Microsoft Excel Work Shop

Title Bar 


Displays the name of the application "Microsoft Excel." The control menu box is on the far left and the minimize/maximize or restore buttons on the far right. These are standard Windows features, and you can consult the Windows manual for additional information. 

Menu Bar 
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Displays the main level commands. These commands can be executed with a click of the left mouse button; then additional command options are presented in pull-down menus. The commands FILE, EDIT, VIEW, WINDOW and HELP are common menu options found in other Windows applications. 

Toolbars 
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There are two toolbars which normally display--the Standard toolbar and the Formatting toolbar. The toolbars have graphic icon buttons which can be mouse clicked to perform an action or bring up another set of menus. The actions performed by the toolbar buttons are also found in the menu bar/pull-down menus. Buttons are popular with Excel users because they give a quick way to perform an action but it is not NECESSARY to use them. Because the buttons duplicate menu items, there are often several ways to "perform an action." If you put your mouse pointer on top of a button, its ToolTip (name) will pop up. 

If two toolbars are not displaying, click on VIEW on the menu bar, then Toolbars. A list of the toolbars appears. Click on the box in front of the toolbar name to display it.  These are the toolbar buttons we will use: [image: image3.png]


New Workbook (results in a blank document), [image: image4.png]W



Open (workbook/file), [image: image5.png]


Save (workbook/file), [image: image6.png]


Print, [image: image7.png]


AutoSum (to add up numbers in a row or column), [image: image8.png]


Undo (un-does the last editing action) 

Formula Bar 
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This is the last line before the document window. It displays information entered or about to be entered in a cell and gives the address location of that cell. Cell editing can also be done on this formula bar. The active cell position is indicated on the far left end of the Formula bar ... more about this later. 

Status Bar 
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Displays information about the current state of the program. This feature is located at the very bottom of the document window. The user is provided information about what Excel is doing. Examples are Ready when Excel will accept new entries or Edit if you are editing a cell.  Just below the application window is the document or workbook window. 
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This is the window where the spreadsheet information will appear. If this window is not maximized, the top of this window also contains a document title bar which will display the filename. Below the title bar is a grid matrix area where information will be displayed or entered. There is a vertical scroll bar on the right margin, a horizontal scroll bar at the bottom right, and sheet tab controls at the bottom left. Each of these items is listed and described below. 
Title Bar (Only if not Maximized)
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This will only appear if the document window is not maximized. It displays the workbook (file) name. The name on a blank application would be Book1, Book2, etc., depending on how many windows are open. You can click on this title bar and drag it to move the window. The control menu box is at the left end and the [image: image12.png]


minimize and [image: image13.png]


maximize buttons are on the right end. (The minimize and maximize buttons look different on Windows 3.1.) 

Workbook Page 

Contains the grid matrix of cells (defined below) where the spreadsheet information will be entered or found. The column headings are referenced by alphabetic characters and the rows are referenced by numbers found on the left. The area where the column letters and row numbers are found is called the frame. 
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Scroll Bars 

The scroll bars are used to view different parts of the spreadsheet. You use the vertical scroll bar at the right margin to move vertically or the horizontal scroll bar at the bottom right to move horizontally. 

Sheet Tabs and Scrolling Buttons 

Tabs appear at the bottom of the document window with names of Sheet1, Sheet2, Sheet3, etc. (Refer to the diagram above.) You can go to another sheet by clicking on a different tab. Also, the scrolling buttons appear to the left of the tabs; they allow you to scroll more quickly through the sheets. 

Cell 

[image: image52.emf]

This is the basic unit of the spreadsheet. It is a location that can contain information and is most often defined by its column and row address. For example C6 represents a cell in the third column (column C) and sixth row. The naming convention for a cell reference is the alphabetic column letter position followed by the row number. C6 is correct but 6C is incorrect. You may use either lower or upper case letters when referencing a column. 

Active Cell or Selected Cell 

The cell which has the dark border around it is the active cell. This is the cell that can be acted upon and indicates where the insertion point is located. You can select a new active cell by using the keyboard's arrow keys or clicking on a new cell with the mouse. You can also use keys like [PageDown] and [PageUp] and [Home] to change the active cell location.
[image: image53.emf]

Block 

A group of adjacent cells forming a rectangle is called a block. It is defined by the addresses of the two cells that are in the opposite corners of the rectangle block area, from the top left cell in the block to the bottom right cell in the block. A block of cells can be marked by using the mouse or by holding down the shift key and using the arrow keys. Once a block is defined, you can do many things with that block such as move it, copy it, delete it, or alter the display of its contents with formatting options. 

Workbook 

This is Excel's name for a file. The workbook can have multiple sheets with different information on each sheet. This permits you to keep related data in one file rather than break it up into several different files. 

Constant Values 

Data that you type directly into a cell is called a constant value by Excel. These can include text, whole numbers, decimal numbers, dates, times, currency, percentages, and scientific notation. 

Formulas 
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A formula is a sequence of values, cell references, names, functions, or operators that produces a new value from existing values. A formula will display on the screen as a number but the formula bar will show what is really stored in that cell. As numbers affecting the formula change, the formula value will change.

DATA ENTRY 

To enter data make the appropriate cell the active cell, and type in the information for that cell. Pressing the [ENTER] key will move you down one cell; you can also press an arrow key on the keyboard to move in a different direction on the grid. If you make a mistake you can type over the previous information. 

EDITING DATA 

There are several ways to edit data. Let's say you want to replace the name Grant (A7) with Robert. First make cell A7 the active cell. Now type in Robert and press the [ENTER] key and the change will take place. Another way to edit is to double-click on the cell you want to edit and the insertion point will appear inside the cell. You can use the arrow keys and edit this cell as needed. Try doing this by changing Mint in cell A5 to Minty. Another means of editing is to select the cell (or cells) you want to change and press the [DEL] key on the keyboard to blank the marked cells. 

ENTERING FORMULAS 
Although the numbers are small and we could easily do the calculations in our head, another spreadsheet might have 500 numbers to add. A formula can be a combination of values (numbers or cell references) and math operators into an algebraic expression. Math operators include the following symbols: + for addition, - for subtraction, * for multiplication, / for division, % for percentage, ^ for exponentiation.  In addition you can use parentheses and decimal points, where needed.  Excel requires that EVERY formula begin with an equal sign (=). If you just type without this symbol, Excel treats the entry as text.  You have just created an Excel workbook. The contents of this spreadsheet include constant values (numbers and text) and formulas, and that's what can be found in the most sophisticated of spreadsheets. From here, you would generally enhance the format of the information found in the spreadsheet. For example, you might need to change the width of a cell to contain more information, you might want to adjust the positioning of column or row headings to make it look nicer, or you might need to change the way the numbers were displayed--especially if you were using decimal places. These features will be described in the second lesson. 

SAVING THE WORKBOOK 

Once you have created your Excel application, you will want to save it. This can be done in several ways, which is similar to the way files are saved in other Windows programs. The workbook file is saved by either mouse clicking on the [image: image16.png]


Save button on the Standard toolbar or using File, Save (or Save As) from the menu bar.  Go ahead and save your file. Name it EXCELCLASS. You do not need to add an extension, since Excel automatically adds .XLS as the extension to any workbook. Pay attention to what directory the file is being stored in. Some people will want to create a directory area under EXCEL to store all of their own spreadsheets. 

Columns

A common problem as you create and use spreadsheets is needing to change columns widths--sometimes making the column wider and sometimes narrower. If text in a cell is wider than the column and there is information in the adjacent cell to its right, then the text information is truncated. 
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There are multiple ways to change a column's width: 
1. Click on the column letter in the frame at the top of the column. For example, column A.

This selects the entire column. Now click on Format on the menu bar, then Column, then AutoFit Selection. AutoFit sizes the column to the widest entry; sometimes this widens the column and sometimes it narrows the column. You can select multiple columns and then use AutoFit to adjust several columns at once. 
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2. Another way to adjust a column's width is to place your mouse cursor on the right edge of a column border, in the frame area. The mouse cursor will become a double-arrow. Click and drag with the double-arrow until the column is the width you want.

3. Yet a third quick way to autofit the column is to put the mouse cursor on the right edge of a column in the frame area, so it becomes a double-arrow. Then double-click. 

INSERTING A COLUMN OR ROW 

To insert a column or row, click in the frame area on a column letter or a row number to highlight the entire column or row. Then click on Insert on the menu bar. Depending on which is highlighted (row or column), you would select either Rows or Columns. The highlighted row would move down and a new blank row appears. The highlighted column would move to the right and a new column appears. Every time you go back into this Insert, Row/Column menu item, a new row or column would be added. 

DELETING A COLUMN OR ROW 

In a reverse process you can click on one or more column letters or one or more row numbers in the frame area, and click on Edit on the menu bar. Select the option of Delete and the highlighted column or row would be deleted. These columns or rows can be empty or contain information. 

RECOVER WITH AN UNDO 

Since it is so easy to delete information, remember that you can use the [image: image17.png]


"Undo" button on the Standard toolbar to recover a deletion. Only one "undo" is stored, so only the last single action is recoverable. 

BOLD AND ITALIC 

There are some easy-to-use formatting changes found on the Formatting toolbar. If you have already typed text, you can click on the cell to be changed or highlight a range of cells, and then change the formatting. the [image: image18.png]


"Bold" button the [image: image19.png]


"Italic" button

FONT CHANGES 

Styles of fonts and the sizes of fonts can be changed by using the [image: image20.png]


"Font" list or the [image: image21.png]


"Font Size" list on the Formatting toolbar. If you are sitting on a cell and you change the font style or font size, only that cell is affected. If you block several cells and then pick a font from the "Font" list or a size from the "Font Size" list, all of the highlighted cells are changed.  The font choices that appear will depend on your computer and printer and what software is installed. Some printers have more internal fonts that others. Also typically the more software is installed, the more fonts you will have, especially if you have graphics software installed.  The "Font Size" list only gives these size options for most of the graphic fonts: 8, 9, 10, 11, 12, 14, 16, 18, 20, 22, 24, 26, 28, 36, 48, 72. Selecting 72 would make the letters one inch high; 36 would be a half inch; and 18 would be quarter inch. 

ALIGNMENT CHANGES 

Justification changes are also common modifications in a spreadsheet. On the middle of the Formatting toolbar are four buttons: 

[image: image22.png]


"Align Left"
[image: image23.png]


"Center"
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"Align Right"
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"Center Across Columns" (This merges the highlighted cells and centers the text in them.)
The left, center or right options place information at that location within its cell. If the text or number is as wide as the cell, then changing the alignment has no effect. You can change alignment on a single cell or a block of cells.  The [image: image26.png]


"Center Across Columns" option is useful for centering. Several cells, for example A1 through H1, are highlighted and then this alignment is selected. The text in A1 will appear to be centered across the cells. The text is still located in its original location (A1). For this feature to work correctly, the heading must be in the left-most cell in the block range. 

COPYING 

One of the most common reasons for copying in a spreadsheet is to copy a formula. Image that you have numerous rows or columns in which the same formula appears. You would want to be able to copy a formula and not have to manually type it in. One way to copy is to use the AutoFill handle.  The AutoFill feature is so easy to use that it is quite popular. However, it only works for adjacent values. If you had information you wanted copied to another section of the spreadsheet, you would have to highlight the cells to be copied (or a single cell), click on the [image: image27.png]


"Copy" button on the Standard toolbar, then move your current cell to another location and click on the [image: image28.png]


"Paste" button. 

MOVING 

To move information in a cell or a range of cells, highlight the cell or cells. Then click and drag on the border of the cell or cells and drag the cells to its new location. Release the mouse. This takes some practice in order to click and drag on the border.  If you move a formula, there is no change in the formula. That is, if it referenced cell B4, it would continue to reference B4. 

Using Dates 

Dates can be extremely important in a spreadsheet, especially if you are entering research data in which the date is a variable or entering budget data. Even if you do not have these types of applications, it is nice to have dates appearing to show the "currency" of the data. Sometimes it is possible that a date is calculated from other dates. To enter a date in Excel just position your cursor on a cell and type in a date in this format: MM/DD/YY, for example 11/20/96 or 9/3/96 or 01/03/95. You can type in leading zeros in a date or not; the program does not care. However, leading zeros will be dropped. If you just type in MM/DD, Excel will assume the current year. 

Using Style Options on the Formatting Toolbar

Next to the alignment buttons on the Formatting toolbar are several buttons that affect common style options for number display. The first three options can be applied to blank cells or to cells with values or numbers. 
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	Currency Style
	Adds a dollar sign and two decimal places and will add commas to longer values.

	[image: image30.png]



	Percent Style
	Multiplies the current number by 100 and adds a percent symbol at the end.
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	Comma Style
	Adds commas to longer values and adds two decimal places.
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	Increase Decimal
	Must be applied to existing numbers. Clicking here increases the number of decimal places shown in a number.

	[image: image33.png]



	Decrease Decimal
	Must be applied to existing numbers. Clicking here decreases the number of decimal places shown in a number and will round up as it drops a decimal position.


Working With the "Format Cells" Dialog Box

Although the Formatting toolbar provides you ways to format many aspects of the spreadsheet, you need to be aware of the "Format Cells" dialog box, which gives you many more options. To activate this feature, highlight one or more cells and either (1) right-click on the highlighted area and pick Format Cells from the shortcut menu, or (2) click on Format on the menu bar and select Cells from its drop-down list. The resulting dialog box shows six tabs that control different aspects: Number, Alignment, Font, Border, Patterns, and Protection. 
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NUMBER TAB 

The Number tab display shows categories on the left of the window and format code options to the right. Select the category on the left and then the specific type of coding to the right. Then click on the [OK] button to close the dialog box and apply the coding. You need to experiment with these codes to fully understand them. 

ALIGNMENT TAB 

[image: image56.png]Page Setup

Foge |

Margins. Headei/Foster

Pintpres [

Print Tils
Bows to Repeat at Top:

Coluns to Repest at Left

——
—

Pt
™ Giidines.
= e

I Black and Whie
= B ek e e





This set of options duplicates some of the buttons on the Formatting toolbar, but there are also new options here. Wrap Text takes text that is too wide for a column and wraps it to next lines within the same cell. This, of course, makes the row taller. Fill repeats the contents of the cell as many times as possible. There are also options to change orientation and make information print "vertically"; this is another way to deal with wide pieces of information without making the column wider. Note: if you have applied a trait like center across columns, you would need to bring up the "Alignment" display and change the alignment back to left to turn off this feature. 

FONT TAB 

The Font Tab sheet gives options for changing the font style and font name, as well as applying colors and picking different types of underlining. Color changes and font changes, remember, can be done through Formatting toolbar buttons. The sizes for fonts in the drop-down list are the same as on the toolbar; however, you can highlight the font size in its window and type in another number not in the listing, for example 15, 25, or 40.  A comment about color seems appropriate here. If you have a color printer, you need to experiment with applying color shading and color text and see how the various colors print. You will often have much better color choices on your screen than on your printer, depending on how much you paid for the color printer. If you have a black and white (regular) printer, colors are translated into shades of gray. Again, you need to determine which colors you can use and still have "readable" printed pages. Lastly, even if you have a regular printer, you may want to add color to your spreadsheet to help draw attention to parts of the screen. This would be particularly useful if you are entering numbers and getting results from the screen display, rather than always working with a printed copy. 

PATTERNS TAB 

One of the buttons on the Formatting toolbar is [image: image35.png]


"Color" which makes the selected cell background the color chosen. However, the Pattern tab under the "Format Cells" dialog box allows you to pick colors AND patterns. Besides changing (or not changing) the colors, you can pick patterns to help highlight information. 
USING THE BORDERS BUTTON 
Next to the decimal precision buttons on the Formatting toolbar is the [image: image36.png]


"Borders" button. Highlight the cell or cells to be bordered and click on the down arrow of the "Borders" button.  A grid of 12 border choices appears. Examples of choices here are no border (to clear borders), single and double underline across the bottom, thick line across the bottom and thin line across the top, and a thin line outside the highlighted cells. If you have several borders to apply, click on the down arrow and then keep holding down the left mouse button while you drag the window onto the spreadsheet area. This gives you a border palette to use until you close the window. 
[image: image57.emf]

There are three ways to add selective lines: 

1. through the Font tab options 

2. by using the [image: image37.png]


"Borders" button on the toolbar 

3. by using the Border tab options under Format ----> Cells." 

USING THE BORDER TAB UNDER FORMAT CELLS 

The greatest number of choices for bordering are found under the Border tab in the "Format Cells" dialog box. This dialog box takes some experimenting with to understand. 
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The Outline border refers to the outline around the highlighted area. The Left border is the left side of all the cells highlighted, the Right border is the right side of all highlighted cells. For each of the places where lines can occur, you can select the style of line, including dotted lines, single, thick, and double lines. You can also assign a color to the line. This is the only line option that gives you a way to place vertical lines in all or parts of your spreadsheet. 
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Using Autoformat

You have been examining ways to change formatting via the toolbar and "Format Cells" dialog box. AutoFormat is yet another way to apply formatting. It is found under the Format menu item. 

This dialog box has table formats listed in the left of the dialog box with a sample of the formatting in the middle display. You can apply formatting this way by either highlighting the cells to be affected, or by positioning the active cell somewhere inside a block of cells. These formatting options can affect number formats, lines, shading, justification, column widths, and colors for text. The [OPTIONS >>] button in the "AutoFormat" dialog box results in formatting choices appearing in the bottom of the dialog box. You can turn off one or more particular formatting features, for example Patterns and Number, to not change your current settings. If you do not like the results from AutoFormat, simply click on the [image: image38.png]


"Undo" button on the Standard toolbar.  You may find this feature quite useful or you may not like it. You will see that a lot of the sample formats are oriented to a total column at the right and on the bottom row. If a particular effect, like a shaded row for a total row, is in the AutoFormat, Excel applies that feature to any summary rows at the bottom of your layout. 

USING PREVIEW 

The option of Print Preview is an option found under File on the menu bar. This shows a graphical picture of your spreadsheet as it will appear when printed. You can see the placement of your spreadsheet on the paper but not read it. Clicking with the left mouse button once increases the magnification (zooms in); clicking on the left mouse again returns the display to full page. The purpose of Print Preview is to show you what will happen when your spreadsheet prints, without having to waste paper. This feature is particularly useful when you are first learning Excel.  One of the buttons in the Print Preview screen is [image: image39.png]


"Margins". Clicking here causes dotted lines to appear where the header and footer areas will be and shows the top, bottom, and side margins. When you are in the Preview screen, there is a [image: image40.png]


"Print" button; clicking here prints your file from this window. To close Preview without printing, click on the [image: image41.png]


"Close" button.  Once you have used Print Preview in Excel and returned to your spreadsheet display, you will see dotted lines on the screen where page breaks will occur, even if your spreadsheet will print on a single page. Again, this is useful for longer files to see where page breaks will be placed. 

CENTERING VERTICALLY AND HORIZONTALLY 

If you have a spreadsheet that does not fill up the page either in width or length, you can tell Excel to center it on the page. In the Preview screen, click on the [image: image42.png]Setup.



"Setup" button to see a set of tabs affecting printing. In the Margins tab display are two boxes in the lower part of the box--one for centering the page horizontally and one for centering vertically. You can use one or both of these, if you so desire. 

ADJUSTING MARGINS 

The default margin settings are: 

            Top          1 inch

            Bottom       1 inch

            Left         0.75 inch

            Right        0.75 inch

            Header       0.5 inch from the edge

            Footer       0.5 inch from the edge

Under File, click on Page Setup to bring up this dialog box, then select the Margins tab. You can enter your own measurements here to change settings.  You can also bring up margin lines in Print Preview and drag your margin lines to new locations.  If you want your centering to be a true center on the page, do not change the margins but simply use the center horizontally or center vertically boxes in the Margins tab window. If you make the left margin 2 inches and then pick the horizontal centering, centering occurs from the 2 inch measurement, not the edge of the page. 

TURNING OFF GRIDLINES AND COLORS WHEN PRINTING 

Under the Page Setup dialog box, then the Sheet tab, you will see that the Gridlines box is selected. If you uncheck this box, then screen gridlines will not print. Notice in this window there is also a choice for Black and White. You can select this box if you have a black and white printer and you do not want the printer to substitute gray patterns for colors, but it lets you have the color formatting on the screen. 

LANDSCAPE PRINTING 

One more common setting for beginners is controlling landscape and portrait printing. Portrait is the spreadsheet printed across the narrowest measurement on the paper (the 8.5" width). As your spreadsheet gets too large for one page, Excel will split it across pages as it prints. One way to fit more on a page is to reduce the size of the font and then narrow the columns, but sometimes this still will not fit everything across one page.  As your applications get wider, which they can easily do, you may want to print landscape. Bring up the Page Setup dialog box and pick the Page tab. Select the radio button landscape. You can click on the [Print Preview] button here to see what the spreadsheet looks like on the page. 

Sorting

Since keeping track of records is a common use of spreadsheets -- like records of expenditures, student grades, attendance information, data from research studies -- it is not unusual to want to change the order of the information (or records). General speaking you will not want to sort the entire spreadsheet; for example, you would not want to change the position of a title, column headings, or summary rows at the bottom of your layout.  There are two ways to sort in Excel -- using the [image: image43.png]


"Sort" buttons and using Data, Sort. The method you use will depend on the layout of your data and how many criteria (columns) you want to sort by. Before sorting, it is a good idea to save a current copy of your spreadsheet as a precaution. 

USING THE SORT BUTTONS 

If your data to be sorted is in a contiguous area (cells are side-by-side) and you only want to sort by one column, then you can use the "Sort" buttons. Make the active cell any data cell in the column you wish to sort by. You may or may not have column headings (one row at the top of the column). If you click on the [image: image44.png]


"Sort Ascending" button on the Standard toolbar, Excel will rearrange the records (rows of information) in alphabetical order if the column has text, or from smallest number to largest number if there are numbers in that column. If you click on the [image: image45.png]


"Sort Descending" button, Excel arranges rows in descending alphabetical order (Z to A), or from the largest number to the smallest number, if the column has numbers.  You need to be careful to NOT have summary data lines in the bottom row(s) of this contiguous area, or those summary rows will be mixed in with the data records. To keep summary rows from being included in the sort, you should add a blank row between the data and the summary rows, perform the sort, and then remove the blank row. (You may also need to separate out a title row from the data area.) 

SORTING USING THE SORT DIALOG BOX 

You can use the "Sort" dialog box if you want to sort by multiple criteria (up to three columns), or if you have rows that you want ignored in the sort. To select only some cells in a contiguous block, highlight the cells to be sorted (this would include all the columns but not necessarily all the rows). Then click on Data on the menu bar, and select Sort. 
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The resulting "Sort" dialog box has a radio button at the bottom to indicate whether or not your list has a header row. Check whichever is appropriate. There are three windows for indicating the sort criteria. Clicking on the down arrow in each of these windows shows a list of the column headings. You can pick one and select the radio button of Ascending or Descending.  If you do not highlight cells before bringing up this dialog box, the Excel will sort the entire contiguous block in which your active cell is located.  The "Sort" dialog box option would be most useful in larger files with many columns, since the [image: image46.png]


"Sort" buttons only let you pick one column to sort by. 

Using Absolute References

You have typed in formulas and copied them, and you saw that as the formula is copied to a new location, it is adjusted to reflect new column or row locations. That is, copying a formula that says =SUM(A2:A10) across results in the new formula changing its column letter. This is referred to as a relative address. The majority of the time you want formulas to adjust, therefore, you make them relative.  Occasionally, you will not want all or part of a formula to adjust as it is copied, so you need to use absolute referencing. This means that the formula is referencing a fixed location, is absolute, and does not adjust as it is copied.  To make a formula absolute precede the part or parts that are not adjusted with a $ symbol. The dollar symbol can precede the sheet name (which we will talk about later), the column reference, or the row reference. These are examples of formulas with absolute referencing: 

          $B$10        The column and the row are not changed

                       when copied.

          B$10         The row is not changed when it is copied.

          $B10         The column is not changed when it is

                       copied.

Working With Multiple Sheets of Information

When you were learning about parts of the screen, there was a brief discussion of sheets and tabs. The tabs display at the bottom of the document screen and the default names are Sheet1, Sheet2, Sheet3, etc. 
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The sheet feature allows you to split your data so it is in more manageable pieces. The sheets could have the same type of information, for example, enrollment data for the same classes taught in different locations (each sheet would be a different location). Or, the sheets could contain totally different information, but you have a need to use data from one sheet on another sheet. This is the example used in the upcoming exercise. 

NAMING SHEETS 

As you start to use sheets, you should give each sheet more meaningful names. Put your mouse pointer on a tab and right-click with the mouse. Select the option of Rename... in the listing and give the sheet a name. The name can be one or more words. The longer the name, however, the fewer tabs you can see at once. Also, if the sheet's name has multiple words, you will have to enclose the name in apostrophes when using the sheet name in a formula. Close the dialog box by clicking on [OK]. 

REFERENCING DATA FROM ANOTHER SHEET 

It is a pretty easy process to use data from other sheets. When you type in a formula, like =C3, Excel assumes cell C3 on the same sheet. If you want it to use a cell from another sheet, you precede the cell address with the sheet name, for example =Sheet1!C3 if there is no sheet name or =COUNTS!C3 if you had named the sheet COUNTS. Notice the use of the explanation point between the sheet name and the cell address. If your sheet name has spaces, the sheet name would have this type of appearance: ='REGISTRATION COUNTS'!C3.  If you use a sheet name in a formula and then change the sheet name, Excel automatically changes the sheet name in the formula. 

APPLYING FORMATTING ACROSS SHEETS 

If your sheets have the same type of layout, you may want to apply the same type of formatting to all of them. To select several sheets that are adjacent, first click on the tab of the first sheet in the series; hold down the [Shift] key, and click on the tab of the last sheet in the series. The tabs will all look selected (and appear white). Any formatting action done on one sheet will also occur on other sheets.  If the sheets are not adjacent, click on the tab of the first sheet, hold down the [Ctrl] key and keep clicking on the other tabs. When you release the [Ctrl] key, those sheets are treated as a group.  If you have selected several sheets, and enter information in one cell, it is entered on all parallel cells on the "grouped" sheets.  To clear the selection process, simply click on a tab that is not in the group.  If you want to select all the sheets in a workbook, right-click on any sheet tab and select the option of Select All Sheets. 

DELETING A SHEET 

You can delete one or more sheets. Click on the sheet tab (or select multiple tabs as described above) and then click on Edit on the menu bar, Delete Sheet. You will be asked to confirm the deletion. If you delete a sheet used in a formula, the formula will give an error message. 

Tips For When Your Applications Get Larger

The applications we have been using for these lessons have been rather small. They have easily fit on one page when printing, and most of them do not require using the horizontal or vertical scroll bars to see all the information. However, it is good to know about a couple of features that you might want to use as your files get larger. 

FREEZING COLUMN AND ROW HEADINGS ON THE SCREEN 

As you have more columns and/or more rows of information than will display on the screen, you will find it difficult to enter new information, because you cannot see the column or row headings. To keep either or both of these displaying on the screen as you scroll to the right or down, position your cursor on the first cell in your data that can change. Now click on Window on the menu bar, then Freeze Panes. A horizontal and vertical line appear on the screen to remind you this feature is turned on. Having turned on Freeze Panes, as you scroll through the spreadsheet, the headings stay visible. To turn off the "frozen panes," click on Window, and select Unfreeze Panes. 

REPEATING HEADINGS ON MULTIPLE PRINTED PAGES 

As your files get larger, when you print, the information is split across multiple pages. Similar to the problem of not seeing headings when you scroll through the spreadsheet, as multiple pages are printed, you won't see the column or row headings.  To include column and/or row headings on each page on a larger file, select File, Page Setup. 
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Select Sheet tab and you will see a "Print Titles" area. One window is for rows to repeat at the top and one is for columns to repeat at the left. You have to type a block range here, like A3:H3 or $3:$3 (for row 3), and cannot just indicate the row number or the column letter by itself.
Creating a Chart or Graph
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Charts can be very useful when trying to explain a set of data.  To make a chart or graph, select the data that you want to be shown Then go to INSERT, CHART (or the icon ).  From there you can choose many different layouts and choice of where to put the data. You can also choose to have it on the same page or put it on a different sheet in the same document.
PRINTING THE WORKBOOK 

When you have your workbook as you want it, you can print it. Again, this is very much like what you would do in other Microsoft programs. Your printer should have already been set up for all your Microsoft applications including Excel. 

QUITTING EXCEL 

Once you are sure you want to quit Excel, be sure that you have saved everything you want to save first. It is a good idea to close your workbook before exiting but this is not a requirement. To close, click on File on the menu bar, then Close.  Some of the ways to quit Excel are to double-click on the Control menu box, press [Alt]+F4, or click on FILE, then Exit. If there are unsaved files open, you are asked if you want to save the open file(s). 

OPEN VERSUS NEW 

When you have an existing file, to modify or print it you open up Excel, and then select the [image: image47.png]W



Open icon on the Standard toolbar. The process is similar to other Microsoft programs. You can change the directory area or drive to look for files in other locations.  If you already have an Excel file displaying and click on [image: image48.png]W



Open you can load (or open) another file in another window. These are not the same windows. The number of windows (files) that can be open at once depends on your computer's memory, but normally you should be able to have at least 4 or 5. To see how many files you have open, click on Window on the menu bar and at the bottom of the drop-down window you will see a list of the open windows. Clicking on the filename in this listing is one way to jump to another spreadsheet without closing your active one.  You would use the [image: image49.png]W



Open button to open/retrieve an existing workbook. You would use the [image: image50.png]


New button to go to a blank sheet layout to build a new workbook.
