your header, such as Stock Levels for January.

If you scroll down the page you will see the message 'Click to add footer' displayed at the bottom of the
worksheet.

Click to add footer

Click within the footer area and type in your name. As example is illustrated below.

100048 Green 3 2.00
100049 Green 4 2.10

David Murray

Footer

To modify a header or footer at any time just click over an existing header or footer and edit as required.

Header and footer fields

When you are inserting or editing a footer or header, you will notice that you see the Header and Footer Tools
Ribbon. Within this Ribbon is the Header & Footer Elements group, as illustrated below.

j_. 'ﬁ_ & LA " = j
# -EJ 7 "‘e_;:;"J _"I EliIIJ 4:|:J )
Page MNumber Current Current File File Sheet Picture

Mumber of Pages Date Time Path Mame MName Picture
Header & Footer Elements

You can use the icons in this section in insert an Excel field, such as the Page Number. The great thing about
fields is that they automatically update when required. For instance if you insert a Page Number field, then as
you add more pages, the page number displayed on each page will increment.

Another very useful field is the File Name field. This displays the file name of the document in your header or
footer, when you print, and is very useful when you have printed out a copy of a worksheet and then several
months later are trying to remember the file name you used to save the worksheet as.
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NOTE: When you insert a field, such as the File Name field, you may see the field code rather than the actual
file name. When you print the worksheet however, this code is replaced by the actual file name.

The File Path will display the file name and also the path to the folder in which the file is stored.
Experiment with inserting different fields into your header or footer.

Make sure that you have experimented with all of the following field types:

Page numbering:
| Q GRS R
Home Insert Page Layout Farmulas Data Review View Design

é é m 'b i\/; @ _jﬂ', J [ pifferent

Header Footer Page |Mumber Current Current File File  Sheet Picture Format | Goto Goto | [0 pifferent

Print setup - Microsoft Excel Header & Footer Tools

i - MNumber pf Pages Date Time Path  Mame Mame Picture | Header Footer
Header & Footer Header & Footer Elements Mavigation
Date:
| o -~ Print setup - Microsoft Excel Header & Footer Tools

Home Insert Page Layout Formulas Drata Review View Dresign

ER B RECesBDmEE § E oo

Header Footer Page Mumber| Current [Current  File File  Sheet Picture Format | Goto Gote | [ Differe
7 ~ Mumber of Pageq Date Time Path MName Mame Picture | Header Footer

Header & Footer Header & Footer Elements Mavigation
Time:

FAN™ AN R Print setup - Microsoft Excel Header & Footer Tools

Home Insert Page Layout Formulas Data Review View Dresign

i\/ @ __gﬂl' J [0 Differe

Sheet Picture Format | Goto Goto | [0 Differe

=

I

Header Footer Page MNumber Currenf Current | File File
= = Mumber of Pages Date Time Path MName MName Picture | Header Footer
Header & Footer Header & Footer Elements Mavigation
File name:
| Ho-t-s Print setup - Microsoft Excel Header & Footer . Tools
Home Insert Page Layout Formulas Data Review View Dresign

EE RO RDEY T s

Sheet Picture Format | Goto Goto | [ pifferer

Header Footer Page MNumber Current Current File File
Picture | Header Footer

- T Mumber of Pages Date Time Path | Mame |Mame

Header & Footer Header & Footer Elements Mavigation
Worksheet name:

| H9-0-|~ Print setup - Microsoft Excel Header & Footer Tools

Home Insert Page Layout Formulas Data Review View Design

= Iy 5 ra b | —
2E RRBOCoUWIHED T g s
Picture Format | Goto Goto | [ Differe
Picture | Header Footer
Mavigation

(il

Header Footer Page Mumber Current Current File File Sheet
= = Mumber of Pages Date Time Path  MName| MName

Header & Footer Elements

Header & Footer

NOTE: To remove a header or footer field, select the field and press the Del key.
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Scaling your worksheet to fit a page(s)

Click on the File Tab and then click on the arrow next to the Print side tab. Click on the down arrow next to
the Scaling section.

PN B AN R
Home Insert Page Layout Formulas Data Review View
lg Save .
Print
Save As @
Copies: 1 -
Open
& op Print
ﬁ Close
Info Printer
@/ Brother MFC-7420 USE Printer on D531-LOU
Recent <azz_, Offline: 1 document waiting
- e
Ly Printer Propertie:
Settings
Print Active Sheets .
Share Only print the active sheets
Pages: S oto -
Help
Print One Sided .
-] Options Only print on one side of the page
; 2= Collated
B9 Exit -

123 123 123

_| Portrait Orientation -

A4
21 cmx29.7 cm

| Mormal Margins
b— Left 1.78 cm Right: 1.78 cm

DD Mo Scaling

Print sheets at their actual size

Page Setup

The list displayed allows you to select print scaling options, such as Fit Sheet on One Page.

Settings
Print Active Sheets

-
Share QOnly print the active sheets
Pages: S oto -
HE|p [ brint Ane Sidad
No Scaling
i Options DD i i i
lj Print sheets at their actual size
9 it Fit Sheet on One Page
‘*‘@‘3’ Shrink the printout so that it fits on one page
$D¢ Fit All Columns on One Page
5] Shrink the printout so that it is one page wide
Fit All Rows on One Page
@[ Shrink the printout so that it is one page high
Custom Scaling Options..
DD Mo Scaling -
Print sheets at their actual size
Page Setup
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& = Print setup - Microsoft Excel

YOU Can see that When thiS - Home  Inset  Pagelayout  Formulas  Data  Review  View Q
option is selected the sheet R s @ | T e
does, as expected, fit onto one o
o Printer
page- e Oﬁ ElmthchF( 7420 USB Printer on D531-L0U -
. PriciacProgastins
Print
= ] o et -
Pages: T
Help °| Print One Sided
&3 options | print on one side of the page N
<IN = Fors -
j Portrsit Orientstion .
“1__ Eilinmvcnor\(‘h'gr!l: N =
1 a1 ong
You can also customise how many pages el
you would want the data to fit on. To do : Print Active Sheets .
this click on the Custom Scaling Options Share Only print the active sheets
button. Pages: S to -
HElp [==1 Deint Moo Cidad
. Mo Scaling
[ Options Print sheets at their actual size
3 exit Fit Sheet on One Page
‘*’@@ shrink the printout so that it fits on one page
*’D"g Fit All Columns on One Page
5] Shrink the printout so that it is one page wide
Fit All Rows on One Page
@[ Shrink the printout so that it is one page high
Custom Scaling Options...
I$@¢ Fit Sheet on One Page vl
Shrink the printout so that it fits on cne page
Page Setup
This will display the Page Setup dialog box, Page Setup [~ 8| [mESal]

which you can use to customise scaling of the
printing.

|Margins I Header Footer | Sheet |

Orientation
@ Portrait (") Landscape
Scaling

() Adjust to: |80 ==| % normal size

(@ Fit to: 1 2| page(s) wide by |1 = tall

Paper size: A4 |E|

Print guality:

First page number: |Auto

Options...

[ Ok ][ Cancel ]

Save your changes and close the workbook.
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THE END OF THE TRAINING

TO BE CONTINUED IN YOUR ROUTINE WORK.
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