Creating a combined line and column chart.
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n a workbook called Line an lumn chart. 2
Ope a workbook called e and colu chart 3 Region Salesin 2008 Salesin 2009
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From the drop down list displayed, click on the first 2-D column chart option.
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Click on one of the columns within the chart that you wish to convert to a line rather than column.
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Right click over one of the selected columns and from the pop-up menu displayed, click on the Change Series
Chart Type command.
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The Change Chart Type dialog box will be displayed.
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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.
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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.
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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.
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A column chart will be created within the worksheet.
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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.
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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 -
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Make sure the chart is selected. P =
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Within the chart click on one of the columns that you .
have just inserted. 10000
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Within the Current Selection group click on Format 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
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The chart will now look like this.
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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.
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The Change Chart Type dialog box will be displayed. Select a line chart type.
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Click on the OK button and the chart will now look like this.
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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
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Right click and you will see a pop-up menu displayed.

* A A7 |Series West™ -
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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.
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Click on the OK button to change the chart type, as seen below.
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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
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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
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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
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Save your changes and close the workbook. 1
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Removing a data series from a chart.

Open a workbook called Deleting a Data Series. This workbook contains a chart.
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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
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15 pEast
10
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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.
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To move the chart title, first click on the chart title to select it, as illustrated.
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Move the mouse pointer to the edge of the chart title and drag the title to a new location.
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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.
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Click on the chart legend to select it, as illustrated.
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Move the mouse pointer to the edge of the chart legend, and drag the legend to a new location, as in the
illustration.
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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
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Right click over a selected data label and from the pop-up menu displayed click on the Format Data Labels
command.
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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
chart. Forinstance use the Custom

Angle section within the dialog box

to display the text at 45 degrees.

If you click on the Close button the
chart will look like this.

s

Format Data Labels

Experiment with applying

other formatting options. A

For instance, within the
Format Data Labels dialog
box, you can click on the Fill
tab and apply fill formatting
to the data labels.

3-D Format
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Transparency: U
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= o

East West
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Label Options Alignment
Mumber Text layout
Fill Vertical alignment: | Middle Cente... |Z|
Border Color Text direction:  |Horizontal |E|
Border Styles ngb:um angle: |45 = |
Shadow Autofit
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Allow text to overflow shape
3D Format = - ?
Internal margin
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Left: 0.25cm = Top: 0.13 cm
Right: 0.25cm Bottom: [0.13am
Wrap text in shape
Regional Sales
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35
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m]
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=]
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5 1 |
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Chart 2 h ﬁ' Format Data Labels [Fl=]
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1 Label Options Fill
2 ]
Number © Nofll
i Fil || | @ solid fil
) Gradient fill
s Border Color ") Picture or texture fil
[ Border Styles ) Automatic
7 Shadow olor: | v
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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.

122




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
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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 | msales 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

=

-

ki) Sheatt < Gheeti = Shavtd m i

s ST i ——
[ Biomtiomeont 8 doitugom e | () coaton [Eoncats @0 57
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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.

@lﬂ e B ? i Jul2e27data [Compatibility Mode] - Microsoft Excel - 7 X
- ! View
B Recent Documents - i = =
\j New o= T  Clear = S alavaidation - | %5
: Luzezideta i T Respaly = (B consolidate Lli'
{ Sort | Fitter Textta R < G
3 dotdiagram example Sort & Filter | Data Taols
4 Collection Point Inventory Form DAG CHBE i
Conyert
5 Collection Paint Inventory Form VLY CHEE = I4J—“ ) Excel Helf
S i — - v =
| l S & Collection Paint Inventory Form VLY CHEE il 1 R IC - X
1 Projected Expenditures for FY 07-08 Z7mard3 = 0.706| 0.635
= & Alumni contact info = o701 os1s | EEEEM s
ﬂ Savels b g b Allacation FYO7 &082 =i || 0.698 0613 | eeeeverame
- | 2007-2008 Projected Stocker Budgets - Chemical {51 0130 0748 chi . -
@ EE : ose4l o0&z | Perform statistical and engineering
= piini o I . : ; ——
- Projected Expenditures for FY 07-08 0512008 = sy 0685 | analysis with the Analysis ToolPak |
i indirect return 0708 = (F 0.237] 0.207 =
‘9 Prepare ¥ Projected Expendituras far FY 07-02 10mar0a = || 0.246 0.212
2008 Admits - ChES L i G 11 w7
3 e 0.282
o Send v sligibility april 2008 0257
2007 SRI data CHE 0205 || nalysi
ésf Publish  » eligibility octoberl 2007 0.315 =23ch 2nalyzis, and the
0.255 fundiions 1o cal
4 0.221
[ Qose 0.215
0.221 The Analysis ToolFak indlu w. To access 3
| 0.193 click Data Analysis in the Analysis g ata tag, If ata Analysis
s sz 0194 d is not svsilable, you
2.760 0.289 0.206
3.000 0.281 0.212
3.089 0.295 0.218
5.293 0.412 0.787
5.872 0.434 0.827 -
3 - Do
g;ig 8383 83;3 1 i Microsoft Office Eunun(*J 7 dlick Excel
1741 0.136 0.18% ———=
} 322 gfﬁé gijg 2. Cligc Add-ins. snd than in the Manags s Excel Add-ins
|
W4 W[ Chartt | Sheetl t2 ~Sheets ¥d SOl (r——
Ready | svetageru Sun zrse

= R s \il2677data (Co ty Made] - Microseft Excel —
BB Excel Options 3 o]
|5 From Access . ¢
Papular ﬁ 5 . ) .
(= From Web 5y View and manage Microsoft Office add-ins,
ubtotal
LA From Text Formulas
Praafing Add-ins &
Save Name Location Type A i
c_ | Active Application Add-i - %
1480 Advanced iy A bt
1480 Acrobat PDFMaker Office COM Addin G\ 7.0\POFMaker Office\ PDFMOfficeAddin.dil - COM Add-in
3443 Custamize |
3.355 icatio s P
3343 |"mmm; - Analysis ToolPak analys32.xl Excel Add-in e |
3.368 Analysis ToolPak - VBA atpvbaen.xliam Excel Add-in —aeeea
3-[|35 Trust Center Conditional Sum Wizard sumif.xlam Excal Add-in \ ¥
Z Custom ¥ML Data C 25\ Micrasoft Office' Officel 2Z0FFRHD.OLL  Document Inspectar
2.506 Resaurces Date {Smart tag lists) O iles\Microsoft Shared\Smart Tag\MOFLDLL  Smart Tag e
1788 Euro Currency Tools eurotaol xlam Excel Add-in Ul ko and
2010 Financial Symbol (Smart tag lists] 25\ Microsoft Shared\Smart Tag\MOFLDLL  Smart Tag Vices,
2.092 Headers and Footers es\Microsoft Office'Officel ZZOFFRHD.DLL  Document Inspector
2201 Hidden Rows and Columns esiMicrosoft Office\Officel 2OFFRHD.DLL  Document Inspector 2:;‘{’::”"
2279 Hidden Worksheets 25\ Micrasoft Office\Officel 2ZOFFRHD.DLL  Document Inspector
2 645 Internet Assistant VEA rosoft Office!Officel 2\Library\HTML.XLAM  Excel Add-in
37260 Invisible Content 25\ Microsoft Office'Officel 22OFFRHD.OLL  Document Inspector
E Lookup Wizard lookup.xlam Excel Add-in
3.062 Persan Name {Outlook e-mail recipients} Ch.es\Microsoft Shared\Smart Tag'FNAME.DLL ~ Smart Tag
2680 Solver Add-in solverxlam Excel Add-in
2.627
2503 Yocur d+in =
2420 ¥a il
2518 b
2760 Add-in: Acrobat PDFMaker Office COM Addin
3.000 Publisher: Adobe Systems, Incarporated
3089 Location: C:\Program Files\Adobe\Acrobat 7,00 POFMaker Office' POFMOtficeAddin.dil
5.293 i :
5872 Description: - Acrabat PDFMaker Office COM Addin
5.730
3779 =)
2 verose R
1.888 Office
e W Ch — =

Ready |

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

130



Statistical Functions

COUNT
Open a workbook called Functions - Count. This sheet contains examination results and grades.

1]

(]| & -

“Hnme Insert Page Layout Formulas Data Review View
f T P EBEAE @ i

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

Function s Used ~ > ¥ . Time = Reference = & Trig = Functions =
Function Library
| F28 * £ |
_ A B C D E | = G

1

2 4

3 1

4 Grade A |[Grade B |Grade C

5 Mathematics 1

6 | History 1

i Geography 1

g | Economics 1

2 | 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.

Il AR
“Home Insert Page Layout Formulas Data Review View
FI TP E@AE @

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mame i ; o g2
Fundtion - Used = - - - Time > Reference ~ & Trig t[Functions = | Manager ES Create from Selection <7« Remove Arrows = '.Q Evaluate

Function Library Eﬂ Statistical » BINOM.DIST - Formula Auditir

1l

Functions - Count - Microsoft Excel

gg ~=1 Define Name ~ E;"Trace Precedents %Show Fi
! fi= Usein Formula E(:f Trace Dependents “i> Errar Ch

s +— E
| co - £| [fn Engineering * BINOM.INV
a A B [ ¢ D E F |5 cube : CHISQ.DIST - E
4 f mformation »
2 | CHISQ.DIST.RT =
| i Compatibility *
3| e ] CHISQ.INV
4 Grade A [Grade B _|Grade C |
5 Mathematics 1 CHISQ.INV.RT
b | History 1 | CHISQ.TEST
7 Geography 1
| - CONFIDENCE.NORM
8 Economics 1 |
5 Totals | CONFIDEMCET
10 | CORREL
1 1
!
E 1 COUNTA COUNT(valueLvalue?,)
15| | COUNTBLANN  Counts the number of cells ina
16 | | COUNTIE range that contain numbers.
0 | COUNTIFS g Press F1 for more help.
18 -
19 | | COVARIANCEP
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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 @
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 oK l [ Cancel
Click on the OK button to insert the function. & d9- e
Your worksheet will now look like this. -
File Home Insert Page Layout

Formulas

Data Review

> BENE A 6

Insert AutosSum Recently Financial

Logical

Text Dated Lookup & Math

Function ¥ Used - o a.s x Time > Reference = & Trig
Function Library
c9 > £ | =COUNT(CS:C8)
| A B T 'e—F—0> = F

1

2

3

4 Grade A |Grade B |Grade C
You can see the function syntax displayed within : ﬁ_a:her"aﬁc*" 1 1

istory
the Formula Bar. 7 Eeogmply 1
8 Economics 1

=COUNT(C5:C8) = Torals 2

14

132



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

> PperAe @@

Insert AutoSum Recently Financial Logical Tead Date & Lookup & Math
Function *: Used ~ ¥ ¥ .4 Time~ Reference~ & Trig = Fu
H25 -
A B c D] E F I
1
2
3
4 Grade A [Grade B |Grade C
5 Mathematics 1
B History 1
74 Geography 1
g E;?ﬂ"lgm'cs > - ! - 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 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
1 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

133



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 I EBEeME R EB 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 - 5 | =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
(3
i -
4| = (] Save As
. . e
Click on the File tab and select “ Home (L) [l «MyDoc.. » Ercel 2010 Advanced Course ~ [ 43 ][ searcn £
the Save As command. - Orgenize - Mew felder
[E=] Pictures o Name - Date medified Type AI
| B savess | B videos #] 3-D SUM Consolidation 11/08/200921:26  Microsof
= \zﬂ Adding a Data Series 11/08/2009 21:24 Microsof
I= Open & Homegroup ] Advanced Filter Criteria /08720092124 Microsof
l_j Close 8 Computer L J AutoFilter 01 11/08/2009 21:24 H!EIC,Df
2 ] AutoFilter 02 11/08/200821:24  Microsof
£, Local Disk(T) | | o '
Info %8 KEY ) ] AutoFilker 03 11/08/200821:24  Microsof
4 - - : I I S, 11 me mnnn 11.91 PP
. lalr ;
Pee-s 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 atag
[ 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 @

'Opening password 01.xlsx' is protected,

l . Opening password 01 xdsx already exists,
Do you want to replace it? Pezsonemil | |
Yes ] [ No f{ [ OK ] [ Cancel

Adding 'modify' password protection to a workbook. | :
Open a workbook called Modification password o1. M_

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 |m|

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. ;g

[ 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:
[ K ] ’ Cancel ]
. . . & = |5
Enter the password (in lower case) which is. R o
cct
H Save
and then click on the OK button to open the | B savens
file. [= Open
|_'_'T 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.
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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:

|._T| | | = |/ (] save As
- <« My Doc... b Excel vanced Course v [#|[ sear
“ o (I [ My Doc... b Excel 2010 Advanced C [4
. .. Organize »  Newfolder

Enter the password (in lower case) which is. i save S —— - ueroates e
——————— B videos . o — _——

ect . |l savers i S

and then click on the OK button to open the =5 4 Homegroup ] Advanced Filter Criteria 11/08/200021:24  Microsof

file i=r Upen @ #] AutoFilter 01 /0820092124 Microsof

. L SR 5| &) AutoFilter02 11/08/200921:24  Microsof

= B 2

o Close L EDS:L(Z:Z()[J — @] AutoFilter 03 11/08/2000 21:24 Microsof
- - i (25 S mo rnne a7

e m v

: . Infa ’
Click on the File tab and select the Save As Flegame .
command. A Save as type: | Excel Workbook =
Authors: Cheltenham Courseware Tags: Add a tag
. . . A [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

Worksheet margins

Open a workbook called Print setup.

Click on the Page Layout tab, and from within
the Page Setup group, click on the Margins icon.

This will display a drop down from which you can
select Normal, Wide or Narrow.

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.

FAIN™| r (8- =
Home Insert Page Layout Formulas Data Review Vi
ntolors - s == [ =i [ =
:A..EI E j lj I_& L = | S5t
: Fc-nts i : _ H = j
Themes — Margins Qrientation Size Print Breaks Background Print
% Effects ~ = T * Areav™ ¥ Titles
Themes Page Setup Ta
& - |=
Home Insert Page Layout Formulas Data Review
Colars~ | 1| = = [ | = mury =
] Bl 2 Digs & §
: Fonts ' ; - . | L3
Themes — Margin5|0rientation Size Print Breaks Background Pri
- Effects = - | - T . Tit
Themes { s - Mormal
c6 _'i' Top: 191 cm Bottom: 191 em |
s | | Left: 178 cm Rightt 178cm |
A +—t Header: 0.76 cm  Footern 0.76 cm | |
1 Componentcod Wide 1e of each
2 10 | — Top: 254 cm  Bottom: 2.54 em
N Left  254cm  Right 254 cm
3 i L —— Header: 1.27 cm  Footer 1.27 cm
4 1(:
5 1 5 : MNarrow
== Top: 191 cm  Bottom: 1.91 cm
6 | il left  0.64cm  Right 0.64cm
7 10 | | Header: 0.76 cm  Footer: 0.76 cm
’ . Custam Margi
| ustam Margins...
9 W =
10 100009 Green 6
Page Setup =
Header/Footer | Sheet |
Top: Header:
19 = 0.8 £
Left: Right:
1.8 |5 18 |£
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.

@9 s

“Home Insert Page Layout Formulas Data Review Vi

B cotars - ‘_ |_:\11 IE H:'a =l ;
| = = [
Fonts = — ‘;"‘}] = 3
Themes
3 Effects ~ 2 2 R

Themes Page Setup

=l

I

Marging Orientation | Size Print Breaks Background Print

Titles

You can select either Portrait or Landscape orientation, as illustrated.

@il

m_Home Insert Page Layout Formulas Data Review Vi

Eoo QHENC R E B

=l

&

T

Themes Margins |Orientation| Size Print Breaks Background Print
- Effects = - - | o= Area - Titles
Themes _-':_l Setup ra
| — Portrait
| 6 - | ‘ Q ,
' A = C D
b | — |= andscape
1 Component code C 1 stock Value of each com
2 100001 Red ) 2

Try setting the orientation to Landscape. To see the effect in Print Preview mode, press the Ctrl+F2 keyboard

shortcut.
()i b 0 - O Print setup « Microsef Eszel
[ e e e e e R T
bl S
z Print
Bl save s fmh
o Copiee | = -
i Prast
‘o
o Printer
@ Hrother MFC- 7420 Prodes un D53 -LOU
Recert Sl T M U0 Fr x
¥ Ovtine 1 dotument waiting
ew Enene rop
ElR
Share g e
Help
J Brint Gne Sided 3
2] Options Oily priret i oha st 5 tha gage
vy Collated
B e 1 - A,
J Potiat Oratntatisn -

= @ B

To return to the normal view, click on the Home tab.

|E| = R RN

I 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.

& 9 s

“Home Insert Page Layout Formulas Data Review Vi
T Col - = (I = | [ == . =
j n alars |_51= I j “ : ,.’_:l = HE
B Fonts = A ’ — 3

Themes Margins COrientatior]  Size Print Breaks Background Print
x Effects - i . ~ |preav - Titles

Themes Page Setup Ta

You can select the required page size from the drop down options displayed, as illustrated.

X9~ -
Home Insert Page Layout Farmulas Data Review
(B O & 0k e & E
AE F— < i L=
Fonts' = j
Themes Margins Crientation| Size Print Breaks Background Print
- [O]effeds - o = * |Arear - Titles
Themes Ad e
| C6 - A D 21 cmx 29.7 cm

A B |_ Letter D
Ni D

21,58 em x 27.93 cm

1 |Component code Color f each col
2 100001 Red Legal -
3 100002 Red D 21.58 emx35.55 cm |~
4 100003 Red Executive
5 100004 Red |:| 18.41 cm x 26,66 cm
6 | 100005 Red [ as
7 100006 Red |:| 14.8 cmx 21 cm
8 100007 Green
° 100008 Green -‘:055 cmx14.8 cm
10 100009 Green
11 100010 Green B5
12 100011 Green 17.6 cm x 24.99 cm
13 100012 Green B6
14 100013 Green 1249 cmx17.6 cm
15 100014 Green Com-10
16 100015 Green 1047 cmx 24,12 ecm
17 100016 Green oL
18 100017 Blue 10.99 cm x 21.99 cm
19 100018 Blue b
20 100019 Blue Mare Paper Sizes...
21 100020 Blue 3

Headers and footers

Click on the Insert tab and from within the Text group, click on the Header & Footer icon.

= B EZ
o @ o & =
- = = -
4 Z &8 T D
Text | Header WordArt Signature Object | Equation Symbaol
Box | & Footer 2 Line =
Text Symbaols
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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
R Tl T2 T3 T o T 5 RERRERE e 5o 1 e T 2] i3 T ia] T is| Tig T o] Tig T g
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.

iﬂ *:J P -:;:‘_-,'l __." |Lr:!d 1 |
Page MNumber Current Current File File Sheet Picture Fo

Mumber of Pages Date Time Path Mame Mame Pi
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:

@l Q ] - s Print setup - Microsoft Excel Header:& Foater. Tools.
Home Insert Page Layout Farmulas Data Review View Design
=N [=b sl T % T 2 (& ] == _
= |= | # W = \) Vi I‘EIJJ l‘l [C] pifferent
Header Footer Page umber Current Current File File  Sheet Picture Format 3 [ pifferent
b4 » MNumber pf Pages Date Time Path  MName MName Picture | Header Footer
Header & Footer| Header & Footer Elements Mavigation
Date:
|E| =W Print setup - Microsoft Excel Header & Footer Tools
Home Insert Page Layout Formulas Diata Review View Dresign
=1 — |- 0
= ‘ 2 R %7 d 7 |:| Differe
Header Footer Page Mumber| Current [Current  File File  Sheet Picture Format [ pifrere
* L MNumber of Pageqy Date Time Path MName Mame Picture | Header
Header & Footer Header & Footer Elements Mavigation
Time:
|E| o9 -0- = Print setup - Microsoft Excel Headeré: Footer Tools
Home Insert Page Layout Formulas Data Review View Design
ELE =L [ _j r“‘ |F; _i.;, 2 = )
= = [» B
= ‘ z r= B ¥) I 7 _| [ piffere
Header Footer Page MNumber Currend Current | File File Sheet Picture Format 20to Goto | [T Differe
= .- MNumber of Pages Date Time Path MName Name Picture | Header Footer
Header &, Footer Header & Footer Elements Mavigation
File name:
@l He-o- = Print setup - Microsoft Excel Header & Eooter [ools
Home Insert Page Layout Formulas Data Review View Dresign
N 7 % D) @& [ '
‘ s rJ T '\) 7 | e
Header Footer Page MNumber Current Current File File Sheet Picture
- » Mumber of Pages Date Time Path | Mame ||Name

Header & Footer|

Header & Footer Elements

Worksheet name:
|E| g ey -

'\".i.

|=

Print setup - Microsoft Excel

Insert Page Layout Formulas Diata

Headeré: Footer.Tools

Design

C.

ERHBEOe 8

Header Faooter Page Mumber Current Current File File || Sheet |Picture Format aota Goto | [ piffere
= »: Mumber of Pages Date Time Path  MName| Name Picture | Header Footer
Header & Footer Header & Footer Elements Mavigation

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.

9o

Home Insert Page Layout Formulas Data Review View

H Save

[ﬂ Save As LE;‘

|5 Open

[ Close

Print

Copies: 1
Print

Info Printer

@__/ Brother MFC-7420 USE Printer on D531-LOU !
Recent =, Offline: 1 document waiting

oW Printer Properties

Settings
Print

Print Active Sheets o

Share 3 Only print the active sheets

Pages: 2| o j :
Help —

[r Print One Sided 3
-] Optians Only print on one side of the page
[ Exit -

Al
21 emx29.7 cm

~ Mormal Margins
t—d Left: 1.78 cm Right 1.78 cm

j MNa 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

-

~ to

Pages:

4

Help

[==0 Reint Olne Cided

5 _ DD No Scaling
] Options Print sheets at their actual size
9 Eit

Fit Sheet on One Page
‘*‘@‘3’ Shrink the printout so that it fits on one page
+[l]«
W

Fit All Columns on One Page
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

ke

Custom Scaling Options..

DD Mo Scaling

Print sheets at their actual size

Page Setup
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Page Layour

Frnt setup - Microsoft Escel

Formudas  Data  Review  View

You can see that when this -
option is selected the sheet Mo
does, as expected, fit ontoone -
page. -

New

Help

B

@/ Brother MFC-7420 USB Printer on 0531101
P e I‘HI'SS“-n 531100

Print

Copies: 1

oE

You can also customise how many pages
you would want the data to fit on. To do
this click on the Custom Scaling Options
button.

This will display the Page Setup dialog box,
which you can use to customise scaling of the
printing.

Save your changes and close the workbook.

Settings
- Print Active Sheets -
Share Only print the active sheets
Pages: 2 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"h 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 |;j Fit Sheet on One Page I
& @ ) o -
Shrink the printout so that it fits on cne page
Page Setup
Page Setup
Margins I Header Footer | Sheet |
Orientation
@ Portrait - (") Landscape
Scaling
(0 Adjustto: |80 54| % normal size
(@ Fit to: 1 2| page(s) wide by |1 = tall
Paper size: A4 |E|
Print guality:
First page number: |Auto
Options...
[ 0K ] [ Cancel ]
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THE END OF THE TRAINING

TO BE CONTINUED IN YOUR ROUTINE WORK.
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