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.

FAIN™ B B R
Home Insert Page Layout Formulas Data Reviev
]| Cut o le=
=5 % calibri 11 AN == IQ
P‘ . 53 Copy ~ — - -
aste - - ===
3  Format Painter] B I U R ===
Clipboard Font
& - |=
Home Insert Page Layout Formulas Data Review View Add-In:
B # cut Calibri Siwrap Te
- 53 Copy ~
Paste - k=
- fFormat Fainter Hy L U ;J'QMerge g
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
. cralll s I
Under the Home tab, click on the down arrow x| i
next to the Font section. Home Insert Page Layout Formulas D
B d& o3 Calibri o AN
P' " 534 Copy ~ — "
aste = = -
~ # Format Painter B|Z U -
Clipboard Font
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 —-j’:OpY ;P - [eneltont = ] Merge & ¢
T ermat Fainter T Cambria (Headings) =
Clipboard £l Alignment
T Calibri (Body)
= | Al Fonts
on
A B ADMUIZLY F
1 Sales volume by cow JRS—
2
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 ' 4ndalus e 74 84
10 China T imgsana Hew afan 28 93
1 Pakistan | B uianaurc A7aT 54 73
12 Mexico T Aparajita e icinT 23 32
13
14 it AR BERKLEY
15 T AR BLANCA
16 T Ak 6O
17 iy A5
12 r AR GENA
20 T AR CHRISTY v
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.

(& = SRR
Home Insert Page Layout Formulas Data
B e o Calibri -1 P A=
; 53 Copy ~
Paste B I U~ {‘%vév =

~ - Format Painter =

Clipboard P! Font
Bold, italic, underline formatting

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

x| A Mo |
Home Insert Page Layout Formulas Da
oo Cut o
B & Cu Calibri 11 A A
P' . 53 Copy - n . A
aste - - -
- Format Painter B I U RG-S

Clipboard 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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1

Cell border formatting | M - |

File Home Insert Page Layout Formulas D:
Select the range B3:G12. Click on the down arrow next ¥ at o
the Border icon. “— 23 copy - =
Pafte J Format Painter B/ 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.

FIE TR
Home Insert

= 4 Gt
= 53 Copy ~
Paste
% ¥ Format 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 B |=
Home Insert Page Layout Formulas Dat
® Cut Calibri <l AW
P' » 53 Copy -
aste - - - -
o  Format Painter B I U H
Clipboard F Fant a
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 93 201
Mo Fill
5 Canada 98 32 143
6 USA 109| | @ More Colors.. D2 94
7 United Kingdom 92 99 98 95 a5
[P ™ B B R ES
Home Insert Page Layout Formulas Data
e Cut PapAll S
B # Cu Calibri “Ju A=
Pl t S | iy
aste - - - =
%  Format Painter w LU H < 4] =
Clipboard Font l
PN |+
File Home Insert Page Layout Formulas Data Review View
B & cut Calibri 11 o A AT Siwrap Tt
53 Copy ~
Paste - - - - &
- jFormatPainter iy L U H & A ;?gl"dergef
Clipboard . Font . Automatic Nt
B3 - A Country Theme Colors
E EEEEEN
A | B | ¢ | o G
1 |Sales volume by country
: THTTHT
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
- o St P ] anl o _

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.

Alignment E
Horizontally aligning contents in a cell range
Open a workbook called ,
. |LT| = = - |= Font
Alignment. Select the range -
. . Fill Home Insert P Layout Fi I Dat Revi Vi
C3:G12. Click on the Centre icon B . s gL e e TR

. ot Cut
to centre the cell contentsin Foikiz
=3 Copy ~

this range.' Try aPpIylng left Paste st vainter | BB £ D~
and then right alignment

Calibri =1 Wrap Text

ﬁ Merge & Center =

Clipboard Font P Alignment x|
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 102 129 189 193 201
Click on the Merge and Centre (]| ;g = - i Al
icon. Home Insert Page Layout Formulas Data Review View
= "" s Calibri Y1 FlAa = =i Wrap Text
53 Copy ~ — o =
Pafte  Format Painter |B|F U~ | - A= =] Merge B Center [
Clllrlt-_-:-i;r_d ; Fc;_n_t P Alignment P
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 102 129 183 193 201
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
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Cell orientation

Select the range €3:G3.
A 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.
FA™ R B = Al
File Home Insert Page Layout Formulas Data
i & at Calibri Ju <l ar | = S Wrap Text
P‘ . 53 Copy ~ — P )
aste - = - - B = 3 -
A 7 Format Painter |B | I u N = 5 Merge & Center
Clipboard l Font P Alignment I

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

|'A_—(|||H o) T |= Alignm
Home Insert Page Layout Formulas Data Review View
M_-i] & Cut Calibri = =[_||[®-] | SiwmapTest Ger
- Ba e - e
Paste e |?| F A =] & Angle Counterclockwise $
“ ¥ Format Painter = - .
*
Clipboard
—— 4 |B vertical Text —
c3 - Fe | 2002
— ! 81 Rotate Text Up =
] A | 8 | c | D | 5 |8 Rotate Text Down —
1
@4‘ Format Cell Alignment
2 Ralec
Select the Angle Clockwise command. Your data will now look like this.
A B C D E F G
1
2 Sales
2 2 2 2 2
3 Country %, %, Y5 Y5 b
4 India 102 129 189 193 201
3 Canada 98 120 121 132 143
] UsA 109 110 109 102 94
7 United Kingdom 92 39 98 95 85
3 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.

Number formatting - Microsoft Exc

(& =

Home Insert Page Layout Formulas Data Review View

B & S Calibri I A= = Wrap Text General B
l;éste 2 B J U~ & A~ = E & R = " 0 .00 | |
- Format Fainter = = = erge & Center $ - % | T h
Clipboard [} Font {1 Alignment 7 Number ]

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 === 519459312
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.

™ B B Number formatting - Microsoft Exe
Home Insert Page Layout Formulas Data Review View
§ & Cut calibri 11 AN == [ S Wrap Text Mumber -
7 53 Copy - e q .00
Pafte F Format Painter B 5 U~ Iy - A~ EE=E {3 Merge & Center = | $ =~ % ¢ | %3 5%8 I
Clipboard Font Alignmernt I Number ]
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

63



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.

FIR™ R B - |= Number formatting - Microsoft E
Home Insert Page Layout Formulas Data Review View
= "" Qs Calibri i A = =E S Wrap Text General -
” 53 Copy ~ )
R e BT i H-A-E== A Merge s Center~ | § - [0 [ 58 8
Clipboard = Font = Alignment (7 Number I}

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).

I'l_—'ll = 9~ |= Mumber formatting - Microsoft Exce
Home Insert Page Layout Formulas Data Review View
fhui] | Cut - = = =
B & Cu Calibri ==|_]| & | SiwrapTet Number D
P‘ " 53 Copy ~ . i 5|
aste = === | sEE B B = R
- Format Painter B. 1 U = = = 8 25 Merge & Center 5 fo o .0
Clipboard : Font Pl Alignment [ MNumber F

Select the General or Number format option, as illustrated.

I‘l_—"-li Y-t |5 Mumber formatting - Microsoft Excel
Home Insert Page Layout Faormulas Data Review View
1 o ct Calibri S Wrap Text }E*ll
—— 53 Copy - 3
== £ General e
Paste == . - ABC al
- J Format Painter B I ,Q Merge:5: Center 123 Mo specific format -
Clipboard i Font Pl Alignment [ 3
— Number =F
cs - € £ | 1945968573 112 ssasseasrso0
| A 1 B —C7| D 1 Currency
I @ 51,045,968,573.00

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.

FAIE™ e R R Number formatting -
Home Insert Page Layout Formulas Data Review View
= Cut = 5
1 & Cu Calibri = = S Wrap Text General
B 53 Copy ~ ]
aste = = = B -
+ J Format Painter B I = = EMerge & Center Vo ¥
Clipboard ) Alignment & Number

From the list displayed, select the £ option.

MNumber formatting - Microsoft Excel

General - *j
3|

Center = | § |+ % % | %8 3% | Conditional
° - Enrmatting »
5 English [Australia)
% English (U.5.)
Tl‘ £ 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.

X =2~ |=
Home Insert Page Layout Formulas
=) Cut
= & Cu Arial -1z - A
P' . 53 Copy ~ — .
aste - -
= Jf Format Painter B I U S
Clipboard x Eont
E2 " | | =C3*D3
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 C5 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

70



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.

PRI ™ e B R
Home Insert Page Layout Faormulas Data Review View ]
A T B BE8AE 0 @ @

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare
Fundtian *: Used = - i ] Time = Reference~ & Trig = Functions =

Function Library

Common functions

Some commonly used functions include:

|l_—(||Lﬂ 4o =

Home Insert Page Layout Formulas Data Review View
Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare
Function * Used = o . . Time = Reference = & Trig = Functions =

Function Library

®d -0
Home Insert Page Layout Formulas Data Review View

> eE@dEB @ I

AutoSum Recently Financial Logical Text Date & Lookup & Math Mare
= Used ~ L 2 = Time ~ Reference = & Trig = Functions =

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

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

Function Library

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.

a brief description of w

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.

X9~ ®-|F
Home Insert Page Layout Formulas Data Review View
- - g o
AL lZPEdE Q@@
Insert Otosum Recently Financial Loglcal Tesd: Date & Lookup & Math Mare
Function . Used = L = 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.

FAIN™ B R R

Home Insert Page Layout Farmulas Data Reviey
-- 9
T (e

Insert AutoSum Recently Financial Logical Tev:t Date & Lookup &  Matt
Function * Used = - 2 ] Time > Reference = & Trig

Function Library

SUM v (* %X ¥ f| =sumjcaicy)
[ A B | C | b

1

7

3 Sales Region [ ____Noof §§!§§

4 North r 345,

5 South ! 11}

6 East ! !
i West . 38|
El TOTAL |=sum(ZHE) |

9 | SUM{numberl, [number2], ...) |
10
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Press the Enter key and you will see the AutoSum result in cell C8.

@9 e-s
J

Insert

Page Layout

S @B @

Farmulas Data Rewit

B i

Insert AutoSum Recently Financial Logical Text Date& Lookup& Ma

Function ¥ Used ~ iy ¥ i Time ~ Reference = & Tr
Function Library
E19 - |
A B C D

T

2

3 Sales Region No of sales

4 North 34

5 South 11

6 East

7 West 38

8 TOTAL 167

9

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

FAI™ B B e
Je

Insert

Page Layout

S BEs@

Formulas Data Revit

0 @

Insert AutoSum Recently Financial Logical Text Dated& Loockup& MWa

Function ¥ Used ~ ke *: d Time ~ Reference = & Tr
Eundion Liban
Cc8 ~(= _.fl_-| =SUM.1-I!34:C?].IH
| & B | c | b

1

2

3 Sales Region No of sales
4 North 34
5 South 14

6 East 84

7 West 38

8 TOTAL 167
=

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

In this cell we want to display the average [/ & 9 -
number of sales within the regions. Home Insert Page Layout Formulas Data Review View
Click on the Formulas tab and within the .ﬁ? 3 ﬁj m@ @ A] - @ @ m—,‘
Function Library group click on the arrow s - -

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

under (Ol" next tO) the AutoSum icon. Function it Used ~ 2 - *  Time~ Reference~ & Trig = Functions ~
Function Library

You will see a drop down list displayed. F=

Click on the Average command. Home Insert Page Layout Formulas Data Review

LT @B @R ﬁﬁ@f

Insert |AutnSum!Recently Financial Laglcal Tex‘t Date & Lookup & Math

Function | v Used' 5 v Time = Reference~ & Trig ™ Func
P gum Function Library
Average L .fr
{ A Count Numbers B | C |

1 Max

2 Min

3 Mare Eunctions... No of sales

4 North 34

5 South 11

] East 84
7 West 38
8 Average no. of sales per region

a

75



You will see the following displayed on your
screen.

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

Click on cell €8, and you will see the function

displayed in the bar just above your worksheet. Home

As you can see the function is:

=AVERAGE(C4:C7)

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

FAIR™ B B e

File Home Insert Page Layout Formulas Data Review View
F T E8AE 0 @ @
Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare
Function * Used = - # " Time ~ Reference = & Trig = Functions =
Function Library

i SUM - (" X « k| =AVERAGE[C4:C7)
. Functions B | c D E
1
2
3 Sales Region [ No of sales
{2 oo 2
4 North ! 34
¥
5 South ! 11}
!
6 East ' 84/
!
7 West 2 38!
8 ‘ Average no. of sales per region| =AVERAGE@}
9 [ AVERAGE(numberl, [number2], ..] |
10
FAI™ B B o ES

Data

£ @ @

Home Insert Page Layout Formulas Review View

S EPeE

Jx

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare
Function % Used ~ - ¥ o Time ~ Reference ~ & Trig = Functions =
Function Library

' 23 hd x| =AVERAGE|C4:C7)
| A B | c D
1
2
3 Sales Region No of sales
4 North 34
5 South 11
& East 84
7 West | 38
8 Average no. of sales per regidn 41.75
9 |
1N
X =9~ |s
Insert Page Layout Formulas Drata Review Viey
fF T @ E@AE 0 @ @
Insert AutoSum Recently Financial Logical Text Date& Lookup &  Math Marn
Function % Used ~ > ¥ ] Time ~ Reference ~ & Trig = Functio
Function Library
' 8 h J¥| sAVERAGE(C&C7) |
A B —
1
2
3 Sales Region No of sales
4 North 34
5 South 11
& East 84
7 West 38
8 Average no. of sales per region 41.75
q
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Max function

Click on the Max worksheet tab.

£D
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.

X d9-o-s
Home Insert Page Layout Formulas Data Review View

AT g B@NE @ 6 @

Insert !AutnSum!Recently Financial Logical Text Date& Lookup & Math Mare |

Function lsed = I = . Time~ Reference = & Trig = Functions = | M
= 5um Function Library
Average )Sr
) Count Numbers 3 C |

T ! Max

2 ™in

3 Mare Fundtions... No of sales

4 North 34

5 South 11

6 East 84
2 West 38
8 | 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

fFZEge@0E A6 @

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.

X =9~ |=
Home Insert Page Layout Formulas Data Review View

F I @EBFE Q0 @@

Insert AutoSum Recently Financial Logical Text Date& Lookup & Math Mare
Fundction " Used ~ y ¥ .4 Time = Reference ~ & Trig = Functions =

Function Library

cs - € £ | -max(icacr)
A B 1 C

1

2

3 Sales Region No of sales

4 North 34

5 South 11

& East 84
| West 38
8 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.

[P R |=
m Hol Insert Page Layout Formulas Data Review View
£ 2@ "B fol 00

Insert :AutoSumiRecently Financial Logical Text Date & Lookup & Math Mare

Function i Usad = o ] Time ~ Reference > & Trig = Functions = | |
T sum Function Library
Average 23
A Count Numbers B | C |

1 Ila )

2 Min

3 T — No of sales

4 North 34

5 South 11

& East 84
| | West 38
i' Minimum no of sales in a region

9

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.

FalE™ R B R
Home Insert Page Layout Formulas Data Review View
fF T @@ 0 @ @ .
Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare I
Fundtion * Used =~ - i . Time > Reference = & Trig = Functions = | Mz
Function Library
ca - B | =MIN(ca:C7)
| a | B i c ;
i
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.

FalR™ B B R

Home Insert Page Layout Formulas Data Review View

AZE B@AE6 B S

Insert !&utnSum':Recently Financial Logical Text Date& Lookup & Math Mare Mame

Fundtion ' Used = o it . Time = Reference ~ & Trig = Functions = | Manag
¥ Sum Function Library
. ( Average 5 |
| BT Count Numbers | C | D

1 Wax

2 Min ading the meeting

3 Maore 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.

FAIN™ I |=
Home Insert Page Layout Formulas Diata Review View
- - o - o 7]
F I P EBAE R @B S

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare Mame
Function ¥ Used - v ¥ 4 Time = Reference = & Trig = Functions = | Manager

Function Library

C19 - A | =COUNT(C5:C18)
A B = ! D i

1
2 Delegates attending the meeting
3
4 Delegate country Present Not 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).

FIL AR
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).

FIIR™ B B =
Home Insert Page Layout Formulas Data Review View

fF T P EOAE A @D

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare
Functian . Used~ > ¥ .4 Time ~ Reference = & Trig 4 Functions =

=

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 e -
. 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 - OOLIONLLNLEX0LD

Canada 1 vahe2 =] -
8 China
E Cyprus %
10 Greece 1
n India i 1 2
= Tratand g % Counts the rumber of cells in a range that are not ewpty.
= NyesicZasnd : 3 e it W o 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 ololvwelo]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 A . | 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.

FAIR™ B B e
“Home Insert Page Layout Formulas Data Review View
f Z @8 BB @ I

Insert AutoSum Recently Financial Logical || Text Date & Lookup & Math Maore
Function s Used = . . w Time * Reference ~ & Trig = Functions =

Function Library

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

FAIRN™ B ES e R

m_Home Insert Page Layout Formulas Data Review View
f X8 8 @0e @

Insert AutoSum Recently Financial |Logical| Text Date & Lookup & Math Mare
Function ! Used ~ Fo |__ - ' Time ~ Reference ~ & Trig = Functions =

AMND

18 h | FALSE

A | B | ! i L E | F

IFERROR
MOT

OR
TRUE

) __.ﬁr Insert Function... m:-', .
STUDENTS |Mathematics [Engllsh|H|story Geography

| I (IR S, e - -~

||"-.ICI'|'U‘I-hWI\JI-|

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

Inserti lumn ch il i
nsertlng a column c art Home Insert Page Layout Formulas Data Review View
=& cut Calibri P Shw
Open a workbook called Chart. 85 2, copy - alibri A=
Past i= &=
af i o Format Painter £ EE EHMe
Clipboard [ Alignment
| E16 -
A B F G
1
2
3
4 Region Mo. of sales
5 MNorth 34
o] South 23
7 East 65
8 West 23
9
If necessary, click on the Column Chart worksheet =
tab (at the bottom_left of your Screen). H 4 » M| Column Chart Line Chart Bar Chart Pie Chart ﬁ;‘
Ready |
Click withinthe table &/l =~ & - |~ chart - Micn
Of data Home Insert Page Layout Formulas Data Review Wiew
Clickonthe Inserttab i ] Em I_I_'r' : i - = ‘ N = M
. ot % hd gt [ B @ X @ = A ® By i
an yOU will see the PivotTable Table Picture Clip Shapes SmartArt Screenshot] Column  Line Pie Bar Area Scatter Other Lir
charts group - Art - - - - - v - - Charts =
. O Le Tables Mustrations Charts [F
displayed within the | Z]
. c7 - 65
Ribbon.
Click on the Column icon and you will EEH9-~-|s
see a dl"Op down dlsplaylng a range of “Home Insert Page Layout Formulas Data Review View
column chart options. = B (R BE D I [ ﬁ \ = o2
P io] B |bd B2 @ P md W & S g |-
FivotTable Table Picture Clip Shapes Smartért Screenshot | [Column| Line Pie Bar Area Scatter
- Art - - - - - - (
Tables Tllustrations 2-D Column |
C6 - £ 23 e ] 1l !
[4] & | B | c | o | Mﬂl |\_EEL |\Eﬂ |
£ t | 3-D Column |
7 . = = = =
1 s /23 83, 3)
4 Region No. of sales :| | | |
5 North 34 | Cylinder
7] South 23 | | - a | &
2 East 65 J‘m J_HE J_g_ﬂ lgji|
| i) | /80 80 | OHR]|
: West 23 | [
é Cone _ B B -
i s8] 104]
n bk Ju ) JAB) |
12 | | =
13 . i N B B
Lbis] aA] AA] b
5. | A DD B |
16 |
et | | All Chart T
1?. .'ih A art Types |
1R
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Click on the first option, the 2-D Clustered format, as illustrated.

ilas Data Review View

e .

o (Bl 2 @ B ol |-

renshot | |[Column| Line Pie Bar Area  Scatter
| 2-p Column

e

.}D Clustered Column

T

Compare values across categories
by using vertical rectangles.

Use it when the order of categories
i15 not important or for displaying
item counts such as a histogram,

M

You will see the following chart inserted into your worksheet.

EH9-™- |+ chart - Microsoft Excel Chart Tools

Home Insert Page Layout Formulas Data Review

View
Chart Type Template = Row/Column Data - - ‘ ‘E ‘ ’V

Design | Layout Format

oW, = 5 = i
Change  Sawve As Switch Select E -D_H—Di- :
Type Data Chart Layouts Chart ¢
| Chart1 - (- |
A B C D B F G H 1 J K I

1 _
5 = Iz
3 No. of sales

4 Region No. of sales 70

5 North 34

6 South 23 60

7 East 65 50

8 West 23 |

9 b 40

10 30 M No. of sales
e 20

12

13 10

14 o - . . . E

15 North South East West

16 - B
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 9o i; text_pix - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Acrobat
= PP [ BEE P Shapes - 1o | # Line ~| Ml Area - W Line
% od| BE g il | —
4= Smartart | 2-D Line | Column
PivotTable Table Picture Clip .. Column | — — —
= Art @+ Screenshot - < ! Win/Loss
P A it |
Tables Tlustrations | | | | ~" | parklines
E7 - | _ . |
| A _ B | & | | | R :_,::; A7 | G
1 | | |
2 | | 3-D Line
2l | [ ]
4 Region Number of Sales _ J‘J—
5 _ 1st Quarter 34 |
6 2nd Quarter 23 _ il Al Chart Types..
i 3rd Quarter 65 I !
8 | 4th Quarter 23
9

An example is illustrated below.

Number of Sales
70
/\
60
. / N\
40 / \

ol o~/ \
~/ \

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).

@l H9-ti-|= chart - Micro

ME | Insert | Page Layout Formulas Data Review View

EEHSZ2D® o dikoS: O &

PivotTable Table Picture Clip Shapes SmartaArt Screenshot | Column  Line Pie Bar Area  Scatter Other Lin
- Alt - - - - - - - - Chﬁl’ts'

Tables | Nllustrations | O 2-DBar

C6 LA _fr|23
a | 8 [ e | o [ £ [ F | & ‘E ‘E |E

i- 3-D Bar

En = ol T ]

- = %=

4| Region |MNo. of sales

5 North 34 Cylinder

EI South 23 = 1L 1]

SRR =] =

8 | West 23

g Cone

10 = | & ||o—
===

: E &=

...... il 20 chart 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 N -%- A I I |

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

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| Colurnn Chart -~ Line Chart .~ Bar Chart| | Pie Chart .~ #0 ~
Ready |

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

FAIH™ B R R ch
M_I Insert | Page Layout Formulas Data
F H E D2 o XS

PivatTable Table Picture Clip Shapes Smart&rt Screenshot | Column  Line Pie Ear Area Scatter Ot
- Art - - - - - - - - Cha

Tables | Hlustrations | 2-D Pie

cs - (= fe| 34 @ ‘@‘ “Ii)

Review View

I

=
.
]
N
]
n

1 =t
2
= &=
4 Region |MNo.of sales | 3-D Pie
5| North 34]
5 south B @&
7] East 65
2 West 23 i A chart Types...
9

a
3

An example is illustrated below.

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.

o T
No. of sales
> £
70
60
50
‘| a0
30 W Mo. of zales
20 -
10
0 1 T T T
Marth South East West

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

70
60
20
40
30 - EMNo. ofsales |
20
N I E
0 - T T T
MNaorth South East West

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“ o= Meodifying charts - Microsoft Excel ChartTools ‘
Home Insert Page Layout Formulas Data Review View Design | Layout | Format
Chart Area = | I = = e | |
_ baca I.D) | Y (il L) T (] |
% Format Selection
Picture Shapes Text Chart | Axis Legend Data Data Axes  Gridlines Plot Chart
& Reset ta Match Style - Box Title = Jitles= = Labels~ Table ~ - - Arear Wall- F
Current Selection Insert Labels Axes | Backar
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Select the required option from the drop down list displayed, such as Above Chart.

|E| H9-0- |5 Maodifying charts - Microsoft Excel ‘ ChartTools |
Home Insert Page Layout Formulas Review View Design | Layout | Farmat

Chart Area _ * Q I_T'j) EI ﬂ llan j @ Ellri |t I|"I=“.| ﬂ 4d

%FormatSelectlon
Picture Shapes Text Chart | Axis Legend Data Data Axes  Gridlines Plot Chart  Ch

& Reset ta Match Style - Box Title = |Titles = Labels ~ Table - - - Area~ Wall- Flo
Current Selection | Insert b — MNone | Axes | Backgrot
Chart 1 - (= B | —"No | ¥ | Do not display a chart Title
! A | B C || == Centered Overlay Title G | H | 1 | 1
_1 | iIi . il o | |II'[I|I COverlay centered Title on | T N |
[ chart withowut resiring chart
2 =1 Above Chart
3 Display Title at top of chart
T' Region T area and resize chart |
= North : BT More Title Options... !
—— 70
] 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

T @A (@] ] ] ] (B e @ e )

%Formatsalemon
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 M Mo. of sales

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

101



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

.
% cut Calibri AN S=(= 3 Sweeted General N =
Pt 152 copy ~ Sy A = o | g 0 .00 | Conditional
aste - i e - - === = = fra - - O 0 onditiona

- Format Painter . I U = = E S = FF HEHVeges Center g AR Formatting =
Clipboard (] Font [F] Alignment [F] MNumber (] 5
cs - fe| 23
A B | c [ b E F G H 1 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

E 50
11
12 40
13 30 | m No. of sales
14

B 20
16 10 -

17

= a

18 North South

Ea
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.

P e B R Changing charts - Microsoft Excel ChartTools
Home Insert Page Layout Formulas Data Review Design I\La]rou‘t Farma
al Wy, @ = T D,
| s _.
; :J
Change | Save As Switch Select ﬁ[h: l —DE—DI— I . .
Chart Type [Template | Row/Column Data
Type | Data Chart Layouts

This will display the Change Chart Type dialog box.

== ) ] ) o8] 23] 3,
S| T b
'

===
&

Area ' ; h
e || i ] 08
i Stock -

Surface - - i I i ;
Doughnut ‘/\-J/ o~ \/\/ };’I:':{: L;;{j Lr"\.r'- ‘;‘\&

@
4

Bubble
Radar _P“! _ . — : !
(A ] sl AR lanl o -
| Manage Templates... | | SetasDefault Chart | | ok || concel
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Select a different type of chart, such as a Bar chart.

o v | [PON] [BOH] PRL] (PO 0BG] A0 RG] -

oo 1|08 kie] U] [A] [ b

& Pie

e =
i XY (Scatter)

s || @@ @3]V @0 @

@ Doughrut

% Pubble ,Bar : - . - e
T S E = E =
| Menage Templates. . | | Setas Default Chart | [ o ][ concel |

Click on the OK button.

|9~ Changing charts - Microsoft Excel Chart Tools. = @ 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 - 7 chat | -
Type | Data | Chart Layouts | Chart Styls | Location| Mode |
Chart1 - 5| ~
A e | ¢ | D E‘F‘GlH‘Ill‘KlL‘MlN‘O‘P‘QRS‘T?

=5 M

2

=

4 Region No. of sales

5 North 34|

6 South 23 No. of sales

7 East 65

3 West 23

3 West

10

(11 East

(2 =

13 mNo. of sales 1

14 south

=

15 North

17

(18 o 10 20 30 40 50 60 70

19

20

2

| = |

23

2 U

| =1 -

W 4+ ¥ Changing charts . ¥J IENl i |

Ready

-

[CTREICIE AEE) ST

Experiment with applying different types of chart.
Save your changes and close the workbook.

Ll

Modifying charts using the Layout tab

Open a workbook called Format Chart.
Select the chart and then click on the Layout tab.

PRI B R Format Chart - Microsoft Excel ‘ |
Home Insert Page Layout Formulas Data Review View

Chart &rea - @ L?P

% Format Selection

Picture Shapes Teut Chart  Axis Legend Data Data fxes  Gridlines Plat Chart Chart -
&4 Reset to Match Style - Box Title= Titles» =  Labels ~ Table~ - - Area - Wall= Floor~ Rotation

Current Selection | Insert | Labels | Axes | Background
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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.

|E“ H -5 Format Chart - Microsoft Excel ChartTools
Home Insert Page Layout Formulas Data Review View Design | Layout | Fao
Chart Area - _h:l AS == | [ |mi . e il M| i
il l—? I_ T Y Y L ‘

%Formatielection J = — e . ; )

: Picture Shapes Teut Chart | Axis Legend Data Data fxes Gridlines Plat
& Reset to Match Style 5 Box Title = [Tlitles= = Labels = Table = - -

Current Selection Insert Labels ANES

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.

@| ™ R R e R Format Chart - Microsoft Excel ‘
Home Insert Page Layout Formulas Data Review View

;—a::r:l:athlectinn : Q LTI_J_:J IT"-'&_| IE—I nl—lll Il—l] '|1|—.—| r—I_g]

Picture Shapes Text Chart | Axis Legend Data Data

£ Reset to Match Style

bt Box Trtre*_ Titles = iod Labels = Table -
Current Selection Insert | = Mone |
% g .
Chart1 o o | d._|, Do not display a chart Title :
A B C | Centered Overlay Title lc
| 1 [ [ [ || ©verlay centered Title on -
| —  chart without resizing chart =
2| —1| Above Chart
3 || law || Display Title at top of chart | |
| = area and resize chart
| Region No. of sales |
5 | North 34 ___IMoreTitle Options... e
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 ™ R RS Format Chart - Microsoft Excel Ghart Tools
Home Insert Page Layout Formulas Data Review View Design | Layout |

Chart Area * =i == | p
o _J’J A _|iiii I'J II_!I (f o=
B Format Selection

. Picture Shapes Text Chart | Axis |Legend Data Data fxes Gridlines Plal
& Reset to Match Style - Box Title = [Titles=| =  Labels~ Tabler - b
Current Selection Insert | ﬂ Primary Horizontal Axis Title + | | Axes
! Chart1 - f | |[®] 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.

IE“ H9-0-|= text - Microsoft Excel Chart Toole
Home Insert Page Layout Formulas Data Review View Acrobat Design | Layout ‘ Format
Series "Number of sali | ) A - ta] | I.l. ] Bail s | 1l P | r
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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.
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The chart should now look like this.
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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.
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A small table will be displayed below the chart containing the relevant data.
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|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.
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