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| Objectives

By the end of the modul e, students should

» be ableto identify the Title Bar, Menu Bar, Standard Toolbar,
Formetting Toolbar, FormulaBar, Vertical and Horizonta
Scrollbars, Status Bar, Row Labels, Column Labels

» know how to change the selection (active cell or active sheet, for
example) from cell to cell and from sheet to sheet

» know how to enter text, formul ae and other information and how to
deleteit or make changesto it

» remember to confirm cell contents after making changes

» know how to insert and delete rows and columns, how to change the
width of a column, and how to centre a column above several others

» be ableto format cell contents (for example aignment, bold etc.,
number of places after adecimal point)
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| Objectives |

By the end of the modul e, students should

» beableto usethe SUM function

» understand the way formulae are copied from cell to cell and know
the importance of the $ prefix

» beableto sort an Excel list

» know how to create a chart using the Chart Wizard button, and how
to delete, move and change the shape of achart

» know how to save a worksheet and to giveit a helpful name
» beableto preview and print either achart or a worksheet

» know how to change margins, centre a worksheet horizontally or
verticaly on the page, change the default header or footer
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‘ Excel — Description of the Screen

» The Excel window isheaded by several bars which you
should learn to identify:

1. TheTitleBar (blue, saying Microsoft Excel - Book1)

2. TheMenu Bar (with File, Edit, View etc.)

3. The Standard Toolbar (with the New, Open, Save etc.
buttons)

4. The Formatting Toolbar (with the Font, Font Size, Bold
etc. buttons)

5. TheFormulaBar (with the Name Box on the |eft)

6. TheHorizontal Scroll Bar

7. The Status Bar
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‘ Workbooks and Worksheets |

» The main part of the screen is called a workbook.

» This consists of a collection of worksheets, initially called Sheet1,
Sheet2 and Sheet3.

» These names are to the left of the Horizontal Scroll Bar near the
bottom of the screen.

» Each nameis on asheet tab

» Sheetl ison top to begin with. Thisisthe active sheet.

» Click the Sheet2 sheet tab with the left mouse button. This worksheet
becomes the acti ve sheet.

» Click the Sheet 3 sheet tab, note what happens, then...

» Click the Sheet1 sheet tab. Thisis the only worksheet which will be
used in this session.
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‘ Title and Menu Bars

»In thismodule we're going to talk about how we can
actually speed up our worksheet creation process by using
some of the shortcut buttonsthat are available for us.

»We're then going to talk about hyperlinks and how we can
use these not only to access webpages but also to insert
hyperlinksto other worksheetsinsde of our workbook.

»We're then going to talk about how we can customize
templatesin order to reuse workbooks over and over
again.

»finally we're going to talk about how we can redlly start to
spice up our workbooks by inserting items such as
ClipArt.
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‘ Title and Menu Bars |

» Sinceyou'rejust getting started working inside of Excel one of the
most i mportant things for you to do in order to get started isto learn
about the various options that exist within the Excel application
window and learn how to actually navigate through this window.

» So we're going to first identify which options are available on the
menu bar and where exactly that exists.

» Wel'l talk about thetitle bar and then we're going to discuss the
various toolbars and what function they actualy serve.

» Well see what the difference is between rows, columns, and cells
and then if you have any questions outside of class you'll see how to
use the Office Assistant to actually answer those questions directly
for you.
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‘ Title and Menu Bars

» Thefirst thing we want to take alook at isthetitle bar and
the menu bar, and thetitle bar isat the very top of your
Excel application window and its going to contain just
that.
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‘ Titleand Menu Bars |

» Now below that title bar is your menu bar and you'll see here the
many different options that you have, file, edit, view, insert, format,
tools, data, window, help, these al contain drop-down menus which
give you the full options that exist within Microsoft Excel.

P It's going to give you al the different features and tools that you can
access to create and to enhance those workbooks or those spreadsheets
that you're working in.

» Now just like al Microsoft products there are severd different ways
to actually access many of these different tools, but inside of this menu
bar you're given the full access of these tools.

» You'll seeevery tool that's available to you inside of one of these
_ different menus.
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‘ Titleand Menu Bars

Title Bar
E Microsoft Excel - PTO_Totals.xls

File Edit View Insert Format Tools Data Window He

Menu Bar

Title Bar: Menu Bar:
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* Contains File, Edit, View, Insert, Format, Tools,
Data, Window, and Help drop-down menus

« Contains the current worksheet title
and includes the minimize, maximize
and close buttons.

» Toolbars give you quick and easy accessto alot of the
tools that you'll seeinside of those different menu options.

»We're going to take alook first of al at the standard
toolbar. You'll seealist of al these different shortcut
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| Standard Tool bar |
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» Now we have several different optionsthat exist on the
standard tool bar.

» For instance we could use the new, open or save optionsin
order to create new workbooks, open existing workbooks or
save the workbook that you're currently working in.

» Y ou also have the print option, we have the cut, copy and
paste options.

» Now there are more advanced features on thistoolbar as
well, such asinserting hyperlinks and working with formulas,
but we're going to get into those options later.

»-Just keep in mind that you can access these different
shortcut buttons to alot of the standard menu options directly
on thistoolbar.
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‘ Formatting Tool bar |

» The formatting toolbar normally situations directly bel ow
that standard tool bar, and this formatting toolbar again
givesyou many different shortcut optionsto alot of the
menu featuresthat you'l find.
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[Z) » On the formatting toolbar you can see different itemslike
bold, italicize, underline.

» Y ou can change the alignment options within the cells of
your spreadshest.

» There are several different options of actually formatting
the way that your data appears on the spreadsheet that you're
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»Let'stakealook at all the different piecesthat actually
make up aworksheet, because aworksheet really just

; TOTAL: A .
| aee— J actually working in.
. » Just keep in mind these options, although you'll find them
z aso in the menu bar, you can find them directly as shortcuts
... o 1t o1 on this formatting tool bar.
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‘ Cells, Rows, Columns, and Worksheets | ‘ A Cdl

» A cell can contain numbers, it could contain text, it could
contain a formula.

» Columns are smply avertical line of cells.

» They're also named by |etter, so they'renamed A, B, C, D
and so on.
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consists of columns and rows, and when these columns > Redlly acell isthe most basic part of any worksheet.

2 and rowsintersect acdl is created. g2l » Now the cell isnamed by first of all the column, and then
secondly the row. So an instance of a cell would be B3, or
S 8 B4, or C5.
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A Column | A Row

» Rows are the horizontal line of cells.

B » Rowsarenumbered 1, 2, 3, and so on.
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‘ Worksheet |

» A worksheet isbasically the container for al of these
different items.

» |t'sthe container for the columns and rows and the cells
that exist.

» Y ou could have several different worksheetsin any one
workbook.
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‘ The Name Box and Formula Bar
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» The name box and the formula bar are found directly
below that formatting toolbar.

» The name box contains just that, the name of the cell.
» It will contain theintersection of that column and row.
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‘ The Name Box and Formula Bar |
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»if wewereto click on January, that's cell B2.

» The name box is going to actually show usthat that were
currently selected or we've currently clicked on cell B2.

»Now in this version of Microsoft Excel, the column and
the row will also be highlighted.

» Y ou'll notice the blue highlights on column B and row 2.
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‘ The Name Box and Formula Bar

» Now because the contents of this current cell B2 says
January in the formula bar you're able to see the wor
January.

»|f this had contained a formula it would show that formula
insde of thisformulabar.

» Now this comes in handy when your cells contain large
amounts of data, because not always will you be able to see
all of that data directly insde of the cell itself.
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Sheet Tabs and Scrollbars |

» if you have more than one worksheet how can you actualy navigate
through these different worksheets?

» These sheet tabs alow you to click on each of thesetabsin order to
change the worksheet that you're currently viewing.
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Sheet Tabs and Scrollbars

» These sheet tabs are located down towards the bottom of
your actual workbook.

» Now by default these sheet tabs are label ed sheet 1, sheet
2, sheet 3, and so on, but you do have the ability to rename
these sheet tabs and you can actually fill these sheet tabs
with up to 31 characters of text.
8
lj‘mm 1ad 015"
Ready )
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| Sheet Tabs and Scrollbars |

» Asyour individual worksheets get larger and larger, you'll
also want to be able to scroll through all of your columns
and rows.

»Using the vertical scrollbar you're able to see additional
rows and using the horizontal scrollbar you're able to see
additional columnsins de of your actual worksheet.

» The scrollbars are located towards the far right-hand side
of your workbook and at the bottom right corner of your
workbook.
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‘ Opening an Existing Excel Workbook

» There are several ways of actually working with different
workbooks.

» One way isto open an existing workbook that maybe
someone else has created for you.

» There are a couple of things that you need to know when
you're actually opening these existing workbooks.

» Thefirst thing that you need to know isthe name of that
workbook or that file.

» The second thing that you need to know iswhereisit
located? Isit located on my computer, isit located on a
disk somewhere, or isit out on maybe a network drive on
the server?

(
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‘ Creating a New Workbook |

» And then, of course, you have the ability to create a brand
new workbook and customize it to your very own liking.

» Y ou gtart with a blank worksheet and you can formit to
however you like.

P Y ou can adjust the datain order to make it appear the way
you want it to.

» Y ou could create a chart if you wanted to out of thisown
data that you're plugging in.

»Now we're going to go into chartslater on but just know
that it isavailable for you to use.
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‘ Demonstration: Opening and Creating Workbooks
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‘ Entering and Editing Text |

»\We can enter text, aswell as numbersinsde of the cells
within our worksheets.

»\We can also enter formulas

Values Formulas
12,450 =A1+A2+A3

Q1 PTO Totals =SUM(AT:A3)
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P Let's say that we wanted to enter in some text into our
worksheet. All we haveto dois click on the cell that we
want to enter in that text and then smply start typing.

» So we could type in something here, hit enter, and that text
isnow entered in.
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Entering and Editing Text |

» Now if we wanted to change that text, we could Smply
click onthat cell again, start typing, and you'll see that it's
going to overwrite the text that was aready in there.

»But let's say that you didn't want to completely overwrite
it, you just wanted to adjust it.

» Then you can doubl e click, you'll seethat the cursor is
blinking inside of that cell now, and you are able to back
space and re-enter text into that cell and it's not going to
overwrite the entire cell, it'sjust going to overwrite
whatever areasyou either highlight or you backspace to
reenter.
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Entering and Editing Text

3 Microsolt Excel - Bookl
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Use the Formula bar as an additional method
for entering and adjusting textinto a cell

» Thereis actualy one additional method to entering in text or
adjusting text in any cell, and that's by using the formula bar.

» If you click into any cell, let's say that you wanted to reenter some
text, or change the text that's existingin acell.

» Just like we went in, we double clicked the cell in order to adjust
that text, we can single click into that cell and use the formulabar to
either use our backspace key to delete text that's in there and reenter
it, or we can simply highlight the entire line of text that'sin there
and retype the entire message that we've entered in.
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‘ Resizing Rows and Columns |

» A lot of times asyou're entering in text into cellswithin
your worksheet, the text will be cut off because the cell

& isn't large enough.
2 > It'snot large enough to be able to actually see what's
contained inside of the cell.
;%’ » S0 in that case we need to smply resize our cells.
]
©
[a] January Sa January Sales
February S February Sales
March Sal March Sales
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‘ Resizing Rows and Columns

» Now we have actually several different methods that we
can go about resizing our rows and our columns inside of
our worksheet.

»|f you wanted to use the click and drag method, all we
haveto do ispoint our mouse cursor over to the right-hand
side of our column on that far right-hand line.

»Y ou can see when we do thisour cursor changesinto a
double sided arrow.

»When we click, we're able to then drag over to the right-
hand sidein order to increase the width of this column.
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Formatting Cell Properties

»Now although it is great to have the ability to actually
resize these rows and columns by ourselves

»\When we have hundreds of different cellsthat we need to
worry about we don't really want to have to go through
and automatically resize these different cellsin order to
make thewordsvisible.

»\We have the ability of actually changing the cell
properties so that we can use an item called text wrap in
order to have Excel automatically expand the size of any
individual cell or row or column, in order to fit the text
we'retyping in there.
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‘ Merging Cells and Formatting the Worksheet |

»\We can also use an option called merging which allows us
to combine several cellstogether.

» Thisworks especially well in the case of creating atitle.

» Now once we've merged these cell stogether and we've
been able to create atitle, how do we go about actually
formatting the cells so that it really looks like atitle rather
than just another cell on our worksheet.
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‘ Merging Cells and Formatting the Worksheet

» Thefirst thing that we need to do is highlight the cell sthat
we actually want to change the properties of
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»|f we wanted to change the properties of the entire
worksheet we could click on that empty cell that's above
row 1 and to theleft of column A, and that's going to
highlight all of the cellsin our entire worksheet
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» Fromthe format menu we're going to select cells, and then inside of
this format cells dialog box we're able to change several different
things.

» We're going to stick on the alignment tab and let's say that we wanted
the horizontal alignment of every cell in our worksheet to be centered.
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‘ Using AutoFill |

P Let's say that you were creating a series of numbers, 1, 2,
3,4 and so on, or theligting of al the different months, or
days of the week.

» Y ou don't have to go through yourself and actually plugin
all of this different information.

»Aslong asyou establish a pattern, Excel will finish filling
inthe rest of that pattern for you Janvary

» Solet'sgoin and well see how wecan actuaﬂy
accomplish this. f f
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» Let's say that You wanted to create alist of al the months of the year.

» You start with January, You typethat in

» Thenif you hold my cursor down in at the bottom right corner of this
cell, it changesinto aplus sign.

S Microsoft Excel - Bookl
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P Y ou can see how it's giving you a preview now of what its
going to put insde of therest of these cells.

» Excel automatically filled in therest of that pattern for

you.
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‘ Using AutoFill

» Y ou could do the same thing with say the days of the
week.

) Fe Edt View lest Fomat ook Dota Wedow Hep
DEHSGRIVE DB /90 we.zw“y

DataProcessing 6

BIL101E I ntroduction to Computer & I nformation Systems 25 )

‘ Applying Cell Borders and Cell Shading I

» First highlight the cells

» Clicking thefill color drop-down list and select whatever
color that you want to use.
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‘ Applying Cell Borders and Cell Shading

»Now we're able to see how applying just alittle bit of color
can really enhance theway that this worksheet actually
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Applying Cell Borders and Cell Shading |
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‘ Applying Cell Borders and Cell Shading
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‘ Applying Cell Borders and Cell Shading |
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Applying Cell Borders and Cell Shading
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Applying Cell Borders and Cell Shading |

os0f Excel - PT .
File Edt View Inset Fomat JTook Data Window Help
SHAGRVE4DB: F/9 08 2k me w0
cN B ZU EEEHES % B8 s:ie:iu:l-a.Avl

P

Tieaqmsoniaheh - - & X

DataProcessing 6

o e rorais i
Ready L) |
((BIL101E  Introduction to Computer & I nformation Systems 272 )

Applying Cell Borders and Cell Shading
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Applying Cell Borders and Cell Shading |
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Applying Cell Borders and Cell Shading
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‘ Applying Cell Borders and Cell Shading
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‘ Applying Cell Borders and Cell Shading
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Applying Cell Borders and Cell Shading
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‘ Inserting Cells, Rows, Columns, and Worksheets

» Oftentimes as you're working insde of Excel you'll
remember that you have forgotten certain key pointsto
insert into your worksheet.

5 icrosof Excel- P10, Totolsxis
@) b ot Yo |iom | Fama Tods 0o
DEdad o

»Well, Excel alowsusto very easly

(

= £ insert different itemslike cells, rows,
B columns, worksheets, and charts
7 | directly into our workbook.
3 Becky|
1 Alex| N r
5 Phil . r
6 Jodi [
:
ﬁ
RE e —
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‘ Deleting Cells, Rows, Columns, and Worksheets |

these options.

»Now just like you can very

© eadly insert al these

o different feature cells, rows,
(=

' columns, and worksheets,
you can del ete them very

c easily aswell.

8

» The only differenceis that
rather than going through the
insert menu we're going to
go to the edit menu to delete
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‘ Copying Cells, Rows, Columns, and Worksheets |

»\We can also copy these same features onto the same
worksheet or any other worksheet or workbook

) Ee £k Gew Iwet Fomst Iob Dsa Wndow b
NEEHISRITVEI SRR S/ -0 -84 E
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Using Drag and Drop

» Using the drag and drop method we don't even have to use
the menu option to copy or the standard tool bar to copy
and paste.

»We can smply use our mouse to drag and drop whatever

» Something nice about thisdrag and drop method is that
you aren't limited to only dragging and dropping inside of
one workbook.

» Y ou can actually drag and drop items between different
Excel workbooks altogether.

» Y ou could even drag and drop between Microsoft Word
and Excel if you wanted to do so.

»|f you have a workbook that's open and you wanted to
drag and drop maybe atableinto Excel all you have to do
ishighlight that table ins de of Word and drag and drop it
directly insde of your Excel spreadsheet and you're able
to copy it that way aswell.
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e T L cell that we want to copy fromitsoriginal location to its
a1 PTO S m— destination.
SR . c\"ﬁ;ﬂ" » We can copy these from within the same worksheet, or we
T 2 2 Workshoet can copy them throughout different worksheets or
B . - 3 =y different workbooks entirely.
8 Clipboard
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‘ Tips. Using Drag and Drop | ‘ Clearing Céell, Row, and Column Content

» A lot of timesyou'll want to clear the
contents of acell or you'll want to clear
the formatting that existsinside of the
cell but you don't want to remove the
entire cell altogether.

P Y ou can use the clearing optionsin
order todo this.

» Y ou can clear one cell at atime or you
can clear multiple cellsat onetime.
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‘ Hiding and Un-Hiding Rows and Columns |

» Youll use the ability to hide and unhide rows and columns in order
to hide sensitive information.

» Let's say that you wanted to print off thislist of salesrep info but
you wanted to hide the social security numbers and the clothing
sizes of these sales reps.

» You can simply highlight those columns and you can hide them so
that they're still on your worksheet, but they're just not visible any
more.

» You can then print out the worksheet, nobody will know that they
even existed.

» Youll seeas we'rein the electronic form, or we're still inside of
Excel, that it now jumps from F to K and it does this because those
columns are till listed there, they'rejust hidden.

DataProcessing 6
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» Thefirst step in hiding columns or rowsisto determine
which column we actually want to hide.

P Let's say that we wanted to hide the social security
numbers for these different salesreps.

Fle Edt Vew It Fomal Iook Data Widow Heb

PRETATIEN

5 Hil\sheet1 (Shest { heets
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DataProcessing 6

‘ Hiding and Un-Hiding Rows and Columns |

» Right click and then select the option to hide.

) Fle Edt Vew let Famal Toos Daa

s -1 B Z U=
& Social Secuity #
E

Wndow Heb

SHOERTE AR 29I -ef)
% 0 WB|EE B O-Af

Tieagesiniabep - - 8 X

City

ress
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cottscale

777 Norih Skyie Ditve

4 Varsty Avenue

ollsge Park

45 Hil\sheet1 (Shests f heets

Clat Coerts
& Fomat Ceks.
ol Widh

BIL101E - I ntroduction to Computer & Information Systems

288 )

DataProcessing 6

»You seethat it first of al putsadarker linein there
indicating that it's hidden, and it's also jumped from F to H,

hiding G.

=

ozoft Excel - Sales Rep Info.xls
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P Let's say that we wanted to hide columns F and H aswell.
»Well smply highlight those, select the option to hide

again.

3 Micx

ozoft Excel - Sales Rep Info.xls
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‘ Hiding and Un-Hiding Rows and Columns

»Now we're jumping from column E to column |
»We gtill have that darker linein there.

B
Daa vindon Heo s - . 8 X
DEEHSERITEH/ S DB 59 082 NiWew -]
7] on oim sy EEEEs %0 W R |
B2 v AP
S E i E 7 T Ca |
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4 Varsty Avonus olege Park | WD | ovBs | 1 T
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‘ Drawing Shapes

» Just one of the many featuresthat are available on this
drawing toolbar isthe ability to add lines or squares or
rectangles or circles onto your spreadsheet in order to
draw attention to key elements on that spreadsheet.

O

DataProcessing 6
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» Notice down at the bottom that we don't have that appearing right
now.

» |f we go up to the view menu, down to toolbars, you'll see that there's
an option for the drawing toolbar there.
» You can asojust right click anywhere up in the toolbar areaand

select the option for the drawing tool bar.
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» Right now we're using the line feature to insert lines into our
document.

» Noticeif | click on it once we're ableto insert oneline.

» If we double click on that option we're able to insert as many lines as
we want to because it remains highlighted.

‘ Drawing Shapes

» Draw the following shapes
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‘ Adding and Deleting a Named Range ‘ Formulas
» Especialy helpful when you're working with alarge number of . .
cdls, or cellsthat contain a specific theme » Arithmetic operators
[Z] » For instance months of the year. Rather than having to plugin all of © + —-* /1 n
- these different months of the year into a specific formulaor having N » comparisons
£ to work with all of these different cells, we can create anamed £ — < <= > S= <>
4 i a = S <5 2 2E
range called, for instance, months of the year and now we only have .
8 to work with one cell, or one range of cells rather than 12 separate 5] > functions _
% cdlson their very own. ey T3 % * Sum, Average, Max, Min, Now, If, ...
by s
8 e = ] > Examples
Moy s
S e =SUM(B3:B6)
ocaber 125
e s = AVERAGE(A1:B4)
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‘ Relative and absolute cell references . . R .
P Excel looksat acell referencein aformularelative to 1 2 20 5
= wher e the formularesides, unlessthe cell reference =
contains the absol ute-cell-reference indicator ($). 2 4 5 0 0
D . H D
, » Relativeis the default. EXG[Tarrerelie , T
formulain cell B4 thisway:
S A 5 c S K 6 7 40 15 Excel
o Find the value in the cell o interpret
< 15 e g =Al+B2- A2 this
a add it to the value in the cell o
P 10 2 cellsup fromme; then formula?
multiply that sum
3 3 by the value in the cell 5
1cell up fromme.
4 =(B1+B2) *B3 Display answer. What happensif | copy the
6 formulaand paste it to cell A5?
Note: Precedencerulesapply.
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What happensiif | copy the
formulaand paste it to cell B5?

from me.

Display answer.
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Excel
i i ) 2 20 5 interpretsthe
»How does Excel interpret this formula? 1 3 formnla in
© A B ¢} D © K 4 5 30 10
= 1 2 3 20 5 o
2 = 6 7 40 15
2 4 5 30 10
8 8
3 6 7 40 15
E i YT E 4 |=$A$1+B2- A2
[a} B (e} and subtract that
sum from
5| =A2+B3-A3 ° thevaluein
the cell
6 . 2 cellsup
6 What happensif | copy the fromme.
formulaand paste it to cell B4? .
Display answer.
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A B c D Excel Excel
1 interprets the A B c D interprets the
2 3 20 Sl formulain 1 2 3 20 PRl formulain
cell B4 cell B5
this way: this way:
3"’ 4 5 30 10 Y o I . o
Take the value 5 30 Take the value
=2 in exactly A1, =2 in exactly A1,
7] 3 6 7 40 JJ add it to the a add it to the
value in the 3 6 7 40 I value in the
8 cell that is 2 8 ce” that is s
fon _ cells up and o cells up an
el 4 |- $AS1+B2-A2 |=$A$1+C2-B2 1 right from me, © = $AS1+ B2 - A2 1 right from me,
g and subtract g 41= and subtract that
5 that sum from
sum from the value in
the value in ° =$AS$1+C3-B3 the cell
6 the cell 2 cells up
2 cells up 6 from me.

Display answer.

((BIL101E  Introduction to Computer & I nformation Systems

303 )

THE END
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