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INTRODUCTION

This introductory level course is aimed at those who want to learn spreadsheet
basics using Microsoft Excel.

Knowledge assumed

experience of using a computer, for example keyboard
and mouse familiarity

experience of using Windows, for example familiarity
with icons, loading software and opening files

Areas covered

worksheet structure
formatting cells

printing

using formulae and functions
multiple worksheets
formatting the worksheet
charts
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‘ﬂﬁ Document signposts

Instructions for you to type

Bold text

Shortcuts
ﬂ

Reminders

:é

ps

Notes

9
Exercises
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WHAT IS A SPREADSHEET?

A spreadsheet enables you to enter and store data in a series of rows and
columns. Once the data is entered, you can perform numerical and statistical
calculations and analyses.

A spreadsheet file contains one or more sheets called ‘worksheets’. Excel uses
the term ‘workbook’ to describe a spreadsheet file. A worksheet is the primary
document that you use to store and work with data. Worksheets are always
stored in a workbook.

You can enter and edit data on several worksheets simultaneously and perform
calculations based on data from more than one worksheet. When you create a
chart, you can place the chart on the same worksheet as its related data, or on a
separate chart sheet.

Worksheets can be used to present a wide variety of information such as
budgets, petty cash records, stock control, and loan payments. As well as using
the information to create charts, you can also export it into a Word report, a
PowerPoint presentation, or an Access table, as well as emailing it directly using
Outlook.

EXAMPLES OF OUTPUT
A B C ]
1 JAN FEB MARCH
2 |PETROL 15.00 20.00 12 50
3 0IL 5.00 14 50 10.00
A Worksheet
PETROL
‘ miaN
FER
m MARCH
Price of Fuel
A Pie Chart 25.00
20.00
15.00 -
1000 - H PETROL
500 - WOIL
0.00 -

JAN FEB MARCH

A Column Chart
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GETTING STARTED

> Double click the Microsoft Excel 2007 icon on the desktop

Or

» Click the Start button -

e

> All Programs
> Microsoft Office

» Microsoft Office Excel 2007

A blank worksheet is automatically opened ready for use.

Quick Access Ribbon Column Help
Toolbar tabs headings

Office
Button o, i =
'3)

Home Insert Page Layout Formulas Data Review View '-9;' - 2 X

* = General = ijﬁi % _L;dl N g: % \}a

B3 o Delete - The
|E8 -~ oy # ||%8 ;08|| Conditional Format Cell e Sort & Find & :
7 Lg 2 e Formatting = as Table = Styles [l Format ~ || 27 Fitter= Select~ Ribbon

Clipboard ™ Font (F] Alignment (P Number F} Styles Cells Editing

| AL - 5| v

a1

Bookl - Microsoft Excel - = X

Calibri - i1

Paste

A B & D E F G H I 1 K L M N (9]

Active ;!

cell

0|~ O (U W) e

R N I I T T T T T T T S
SN =R RN I (R L R U TE R S R S - ]
[

BB

» n

I+ » v sheetl ~Sheet2 “Sheet3 ¥2 [ m

I
eady A B[O djae0s 9—@—@)
J start @€ o | rbox-Merosoft Ok, | T Excel20071itro-Micr... [ Microsoft Excel - Buoki

Row Sheet Status Windows
headings tabs bar Task bar
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THE OFFICE BUTTON

The Office Button is located in the top left corner of the application { 03\
window. =4

When this button is selected it provides access to tools that allow you to perform
general tasks with files, such as opening, saving and printing files. It also
provides a quick access point for the most recent documents that you have

worked on.
_.»E-_-\. = e

Recent Documents
Mew

/' Publish »
=i =N

Jﬁ' Clase

123 Excel Options | | X Exit Excel
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THE RIBBON

Excel’s commands can be accessed through the various tabs and groups of
buttons, menus and galleries on the Ribbon that is located at the top of the

window.
Tabs
- Home Insert Page\kyaut Formulas Data Review View @ - o x
The Ribbon % j:‘; Calibri clu -l[A AT =i | |General - :Elg'jg' :E"jﬁ‘ :;ﬁ j:::;lv_ E:%? ﬁ

= - (- % o |2 5| Condtional Fomat Cell | ., " Sort& Find&
=1- (8- % 28 >0 | Formatting = as Table - Styles = || (2] Format = | <2~ Fiter~ Select~

Clipboard = Font = Alignment = Number {0 Styles Cells Editing

Paste v (B2 m ool @r - A

Group names

The Home tab is selected by default. This section of the ribbon was designed to
have the commands that are likely to be used most frequently and includes
commands for carrying out general formatting tasks.

The Insert tab shows commands for working with tables, graphics, charts, and
other objects that can be inserted into a worksheet.
=

Home Insert Page Layout Formulas Data Review View '@ -2 X
= Eg [ A — Y W Q =
I b B8P Dl xSl B A 3 4 ) £
PivotTable | Table Picture Clip Shapes SmartArt | Column Line Pie Bar Area Scatter Other Hyperlink Text Header WordArt Signature Object Symbol
- Art = ke v = = ke E Charts = Box & Footer & Line =
Tables llustrations Charts = Links Text
The Page Layout tab shows commands that enable you to set the paper size,
margins and other aspects of layout and print settings.
s Home Insert Page Layout Formulas Data Review View @ - 7 X
j n Colars = J By Ij h‘; LCJ ‘:j' j Width: Automatic = | Gridlines |Headings 4 Bring to Front |= Align -
== F-:mts - 'J . = - ;IIJ Height: Automatic ~ || ¥/ view | ¥ view | -4 se ac : oup
Themes — Margins Orientation Size  Print Breaks Background Print . . ) . ~
- [O]Effects - < < c e Titles || £ Seale: 100% 3 Print Print | By Selection Pane ) Rotate
Themes Page Setup (i Scale to Fit (F] Sheet Options M= Arrange
The Formulas tab displays groups of commands for working with functions and
formulas.
- . _
— Home Insert Page Layout Formulas Data Review View @ - 7 X
f\: X AutoSum ~ @ Logical = ﬁ__¢ Lookup & Reference = @ -3 Define Name ~ f}ﬂ Trace Precedents @ Show Farmulas ‘j 'T| I:l
[ Recently Used - [& Text - B Math & Trig ~ A7 Use in Formula =¥ Trace Dependents ¥ Error Checking ~ L= i) =
Insert . - ~ e . Mame Watch Caleulation [T
Function [#2 Financial = {‘ﬁ“ Date & Time - {ffJ Mare Functions - Manager B Create from Selection || . Remove Arrows ~ (&) Evaluate Formula | window || Options -
Function Library Defined Mames Formula Auditing Calculation
The Data tab shows commands for importing, sorting, filtering and analysing
data.
- Home Insert Page Layout Formulas Data Review View @ - =7 X
g5 From Access | ) ﬂ 5] connections 4 E ]_7 & Cleal _% ;ﬁ_g =4 pata validation ~ E>ﬂ|'ﬂ Gjﬂ Qﬂ ]
- From Web =Ly —J =1 Ap properties s Reapply — B Consolidate = o E
N From Other Existing Refresh N ﬁl Sort Filter T, Textto  Remove . . Group Ungroup Subtotal
[E]FromText  spurces~ | Connections || A~ == Edit Links . Advanced || Columns Duplicates &7 What-If Analysis ~ - -
Get External Data Connections Sort & Filter Data Tools Cutline F)
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The Review tab displays commands for working with comments, workbook
security and also spellchecking and other proofing tools.

Home Insert Page Layout Formulas Data Review View @ - 7 x
v I a mment ﬁ LLL’@[ E J €1l Protect and Share Workbook
L:]jj" &) J _J _‘l _J i show All Comments = @L.Ilaw Users to Edit Ranges
Spelling Research Thesaurus Translate New Delef t ) Protect Protect Share
Comment aw In Sheet Workbook ¥ Warkbaok 2 Track Changes -
Proofing Comments Changes
. . . .
The View tab gives access to commands for setting and changing how the
worksheet, workbook and window are viewed.
— Home Insert Page Layout Formulas Data Review View @ - 7 x
L Page Break Preview Rule V| Formula Bar :\ —2 EJ 5 Mew Window [ split ‘i .:‘
15] custom Views ¥ Gridlines W Headings Vole U= = arrange Al .. Hide 1 I:—H =z
Mormal| Page . ~ Zoom 100% Zoomto Save Switch Macraos
Lay:ut = Full Screen essage Ba selection ;E] Freeze Panes = Unhide Warkspace Windows ~ -
Norkbook Views Show/Hide Zoom Window Macros

» Click on each of the tabs in turn, to see different sections of the Ribbon

Apart from these seven tabs, other contextual tabs exist and appear when they
are needed. For example, when a chart on a worksheet is selected, three
additional tabs are shown. These provide access to commands that allow you to

configure the chart.

Contextual tabs
Providing access to Chart tools

Do)\ 9 - 5 o\iﬂams \l/ \l/
]

—/ Home Insert Page Layout Formulas Data Review View Design Layout Format @ - =7 X
i ﬂ-ﬂl Fal ([ =] = T i
E
Change  Save Switch Select -lh J-Iu—l-hl ,,,,,, I I I = Mave
Chart Type Tei mplat Row/Column Data - Chart
Type Data Chart Layouts Chart Styles Location

When the chart is no longer selected the chart contextual tabs are removed from
the ribbon.

Some of the command groups have an arrow icon in the bottom right corner. ™
This is a Dialog Box Launcher and is used to open a dialog box or task pane that
gives further options for that group.

» Select the Home tab

(0a) = - |
.-
- Home Insert Page Layout Formulas Data Review
=E .ﬁ . - - — | =
J ‘ Calibri -l A A== &
=3 :
Faste ¥ ‘B I U-||Ei~|d- A~ |E = E|(|EE H-

F]

Clipbaoard E\Fant / y

Dialog box launchers
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> Click the dialog box launcher for the Font group

Calibri 11 v | A A

Fart EP2 Dial Font group

og box launcher

The Format Cells dialog box is displayed:

Format Cells

Murnber | &lignment |

Border || Fill || Prokection |
Fork; Font style; Size:
Calibri Reqular 11
ambria (Headings -~ g ~
| |Ialic 9 =
T Agency FB Biold 10 —
T Algerian Eiald Ttalic
T Avrial 1z
T Arial Black, b 14 b
Underline: Colar:
|N0ne w | |_ w | tormal Font
Effects Presview
[ strikethrough
[] Superscript AaBbCcYyiz
[] subscript
This is a TrueType font, The same Font will be used on both your printer and wour
SCPEEM,

I Ok, ] ’ Cancel

» Click Cancel to close the Format Cells dialog box

Excel 2007 Getting Started (100511) 8
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THE QUICK ACCESS TOOLBAR

The Quick Access toolbar | e 9 - " is located next to the Office Button.

There are just three buttons on the Quick Access Toolbar by default, but it can
be customised to include some of the commands that you use frequently.

Any command on the Ribbon may be put onto the Quick Access Toolbar.
For example, to add the Paste command to the Quick Access Toolbar:
» Ensure that the Home tab is selected =

B
> Click the right mouse button on the Paste command ™ in the Clipboard

group

A shortcut menu is displayed:

Add to Quick Access Toolbar
Customize Quick Access Toolbar.,..
Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon

From the shortcut menu,

> Select Add to Quick Access Toolbar

The Paste command is now added to the Quick Access Toolbar.
N @ s

To remove the Paste button from the Quick Access Toolbar:

On the Quick Access Toolbar,

» Click the right mouse button on the Paste button

A shortcut menu is displayed:

Eemove from Quick Access Toolbar
Customize Quick Access Toolbar.,..
Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon

From the shortcut menu,

> Select Remove from Quick Access Toolbar

Excel 2007 Getting Started (100511) 9 ©De Montfort University, IT Training 2011



GETTING HELP

Whether or not you are connected to the internet, help files are available that
can provide you with instruction, guidance and useful tips, or remind you of a
particular procedure.

However, when connected to the internet you gain access to even more files
that are part of Microsoft’s Online Help system, stored on their servers.

> Click the help button in the top right corner of the window 9

The Excel Help window is displayed

) Excel Help - B X
X @6 &AM e s
- B Search -
2.
What's new Getting help
Instaling Activating Excel
Customizing Accessibility
File conversion and compatibility Workbook management
Waorksheet and Excel table basics Formula and name basics
Function reference Filtering, sorting, and conditionally 0

formatting data

Summarizing, consolidating, and Validating data
outlining data

Importing data PivotTable reports and PivotChart
reports
What-if analysis Working with XML
Charts Security and privacy
Macros Excel and the Web
Automation and programmability Working in a different language
v
- — Connection
All Excel | ﬂ Connected to Office Onlim:é‘ ——  Status button

If you are connected to the internet, then Excel Help connects you to Online
Help by default and the Connection Status button shows Connected to Office
Online.

If you are connected to the internet but the Connection Status button shows
Offline, [ & offine : to connect to the Online Help:

Connection 5tatus:

> Click the Connection Status button v

Show content from Office Online

Show cantent only from this computer

The Connection Status Menu is displayed. @ | Explain these options...
ﬂ Connected to Office Online  _.:

Excel 2007 Getting Started (100511) 10 ©De Montfort University, IT Training 2011



From the Connection Status Menu choose:
» Show content from Office Online

Help can now be accessed by either browsing through the Table of Contents, or
using the Search facility to get help on a specific topic.

To search for help on creating charts in Excel,

» Key in creating charts in the Search text box
» Click the down arrow by the Search button

X Search -

i‘ Content from Office Online
w" Al Excel

Excel Help

Excel Templates
Excel Training
Developer Reference

ﬂ Content from this computer
Excel Help

Developer Reference

To ensure that all relevant files, including multimedia training files, are
searched,

> Select All Excel
» Click the Search button
> Select one of the links from the list of search results

To browse through the help files for information about how to insert graphics in
an Excel worksheet:

> Click the Home button @ to return to the start page
> Select the Working with graphics link

» Follow other appropriate links to see how a picture or clipart can be put onto
a worksheet

» Close the Help window
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WORKSHEET STRUCTURE

The worksheet is divided into rows and columns, and the box formed by the
intersection of a row and a column is called a cell.

ROW

A horizontal line of cells across the worksheet. Each row has a reference
number.

COLUMN

A vertical line of cells down the worksheet. Each column is referenced by a
letter.

CELL
A single ‘box’ on the worksheet. Each cell has a reference.

Amongst the types of data that may be entered in a cell are:

A B C D
1 JAN FEB MARCH TOTAL <—(defauT§xgo eft)
2 15.00 20.00 12.50 | =A2+B2
3 5.00 14.50 10.00 | =A3+B3
Numeric Formula
(defaults to right)
CELL REFERENCE

The cell reference consists of the column letter and the row number.

For example, A1 is the reference for the cell in the top left corner of the
worksheet.

A | B | CJ| D] E | F | G [« &um
1 A1
2 E2
3 <—— Row
4
5 F5 < Cell
Row Column Cell reference
headings (column F, row 5)

Excel 2007 Getting Started (100511) 12 ©De Montfort University, IT Training 2011



ENTERING DATA

You are going to create a worksheet to record the number of hours that staff in
the Jumble Sales Corporation have worked and their wages.

» Look at the worksheet and notice that the active cell is highlighted

In a new worksheet this will be cell A1.

A B C

1

L, B R TU R S T T

j—
Tab

» To move to the next cell press the Tab key

» To move around the rest of the worksheet you can either use the Arrow keys
(«~T—1) or click in the relevant cell using the left mouse button

» Ensure that cell A1 is the active cell
» Type the data below into the worksheet
(Don’t worry that the columns are not wide enough to display all of the data -

you will learn how to widen them shortly - just ensure that you enter the data in
the correct cell).

A B C
1 | Name Hourly Rate Hours Worked Total
2
3 | John Markshaw | 7.5 30
Your worksheet will look something like this:
A B C D

1 Mame Hourly Rai Hours Wo Total

2

3 |John Mark 7.3 3DI _I

Notice that Excel recognises the values in the Hourly Rate and Hours Worked
columns as numerical data and automatically right aligns them.

Excel 2007 Getting Started (100511) 13 ©De Montfort University, IT Training 2011



COLUMN WIDTH

You will probably find it necessary to increase the width of some columns in the
worksheet to enable the data in cells containing long words or values to be
displayed fully. This can also be done to enhance the presentation of the
worksheet.

To widen the Name column in your worksheet:
» Move the mouse pointer on to the boundary between column headings A and

B until it changes into a black cross with a double arrow (column width
indicator)

A +> & C D

1 Mame Hourly Ra' Hours Wo Total
2

3 |John Mark 7.5 3DI _I

» Click and hold the left mouse button, and drag the mouse pointer to the right
until the column is wide enough to display all of the data

» Release the mouse button

» Repeat this action for the Hourly Rate and Hours Worked columns

ADJUSTING THE COLUMN WIDTH TO BEST FIT

» Follow the instructions above until the mouse pointer changes to a black
cross with a double arrow over the dividing line

> Double click the left mouse button

The cell will automatically widen to accommodate the longest line in the
column. This action must be repeated when data containing more characters is
added to the column.
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» Continue the spreadsheet by entering the following data:

A B C D

1 | Name Hourly Rate Hours Worked | Total
2

3 | John Markshaw 7.5 30

4 | Susan Jones 5.5 15

5 | Brenda Kent 7 25

6 | Nita Sonhil 8 37

7 | Roy Barker 15 37

8 | Tony Bare 10.75 10

9 | Penelope East 6.15 17

10 | Rupert Marks 10.75 35

11 | James Colins 8 20

12 | Sophie Doige 7.5 37

13 | Mike Burns 6.50 17

14 | Jasbir Bonsal 7.5 10

15 | Marie Kaur 5.5 12

» Ensure that the columns are wide enough to display all of the data
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SAVING A WORKBOOK

It is very important that you remember to save your workbook regularly.

You have entered data into a worksheet which is part of a workbook.

» Click the Office Button

o
-u

b I_v I\&““' I
=

Recent Documents

if-n
o =
LA
2
n
Iz
-

o
=]

rint 3

Prepare »

BES
- ol 7
o T
LA
"
s |
(=%
-

Publish  *

] Excel Options | | 2 Exit Excel

From the list of the Office Button commands choose:

e
[

> Save

Or

> Select the Save button C| on the Quick Access Toolbar
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The Save As dialog box is displayed.

Organize v New folder

~

= Microsoft Officex— ~ Documents library

- Arrange by: Folder ¥
Includes: 2 locations
¢ Favorites

Bl Desktop
8 Downloads . Adobe PDF 07/10/2010 11:29

. AdobeStockPhotos 18/03/2011 09:03
1 Fax 05/04/2011 13:14
B Libraries 1. Scanned Documents 05/04/201113:14

5 Documents . Updater 18/03/2011 08:52

Fﬂ Purchases 14/04/2011 12:09
-~ <[

Name Date modified

&)
| Recent Places

@ Intermediate Pro.

File name:
Save as type: [Excel Workbook

Authors: AN Other Tags: Add a tag

Save Thumbnail

A Hide Folders

Organize v New folder

b @) Intermediate Pro #
b J’ Music

b (=) Pictures

> B Videos Name Date modified Type =

Documents library

: Arrange by:  Folder v
Includes: 2 locations

1. Adobe PDF 07/10/201011:29 File fol

arrcol\]'w(/: Iilél;te to 4% Computer . AdobeStockPhotos 18/03/2011 09:03 File fol
|E0C3_l Dlisk (tﬁt) > @ Local Disk (C) || i Fax 05/04/201113:14  Filefol
° f'S‘féSé © > ca Data (D) 1. Scanned Documents 05/04/201113:14  Filefol

P s UTCMF (E) . Updater 18/03/2011 08:52 File fol

&) Purchases 14/04/2011 12:09 Micros ¥
> €l Network v 5G| |

File name: 78;6k1

Save as type: [Excel Workbook

Authors: A N Other Tags: Add atag

[] Save Thumbnail

'~ Hide Folders Tools v |  Save
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> Locate and select the Excellntroduction folder on drive C

Organize v New folder H=

.. ECDL Database # Name Date modified
|, ECDL Presentat

1. ECDL Revision

.. ECDL Spreadsh

|, ECDL w°rdpro|§|
1 Excel2007
’
2
&
)

@ PayRoll 04/05/2011 15:41 Microsoft]

. ExcelAdvanced
. Excellntermedi

. Excellntroducti
, ExcelShortintro

: -
. FileMananeme

g

File name: Bookl

Save as type: [Excel Workbook

Authors: AN Other Tags: Add a tag

[F7] Save Thumbnail

‘ Hide Folders

> In the File name box, replace the default filename (Book1) with Pay1

Filz name: |pa-:,1 v

» Click the Save button

Excel automatically adds the file extension .xlsx to the filename.

To close the workbook:

> Click the Office Button

From the list of the Office Button commands choose:

I_T Close

> Close
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OPENING A WORKBOOK

You will now open the workbook Pay1.xlsx that you saved in the
Excellntroduction folder on drive C.

» Click the Office Button

From the list of Office Button commands choose:

~
7 Qpen

» Open

The Open dialog box is displayed.

» Locate and open the Excellntroduction folder on drive C

(! Open ==
( 2 SL,H . « Local Disk (C:) » Excellntroduction sction

Organize ¥ New folder

B Desktop Date modified

Download
by 06/05/2011 09:57

04/05/2011 15:41

=| Recent Places

4 Libraries
% Documents
@)/ Intermediate Project
Jl Music
=) Pictures
£ videos

1M Computer
&, Local Disk (C:)
¢ Data (D2)

File name: v [ Al Excel Files

Tools ~ [ Open |v] [

> Select Pay1
» Click Open

The Pay1 workbook is now open and ready for further editing.
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EDITING DATA

SELECTING CELLS

» To select a single cell simply point to it and click the left mouse button

» To select a range of cells, point to a cell, click and hold the left mouse
button, and drag the pointer over the cells

INSERTION POINT SHAPES

[E] indicates SELECT + indicates COPY
L indicates EDIT [t indicates MOVE

EDITING A CELL

If you spot an error in your worksheet it is possible to edit it in one of two ways:
Amending the error by typing in the cell:

> Double click on cell A7

The insertion point is now inside the cell.

» Change ‘Barker’ to Barber’

> Click away from the cell

Amending the error by typing in the Formula Bar:

» Click once on cell A7

» Click on the Formula Bar

K .fr| Roy Earked

» Change ‘Barber’ to ‘Barker’

» Click away from the cell
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INSERTING AND DELETING COLUMNS AND ROWS

You may find that the need arises to insert a column or row into an existing
worksheet.

INSERTING A ROW OR COLUMN

A new column or a row is inserted before the column or row where the insertion
point is positioned.

» Position the insertion point anywhere in row 9 - the row containing Penelope
East’s details

In the Cells group of commands on the Home tab,

» Click the Insert down arrow

RIS I TR &

rmat  Cell ||| Insert | Delete Format ~ Sort& Find &
able = Styles - '[\r, £ ~ <7 Filter Select~

- Sa Insert Cells.. | Editing
- | :‘h' Insert Sheet Rows
K L| &' Insert Sheet Columns 0 P

_:,J Ingert Sheet

From the displayed list of Insert commands,

» Choose Insert Sheet Rows

The new row is inserted above row 9, and the rows below move down.

IMPORTANT TO REMEMBER

When you insert a row, it will be positioned directly before the row containing
the active cell.

For example, if you want to insert a row between rows 6 and 7, the mouse
pointer must be in row 7.

Similarly, if you want to insert a column between columns D and E, the mouse
pointer must be positioned in column E.
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DELETING A ROW OR COLUMN

To delete a row (or column), you must first select any cell in the row (or
column).

You will delete row 5.

» Select any cell inrow 5

In the Cells group of commands on the Home tab,

» Click the Delete down arrow

A g H R Y

E]-

Zell Insert |Delete |Format -~ Sort& Find &
fles - - - - 2™ Filter~ Select~
I Delete Cells... L
= | Delete Sheet Rows
L ' | Delete Sheet Columns I P
Uil Delete Sheet

» Select Delete Sheet Rows

Row 5 is deleted.

> Sophie Doige has changed from full-time to part-time employment. Amend
her hours worked to 20

> Marie Kaur has been given a pay rise - change her hourly rate to 7.5

> In the new row between Tony Bare and Penelope East add the following
information about a new member of staff:

(Name) (Hourly Rate) (Hours Worked)  (Total)

Belinda Miles 8 25

» Save the workbook
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FORMULAS

Formulas are what make a spreadsheet so useful. Using formulas lets you
calculate results from the data stored in the worksheet.

When you create a formula, you use cell references to identify the data to be
included in the calculation. By using cell references, rather than the values
themselves, you ensure that any changes to the values in the cells referenced by
the formulas automatically result in an updated answer.

A formula always commences with an equals sign (=) to indicate that what
follows is an instruction, not a value.

EXAMPLES OF FORMULAS

In the example worksheet below, cells D2 and D3 both contain formulas to add
the respective cells in columns B and C.

A B c D
1 JAN FEB TOTAL
2 PETROL 15.00 20.00 =15.00+20.00
3 OIL 5.00 14.50 =B3+C3

» Look at cell D2

The intention of this formula is to add together the values in cells B2 and C2 (15
plus 20). If the value in either cell changes, the formula will not take this into
account and you will need to remember to alter the values in D2, otherwise the
resulting figure will no longer be correct. This formula, therefore, is not very
useful.

> Look at cell D3

The formula specifies the cell references (B3 and C3) rather than the current
values of these cells. If you change the values in either or both cells, there is no
need to worry about the formula in D3. Because the formula uses cell
references, the resulting figure will be updated automatically.
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ARITHMETIC OPERATORS

When creating formulas the following arithmetic operators are used:

Operator Example
+ (plus sign) Addition (3+3)
- (minus sign) Subtraction (3-1)

Negation (-1)

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

% (percent sign) Percent (20%)

"~ (caret) Exponentiation (3°2)

ADDITION

For example, say cell B5 contained the value 9 and cell B6 contained the value
11. If you wanted to add these values together, then, in an empty cell, you
would enter the formula:

=B5+B6

The cell references indicate where the values that are to be used in the
calculation are located. The result of the above formula would be 20 (9+11).

After you have created a formula, any changes to the cells in the formula,
automatically result in an updated answer.

So if, in this case, the value in cell B5 was altered to 7, then the answer in the
cell containing the formula would automatically change to 18 (7+11).
MULTIPLICATION

You can, of course, multiply a value in a cell.

For example, say you wanted to multiply the value in cell B6 by 12, the formula
you would enter into an empty cell would be:

=B6*12
If cell B6 contains the value 11, then the result would be 132.

Notice that an asterisk is used to indicate multiplication.
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Amend the worksheet

In cell D3 you are going to enter the formula to calculate the Total for John
Markshaw (Hourly Rate * Hours Worked)

» Type =

While you can type the cell reference (for example B3) it is easier to point to
the cell you require.

> Point to cell B3 and click the mouse button

The cell is highlighted and its reference is added to the formula in D3.

A B C D
1 Mame Hourly Rate Hours Worked Total
2
3 JohnMarkshaw | 7.5} 30[=a3
rrrrrrrr -3

» Type *
> Point to cell C3 and click

The cell is highlighted and its reference is added to the formula in D3.

A B C D
1 Mame Hourly Rate Hours Worked Total
2

3 |lohn Markshaw ?‘.EE ””””” 3 E}zEE*CE

> Press Enter

The following result is displayed:

A B C D
1 Mame Hourly Rate Hours Worked Total
2
3 |lohn Markshaw 7.5 30 225
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FORMULA BAR

As well as entering or editing a formula in a cell, you can also use the Formula
bar. This is particularly useful for editing.

> Click on the cell D3

> Look at the Formula bar

fi | =B3*c3

The formula is displayed and you can edit it, if necessary.
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COPYING DATA

You can copy the contents of one cell, or a range of cells, from one part of the
worksheet to another. This works in different ways depending on the contents of
the cell that you are copying.

COPYING A VALUE

For example, say you have a worksheet in which the cell A1 has a value of 10. If
you copy cell A1 to cells A2 to A4, each of those cells will also display the value
10.

A
1 10
2 10
3 10
4 10

COPYING A FORMULA

If you are copying a formula (remember that you usually see the result of the
formula rather than the formula itself), the cell references change automatically
relative to the row and column of the cell it is being copied to.

In the example below the formula in cell D3 has been copied to cells D4 to Dé6.
Rather than simply copying the formula =B3*C3 to each cell, Excel has

automatically amended the formula for each row to take into account its
relative position in the worksheet.

B = D
Hourly Rate Hours Worked Total
7.5 30 =B3¥C3
5.5 15 =B4¥C4
8 37 =B5¥C5
15 37 =B6¥CH

Notation:

D4:D6 is the notation that is usually used to mean the range of cells from D4
through to Dé6.
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. You now need to calculate the Total for the remaining employees.

Rather than create a formula for each one, you can copy the formula entered for
John Markshaw into the remaining cells in the Total column.

> Clickon cell D3

> Notice that a small black square is displayed in the bottom right corner of the
cell

—

> Move the pointer over the square until it changes to a cross +

You want to copy the formula in D3 to cells D4:D15.

» Click the left mouse button and hold and drag the mouse pointer over the
range D4 to D15

The selected area is highlighted.

» Release the mouse button

Column D now looks like this:

225
82.5
236
555
107.5
200
104.55
A76.25
160
150
110.5
75

a0

» Save the worksheet
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FORMULA HIERARCHY

Formulas calculate values in a specific order. As you already know, a formula in
Excel always begins with an equals sign (=). Following the equals sign are the
elements to be calculated which are separated by operators (+, -, *, / etc).
Excel calculates the formula from left to right, according to a specific order for
each operator in the formula.

In the example below, values have been used rather than cell references to help
you understand the concept.

Say you entered the following formula into a worksheet:
=2+2%6
You might expect the answer to be 24.

After all, 2 plus 2 equals 4, and 4 multiplied by 6 equals 24.

Try this for yourself now

» In cell G20 type =2+2*%6

> Press Enter

You might be surprised at the resulting answer of 14.

If you combine several operators in a single formula, Excel performs the
operations in the following order:

*and / Multiplication and division

+and - Addition and subtraction

As the above formula combines two operators (+ and *), Excel deals with the
multiplication first (2 * 6 = 12) and then the addition (+ 2) giving a total of 14.

PARENTHESES

To change the order of evaluation (to override the built-in order of precedence),
you use parentheses.

You will enter the same formula again, but this time enclosing the first part in
parentheses.

> In cell G21 type =(2+2)*6
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> Press Enter

The answer is 24.

Excel dealt with the calculation in the parentheses first and then multiplied the
result. You can appreciate, therefore, how important it is that you understand
how Excel deals with the elements in a formula.

Try these formulas

You want to add the contents of two cells and multiply the answer by the sum of
two other cells.

> In cell G22 enter the formula =B4+C8*B3+C12
> Press Enter

Remember that Excel will deal with the multiplication first, followed by the
addition.

Now try the same formula, but this time using parentheses to instruct Excel to
deal with the calculation in the way that you intended.

» In cell G23 enter the formula =(B4+C8)*(B3+C12)
> Press Enter

The result of the first formula is 213, while the same formula with parentheses
has produced the answer 838.75.

> To take this a step further, in cell G24 enter the formula =((6+2)-4)*8
> Press Enter

This formula uses ‘nested’ parentheses. The contents of the inner parentheses
are calculated first, then the outer parentheses, and finally what’s left! The
answer is 32.

» Remove the parentheses and press Enter

The result is now -24.

> Delete the figures in cells G20:G24
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FUNCTIONS

Functions are predefined formulas that perform calculations by using specific
values in a particular order or structure. Functions can be used to perform
simple or complex calculations.

The most frequently used functions are those which calculate:

= the total of a range of cells SUM
= the minimum value of a range of cells  MIN
= the maximum value of a range of cells = MAX
= the average value of a range of cells AVERAGE

For example, a range of cells could begin at D2 and end at D16. In this case you
would express the range as D2:D16 - the colon in this situation can be
interpreted as the word “to”. So D2:D16 means D2 to D16.

[ [ Wy TR R T
s W [ O

= |
] | T

It is much easier to use a function than to enter a lengthy formula.

For example, to add the range of cells above without using a function your
formula would look like this:

=D2+D3+D4+D5+D6+D7+D8+D9+D10+D11+D12+D13+D14+D15+D16
However, by using the SUM function the formula is reduced to:

=SUM(D2:D16)
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You can enter functions into your worksheet in three different ways:
¢ using the AutoSum function button on the Ribbon

¢ using the Insert Function button
¢ typing the function

AUTOSUM BUTTON

The AutoSum button creates a SUM formula.

You are required to add up all the figures in the Total column to calculate the
company’s monthly salary expenditure.

» Select the cell in which the total is to appear - in this case D17

> Click the A i~ - A
Click the AutoSum button = 2?’ Jj":'l
The AutoSum button is on the Ribbon. L, sort& Find &

2™ Filter~ Select~

It is in the Editing group on the Home tab. Editing

Excel automatically selects a range for you (indicated by a dashed box around
the cells).

e e Y

- T,
=SUM| )
SUM[numberl, [numberd], ...} |

You should always check to ensure that the range that is selected is correct - do
not assume that Excel has got it right!

> If this range is correct (it should cover all of the figures in column D) press
Enter

The result of the calculation is displayed in the selected cell.
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If the range is not correct then you can either:

» Highlight the required range using the mouse pointer and then press Enter

or

» Click into the Formula Bar and type the relevant range before pressing Enter

If a cell in your worksheet displays #########, don’t panic.

This indicates that the cell is not wide enough to display the result of your

calculation.

To solve the problem simply increase the cell width.

» Click on an empty cell

Other functions are available via the AutoSum button.

» Click the down arrow next to the AutoSum button

=7
Z  Sum

Average

Max
Min

» Select More Functions

Count Mumbers

More Functions...

The Insert Function dialog box is displayed.

Insert Function

Search for a function:

Or select & category: | Most Recently Used

Select a Function;

AYERAGE
IF
HYPERLIMK
COUNT
T

SIM

SUM({number1,number2,...)
Adds all the numbers in a range of cells,

Help on this function

vpe a brief description of what wou wank ko do and then click

] [ Cancel

This dialog box gives you access to all of the functions.

» Click Cancel
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INSERT FUNCTION

Another way to access the Insert Function dialog box is to use the Insert

Function button on the Formula

Bar.

For this part of the exercise you will calculate the average number of hours that

staff work.

> In cell A18, type AVERAGE

» Click on cell C18 (this is where the result is to be displayed)

» Click the button

The Insert Function dialog box is displayed.

> Click the drop-down arrow in the Or select a category box and select All

Insert Function

Search for a Function;

G0

Tvpe a brief description of what you want to do and then click

[

Cr select a categary:

Select a function:

Adds all the numbers i

Help on this function

Maost Recently Used

&

Mosk Recently Used

Financial

Date & Time

Math & Trig
Statistical

Lookup & Reference
Database

Text

Logical

SUM{number 1,nun| 1 forrmation

Engineering

£y

l

OK

]’ Cancel ]

>

Insert Function

In the Select a function window use the scroll bar to locate AVERAGE

Search for a Function:

Type a brief description of what you want to do and then click ‘ Go
G0

Cr select a categary:

Select a function:

all

"]

AYEDEY

AYERAGE
AYERAGES
AVERAGEIF
AVERAGEIFS
BAHTTERXT
BESSELL

W

AYERAGE({number1,numberz,..}

Returns the average {arithmetic mean) of its arguments, which can be numbers or
names, arrays, or references that contain numbers.

Help on this function oK

] ’ Cancel
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> Click OK

The Function Arguments dialog box is displayed, and Excel has automatically
selected a range of cells.

The selected range includes two empty cells, C16 and C17.

Function Arguments

AYERAGE

Numberl | ERe

Murmber2

[ Collapse Dialog

= 21.92307692

Returns the average (arithmetic mean) of its argumants, which can be numbers or names, arrays, or references that
contain numbers,

Numberl: numberl,numberZ,... are 1 to 255 numeric arguments For which you wank the
awerage.

Formula result = 21,92307692

Help on this funckion I o4 ][ Cancel ]

While this will not cause an immediate problem, you should be aware that if you
subsequently add data to the empty cells, it may introduce an error in the
formula in cell C18 at a later stage.

You need, therefore, to amend the selected range to exclude C16 and C17.

» Click the Collapse Dialog button to the right of the Number 1 box
This minimises the dialog box so that you can use the mouse pointer to select

the correct range - particularly useful where you have a lot of data in a
worksheet.

» Select cell C3 and drag the selection down to cell C15

Function Arguments

31|

» Click the button to expand the dialog box again
» Click OK

The result is displayed in cell C18. (Depending on the format of the cell, the
answer could have multiple decimal places.)

18 AVERAGE I 21.923[!?692!
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=),| You can also, of course, simply click into the Number 1 box in the Function
Arguments dialog box and edit the range.

TYPING A FUNCTION

If you know the function name then, rather than using either of the previous two
methods, you can type the function in the cell where you want the answer to
appear.

With this method, if you want to sum cells A2 to A5, you would type:

=SUM(A2:A5)

7] IMPORTANT TO REMEMBER

e
= The SUM function is used only to find the total value of a range of cells.
Example
=SUM(B5*F5) x WRONG (it is not used to multiply values)
=B5*F5 v CORRECT

You can combine functions with other operations.

Examples
=SUM(B5:F5)+A2
=A8/F20-SUM(J2:J35)

In cell A17, type TOTAL

In cell C17 use the SUM function to total the Hours Worked column

In cell A20, type Maximum Salary

In cell A21, type Minimum Salary

vV Vv V VYV V

In cell D20 use the MAX function to calculate the Maximum salary from the
Total column, ensuring that you specify the correct range

> In cell D21 use the MIN function to calculate the Minimum salary from the
Total column, again ensuring that the range is correct

> Save the worksheet
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DISPLAYING FORMULAS

When you select a cell, you can see the formula (if there is one) displayed in the
Formula Bar. It is also possible to view the formulas used in the entire
worksheet.

> Select the Formulas tab

tﬂn o9 N \ Payl - Microsoft Excel . = x

o/ =
- Home Insert Page Layout Data Review View @ - T X
ﬁ E AutoSum ~ E_? Logical = [ Tookup & Reference ~ % A=) Define Mame ~ fiﬂ Trace Precedents @ Show Formulas j et J
L Recently Used ~ [A Text * ﬁ_ﬂ Math & Trig = I E'Cf Trace Dependents ¥ ETTT gking = L= ]
Insert . . = Mame . ) - Watch Caleulation 7
Function [ Financial = Ej Date & Time ~ [ffi] Mare Functions ~ Manager B Create from Selection || 4, Remove Arrows ~ (£) Evaluste Jormula | window || Options -
Function Library Defined Names Formula Auditing Calculation

From the Formula Auditing group choose:

» Show Formulas

The formulas used in the worksheet are displayed.

A B C D E
1 Name Hourly Rate Hours Worked Taotal
2
3 |John Markshaw 7.5 30 =B3*C3
4 |Susan Jones 3.5 15 =B4*C4
5 |Nita Sonhil 8 37 =B5*C5
6 |Roy Barker 15 37 =B6*CH
7 |Tony Bare 10.75 10 =B7*C7
8 |Belinda Miles 8 25 =B3*C8
9 Penelope East 6.15 17 =B9*C9
10 Rupert Marks 10.75 35 =B10*C10
11 James Colins 3 20 =B11*C11
12 |Sophie Doige 7.5 20 =B12*C12
13 Mike Burns 6.5 17 =B13*C13
14 Jashir Bonsal 7.5 10 =B14*C14
15 |Marie Kaur 7.3 12 =B15*C15
16
17 | TOTAL =SUM|{C3:C15) =SUM({D3:D16)
18 AVERAGE =AVERAGE(C3:C15)
19
20 [Maximum Salary =MAX(D3:015)
21 |Minimum Salary =MIN(D3:D15)

DISPLAYING VALUES

To return the display to values rather than formulas

» Click the Show Formulas button to deselect it

To display/hide formulas

Press and hold the ' key and press the || key at the top left of
the keyboard. —\ AN

Excel 2007 Getting Started (100511) 37 ©De Montfort University, IT Training 2011



FORMATTING VALUES

When you enter a value into a cell, it will normally be unformatted - in other
words, simply a string of numbers.

You can format the numbers to make them easier to read and also to ensure
consistency, particularly with regard to the number of decimal places displayed.

i

IMPORTANT TO REMEMBER

Formatting a value simply affects how it is displayed in the worksheet - the
formatting is not saved with the value.

There are several ways in which numeric data can be displayed in a worksheet:

| 10.00 | 10 | £10.00 |
/|\ N 7N
Decimal Integer Currency

(whole number)

Before you can choose a different format you must ensure that you have
highlighted the appropriate cells/columns that you want to change.

DISPLAYING NUMBERS AS DECIMALS OR INTEGERS

> Select the values in the Hours Worked column (C3 to C18)
> Select the Home tab

The current Number Format of the selected cells is displayed within the Number
group of commands.

General &—————— Number Format
B % o8 %

MNumber
The default format is General

» Click the down arrow next to the Number Format

Excel 2007 Getting Started (100511) 38 ©De Montfort University, IT Training 2011



A list of different number formats is displayed.

General
Mo specific format

[
bR
W

| »

Mumber

l 2 30.00
Currency
@ £30.00

w|  Accounting
£30.00

Short Date
30/01/1900

e
Long Date
FH 30 January 1900

Time
00:00:00

Percentage
% 3000.00%
Fraction
h = )

Scientific

102 3.00E-01

Mare Mumber Formats...

> Select Number

Each value in the selected cells is now formatted as a number with 2 decimal
places.

30.00
15.00
37.00
37.00
10.00
25.00
17.00
35.00
20.00
20.00
17.00
10.00
12.00

285.00
21.92]

The number of decimal places can be changed using the Increase Decimal and
Decrease Decimal buttons in the Number group.

Increase Decimal

Mumber -
|I-'_-§ - B || %8 _;,':'_g\
Number = Decrease Decimal

» With the cells in column C still highlighted, click the Increase Decimal
button once to change the number of decimal places to 3
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Displaying the thousand separator

The number format also gives you the option to include commas. This makes it
easier to read large numbers.

> Select D17

» Click the dialog box launcher in the Number group of commands

General -
92~ %+ |[%8 5
Mumber s <—— Dialog box launcher

The Format Cells dialog box is displayed with the Number tab selected.

Format Cells

MNumber | Aligrirnent Fank Border Fill Proteckion
Category:

General Sample

2 552,30

Currency i

g;guntlng Decimal places: |2 -
Tirne
Percentage

Fraction Megative numbers:

Scientific -1,234.10

Text 1,234.10

Special -1,734.10

Custarn -1,234.10

Mumber is used For general display of numbers, Currency and Accounting of fer
specialized Farmatting for monetary value.

oK l [ Zancel
> Select Number from the Category list
> Click the Use 1000 Separator check box
> Click OK
D17 now includes the 1000 separator.
17 TOTAL 285.00 2.532.30!
18 |AVERAGE 21.923
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Displaying cells in currency format

> Select the cells containing the Hourly Rate (B3 to B15)
» Click the down arrow for the Number Format
» Select Currency

The selected cells are now formatted as currency with 2 decimal places.

» Format the range C3:C17 to 2 decimal places

» Format the range D3:D17 as currency (£)

A B C D

1 Name Hourly Rate Hours Worked Total
2

3 |[John Markshaw £7.50 30.00 £225.00
4 |5usan Jones £5.50 15.00 £82.50
5 |Nita Sonhil £8.00 37.00 £296.00
& |Roy Barker £15.00 37.00 £555.00
7 |Tony Bare £10.75 10.00 £107.50
8 |Belinda Miles £8.00 25.00 £200.00
9 |Penelope East £6.15 17.00 £104.55
10 Rupert Marks £10.75 35.00 £378.25
11 James Colins £8.00 20.00 £160.00
12 Sophie Doige £7.50 20.00 £150.00
13 Mike Burns £6.50 17.00 £110.50
14 Jasbir Bonsal £7.50 10.00 £75.00
15 |Marie Kaur £7.50 12.00 £30.00
16

17 TOTAL 285.00 £2,532.30
15 AVERAGE 21.923

19

20 |Maximum Salary 535
21 |Minimum Salary 75

ADDING BORDERS

Excel enables you to add a variety of different types of borders.
First you will add a border around the total salary value for each employee.

» Select the range D3:D15

» Click the down arrow on the border button |=: /| in the Font group of
commands
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A list of borders is displayed.

Borders

Bottom Border
Top Border
Left Border
Right Border

Mo Border
All Borders
Outside Borders

o2 QRS

Thick Box Border

Bottom Double Barder

Thick Bottom Border

Top and Bottom Border

Top and Thick Bottom Border

L& Top and Double Bottom Barder

Draw Borders

j Draw Border

A | Draw Border Grid

o2 | Erase Border

_# | Line Color 3
Line Style 3

EH  More Borders...

> Select All Borders

You will put a double bottom border on the cells containing the total values
» Select the cells C17 and D17

» Click the down arrow on the border button

» Select Bottom Double Border

A B C D

1 Name Hourly Rate Hours Worked Total
2

3 |[John Markshaw £7.50 30.00 £225.00
4 |5usan Jones £5.50 15.00 £82.50
5 |Nita Sonhil £8.00 37.00 £296.00
& |Roy Barker £15.00 37.00 £555.00
7 |Tony Bare £10.75 10.00 £107.50
8 |Belinda Miles £8.00 25.00 £200.00
9 |Penelope East £6.15 17.00 £104.55
10 Rupert Marks £10.75 35.00 £376.25
11 James Colins £8.00 20.00 £160.00
12 Sophie Doige £7.50 20.00 £150.00
13 Mike Burns £6.50 17.00 £110.50
14 Jasbir Bonsal £7.50 10.00 £75.00
15 |Marie Kaur £7.50 12.00 £90.00
16

17 TOTAL 285.00 £2,532.30
15 AVERAGE 21.923

19

20 |Maximum Salary 535
21 |Minimum Salary 75
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COPYING FORMATTING

The Format Painter can be used to copy the formatting from one cell to another.
You will copy the formatting from D17 to D20 and D21.

» Click the cell D17 to select it

» Click the Format Painter in the Clipboard group on the Home tab

This action checks the formatting that exists in D17 ready to copy it onto any
cell that you now select.

» Select both D20 and D21 by clicking into D20 and dragging the mouse pointer
over D21 before releasing the mouse button

Both D20 and D21 now have a double underline bottom border and their contents
are formatted as currency.

17 [TOTAL 285.00 £2,532.30
18 |[AVERAGE 21.923

19

20 [Maximum Salary £555.00
21 Minimum Salary £75.00

» Save the Workbook
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ALIGNING TEXT

Text is automatically aligned with the left edge of the cell, but you can choose
to centre or right align it if you prefer.

» Select cell A1 (Name)
» Ensure that the Home tab is selected
From the Alignment group of commands choose:

» The Centre alignment button

[
I
W%

i
i
i
heh Wl

.:-.Iigr:;}ﬂ\ ]

Left Centre Right

> '"'

» Select the other column labels and right align them

USING THE MERGE AND CENTRE COMMAND

> Insert a blank row at the top of the worksheet
> In cell A1 enter the title ABC Sales Department
» Change the size of the font to 18

The Merge and Centre command allows you to merge a range of cells and centre
the text within the merged area.

To centre the title in A1 across the range A1:D1
> Select the range A1:D1

> Click the Merge & Centre button =7/ in the Alignment group of
commands on the Home tab

1 B C D
ABC Sales Department
2 Name Hourly Rate Hours Worked Total

» Save the Workbook
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ZOOM

The Zoom option allows you to see the worksheet in a different size. This may be
useful if you have a lot of data and you would like to see more on the screen.
However, you will not be able to zoom out too far before the display will be too
small for you to comfortably see.

» Select the View tab

From the Zoom group of commands "al i3 ‘
..... [100] mr—
» Select the Zoom button Zoom 100% Zoomto
Selection

A list of Zoom options is displayed: Zoom

foom @E

MMagnification

() Fit selection
O custom: [ 100 |=

[ Ok l [ Cancel

> Select 75%
> Click OK

You can see that, while you can see more rows and columns on the screen, the
size of the data on the sheet is now quite small.

» Select the Zoom button once more

To zoom to a value that is not specified on the list, for example 80%

» Select Custom

Loom @E
> Key in 80 Magnification

() 200%

> Click OK O 100%

() 75%

() 50%:

() 25%

() Fit selection

@ custom: [gg] |

[ 9] 9 l [ Cancel
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The other two commands in the Zoom group can help to simplify and speed up
zooming in certain situations.

> Select the cells A1 to D21 [;;\.1

Zoom to

> Click the Zoom to Selection button from the Zoom group  selection

The view has changed to just fit the selected area on to the screen.

> Click the 100% button 0=

The display reverts to the default 100% view.

» Try some of the other Zoom options to see the result

> Try 125%

» Change the display back to 100%
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PRINT PREVIEW

Print Preview allows you to see how your worksheet will be presented on paper.

The preview window also offers you the opportunity to make adjustments such
as column widths and margins.

» Click the Office Button

j Ne Preview and print the document
NEW
i jl Print
~ ig,*J Select a printer, number of copies, and
7 Qpen other printing options befare printing.
i Erf Quick Print
- I Save igllcl Send the workbook directly to the default

printer without making changes,

Print Preview

P
ﬂ Preview and make changes to pages before
printing.

- ._;|
hl
w

Save As
=

Print [
Prepare #

Send »

Publish  »

K

y
4 Close

3] Excel Options | [ Exit Excel

> Point to Print

» Select Print Preview
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You are shown a view of what the document will look like on the printed page.

» Click on the Close Print Preview button Fhreviow

» Save the workbook
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QUICK PRINT

You are going to print the worksheet. A little later in the course you will learn
how to refine the print out but for now you will print using the default settings.

» Click the Office Button

> Point to Print

&
j He Preview and print the document
Hew
i jl Print
~ iglkl Select a printer, number of copies, and
7 QOpen other printing options befare printing.
i f? Quick Print
I Save iglkl send the workbook directly to the default
] printer without making changes.
_,_l _ I Print Preyiew
1 Save ds b < Preview and make changes to pages before

printing.
i

j' Print 4
b

| Prepare ¥
'33 Send  »

Publish *

(==

*y
> Clase

23 Excel Options | |2 Exit Excel
> Select Quick Print

The worksheet is printed using the default settings.

» Save and Close the workbook
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REMOVING A FORMAT FROM A CELL

> Open the workbook named Payroll located in the Excelintroduction folder on
the C drive

A B C D E F G
1 Mame Hourly Rate Hours Worked Total Ower time hours Bonus payment Final total
2
3 |John Markshaw £7.50 30.00 £225.00 5 £225.00
4 |Susan Jones £5.50 15.00 £82.50 B £82.50
5 |Nita Sonhil £5.00 37.00 £296.00 1 £296.00
6 |Roy Barker £15.00 37.00 £555.00 0 £555 00
7 |Tony Bare £10.75 10.00 £107.50 B £107.50
8 |Belinda Miles £5.00 25.00 £200.00 0 £200.00
9 |Penelope East £6.15 17.00 £104.55 0 £104 .55
10 |Rupert Marks £10.75 35.00 £376.25 2 £376.25
11 |James Colins £5.00 20.00 £160.00 3 £160.00
12 | Sophie Doige £7.50 20.00 £150.00 4 £150.00
13 |Mike Burns £6.50 17.00 £110.50 0 £110.50
14 | Jashir Bonsal £7.50 10.00 £75.00 0 £75.00
15 |Marie Kaur £7.50 12.00 £90.00 0 £90.00
16
17 28500 £253230
18 |Average 2192
19
20 Maximum Salary £555.00
21 \Minimun Salary £75.00

The worksheet contains several items of data that will not be needed for the
following exercises so you will delete them.

Note that when you delete the contents of a cell that has a format assigned to
it, for example currency, although the data is deleted, the cell retains the
format. Therefore, if you enter new data into a cell, it will be formatted in the
same way as the data you deleted previously.

To delete a cell format:

» Select cells B20 and B21

» Ensure that the Home tab is selected

From the Editing group of commands
- Ay &
5. 2¥ 3

- Sort & Find &
Clear ——2x ~| Filter~ Select~

Editing

» Select the down arrow by the Clear button
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A list of commands is displayed:

2=
o2 Clear All

f":f'/ Clear Formats
Clear Cantents

Clear Comments

» Choose Clear Formats
The format for these two cells has reverted to the General format which means

that the cell has no specific number format. However, numeric data will be
automatically right aligned.

To delete both the data and format from rows 18, 20, and 21:
» Select rows 18, 20 and 21

From the Editing group of commands

» Select the down arrow by the Clear button

K2
o2 Clear All

f‘f'/ Clear Formats
Clear Contents

Clear Comments

» Choose Clear All

To delete just the contents from specific cells

» Select the cells

» Press the Delete key
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WORKING WITH WORKSHEETS

When you open a new workbook it contains three worksheets. The worksheet
tabs can be seen at the bottom of the worksheet.

25
26
27

o 17
4 4 » M| Sheetl - Sheet?2 . Sheet3 ¥

The Payroll workbook which is open has only two worksheets, Payroll and
Overtime.

2¥
28
29

30
4 4 » M| Payroll - Overtime %1

ADDING WORKSHEETS

You need to insert a new worksheet between Payroll and Overtime. When you
insert a worksheet it is positioned either before or after the selected sheet,
depending on the method used to insert the sheet.

> Click the Overtime worksheet tab to select it
> Ensure the Home ribbon tab is selected

From the Cells group of commands,

g=Insert -
% Delete -
_:_l Farmat =

Cells
> Select the down arrow by the Insert button

;,"ﬂlnsertq

= Insert Cells..,

U o

]

Insert Sheet Rows

CL
=

Insert Sheet Columns

W] =

Insert Sheet

> Select Insert Sheet

Excel 2007 Getting Started (100511) 52 ©De Montfort University, IT Training 2011



A new worksheet (Sheet1) is inserted between Payroll and Overtime.

27
28
29
30

M 4 v W[ payrol | Sheetl  Overtime . %3

Alternative Method using the Insert Worksheet button

> Select the Overtime worksheet tab as before

» Click the Insert Worksheet button Insert Worksheet

M 4 » M| Payrol . Sheetl | Overtime ~ ¥

A new worksheet (Sheet2) is inserted as the last sheet.

27
28
29
30

M 4 » M| payrol  Sheetl . Overtime | Sheet2 . ¥J

DELETING A WORKSHEET

To delete the new worksheet (Sheet2)
» Select Sheet2
From the Cells group of commands on the Home ribbon tab

» Select the down arrow by the delete button

& Delete =

% Delete Cells..,

=% Delete Sheet Rows

it Delete Sheet Calumns

DAl Delete Sheet

» Select Delete Sheet
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RENAMING A WORKSHEET

To make it easier to identify the contents of the worksheets they should be
renamed to reflect the information they hold.

> Double-click the name tab of the new sheet (Sheet1)

The name of the sheet is selected

4 4 » M| Payroll | I Overtime ¥

> Type Travel Expenses

> Press Enter

M 4k M| payroll | Travel Expenses - Overtime < %]

MOVING A WORKSHEET

You are going to move the Travel Expenses worksheet to the right of the
Overtime sheet.

> Ensure that the Travel Expenses worksheet is selected
From the Cells group of commands on the Home ribbon tab
> Select the down arrow by the Format button

|L:_'| Format ~

Cell Size

[ RowHeight...
AutoFit Row Height
5 Column Width..,
AutoFit Column Width
Default Width..,
Visibility
Hide & Unhide 4
Organize Sheets
Rename Sheet
Move or Copy 5heet..,
Tab Color 3
Protection
Al Protect Sheet..,
2| Lock Cell
% Format Cells..,

» Select Move or Copy Sheet
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The Move or Copy dialog box is displayed.

Mowve or Copy &l

Move selected sheets
To book;

|F‘a~;.-'FU::II.xIs W |

Before sheet:

Payrall
Travel Expenses
Crvverkime

(move ko end)

[]create a copy

I, l [ Zancel

» Choose (move to end)
» Click OK

The sheet is moved.

27
28
29
30

M4 4 » » | Payroll - Overtime | Travel Expenses %3

There is a tick box at the bottom of the Move or Copy dialog box that will allow
you to create a copy of the sheet rather than move it.

Moving or Copying a worksheet to another workbook

The Move or Copy dialog box enables you to move the selected worksheet to
another opened workbook by including the following extra steps.

In the To book: section
e Click the down arrow

e Select the workbook to which the sheet will be moved or copied
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Extending the workbook

You are going to extend the payroll information by calculating overtime
payments for the staff. Members of staff are paid 1.5 times their normal hourly
rate for overtime.

Ensure that the Payroll worksheet is selected

>
> In cell A17 type Overtime rate
» Incell B17 type 1.5

>

Ensure that cell B17 is formatted as a number to one decimal place

iy B
16
17 | Overtime rate 1.5

» Insert a new column between columns E and F
> In cell F1 type the column title Overtime pay

Calculate the overtime pay for John Markshaw:

Hourly rate * overtime rate * overtime hours

> Select cell F3
> Type =B3*B17*E3

> Press Enter

73 - fe | =B3*B17*E3
A B C D E F G H
1 |Name Hourly Rate Hours YWorked Total Over time hours  Overtime pay  Bonus payment Final total
2
3 |John Markshaw £7.50 30.00 £225.00 5| £56 25! £225.00
4 Susan Jones £5.50 15.00 £82.50 6 £82 .50

The amount John Markshaw will be paid for overtime is displayed.
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RELATIVE AND ABSOLUTE REFERENCES

The formula that you have just created is to be copied to the other members of
staff. However before you do that, it is important to understand the difference
between a relative and an absolute reference when using formulas.

RELATIVE REFERENCE

A relative cell reference in a formula is based on the relative position of the cell
that contains the formula and the cell the reference refers to. If the position of
the cell that contains the formula changes, the reference is changed. If you copy
the formula across rows or down columns, the reference automatically adjusts.

By default new formulas use relative references.

Up to this point in the training session, when you have copied a formula or
function to another cell or cells, the cell references have changed relatively.

The example below shows the effect of copying the formula in cell C1 to cells C2
and C3.

A B C

1 6 3 18 (=A1*B1)
4 2 8 (=A2"B2)

3 10 4 40  (=A3"B3)\

However, let’s say that in column C you want to produce a formula that will
multiply cell A1 by a series of cells in column B.

In the example below you can see that the formula in cell C1 is correct (A1*B1).
However, as the formula contains relative cell references it has been copied
relatively to C2 (and C3). This has resulted in A1 becoming A2 in the formula in
C2, so instead of the expected result of 12 (6*2) C2 gives a result of 0.

Similarly, cell C3 gives a result of 0 instead of the expected result of 24.

A B C

1 6 3 18 (=A1"B1)
2 0  (=A2*B2)

3 4 0  (=A3'B3)

To overcome this problem, the reference to cell A1 needs to be made absolute.
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ABSOLUTE REFERENCE

An absolute cell reference in a formula always refers to a cell in a specific
location. If the position of the cell that contains the formula changes, the
absolute reference remains the same. If you copy the formula across rows or
down columns, the absolute reference does not adjust.

Using the same example as before, to ensure that the reference to cell A1 in the
formula remains unchanged when it is copied to other cells, you make it an
absolute reference by including $ signs.

You can see in the example below that the reference to cell A1 in the formula in
C1 has been made absolute by the addition of $ signs (SAS1).

The formula was then copied to C2 and C3. While the absolute reference has
remained unchanged, the relative reference (B1) has become, respectively, B2
and B3.

A B C

16 3 18 (=SAS1*B1)
2 2 12 (=SAS1"B2)
3 4 24 (=SA$1°B3)

USING ABSOLUTE REFERENCES

You have already entered a formula in the Overtime pay column to calculate the
overtime earned by John Markshaw.

As the Overtime Rate is the same for all employees, you will need to use an
absolute reference in the formula when referring to the cell containing the
overtime rate. You need to do this before copying the formula.

> Select cell F3

» Position the insertion point in the Formula Bar and edit the formula so that
the reference to cell B17 is made absolute by including $ signs

=B3*$B$17*E3

» Copy the formula to all employees
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A B C D E F G H

1 |Mame Hourly Rate Hours Worked Total Over time hours  Overtime pay  Bonus payment Final total
2

3 |John Markshaw £7.50 30.00 £225.00 5 £56.25 £225.00
4 |Susan Jones £5.50 15.00 £82.50 G £49.50 £82.50
5 |Mita Saonhil £8.00 37.00 £296.00 1 £12.00 £296.00
G |Roy Barker £15.00 37.00 £555.00 0 £0.00 £555.00
7 |Tony Bare £10.75 10.00 £107.50 g £129.00 £107.50
3 Belinda Miles £8.00 25.00 £200.00 a £0.00 £200.00
9 |Penelope East £6.15 17.00 £104.55 0 £0.00 £104.55
10 Rupert Marks £10.75 35.00 £376.25 2 £32.25 £376.25
11 |James Colins £5.00 20.00 £160.00 3 £36.00 £160.00
12 |Sophie Doige £7.80 20.00 £150.00 4 £45.00 £150.00
13 |Mike Burns £6.50 17.00 £110.50 0 £0.00 £110.50
14 |Jashir Bonsal £7.50 10.00 £75.00 0 £0.00 £75.00
15 |Marie Kaur £7.50 12.00 £90.00 0 £0.00 £90.00
16

17 | Overtime rate 1.5 28500 £2532.30

» Click on the overtime pay for some of the other employees to see that while

the hourly rate and overtime hours have copied relatively, the overtime rate
is absolute

» Save the workbook

As some staff have worked overtime, this figure must be added into their final
salary.

» Select cell H3 ready to calculate the Final total for John Markshaw

» Edit the formula to include the figure in cell F3

A B C D E F G H
1 |Mame Hourly Rate Hours Worked Total Cwer time hours  Overtime pay  Bonus payment Final total
2
3 |John Markshaw £7.50 30.00 £225.00 3 £586.25 £281.251

» Copy the amended formula down to the other staff - you do not need to
make any part of this formula absolute

» To finish this exercise, use the SUM function in cell H17 to total the column
A B C D E F G H

1 |Name Hourly Rate Hours Worked Total Cwer time hours  Overtime pay  Bonus payment Final total
2

3 |John Markshaw £7.50 30.00 £225.00 5 £56.24 £281.25
4 | Susan Jones £5.50 15.00 £82.50 6 £49.50 £132.00
5 |Mita Sonhil £8.00 37.00 £296.00 1 £12.00 £308.00
6 |Roy Barker £15.00 37.00 £555.00 0 £0.00 £555.00
7 |Tony Bare £10.75 10.00 £107.50 3 £129.00 £236.50
3 Belinda Miles £8.00 2500 £200.00 0 £0.00 £200.00
9 |Penelope East £6.15 17.00 £104.55 0 £0.00 £104.55
10 [Rupert Marks £10.75 35.00 £376.25 2 £32724 £408.50
11 |James Caolins £8.00 20.00 £160.00 3 £36.00 £196.00
12 |Sophie Doige £7.50 20.00 £150.00 4 £45.00 £195.00
13 Mike Burns £6.50 17.00 £110.50 0 £0.00 £110.50
14 |Jashir Bonsal £7.50 10.00 £75.00 0 £0.00 £75.00
15 Marie Kaur £7.50 12.00 £590.00 0 £0.00 £50.00
16

17 |Overtime rate 15 28500 £2532.30 £2.892.30
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CONDITIONAL FORMULA

As a gesture of goodwill, the management has decided that members of staff
who earn £7.50 or less an hour will receive a bonus of £20.00. All others will
receive £10.00.

For this purpose you will use the IF function. This is one of the most important
functions as it can give your formulas decision-making capability.

The IF function includes a logical test that compares a cell against a specified
value. A logical test is a test that produces an answer of either True or False.

The IF function is structured as follows:
=|F(Logical Test, Value 1, Value 2)
Which produces these results:

If the Logical Test is TRUE, Value 1 is inserted into the cell
If the Logical Test is FALSE, Value 2 is inserted into the cell

If the Value is text rather than a number, it must be enclosed in quotation marks
(“text”).

For example, you might want to include the words “solvent” or “bankrupt” as
the result of a calculation in the worksheet.

You can compare two values with the following operators. When two values are
compared using these operators, the result is a logical value, either TRUE or
FALSE.

More than

Less than

Equal to

More than or equal to
Less than or equal to

I A Vv

\'4
Inn

A
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EXAMPLE OF THE USE OF THE IF FUNCTION

Sums of £50,000 or more deposited in a bank account, earn 5% interest, while
sums less than £50,000 earn 3% interest.

The function would be:

=IF (Deposit>=50000,5%,3%) Where ‘Deposit’ will be replaced by the cell
reference containing the value of the deposit.

This can be interpreted as:
‘If Deposit is more than or equal to 50,000 use 5%, otherwise use 3%’.
Therefore, for a deposit of £50,000, the test is TRUE, and the result is 5%

For a deposit of £49,999.99, the test is FALSE, and the result is 3%
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Now have a go on your worksheet.

To calculate the bonus payment for John Markshaw:

> Select cell G3
> Type
=IF(B3<=7.5,20,10)
Logical Test: If the test is not
Is the value in cell B3 less than true then return
or equal to 7.5? the value, 10
If the test is
true return the
value, 20
> Press Enter
| G3 - fx | =IF(B3<=7.5,20,10)
A B G D E F G H
1 [Name Hourly Rate Hours Worked Total Ower time hours  Overtime pay ~ Bonus payment Final total
2
3 |John Markshaw £7.50 30.00 £225.00 5 £56 25| £20 UU_I £281.25
» Copy the function to the other members of staff
A B C D E F G H
1 |MName Hourly Rate Hours YWorked Total Over time hours  Overtime pay Bonus payment Final total
2
3 |John Markshaw £7.50 30.00 £225.00 4 £586.25 £20.00 £281.25
4 Susan Jones £5.50 15.00 £82.50 6 £49.50 £20.00 £132.00
5 |Nita Sonhil £8.00 37.00 £296.00 1 £12.00 £10.00 £308.00
6 |Roy Barker £15.00 37.00 £555.00 0 £0.00 £10.00 £555.00
7 |Tony Bare £10.75 10.00 £107.50 3 £129.00 £10.00 £236.50
8 Belinda Miles £8.00 2500 £200.00 0 £0.00 £10.00 £200.00
9 |Penelope East £6.15 17.00 £104.55 0 £0.00 £20.00 £104.55
10 |Rupert Marks £10.75 35.00 £376.25 2 £32.25 £10.00 £408.50
11 |James Calins £8.00 20.00 £160.00 3 £36.00 £10.00 £196.00
12 |Sophie Doige £7.50 20.00 £150.00 4 £45.00 £20.00 £195.00
13 Mike Burns £6.50 17.00 £110.50 0 £0.00 £20.00 £110.50
14 |Jashir Bonsal £7.50 10.00 £75.00 0 £0.00 £2000 £75.00
15 Marie Kaur £7.50 12.00 £50.00 0 £0.00 £20.00  £90.00
16
17 |Overtime rate 1.5 285.00 £2.532.30 £2.892.30
» Look down the Bonus payment column to check that the figures are correct
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» Update the Final total for John Markshaw by adding the bonus payment

| H3 e fe | =D3+73+G3

' A B C D E F G H
1 [Name Hourly Rate Hours Worked Total Cver time hours  Overtime pay  Bonus payment Final total
2
3 |John Markshaw £7.50 30.00 £275.00 5 £66.25 E20.00| ESU1.25!

» Copy the new Final total to the other members of staff

A B c D E F G H

1 [Mame Hourly Rate Hours Waorked Total Over time hours  Overtime pay Bonus payment Final total
2

3 |John Markshaw £7.80 30.00 £225.00 5 £h6.25 £20.00 £301.25
4 Susan Jones £540 15.00 £82 50 B £49.50 £20.00 £152.00
5 |Mita Sonhil £5.00 37.00 £296.00 1 £12.00 £10.00 £318.00
6 |Roy Barker £15.00 37.00 £655.00 0 £0.00 £10.00 £565.00
7 |Tony Bare £10.75 10.00 £107.50 B8 £129.00 £10.00 £246.50
5 |Belinda Miles £3.00 2500 £200.00 0 £0.00 £10.00 £210.00
9 |Penelope East £6.15 17.00 £104.55 0 £0.00 £20.00 £124.585
10 |Rupert Marks £10.75 35.00 £376.25 2 £32.25 £10.00 £418.50
11 |.James Colins £5.00 20.00 £160.00 3 £36.00 £10.00 £206.00
12 | Sophie Doige £7.50 20.00 £150.00 4 £45.00 £20.00 £215.00
13 |Mike Burns £6.50 17.00 £110.50 0 £0.00 £20.00 £130.50
14 |Jashir Bonsal £7.50 10.00 £75.00 0 £0.00 £2000 £9500
15 | Marie Kaur £7.80 12.00 £90.00 0 £0.00 £20.00 £110.00
16

17 | Overtime rate 1.5 28500 £2.53230 £3.092.30

» Save the workbook
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HEADERS AND FOOTERS

You can include information that you want to appear on every page such as the
date, file name or page numbers in a header and/or footer.

In this exercise you will include your name in the header, and the date, the page
number and the name of the worksheet (sheet name) in the footer.

> Select the Insert ribbon tab

» Select Header & Footer from the Text group

AlE 4 |4« Q

Text | Header |WordArt Signature Object Symbaol
Box |& Footer = Line =
Text

The view changes to Page Layout view, a Design contextual tab is displayed
showing Header & Footer tools on the ribbon, and the central section of the
Header is selected ready for you to add text into the Header.

Dq =] 7 PayRoll [Compatibility Mode] - Microsoft Excel Header & Footer Tools - 2 X
- Home Insert Page layout Formulas Data Review View Design @ - = x
j ; Q 7j % _"\ _\ LTQ al 74 Different First Page ¥ Seale with Document

Header Footer Page MNumber Current Currant  File File  Sheet Picture Gota Different Odd & Even Pages Align with Page Margins
i Mumber of Pages Date  Time Path Name Name Footer

Header & Footer Header & Footer Elements Mavigation Options

Azl - £
T T I N T O I I I I T 5| 1) s ‘f‘
A F G
= Header
1 Hame Hourly Rate Hours Worked Total Over time hours  Cvertime pay Bonus paym

o 2

f 3 John Markshaw £7.50 30.00 £225.00 5 £56.25 £2
4 Susan Jones £5.50 15.00 £82.50 5 £48.50 72

& 5 Mita Sonhil £8.00 37.00 £296.00 1 £12.00 £1

M 6 Roy Barker £15.00 37.00 £655.00 [ £0.00 212

= 7 Tony Bare £10.75 10.00 £107.50 8 £129.00 £1f 7]

= 8 Belinda Miles £8.00 25.00 £200.00 0 £0.00 21

= 9 Penelope East £6.15 17.00 £104.55 a £0.00 £2

— 10 Rupert Marks £10.75 35.00 £376.25 2 £3225 £1

- 11 James Colins £8.00 20.00 £160.00 3 £36.00 £1

j 12 Sophie Doige £7.50 20.00 £150.00 4 £45.00 £2
13 Mike Burns £6.50 17.00 £110.50 [ £0.00 72

& 14 Jashir Bonsal £7.50 10.00 £75.00 0 £0.00 £2

15 Marie Kaur £7.50 12.00 £90.00 [ £0.00 £2

= 16

- Overtime rate 15 28500  £2532.30

= 18

. 19

20 T

E

iz .

W 4 » ¥ | Payroll - Overtime - Travel Expenses - ¥ [N m 0

Ready | Pageilof2 |l = (=) ()

The Payroll worksheet is spread over two pages, so you may find that on your
worksheet the header for page 2 is selected at this stage. That is not a problem,
since whatever you put into the header or footer will appear on both pages.
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The Header is divided into three sections.

» Press the tab key to select the right section in the Header

[ A3l -( e
@'I'..'|'I't'|'I'E|'I"|'I';'|'|"7|'I:Z|'I"'|'I"Z|'I::_|'I=.:|'I"t'|'|"f|'I"'|'I"3|'I"E|
A B C D E F
:— Header
1 MNarne Hourly Rate Hours Worked  Tetal Owver time hours  Overtime pay
N 2
f 3 John Markshaw £7.50 30000 £225.00 5 £56.25

» Type your name

Note that text typed in this section is right-aligned.

From the Navigation group on the Design tab choose:

E

Go t
> Go to Footer oot

One of the three sections of the Footer is highlighted.

| A3l - %]

@'I':|'|'7‘|'I'E|'I"|'|'£|'|"7|'|:Z|'I"'|'I"Z|'I:i_|'l=n'|'I"t'|'|"f|'I"'|'I"3|'I"E|

A B c D E F

Footer

First you will put the date in the left section of the Footer.

» If the left section of the Footer is not selected, press the Tab key
until it is %
7
» Click the Current Date button in the Header & Footer Elements Current
group on the Design tab

» Press the Tab key to move to the central section of the Footer

» Click the Page Number button in the Header & Footer Elements 5]
group to insert a centred page number Page

Mumber

» Press the Tab key to move to the right section of the Footer

» Click the Sheet Name button in the Header & Footer Elements T
group to insert the name of the sheet Sheet

Mame

» Select any cell on the worksheet to close the Header & Footer boxes
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The Header & Footer boxes close, but the worksheet remains in Page Layout
view.

I'Eﬂ H9-o v PayRoll [Compatibility Mode] - Microsoft Excel - 8 x
a
~ Home Insert Page Layout Farmulas Data Review View @ -2 X
=4 ST ||(= = *j | } | Galnsert - z -
Arial ~lwo ~||A AT = General -
7j B3 A i | i‘j@ —,;d 3% Delete ~ @v [ﬁ
Paste B I U -~ - || = i - - =0 .00 Conditional Format Cell A Sort & Find &
- 7 l | B a8 | = ‘% 2 || 5| Formatting = as Table = Styles = LEjFU'mﬂt' 27 Filter= Select~
Clipboard T Font (F Alignment (F Mumber (i Styles Cells Editing
B35 - £ |
RN IR R R R R SRR R 'i
A B C D E F G
‘ Alvin Ham-Ying
L[ 1 Mame Hourly Rate Hours Worked Total Over time hours ~ Overtime pay Bonus paym
-2
f 3 John Markshaw £7.50 30.00 £225.00 5 £56.25 £2
- | 4 Susan Jones £5.50 15.00 £82.50 6 £49.50 £2
= 5 Mita Sonhil £8.00 37.00 £296.00 1 £12.00 £1
| B Roy Barker £15.00 37.00 £555.00 0 £0.00 £113
= 7 Tony Bare £10.75 10.00 £107.50 3 £129.00 £1[7
- B Belinda Miles £5.00 25.00 £200.00 0 £0.00 £1
- 9 Penelope East £6.15 17.00 £104.55 0 £0.00 £2
_ | 10 Rupert Marks £10.75 35.00 £376.25 2 £32.25 £
M James Colins £3.00 20.00 £160.00 3 £36.00 £1
: 12 Sophie Doige £7.850 20.00 £150.00 4 £45.00 £2
- |13 Mike Burns £6.50 17.00 £110.50 0 £0.00 £2
= 14 Jashir Bonsal £7.50 10.00 £75.00 0 £0.00 £2
|15 Iarie Kaur £7.50 12.00 £90.00 0 £0.00 £2
— 16
— | 17 Overtime rate 15 28500 £2.532.30
— 18
|19
| 20
W
.22
4 4 » M| Payroll -~ Overtime . Travel Expenses -~ %] [l m
Ready | Page:1of 2 ‘ =80 ©1 ===

To change the view to the Normal view

> Select the View ribbon tab

From the Workbook Views group of commands choose:

HE

Maormal

> Normal

Alternative method

From the Views Shortcut buttons in the bottom right of the window

Normal Page Break Preview

Page Layout

e Select the Normal shortcut button
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OPTIONS FOR PRINTING A WORKSHEET

When a worksheet is spread over two or more pages it is sometimes useful to
repeat the column or row headings on every page.

PRINTING A SPECIFIED COLUMN ON EVERY PAGE

You saw in the previous exercise that the payroll worksheet is spread across two
pages. The data on the second page would be easier to interpret if the employee
names were printed on this page also.

To repeat the data in column A on the print out of all pages:

» Select the Page Layout ribbon tab =
g y 3
» Click Print Titles in the Page Setup group of commands /™
The Page Setup dialog box is displayed with the Sheet tab selected.
Page Setup E@

Page Margins | Header/Footer

s

Prink area:

Prink titles Click here to choose
|l — rows to repeat

%‘1

Rows ko repeat at top:

Columns to repeat at left:

%‘l

—— Click here to choose
Print columns to repeat

[ aridiines Carmments: (Taore) w
[ Black and white

[ Draft quality

[ Row and column headings

Cell grrors as: | displayed W

Page order
(%) Down, then over
() Ower, then down

Prink... ] [PrintPrevie@] [ Options... ]

[ Ok l[ Cancel ]

The Print titles section of the dialog box contains boxes that allow you to specify
rows to be repeated at the top of each printed page or columns to repeat at the
left of each page.

» Click the Collapse button in the Columns to repeat at left box

Columns to repeat ak left: 5F Collapse button
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The Page Setup dialog box collapses to show only the Columns to repeat text box
and the mouse pointer changes to a black down arrow, ready for you to choose
the column or columns that you wish to repeat on each printed page.

> Select the first column by clicking on the name button

Excel adds the column name to the dialog box.

Page Setup - Columns to repeat at left:

» Click the Collapse button once more
> Click OK

» Change the view to Page Layout to see the effect

,-/ﬁg:_. H9-v-ZK )+ PayRoll [Compatibility Mode] - Microsoft Excel _ = x
L iad

Home Insert Page Layout Formulas Data Review View '@ - 2 Xx

j B colors - |:| P\ Ij L@ = =jl 54 Width: |Automatic ~ ||| Gridlines |Headings | “J; Bring to Front = |2~
amamn =] Y = - .
Fonts v J = ;1|J Height: | Automatic = ||| (¥ View | (¥ View || 2} 5end to Back !ﬁ

Themes Margins Orientation Size  Print Breaks Background Print L ) ) ) .
- @ Effects = - - - Area v - Titles @ Scale: 100% - Print Print % Selection Pane Sl
Themes Page Setup (F] Scale to Fit (Fi Sheet Options M= Arrange
| F17 - (> e |
P00 T 0 L0 Ta T T T T Te T 1o T Tz |1 | imnei | g |1 i
A B e [u] E F G
— AlvinHam-Ying
1 Mame Hourly Rate  Howrs worked  Tatal Ohver time hours Owertime pay Mame Bonus payment Fi
— | 2
— | 2 John Markshaw £7.60 20.00 £225.00 B £E6E.ZR John Markzhaw £20.00
— | 4 Susan Jones £5.50 15.00 28250 B £49.50 Susan Jones £20.00
= 5 Mita Sonhil £2.00 I7.00 £296.00 1 £12.00 Mita Sonhil 000 |
— [ & Fioy Barker £15.00 3700 £555.00 o £0.00 Fioy Barker £10.00 1
|7 Tony Bare E10.75 10.00 £107.50 E} £12a.00 Tony Bare £10.00
_ | # Eelinda Miles £2.00 25.00 £200.00 a £0.00 Eelinda Miles £10.00
2 Fenelope East £6.15 17.00 £104.55 Q £0.00 Fenelope East £20.00
= 0 Fupert Markz £10.76 36.00 £3TE 25 2 £32 26 Fiupert Mark= £10.00
— |1 James Colins £3.00 20.00 £160.00 3 £36.00 James Colins £10.00
— [ 12 Sophie Doige E7.50 20.00 £160.00 4 £45.00 Sophie Doige £20.00
— 12 Mike Burns £E.50 17.00 £110.50 o £0.00 Mike Burns £20.00
M Jashir Bonsal £7.50 10.00 £75.00 a £0.00 Jashir Bonsal £20.00
‘: 15 Marie Kaur E7.50 12.00 £90.00 a £0.00 Marie Kaur £20.00
16
17 Owertime rate 15 285.00 £2532.30 I i Owertime rate
]
= 13
M 4 » M| Payroll < Overtime %1 [N m
Ready | P5] | Page:1of2 | 8|0 [0 n= :

» Change the view back to Normal
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PRINTING A WORKSHEET ON A SINGLE PAGE

Excel allows you to shrink the data so that it fits onto one page.

» Select the Page Layout ribbon tab

You will use the commands in the Scale to Fit group
to fit the worksheet onto one page.

» Click the down arrow in the Width: option box and

select 1 page

j Width: Automatic |=| Gridlines

3] Height:
é] Scale:

Scale

F
Overtime p

Las BN ar AN ok

Automatic
1 page
2 pages
3 pages
4 pages
5 pages
& pages
7 pages
3 pages
9 pages

¥ Mare Pages..,

+_|_: Width: | Automatic -
|| Height: Automatic -
Tﬁ] Scales 100%%

Scale to Fit F]

When data spreads downward unto another page you will also need to set the

Height to fit onto one page.

__,_1 Width: |1 page

3| Height: 1 page

L] Scale

Scale to Fit

-

-

-
-
(F]

You will now look at a Print Preview to check that all the data is on one page.

» Click the Office Button
> Point to Print

> Select Print Preview
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The worksheet is scaled down to fit the page and all the columns are displayed.

(w1 7 v PayRoll [Compatibility Maode] - Microsaft Excel - 8 X

Preview: Page 1 of 1 | Zoomin (=) )

You will find that this is a very useful option but, as more columns and rows are
added to the worksheet, in order to accommodate the text on the page, it is
displayed in a very small font. It is therefore essential that you always check
that the data can still be read.

» Close the Print Preview

CHANGING THE PAGE ORIENTATION

Sometimes the better option for displaying your spreadsheet on one page is to
change the page orientation to landscape.

From the Page Setup group on the Page Layout tab
Byy
=

Crientation

» Select the Orientation button

» Choose Landscape from the available options

By
=

Orientation

Partrait

= Landscape
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PRINTING THE ROW AND COLUMN HEADINGS

Sometimes it may be useful to print the row and column headings - these are the
letters and numbers relating to the cell references.

The Sheet Options group of commands on the Page Layout tab has four check
boxes relating to viewing and printing gridlines and row and column headings.

Gridlines | Headings
¥ view | W] View
Print Print

5heet Options T
To set the worksheet to include row and column headings when printing:
» Select the Print checkbox under Headings so that a tick appears in it

Headings
V| View
| Print

itions
To set the worksheet to include gridlines when printing:

» Select the Print checkbox under Gridlines so that a tick appears in it

Gridlines
W View
+ | Print

Sheet Op
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> View the effects of these settings in Print Preview

,Dw\ PayRoll [Compatibility Mode] - Microsoft Excel - @ X
2 '
— Print Preview (7]
{ 4 P [ =
| b L B4
=T
Print  Page Zoom Close Print
Setup Show Margins Preview
Print Zoom Preview
-
Ham-Ying
-
Preview: Page 1 of 1 Zoom In 1005 @ @

The preview shows that the page is now in landscape orientation, row and
column headings will be shown on the printout and gridlines are also included.

» Close Print Preview
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CHANGING THE MARGINS

Making the margins smaller will enable more of the worksheet to fit on the page.

From the Page Setup group of commands on the Page Layout tab choose:

L]

Margins

» Margins -

The current margin settings are shown highlighted with the title Last Custom

Setting

Margins

L1 1 Header 1.27

———i Header 0.76

Custom Margins...

Marrow
Tap: 1.91
Left: 0.64 ¢

Mormal

Top: 1.91 cm

L eft: 1.78 cm
L1 Header: 0.76 cm

Wide

Top: 2.54 cm

Left: 2.54 cm

cm

<m

m

<m

Last Custom Setting
Top: 2.5 cm
L eft: 1.9 cm

L1 Header: 1.3 cm

Bottom
Right:
Footer:

Bottom:

Right:
Footer:

Bottom:

Right:
Footer:

Bottom:

Right:
Faaoter:

1 2.5am
1.9 ¢cm
1.3 cm

1.27

191

.04 ¢

0.74

254 ¢

cm
cm
cm

m
cm
cm

cm
m
<m

» Select Narrow from the list of available options
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Centring the worksheet on the printed page

If your worksheet is small it may look better centred on the page when it is
printed.

» Select the Margins button on the ribbon
> Select Custom Margins from the pop-up list

The Page Setup dialog box is displayed with the Margins tab selected.

Page Setup Elg|

Page Margins | Header/Fooker Sheet
Top: Header:
19 % 0.8 3
Left: Right:
e % e %
Bottarn: Fooker:
19 % 0.8 %
Print... ] lF‘rint Previeﬂl ’ Opkions. .. l
I [e]4 ]’ Cancel l

> In the Center on page section, select Horizontally
> Click the Print Preview button on the Page Setup dialog box

The Print Preview shows the data centre aligned.

> Select the Show Margins checkbox on the Print Preview contextual tab
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The margins are displayed on the previewed page.

r/E-E,-g\\l A ( ¥ PayRoll [Compatibility Mode] - Microsoft Excel - @ X
]
Print Preview 7]

L"Ep éhgh ‘\:{ _ Next Page E

,} Previous Page

Print  Page Zoom . Close Print
Setup V| Show Margins | preyiew
Print Zoom Preview
L T T T T T b T T ¥
e
Aivin e wing
) DUy Rate [Hours Worksd (To& VETmEToUrE [Duemme pey  TEonis pmyment sl iors
Z
3 1 750 3000 5 20,00 301,25
Z
1260 £l g G §
T [Sertmerae 5 GEE00; EaEiiET £3092.30
7092007 Fayro

Preview: Page 1 of 1 ZoomIn 1005 Q

> Print the worksheet
» Close the Print Preview

» Save the workbook

Excel 2007 Getting Started (100511) 75 ©De Montfort University, IT Training 2011



PRINTING A RANGE OF CELLS

To print just a section of the worksheet you first need to select the range of
cells that are to be printed.

> Select cells A1 to D15
> Click the Office Button
> Point to Print

> Select Print

The Print dialog box is displayed

Prinker
Name: | IT Office HP4200 v| | Froperties... |
Skakus: Idle - -
Type: HP LaserJet 4200 PCL 6 e Pt
Where: IP_146.227.16.62
Cornrnenk:
[ ] Print to File
Print range Copies
G al Mumber of copies: |1 E
() Pageis)  From: | $| To! | $|
Pt hst [ e
(%) Selection: ) Entire workbook
() Active sheetfs)
|

> In the Print what section of the dialog box choose Selection

» Click OK
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SORTING DATA

It is sometimes necessary to sort the data in the worksheet. Let’s say that you
need to produce a list of staff who earn £8.00 or less per hour. The simplest way
to do this is to sort the data in order of the Hourly Rate first and then print the
appropriate selection.

To sort the data by Name in ascending alphabetical order:

» Click into a cell that contains a name (any cell between A3 and A15)

From the Editing group of commands on the Home tab choose:

37
> Sort & Filter i

» Select Sort A to Z from the drop-down list of options

= lbra

<2~ |Filter - |Select -
4] sortatez
2} sortztoa
J |[#f] cCustom Sort...

W= | Filter

The data is sorted alphabetically by name.

A B C D E F G H

1 MName Hourly Rate Hours Worked Total Over time hours  Overtime pay  Bonus payment Final total

2

3 Belinda Miles £8.00 2500 £200.00 0 £0.00 £10.00 £210.00
4 |James Coling _l £3.00 20.00 £160.00 3 £36.00 £10.00 £206.00
5 |Jasbir Bonsal £7.50 10.00 £75.00 0 £0.00 £20.00 £95.00
& |John Markshaw £7.50 30.00 £225.00 5 £586.25 £20.00 £301.25
7 Marie Kaur £7.50 12.00 £90.00 0 £0.00 £20.00 £110.00
g Mike Burns £6.50 17.00 £110.50 0 £0.00 £20.00 £130.50
9 [Mita Sonhil £8.00 37.00 £296.00 1 £12.00 £10.00 £315.00
10 |Penelope East £6.15 17.00 £104.55 0 £0.00 £20.00 £124 55
11 |Roy Barker £15.00 37.00 £555.00 0 £0.00 £10.00 £565.00
12 |Rupert Marks £10.75 35.00 £376.25 2 £32.25 £10.00 £418.50
13 |Sophie Doige £7.50 20.00 £150.00 4 £45.00 £20.00 £215.00
14 |Suszan Jones £5.60 15.00 £82 50 6 £49.50 £20.00 £152.00
15 |Tony Bare £10.75 10.00 £107.50 8 £129.00 £10.00 £246.50
16

17 |Qvertime rate 1.5 285.00 £2532.30 £3.092.30

» Sort the data by Hourly Rate in ascending order

» Print the data for staff who earn £8.00 an hour or less (i.e. A1 to H12)
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FIND AND REPLACE

FINDING A WORD OR A VALUE

The Find command enables you to locate all occurrences of a particular word,
phrase, or value in your worksheet.

Although the current worksheet is not very big and you can easily see all of the
people on the payroll, you can still try the Find command to learn how it works.
You will locate the data for Belinda Miles.

» Select any cell within the data

From the Editing group of commands on the Home tab choose:
)

> Find & Select <

> Find

> In the Find what: option box, type Miles

Find and Replace @@

Find Replace

Find what: Miles W |N|:| Format Set | [ Format... v]

Within: | Sheet v | [JMatch case’

[] Match entire cell contents

£

Search: |By Rows

Lookin: |Formulas “

[ Find Al ][Eind Next_| [ et ]

If you do not see the options shown above, click the Options>> button.

It is not usually necessary to change any of the options in the bottom half of the
dialog box, but it worth noting what the options are.

» Click each down arrow in the Options section to see the choices available

In a large worksheet you may wish to speed up the process slightly by only
searching through the values and results.

> In the Look in: option box, select Values
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» Click Find Next

The cell with the data, Belinda Miles, is selected.

» Click Close

REPLACING A WORD OR A VALUE

It is possible to replace a word, phrase, or value with an alternative in one
operation.

You want to change the name Penelope to Tony where ever it occurs in the
worksheet.

From the Editing group of commands on the Home tab choose:
» Find & Select

> Replace

> In the Find What: option box, type Penelope

» In the Replace With: option box, type Tony

Find and Replace @
Find Replace |
Find what: |Pene|0pe V| |Nl:| Format Sek | [ Format. .. v]
Replace with: |T0ny| v| |N|:| Faormat Set | [ Formatk. .. -]

[ Match entire cell contents

lRepIace&II ]l Replace ] [ Find All ][ Eind Mext l l Close ]

To make this alteration everywhere Penelope occurs:

» Click Replace All

Excel confirms that one replacement was made.

Microsoft Office Excel

\l‘) Excel has completed its search and has made 1 replacements,

> Click OK
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You now want to change the name Tony to Penelope, but only for Tony East.
> In the Find what: option box type Tony

> In the Replace with: option box type Penelope

Find and Replace

Find | Replace |

Find what: |Tnny Vl |ND Formak 3t | [ Format. .. v]

Replace with: |F‘enelope| vl |N0 Farmat Set | [ Format. .. v]

Within: | Sheet | []Match case
[ match entire cell contents
Search: |By Rows w

[Replace all ][ Replace ] l Find all ]I Find Mexk ] [ Close ]

To find each occurrence of Tony one at a time:

» Click Find Next

Excel finds and selects a cell that includes the text Tony.

> If this is not Tony East, click Find Next until the correct Tony is selected
» Click Replace

» Click Close
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FREEZE PANES

If you have a large worksheet, you will find that when you scroll down or across
you are no longer able to see the column and row labels.

To overcome this inconvenience, you can use the Freeze Panes command to
keep the initial row(s) and/or column(s) visible on the screen.

You are going to freeze the column labels in row 1.

> Select the View ribbon tab

From the Window group of commands:

> Select Freeze Panes |1 Fresze Panes -
> Choose Freeze Top Row from the list of options

|jﬂ Freeze Panes ~

Freeze Panes
;l:_l—l Keep rows and columns visible while the rest of

the warksheet scrolls (based on current selection),

Freeze Top Row
Keep the top row visible while scrolling through
the rest of the warksheet.

Freeze First Column
Keep the first column visible while scrolling
through the rest of the worksheet,

A line appears at the bottom of row 1, indicating that the first row is frozen.
Although your worksheet is small, you should be able to drag the vertical scroll

bar down or click the down arrow by the scroll bar and see the entries move
while the column labels remain stationery.

UNFREEZING PANES

To unfreeze the pane, from the Window group of commands:

> Select Freeze Panes

» Choose Unfreeze Panes
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FREEZING MULTIPLE ROWS OR COLUMNS

To freeze more than one row or column, you must first select the correct cell
before using the Freeze Panes command. All rows above the selected cell will be
frozen and all columns to the left of the selected cell will also be frozen.

To freeze:
Top rows Select the left hand cell below the rows where
you want the split to appear.
Left columns Select the top cell to the right of where you want

the split to appear.

Both the top row(s) and left | Click the cell below and to the right of where you
column(s) want the split to appear.

To freeze both the first row (column labels) and the first column (names).

» Select cell B2
» Select the Freeze Panes command
» Choose Freeze Panes from the list of options

|jﬂ Freeze Panes =

Freeze Panes
ji—l Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection),

Freeze Top Row
Kezep the top row visible while scrolling through
the rest of the worksheet,

Freeze First Column
Keep the first column visible while scrolling
through the rest of the worksheet.

> Test it out by moving first the horizontal and then the vertical scroll bar
> Unfreeze the panes

> Save the workbook
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USING AUTOFILL

Excel includes a useful tool that will allow you to create a consecutive list.

example days or dates.

» In cell A20 of your worksheet, type Monday

[Monday ! Copy handle / AutoFill handle

» Click on the AutoFill handle and drag the handle down to A27

Manday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
Monday

i

For

This also works for months of the year and sequences of numbers. You also have
the option of creating and adding your own lists of data that you use on a regular

basis.

» Delete the days of the week that you have just added to the worksheet

To practice AutoFill you will add incrementing numbers to the payroll records.

» Insert a column at the beginning of the worksheet

A B C D E F G H |

1 MName Hourly Rate Hours Woarked Total Over time hours  Overtime pay  Bonus payment Final total

2

3 Susan Jones £5.50 15.00 £82.580 6 £49.50 £20.00 £152.00
4 Penelope East £6.15 17.00 £104.55 0 £0.00 £20.00 £124.55
5 Mike Burns £6.50 17.00 £110.50 0 £0.00 £20.00 £130.50
6 John Markshaw £7.50 30.00 £225.00 5 £56.25 £20.00 £301.25
7 Sophie Doige £7.50 20.00 £150.00 4 £45.00 £20.00 £215.00
8 Jasbir Bonsal £7.50 10.00 £75.00 0 £0.00 £20.00 £95.00
9 Marie Kaur £7.50 12.00 £90.00 0 £0.00 £20.00 £110.00
10 Mita Sonhil £8.00 3r.00 £296.00 1 £12.00 £10.00 £318.00
11 Belinda Miles £8.00 25.00 £200.00 0 £0.00 £10.00 £210.00
12 James Calins £8.00 20.00 £160.00 3 £36.00 £10.00 £206.00
13 Tony Bare £10.75 10.00 £107.50 8 £129.00 £10.00 £246.50
14 Rupert Marks £10.75 35.00 £376.25 2 £32.25 £10.00 £418.50
5 Roy Barker £15.00 37.00 £555.00 0 £0.00 £10.00 £565.00
16

17 Overtime rate 1.5 28500 £253230 £3.092.30

> In cell A1 type Staff number
» Type 1in cell A3

» Type 2 in cell A4
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These two numbers will tell Excel the pattern for incrementation.

» Select cells A3 and A4

3 1|
4 2

» Use the AutoFill handle to continue the sequence down to the other members

of staff

A

Staff number Mame

1 Susan Jones
2 Penelope East
3 Mike Bumns

4 John Markshaw
5 Sophie Doige
G Jashir Bonsal
T Marie Kaur

8 Mita Sanhil

9 Belinda Miles
10 James Coling
11 Tony Bare

12 Rupert Marks
13 Roy Barker

L

Hourly Rate

=] 3 O I
1007 1 — M
[ T o T Y Oy I

=l

IR R A s R A I s
-1 =l
=

]
T
Lo ]

£5.00

» Format the numbers by making them centred, bold, and italic

> Save the workbook

Excel 2007 Getting Started (100511)

84

©De Montfort University, IT Training 2011



CHARTS

You are going to produce a column chart to show the final pay for each member
of staff.

In order to ensure that Excel associates the column titles with the rest of the
data you need to delete the blank row below the column titles.

» Delete the empty row 2 (see page 22)

For this particular chart you need to select two columns that are not next to
each other.

> Select cells B1:B14

» Hold the Ctrl key while you select cells 11:114

A B c D E F G H |

1 |Staff number Mame Hourly Rate Hours Worked Total Over time hours  Overtime pay  Bonus payment
2 1 Susan Jones £5.50 15.00 £82.50 6 £49.50 £20.00 £152.00
3 2 Penelope East £6.15 17.00 £104.55 0 £0.00 £20.00 £124.55
4 3 Mike Burns £6.50 17.00 £110.50 0 £0.00 £20.00 £130.50
5 4 John Markshaw £7.50 30.00 £225.00 5 £56.25 £20.00 £301.25
6 5 Sophie Doige £7.50 20.00 £150.00 4 £45.00 £20.00 £215.00
7 6 Jashir Bonsal £7.50 10.00 £75.00 0 £0.00 £20.00 £95.00
8 7 Marie Kaur £7.50 12.00 £30.00 0 £0.00 £20.00 £110.00
9 5 Nita Sonhil £5.00 37.00 £296.00 1 £12.00 £10.00 £318.00
10 9 Belinda Miles £5.00 25.00 £200.00 0 £0.00 £10.00 £210.00
1" 10 James Colins £5.00 20.00 £160.00 3 £36.00 £10.00 £206.00
12 11 Tony Bare £10.75 10.00 £107.50 3 £129.00 £10.00 £246.50
13 12 Rupert Marks £10.75 35.00 £376.25 2 £32.25 £10.00 £418.50
14 13 Roy Barker £15.00 37.00 £555.00 0 £0.00 £10.00 £565.00
15

16 Qvertime rate 1.5 285.00 £2532.30 £3.092.30

From the Charts group of commands on the Insert tab select:

iy

Column

» Column -

» Choose the Clustered Column option (the first 2-D column chart option)

2-D Column

) [nf)] (A8

3-D Column

) o9 83 di

Cylinder

i) o] 08 30

Cone

kel JaA ] IAA] B

Pyramid

A s3] MM b

All Chart Types...
i 4 Ve
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A chart is inserted in the worksheet and three contextual tabs containing chart

tools are visible on the ribbon.

,-/I;{-,) o9 v PayRoll [Compatibility Mode] - Microsoft Excel Chart Taols -
v ———T
- Home Insert Page Layout Farmulas Data Review View Design Layout Format W - 2 X
® @5 o5l O
Change  Save As Switch  Select %= dn == |[= . l . . —{ || Move

Chart Type Template || Row/Column  Data b Chart

Type Data Chart Layouts Chart Styles Location

Chart 3 - £ |

A B Cc D E F G H I J K L'i
1 Staff number Name Hourly Rate Hours Worked Total Qver time hours  Overtime pay Bonus payment [Final total
2 1|Susan Jones £5.580 15.00 £52.50 [ £49.50 £20.00 £152.00
3 2|Penelope East £6.15 17.00 £104 55 0 £0.00 £20.00 £124 55
4 3|Mike Bums £6.50 17.00 £110.50 0 £0.00 £20.00 £130.50
5 4|John Markshaw £7.50 30.00 £225.00 ] £56.25 £20.00 £301.25
6 5|Sophie Doige £7.50 20.00 £150.00 4 £45.00 £20.00 £215.00
7 6|Jashir Bonsal £7.60 aiinilil £TE A0 EETT— 210 £ 200 £95.00
8 T|Marie Kaur £7 5 . £110.00
9 3{Mita Sonhil £8.0 Final total £313.00
10 9|Belinda Miles £8.0 £210.00
11 10James Caling ggg °0000 £206.00
12 11|Tony Bare £10.7| £500.00 £246 50
13 12 |Rupert Marks £10.7) e40000 £415.50
1: 13[Roy Barker £15.0 £300.00 . EAB500 =
16 Overlime rate 1 £20000 { £3.00230
17 £100.00 B Final total
18 £0.00
& & A 5 > S o A
2 B @ No

20 \o‘& a@’% Q\ﬂ\\é@ o"‘e’%a“&a@);,oée ‘ﬁe \\c“ o @&-@é‘e
2 T E F e T
22 T & T o ¥ L
23 ¥
24
25
26
27
28
29
30
4 4 » M| Payroll - Overtime .~ Travel Expenses -~ %] 0| I

With the chart selected

> Drag the chart down so that it does not overlap with the data table

The Legend is not particularly helpful for this chart so you will delete it.
O =

> Click onto the Legend to select it @5@%

» Press the Delete key

To change the title of the chart:

> Click onto the chart title to select it @[

L

> Type Staff Pay (note that as you type, the title does not change; the text is

only shown in the formula bar)

> Press Enter

Excel 2007 Getting Started (100511) 86 ©De Montfort University, IT Training 2011



To change the font and size of the axis labels:

> Click onto the names at the bottom of the chart to select them

£100.00

> Select the Home ribbon tab

In the Font group of commands

» Change the Font to Arial

» Change the Font Size to 8

Excel includes built-in chart styles that you can choose to enhance the look of

your chart.

» Ensure that the chart is selected

» Select the Design contextual tab

» Click the More arrow at the side of the Chart Styles group

View

Design

Layout

Format

i

Chart Styles

D0/l e 0w Bu

The full set of Chart Styles is displayed.
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» Choose Style 29

(

I s
u

I &
| =

m [ Stve 29 |—

The new style is applied to the chart.

£600.00

Staff Pay

£500.00

£400.00

£300.00
£200.00

£100.00

£0.00 -

SRS e T T
ot g’iﬁ‘\ o o(:a*}? &
g A o
= ﬁl\ g @g @

To change the background of the Plot Area.

» Click the Plot Area to select it

0

[m]

> Select the Format contextual tab

In the Shape Styles group of commands

> Click the down arrow by the Shape Fill tool |22shsesFi]
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The Shape Fill options are displayed.

| Snlshape Fill=)

Autamatic

Theme Colors

Standard Colors

L] EEEEN
Hao Fill

+%)  More Fill Calors..

E Picture...

[ Gradient »

E Texture 3

From the Theme Colors section choose:

» Olive Green, Accent 3, Lighter 80%

Theme Colors

I I I I Olive Green, Accent 3, Lighter 50%

The background is changed to the selected colour.

Staff Pay

£600.00
£500.00 l
£400.00
£300.00 14
£200.00 I
£100.00

£0.00 -

S E TS
FEFFFSFIEEE o
G o AN F @
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Change the size of the numbers on the vertical axis to 8

Create a pie chart using the Name and Final Total fields

Change the title of the pie chart to Pay
Ensure that all staff names are shown

Position this chart next to the column chart at the bottom of the data table

vV VvV V VY V V

Save the worksheet
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ERROR MESSAGES

Error messages come in several guises and some are more helpful than others in
telling you where the error lies. If you have an error message, the best advice is
to read it and try to understand before taking any action.

The example below is quite useful. It tells you that there is an error in the
formula (there was a semi-colon in the range instead of a colon) and suggests a
solution which you can choose to accept.

Microsoft Office Excel E]

Microsoft Office Excel Found an error in the Formula wou entered. Do wou wank o accept the correction proposed
below?

jr) =sumieZ:el4)

+ To accept the correction, click Yes,
+ To close this message and correct the Formula vourself, click Mo,

If you choose not to accept it, more information is offered and it is up to you to
decide what the error is and how it should be amended.

WHAT DOES IT MEAN?

HEHHHH- cell not wide enough to display the numerical value

#NAME? -  a formula refers to a name that Excel does not recognise
#VALUE! - a cell referenced in a formula does not have a numerical value
#DIV/0! - number is divided by zero

#REF! - a formula includes an invalid reference

» Close the workbook

» Close Excel
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