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A First Look at Excel 2003

Learning Module Objectives

When you have completed this
learning module you will have
seen how to:

Create a new default workbook

Create a new workbook file using a specified template
Open an existing workbook

Enter numbers

Enter text

Enter dates or times

Modify the movement of the active cell when you press Enter
Enter data into a range of cells

Fill a range of cells with the same data

View items that will be corrected by AutoCorrect
Add items to AutoCorrect

Delete an AutoCorrect entry

Use a Pick List

Move using the mouse

Move from cell to cell using the keyboard

Move within a selection

Move between sheets using the mouse

Move between sheets using the keyboard

Move using Go To

Move within formulas

Select a cell

Select a range of cells by dragging the mouse
Select a range of cells (making up a rectangular block)
Select a hon-contiguous range

Select a row

Select a column

Select an entire worksheet

Select several sheets

Select all sheets

Insert a row into a worksheet

Insert a column into a worksheet

Delete a row or column

Insert cells or ranges

Save a workbook

Save a backup copy

Save summary information

Move to a different worksheet within a workbook
Move to the first or last worksheet in a workbook
Move between worksheet tabs using the keyboard
Check spelling in a worksheet

Close afile

Minimize a workbook window

Exit Excel 2003
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+ Easy to use

The Advantages of Using Excel 2003

+ Powerful and flexible

* Learn on a ‘need to know’ basis

. Motre Dame University Excel 2003 - Slide Mo, 2

The Advantages of Using Excel 2003

Background

Excel 2003 is an advanced computer-based spreadsheet which combines
incredible power and flexibility with ease of use. You can learn how to use Excel
2003 on a “need to know” basis. For instance, you may never need to learn about
the very advanced features such as Pivot Tables, yet you can still use the
program to achieve your desired goal. Excel 2003 is a program where the more
you look and the more you investigate the sub-menus, the more you see!

The really big advantage of using any computer-based spreadsheet, as opposed
to writing down all your figures on a piece of paper, is that you can change any
particular piece of data. Providing you have used the correct functions and
formulae within the spreadsheet, the computer will do all the work necessary to
re-calculate all your end values (such as totaling columns of figures).
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What are Workbooks and Worksheets? |

« A workbook is

Ed Microsoft Excel - Book1 M=l
made up of |E) Fie Edt Vew Insert Formet ook Data Window tep DS TR
. DEEa SRY RBARAS & = - @@= ~4F e 2
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worksheets Al SIS o
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» A worksheet is ]
made up of the B
rows and columns |y imsnesy (sgerssgrlde oy i
into which you -— - | —
enter your
information Worksheets
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What are Workbooks and Worksheets?

Background

You enter your data into a worksheet. It consists of rows and columns and is
essentially a very large table.

The worksheets in turn are grouped together into a workbooks. By default each
workbook in Excel 2003 contains 3 worksheets which are identified by tabs
displaying along the bottom of your screen which identify the individual worksheets
making up the workbook. By default the first worksheet is called Sheetl, the next
is Sheet2 and so on.

24
|44 > [p[Sheetl { Sheet? f Sheets /

By default each new workbook you open will contain 3 blank worksheets, although
you can increase this number or reduce it down to a workbook which only contains
one worksheet.

Within Excel 2003, you can have up to 65,536 rows in a worksheet and up to 256
columns! That's room for a lot of data!
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/Creating and Opening Workbooks

* Opening a NEW OPEN
workbook

— Allows you to open an \ ":/
existing workbook D G H

» Creating a
workbook

— Allows you to create a
new, ‘empty’ workbook

The last few files that you opened
are displayed at the bottom of the
File drop down menu!
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Creating and Opening Workbooks

To createanew e Click on the New icon located within the Standard toolbar
default

workbook OR press Ctrl+N

To createanew e Click on the File drop down menu, and then click on the New command. The
workbook file New dialog box will be displayed. To create a workbook using the default
using a template, click on the Workbook icon, located within the General tab. Click on
specified the OK button to continue.

template

To create a new specialist workbook, using a pre-defined template, click on any
of the other tabs that may be displayed, such as Spreadsheet Solutions, and
then select the required icon (such as Invoice). Click on the OK button to

continue.
To open an e From the File menu, choose Open
existing
workbook OR click on the Open icon on the Standard toolbar.

e Locate the file that you wish to open and then double click on the file name to
open it. If you need to change to a different folder, then you can use the Up
One Level icon

OR you can click on the down arrow next to the Look in field.
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Entering Data

» Select the cell into which you wish to enter the data
— Numbers will be right-aligned by default
— Text entries are left-aligned by default

 To enter the current date
— Press CTRL+;

 To enter the current time
— Press CTRL+:
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Entering Data

To enter e Select the cell in which you want to enter a number and type in the number. If
numbers you want to make the number a negative, type a minus sign in front of it or
enclose it in parentheses.
e To indicate decimal places, you type a full stop.
e The numbers will be right-aligned by default. If you wish to enter a number or
formula as text, type an apostrophe before it.

To enter text e Select the cell in which you want to enter the text and then type in the text. Text
entries are left-aligned by default.

To enter dates e Select the cell in which you want to enter the date or time and then type in the
or times date or time. Separate the date with either hyphens or slashes.
e To enter the current date, press Ctrl+; to enter the current time, press Ctrl+:

To modify the By default when you press Enter in Excel, the new active cell becomes the “next
movement of cell down”. If you are upgrading from another spreadsheet program, where you may
the active cell be used to the active cell not moving when you press Enter, then the ability to
when you press  modify this behavior may aid transition to Excel!

Enter

e From the Tools menu, select Options to display the Options dialog box. Then
select the Edit tab.

e Select or de-select the Move selection after Enter check box.

e You can then set the direction in which the active cell will move by clicking on
the down arrow in the Direction section of the dialog box. Click on the OK
button to close the Options dialog box.
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when carrying out data entry

Entering data into a range of cells

Filling a range of cells with a single value

AutoCorrect

AutoComplete

Pick Lists

kotre Dame University

Further Data Entry Techniques

+ There are a number of techniques to be aware of

Excel 2003 - Slide No. 6«

Further Data Entry Techniques

To enter data e Use the mouse to drag across a B3 =

into arange of range of cells into which you wish A

cells to enter numbers. This will

highlight the selected range as
illustrated.

e Type your first entry and press
Enter — the active cell moves

.|m|w|m|u\|h|m|m|—\

down one location.

e Enter the remaining numbers

following each with the Enter key. 03 k|

When you reach the bottom of A

each column (in the selected

range) the active cell moves to
the top of the next.

[}
= O

.|m|w|m|m|h|m|m|—\

To fillarange of e Highlight the cells you wish to fill.
cells with the e Enter the information that you wish to fill the
same data selected range with.
e Press Ctrl+Shift+Enter and the range will be filled.

A3

=% o =[Morth

A

E | ¢

mlmlﬂlmlmlhlw I\J|—‘

Morth|

[



A First Look at Excel

9

Excel 2003

Notre Dame University

+ AutoCorrectlooks
at the entry you
are making and
checks it against
a (pre-defined) list
of common errors

+ If you make a
common error
AutoCorrect will
make the required
correction

kotre Dame University

AutoCorrect

AutoCormrect: English [U.K.])

AutoCorrect ]

[V Correct TWo INitial CApitals

[ Capitalize first letter of sentence

[V Capitalize names of days

[V Correct accidental use of cAPS LOCK key
¥ Replace text as youtype -

Exceptions. .. |

Replace: With:

| |

(c) © -

(ch :I

’:tl‘ﬂ) ™

;blhout ;Eaut LI
| oot |
OK | Cancel |
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AutoCorrect

To view items
that will be
corrected by
AutoCorrect

To add items to
AutoCorrect

To delete an
AutoCorrect .
entry .

Open the Tools menu and select the AutoCorrect option.
Enter the incorrect spelling in the Replace box.
Enter the correct spelling in the With box.
Click the Add button. The entry is now in the AutoCorrect list.
Click OK to finish.

Open the Tools menu and select the AutoCorrect option.
Select the entry you wish to delete from the scrollable list.
Click on the Delete button and then click OK to finish.

Open the Tools menu and select the AutoCorrect option. Use the scroll bars to
move through the items listed in the Replace and With section. As you can see if
you enter (c) this will automatically be replaced by a © symbol.
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-

+ When you start entering data into an

AutoComplete

match from the existing data above it

\ Motre Dame University

empty cell, directly below an existing list,
then Excel will automatically offer you a

™~
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AutoComplete

e Say you have entered the following data.

¢ Click on the cell directly below the existing list.

¢ In this case as soon as we enter the letter C, then
Excel will offer the rest of the word Car, as
illustrated.

e At this point you can continue to enter the rest of a
word and then press the Enter key

OR you can press the Enter key as soon as the
AutoComplete offers to enter the word Car, and
the word Car will be inserted into the cell.

Van
Truck
Car

“an
Truck
Car
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Using Pick From List
_ Cut + Right click on A |
Copy the empty cell 1 |[Tom
@ paste directly below 2 |Dick
Paste Special... isti i
an existing list 3 IBill
Teor and select “Pick 4 |H
Delete... From List” 5 .
Clear Contents & |Bil
3 Insert Comment 7 De
Format Cells... 0 Tom
Pick From List... 9

W& Hyperlink. ..
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Using the Pick List

To use a Pick Similar to AutoCorrect in concept.
List
e Position the active cell below to a list.
¢ Point at the cell and depress the right-hand mouse button.
e Select Pick From List.
e Select the required item and click the left mouse button

OR select the required item and press Enter.

An example of e Say you have entered the following

. . . Van
using a Pick List data. Truck
Car
e Click on the cell directly below the Van
existing list Truck
¢ Right click to display a pop-up menu. Car
e Select Pick From List and you will T
see the following. Truck
Wan
e Click on the required item. In this Van
example we selected the word Truck. Truck
It is then displayed as illustrated. Car

ITruck _l
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/ Navigating in the Worksheet

+ Use the mouse to click on the cell to
which you wish to move rxrerye 7]

+ Use keyboard shortcuts
" Row differences
+ Use the Go To feature " Column differences
{ (Diechderts
" Dependents
Go tor % Dir il
=l . e allevel
F Errors - La;_tr.ei
(" Blanks " visible cells only
" Current region " Conditional formats
" Current array " Data yalidation
= (" Objects & al
Reference:  Same
I
oo | x| _coca | [ox ] _cona |

TIP: The row and column headers are highlighted to make to
easy to identify the active cell(s)

- Motre Dame University Excel 2003 - Slide No. 10 ¥

Navigating in the Worksheet

To moveto a e Place the mouse pointer on the cell and click.

cell using the

mouse

To moveto a e Enter the cell that you wish to jump to into “ Arial

particular cell the Name Box (at the top, left of the

(quick way) screen, as illustrated). In the example 19 j
shown the cell reference J9 has been
entered. When you press the Enter key B | C
you will jump to the cell you entered. 1

To move from ¢ To move from cell to cell, use one of the following methods:

cell to cell using
the keyboard

Press this: To move:

- One cell to the right.

« One cell to the left.

N One cell down.

T One cell up.

Ctrl + > To the right-hand edge of the current region.
Ctrl+ « To the left-hand edge of the current region.
Ctrl +4 To the bottom edge of the current region.
Ctrl +T To the top edge of the current region.

Home To the first cell in the row.
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To move within
a selection

To move
between sheets
using the
mouse

To move
between sheets
using the
keyboard

To move using
Go To

To move within
formulas
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Press this: To move:

Ctrl+Home To the first cell in the worksheet.

Ctrl+End To the lowest right-hand cell in the worksheet that contains a
data entry.

Page Down One screen down.

Page Up One screen up.

Alt+PgDn One screen to the right.

Alt+PgUp One screen to the left.

e Use one of the following key combinations:

Press this: To move the active cell:
Tab To the right one cell.
Shift+Tab To the left one cell.
Enter One cell down.

Shift+Enter

One cell up.

¢ Place the mouse pointer on the sheet tab you want, and click.

e Use Ctrl+PgDn to move to the next sheet.
e Use Ctrl+PgUp to move to the previous sheet.

e From the Edit menu, choose Go To in order to display the Go To dialog box.
¢ Inthe Reference text box type the cell reference, or click a range name in the
Go To list box and then select OK.

e To start editing, double click on the formula. Use the following key
combinations:

Press this: | To move:

— Right one character.

<« Left one character.

Home To the beginning of the line.
End To the end of the line.
Ctrl+— One word to the right.

Ctrl+«

One word to the left.
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Selecting Items Within Excel 2003

— You can select a single cell or a range of cells
— You can select a hon-contiguous range

— You can select a row or a column

— You can select an entire worksheet

— You can select an object

— You can select a single sheet or several sheets

— You can select all sheets

Excel 2003 - Slide Nao. 11 __,_:;:'—‘““

Selecting Items Within Excel 2003

To select a cell

To select a
range of cells by
dragging the
mouse

To select a
range of cells
(making up a
rectangular
block)

To select a non-
contiguous
range

To select arow

To select a
column

Click on the cell you wish to select.

Click on the first cell in the range.
Hold down the left-hand mouse button and drag over the cells you wish to
include in the selection.

Click on the first cell of the rectangular block that you wish to select (i.e. the
top-left hand corner).

Move down to the cell that marks the bottom-right corner of the rectangular
block.

Depress the Shift key (and keep it depressed).

Click once on the last cell of the required block.

Release the Shift key.

Select the first range.
Select the next range in the same way but hold down the Ctrl key (and keep it
depressed) while you click and drag with the mouse.

Click the row heading number.

Click on the column heading letter.
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To select an e Click the Select All icon in the A B |
entire top, left-hand corner of the
worksheet worksheet where the row 1_

heading and column heading 2

meet, 3 .

— Click Here

OR press Ctrl+A. 4
To select ¢ Click on the first sheet tab.
several sheets e Click on other sheet tabs you wish to select while depressing the Ctrl key.

W[ Sheet1 / SheetZ £ cheetd f Sheetd / sheetS {Sh

To select all e Click on a sheet tab using the right-hand mouse Insert
sheets button to display the shortcut menu. =
e Choose Select All Sheets. Delete
Fename

[Mowve or Copy...

Select &l Sheets

Wiew Code
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Inserting and Deleting Cells,

Rows and Columns
+ Insert cells, rows i e s [
or columns
. : Rows
using the Insert § E—
Columns
menu
Worksheet
+ Delete cells, Delete 4 B3
rows or columns  pelete
using the Edit ( {shift cells left
menu " shift cells up
" Entire row
(" Entire column

OK Cancel |

. Motre Dame University Excel 2003 - Slide Mo. 12 P

Inserting and Deleting Cells, Rows and Columns

To insert arow e Select the row you want to move down when the new row is inserted above it.
into aworksheet e« To select more than one row, drag the mouse pointer across the required row
headings (with the mouse button depressed).
¢ Right click over the selected row(s) to display a pop-up menu.
e Select Insert. Any existing data will move down to accommodate the new cells.

To insert e Select the column you want to move to the right when the new row is inserted.
columns into a e To select more than one column, drag the mouse pointer across the required
worksheet column headings (with the mouse button depressed).

¢ Right click over the selected column(s) to display a pop-up menu.
e Select Insert. Any existing data will move right to accommodate the new cells.

To delete arow e Use the same techniques outlined above, but select the Delete command from
or column the pop-up menu.
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e Select the cell where you want to insert a new cell.
e From the Insert menu, select Cells to display the Insert dialog box.
e Select one of the following options:

Entire column

Moves all cells in the column to the right and inserts a
new column.

Entire row

Moves all cells in the row down and inserts a new row.

Shift cells down

Moves existing cells down and inserts one cell.

Shift cells right

Moves existing cells to the right and inserts one cell.

e Click on OK.

e Select the cell(s) you want to delete.
From the Edit menu, select Delete to display the Delete dialog box.
e Select one of the options.

e Click on the OK button.
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Saving Workbooks

+ To save a workbook

— From the File menu, select Save D Bﬁ g

— Or press CTRL+S

— Or click on the Save button on the Standard toolbar f
SAVE
 To save a back-up copy using a different name
— From the File menu, s 71
select Save As to EHERINN & My Doanerts Hem@ ¥ i -
display the Save As i
dialog box it s

Flenae: [ TERER = [Eee |

=
Save as fype: [Microsoft Excel Workbaok (*.ds) = concel_|
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Saving Workbooks

To save a e From the File menu, select Save
workbook

OR press Ctrl+S
OR click on the Save button on the Standard toolbar.

e [Ifitis a new file, the Save As dialog box will appear. If necessary select a
different folder that you may wish to save the file in.

e Enter a name in the File name text box.

e Select Save.

To save a e From the File menu, select Save As to display the Save As dialog box.
backup copy « Insert a name for the file in the File name text box.
e Select Save. To work on the original file again, select it from the list displayed
at the bottom of the File drop down menu.

To save e From the File menu, select Properties.
summary e Enter the required information in the Properties dialog box.
information e Select OK to save the information within the file.
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f

g Y
» M \Sheet1 { Sheet2 { Sheet3 f Sheet4 4

Moving Between Worksheets
21]
To move to a visible worksheet 2| toe]
23| | Sheet2
24 | v Sheet3 =)
4 4] [PITSHEetr 7 Sheet2 b, Sheet3 /
To move to a worksheet that is not visible
— Click on the worksheet arrows using the left-hand
mouse to move forwards or backwards through the
worksheets

— Click on the relevant worksheet tab

— Or click on the worksheet arrows using the right-hand
mouse button to display the list of available
worksheets, and click on the required worksheet

Move to the next
’ I worksheet within the
/ workbook

Motre Dame University Excel 2003 - Slide No. 14 *

Moving Between Worksheets

To moveto a e Click on the appropriate worksheet tab displayed along the bottom of the
different worksheet.

worksheet

within a

workbook

To move to the

\Sheet1 / Sheet? / Sheetd / Sheetd /[ SheetS f Sheeté /

e To move to the last worksheet in a workbook, click on this arrow: ﬂ

first or last
worksheet in a e To move to the first worksheet in a workbook, click on this arrow: JH
workbook
To move e Use the following keyboard shortcuts to move between worksheets:
between
worksheet tabs
using the
keyboard
Press this: To do this:
Ctrl+Page Up To move one tab to the left.
Ctrl+Page Down To move one tab to the right.
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/ Using the Spelling Checker

+ Or press F7

* From the Tools drop down menu, select Spelling

2]
Not in Dictionary: helo

Changeto: |

jons: hell R |
Suggestions: hzlg _| Ignore I Ignore Al |
helot
helos chonge | _chengest |
hell
hielp =l aod | suggest |
addwordsto:  |CUSTOM.DIC ~|  AutoCorrect I
Cell Yalue: helo
[V Always suggest  Dictionary language:  [English (Linited States) =l
™ Ignore UPPERCASE
Undo Last | Cancel ‘
il
; Motre Dame University Excel 2003 - Slide ND.1§
Using the Spelling Checker
To check e Select a single cell to check the entire worksheet and then from the Tools
spelling in a menu, select Spelling.
worksheet ¢ If noincorrect words are found, the Spelling dialog box will not appear. A box

will appear to tell you that Excel 2003 has finished checking the spelling.
e |If the Spelling dialog box is displayed, select one of the following options:

Add

Will add the word to the current custom dictionary.

Cancel

Will stop the spelling check.

Change

Will change this occurrence of the word to the word displayed in
the Change to text box.

Change All

Will change all occurrences of the word to the word displayed in
the Change to text box.

Ignore

Will ignore the word and continue.

Ignore All

Will ignore all further occurrences of the word in the document.

Suggest

Will suggest alternative words from the dictionary.

AutoCorrect

The misspelled word and its correct spelling is added to the list of
words and phrases that are corrected automatically by
AutoCorrect.

¢ If you began the spelling check in the middle of the worksheet, you may be
asked whether you want to continue checking at the beginning of the sheet.

Select Yes.

e When the spelling check is complete a box will appear. Select OK.
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/ Closing an Excel 2003 Workbook \

» To close an Excel 2003

workbook
— From the File menu, select Close

File Edit Yiew Insert Fo
D) New...  Ctri+n
& Open... CtrHO

— Or double click on the Control

menu in the top.left-hand corner of File Edit View Insert Fc
the workbook window
) new... Ctr+n

Ctrl+O
+ To close all open workbooks CE-* Close Al >

— Depress the SHIFT key, click on the
File drop down menu and then
release the SHIFT key

— The Close All command is displayed

Keyboard shortcut for closing the current workbook
Press Ctrl+F4

- Motre Dame University Ewcel 2003 - Slide No. 16 _

Closing an Excel 2003 Workbook

To close afile e From the File menu, select Close, or double click on the Control menu in the
top left-hand corner of the workbook window.
e You will be asked if you wish to save any changes you have made to the file.
Select Yes to save, or No to ignore the changes.
e If you are saving a new file, the Save As dialog box will be displayed. In the
File name text box, enter a name and click on the Save button.

To minimize a e Click on the Minimize button in the top right-hand corner of the workbook
workbook window.
window o If the workbook is maximized, restore it first by clicking the Restore button

which appears in the top right-hand corner of the workbook window.
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/ Exiting Excel 2003

* To exit Excel 2003

— From the File menu, select Exit
— Or press ALT+F4

+ Excel 2003 will warn you if any data is unsaved

Microsoft Excel | X|

! E Do you want to save the changes you made to 'Book1'?

Mo | Cancel |

NOTE: Since Excel 2003, you have a Yes to All
\button, when you have multiple workbooks open

™

. Motre Dame University Excel 2003 - Slide Mo. 17

Exiting Excel 2003

To exit Excel e From the File menu, select Exit
2003
OR press Alt+F4.

¢ If you have saved all the changes made in the active workbook files, Excel 2003

will close.

e If you have not saved all the changes, the Save confirmation box will be

displayed.
e To save the current workbook file before exiting, select Yes.
e To exit without saving the file, select No.
e To cancel the exit command, select Cancel or press Esc.
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Review Questions

Motre Dame University Excel 2003 - Slide Mo. 18

Review Questions - How Would You ...

1. Create a new default workbook?

2. Create a new workbook file using a specified template?
3. Open an existing workbook?

4. Enter numbers, text, dates or times?

5. Modify the movement of the active cell when you press Enter?
6. Fill a range of cells with the same data?

7. View items that will be corrected by AutoCorrect?

8. Add items to AutoCorrect?

9. Delete an AutoCorrect entry?

10. Use a Pick List?

11. Move from cell to cell using the keyboard?

12. Move between sheets using the mouse?

13. Move between sheets using the keyboard?

14. Move using Go To?
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15. Select a cell?
16. Select a range of cells by dragging the mouse?
17. Select a range of cells (making up a rectangular block)?
18. Select a hon-contiguous range?
19. Select a row?
20. Select a column?
21. Select an entire worksheet?
22. Select several sheets?
23. Select all sheets?
24. Insert a row into a worksheet?
25. Insert a column into a worksheet?
26. Delete a row or column?
27. Insert cells or ranges?
28. Save a workbook?
29. Move to a different worksheet within a workbook?
30. Move to the first or last worksheet in a workbook?
31. Move between worksheet tabs using the keyboard?
32. Check spelling in a worksheet?
33. Close a file?

34.

Exit Excel 2003?
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A Closer Look at the Excel 2003 Screen

Learning Module Objectives

When you have completed this e Identify the main icons on the Standard and Formatting
learning module you will have toolbars

seen how to: Change the View options

Zoom the view

Undo a command

Repeat a command

Display Tips via the Office Assistant
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A Closer Look at
the Excel 2003 Screen

Excel 2003

Motre Dame University
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The Standard Toolbar

Click on the icon you wish to use. The following are icons on the Standard toolbar:

This icon:

Does this:

E New Workbook

Will create a new workbook.

g Open

Will display the Open dialog box.

E Save

Will save the workbook.

Email

Will allow you to send the workbook as an email.

@ Print

Will print the workbook.

@ Print Preview

Will change to print preview.

RE
ﬂSpelling

Will start the Spelling checker.

M Cut

Will cut the selected range to the Clipboard.

Copy

Will copy the selected range to the Clipboard.

E Paste

Will paste the data from the Clipboard.

ﬁ Format Painter

Will copy formatting.




A Closer Look at the Excel 2003 Screen

27

Excel 2003

Notre Dame University

This icon:

Does this:

ﬂ Undo

Will undo the last action.

ﬂ Repeat

Will repeat the last action.

E Insert Hyperlink

Enables you to insert a hyperlink.

ﬂ AutoSum

Will create a sum function.

E Paste Function

Will start the Paste Function.

JSort Ascending

Will sort the selection in ascending order.

JSort Descending

Will sort the selection in descending order.

J Chart Wizard

Will start the Chart Wizard.

ﬂ Drawing

Will display the Drawing toolbar.

|IDD% [ Zoom Control

Will enable you to zoom the worksheet to a
percentage you specify.

@ Office Assistant

Displays the Office Assistant, from where you can
get help to better use the system.
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/ The Formatting Toolbar \\

» Allows you to achieve common formatting actions
in Excel 2003 quickly and effectively including:
Changing the font type and size

Toggling bold, italics and underlining
Alignment

Applying borders and colors
Applying currency and decimal point information

v Formatting %}

Arial -10-‘BIg
===8% %, 2%

nt
"
i
[

+d A~
T s — E—
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The Formatting Toolbar

e The following icons are available on the Formatting toolbar:

This icon: Does this:

Arial Allows you to select fonts from a drop-down list.

—_
o]

il [ | [ o [N 2] ] e

Allows you to select a font size from a drop-down list.

Allows you to apply bold to a selected range.

Allows you to apply italics to a selected range.

Allows you to underline a selected range.

Allows you to align a selected range to the left.

Allows you to center a selected range.

Allows you to align a selected range to the right.
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This icon: Does this:

Allows you to center text across a selected range.

Allows you to apply currency style to a selected range.

NOTE: In the United States you may see a $ (dollar) symbol
here rather than the coins.

Allows you to apply percentage style to a selected range.

Allows you to apply comma style to a selected range.

Allows you to decrease the number of decimal points
displayed in a selected range.

gl & |8’

- D
[ Lo}

Allows you to increase the number of decimal points
displayed in a selected range.

Allows you to increase the level of indentation in a selected
range.

T
[

Allows you to decrease the level of indentation in a selected
range.

Tk
[

22| | Allows you to select and apply borders to a selected range.

Allows you to select and apply color to a selected range.

Allows you to select and apply color to text in a selected
range.
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*  You may select from
the View drop down
menu

* You may select the
Zoom tool

|100Z 'l

+ Set default View options
using the Tools/Options
command

- Motre Dame University

Selecting Worksheet Views

+ Allows you to customize how Excel 2003
components will be displayed on your screen

Options

| Custom Lists | Chart I Calor

Calculation i Edit i General

]
Show

¥ Formula bar v Stakus bar ¥ Windows in Taskbar

Comments

" Mone 1+ Comment indicator anly € Comment & indicator

Objects

& show al " Show placeholdars " Hide all

‘window options

[~ Page breaks
I~ Formulas
IV Gridiines

Color: I Automatic 'l

W Row & column headers
¥ Outline symbols

W Zero values

¥ Horizantal scroll bar
¥ vertical scroll bar
¥ sheet tabs

HE3

e |
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Selecting Worksheet Views

To change the .
View options .

From the Tools menu, select Options to display the Options dialog box.
Select the View tab.

e Choose what you want displayed from the following in the Show area:

Formula bar

Deselect this check box to hide the formula bar.

Status bar

Deselect this check box to hide the status bar.

Windows in Taskbar

Deselect this check box to prevent each open workbook

from being listed on the Taskbar.

e Click an option button to choose how an object will appear in the Objects area:

Hide all

Hides all objects.

Show all

Shows all objects.

Show
placeholder

Shows a gray box where the object appears.
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To zoom the
view
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e Choose which items you want to display in the Window options area:

Page breaks

Select if you want page breaks to be displayed on the screen.

Formulas Select if you want to see formulas, rather than results.

Gridlines If you want to hide gridlines, do not select this item. If it is
selected, you can change the color of the gridlines by clicking an
option in the Color drop-down list box.

Horizontal Do not select this option if you want to hide the horizontal scroll

scroll bars bars.

Qutline Do not select this option if you want to hide outline symbols.

symbols (They will only appear when you have created an outline).

Row & column | Do not select this option if you want to hide row and column

headers headings.

Sheet tabs Do not select this option if you want to hide sheet tabs.

Vertical scroll
bars

Do not select this option if you want to hide the vertical scroll
bars.

Zero values

Do not select this option if you want to hide cells containing 0.

e Select OK.

e From the View menu, select Zoom to display the Zoom dialog box.

e You can either click on an option button to select the magnification you require;
choose the Fit selection option button to fit a selected range into the current
window; or enter a magnification percentage in the Custom text box.

e Select OK.
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/ Undo and Repeat \

+ Allows you to undo or repeat an action

* To Undo an action
— Click the Undo button on the Standard toolbar
— Or press CTRL+Z
— Or select Undo from the Edit menu

Don’t panic, use
» To Repeat an Action the Undo button!
— Click the Repeat button on the Standard toolbar
— Or press F4 -
— Or select Repeat from the Edit menu
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Undo and Repeat

To undo a e Click the Undo icon on the Standard toolbar
command
OR select Undo from the Edit menu

OR press Ctrl+Z.
To repeat a ¢ Click the Repeat icon on the Standard toolbar
command

OR press F4

OR select Repeat from the Edit menu.
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The Office Assistant

2)

KWhat would you like to do?

ere, and

ype your question h
then click Search,

+ When you get
stuck... Options Search

» Use the Office \ 4
Assistant!
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The Office Assistant

What is the By default this friendly little creature will watch what you do and offer tips on how to
Microsoft work more productively.

Office

Assistant? Occasionally the Office Assistant will display information on the screen. If you are

unsure about how to use this product you should always read the help offered.

Today’s Tip By default Excel 2003 will display a tip of the day each time you start Excel. If you
take the time to read these as they are displayed, then you will soon find that you
are on the way to becoming a Excel 2003 expert!

To display the e Click on the Office Assistant icon located @
Office within the Standard Toolbar.
Assistant

Displaying Tips  The Office Assistant will display a light bulb, as m
illustrated. If you click on the Assistant with the i}

via the Office

-
Assistant bulb displayed, then you will see a tip offering ’_LJ LT" A
advice. = .

s Wil e - D
To hide the ¢ Right click on the Office Assistant, and from
Office the pop-up menu displayed, select Hide.
Assistant Cpkions. .,
Choose Assistant. .

-

nimate!
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Review Questions

Motre Dame University Excel 2003 - Slide Mo. 25

Review Questions - How Would You ...

1. Change the View options?

2. Zoom the view?

3. Undo a command?

4. Repeat a command?

5. Display Tips via the Office Assistant?
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Formatting and Customizing Data

Learning Module Objectives

When you have completed this
learning module you will have
seen how to:

Align data between the top and bottom of a cell
Change the “read” orientation of data in cells

Display multiple lines of data in a cell

Indent data within a cell

Rotate text to any angle

Center a heading over multiple columns

Center data within a cell

Change the font which is used in a cell or range
Change the default font of the current workbook
Change the default font in all new workbooks

Change the font attributes for selected cells and numbers
Change number formatting in Excel 2003 using the
Formatting toolbar

Apply a custom format to numbers in a cell or range
Format a number as a percentage

Round numbers using a numeric format

Establish a fixed number of decimal places for cell formats
Round a number to a certain number of decimal places
Remove decimal values from numbers

Set decimal places for all numeric values on the workbook
Align numbers by decimal point

Change the width of a column

Set the column width to match the data automatically
Change the width of multiple columns

Set new default column widths

Change the height of a row

Automatically change a row height

Delete the contents of a cell or range

Delete data without removing the underlying cell formats
Apply and remove borders to cells or ranges
Automatically format a table

Copy data to a different location on the same page
Use the Clipboard to copy data to other programs
Move and copy data to another worksheet

Copy data to another workbook

Use the Clipboard to copy an object between pages,
workbooks, or programs

Copy an object to a different location on the sheet
Insert new cells to make space for the copied data
Copy a numeric value down a column

Copy a column of text into a row
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Formatting Options Within Excel 2003

+ There are many ways to format an Excel 2003
spreadsheet and a large number of different items
that can be formatted separately, including:

» Cell borders and colors
 Cell contents
+ Printer formatting options
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Formatting Options Within Excel 2003

Background Within Excel 2003 there are many levels at which formatting can be applied. You
can format individual characters or paragraphs. You can format a worksheet or you
can format the entire workbook.

Many different formatting effects can be applied such as alignment of data. You
can add color effects. You can even use the AutoFormat option to automatically
apply formatting to a table of data.
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+ Data can be aligned
with any, or all four
sides of a cell

+ Text can be aligned to
the left, right, top or [pottom 5
bottom of a cell

— You can also change the

direction in which text reads Tex,t_m;t:text -
in acell, i.e. I shrink to fit

— from top to bottom I Hierge coll

— bottom to top

— left to right

— orstacked e

Alignment
21x]

Nurber ;’8!59]91‘{:}] Font | Border | Pattems | Protection |

Text alignment - Orientation
Horizontal: Indent
IGEnsral :] iﬂ ﬂ

Vertical:

e
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Alignment

To align data
between the left
and right sides
of a cell

To align data
between the top
and bottom of a
cell

To change the
“read”
orientation of
datain cells

To wrap
multiple lines of
data in a cell

Select the cell, or cells, you wish to align.

On the Formatting toolbar, click the Align Left icon to align data with the left
edge of the cell.

Click the Align Right icon to align data with the right edge of the cell.

Click the Center icon to center the data in the cell.

Select the cell, or cells, you wish to align. From the Format menu, select Cells
to display the Format Cells dialog box.

To view the Alignment options, click on the Alignment tab at the top of the
dialog box.

Choose the Top, Center, or Bottom option in the Vertical area to align the
data in the cell.

To make the lines of data fit evenly within the height of a cell, choose the
Justify option and click on OK.

Select the cell, or cells, you wish to change and from the Format menu,
choose Cells or press Ctrl+1, to display the Format Cells dialog box.

To view the Alignment options, click on the Alignment tab at the top of the
Format Cells dialog box.

Click the option you require in the Orientation area and click on OK.

Type the data you require into the cell and press Enter. The entry will appear
as one long line and select the cell, or cells, you wish to format.

From the Format menu, choose Cells or press Ctrl+1 to display the Format
Cells dialog box.

Click on the Alignment tab to display the Alignment options.

Select the Wrap text check box and click on OK.
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word processor

Data Indentation and Rotation

+ Works in a way similar to indenting when using a

+ Text can also be rotated to any angle you require

Before Rotation Cars Trucks Vans
3 &
After Rotation é‘b ,bQ
&) N
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Data Indentation and Rotation
To indent data e First select the cell(s) that you wish to apply the indenting formatting to.
within a cell e Right click to display the pop-up box, and from the list displayed, select Format

Cells. This will display the Format Cells dialog box. Select the Alignment

tab.

e Select Left (Indent) from the Text alignment / Horizontal list, and then use

the spinner controls to add the required indent.

e Select OK.

To rotate textto e First select the cell(s) that you wish to apply

any angle the rotation formatting to.

¢ Right click to display the pop-up box, and
from the list displayed, select Format Cells.
This will display the Format Cells dialog box.

Select the Alignment tab.

e From the Orientation section either enter the
exact amount of rotation required into the
Degrees box, or drag the Text dial to give
the desired level of rotation.

e Select OK.

—Crienkation

* .

+*

. .
et *

L A |

.

Im Degrees
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To Center Iltems in a Cell/Cells

+ Make sure that you know how:

— To center data within a cell

— To center a heading over multiple
columns Be rt
1
| | I T | N = | I |

Across Cells
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To Center Items in a Cell/Cells

To center a e Type a heading at the top of the left-hand column.

heading over e Place the cell pointer on the heading cell and highlight it along with all the cells
multiple across the columns.

columns e Onthe Formatting toolbar, click the Merge and Center icon.

To center data e Highlight the cell(s) which contain the data you wish to center.
within a cell e Onthe Formatting toolbar, click the Center icon to center the data within the
cell(s).
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* Make sure that you know how:

To change the
default font in all
new workbooks,
use the Options

Using Fonts

— To change t.he font which is used in .a cell dialog box
or range using the Font drop down list
Options H
Style H
Transition | Custom Lists | Chart
Sty nare: - vew | coedeton | ek
Style includes
Cancel Settings
i Geteral [~ RIC1 reference style ™ Prompt For warkhook properties
¥ alignment  General, Bottom Aligned _ﬂo_d\f_y__l [ Ianare other applications [ Provide feedback with sound
% ont . = [~ Zoom on roll with IntelivMouse
¥ Border o Botders e I ¥ Recently used file isk: a 5‘ entries m!
v patterns Mo Shading Merae. .. sheets in new warkbook:! 3 E‘
IV Protection  Locked Standard Font: IAriaI Li Sized IID LI
Default File location: IC:'LMy Documents
To c h an g e th e d efau It fAlternate startup File location: I
fO nt Of the current User name: IDavid Murray
workbook, use the concd_|
Style dialog box

Motre Dame University
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Using Fonts

To change the
fontused in a
cell or range

To change the
default font of
the current
workbook

To change the
default font in
all new
workbooks

Select the cell or range you wish to change.
On the Formatting toolbar choose a font from the Font drop down list.

From the Format menu, select Style to display the Style dialog box.
From the Style name drop down list, choose Normal.

Select Modify to display the Format Cells dialog box.

Choose the Font tab and make the changes you require.

Choose OK to return to the Style dialog box.

Choose OK again.

From the Tools menu, choose Options to display the Options dialog box.
Select the General tab and choose a font from the Standard font drop down
list box.

Select a font size from the Size drop down list box.

Select OK. You must exit Excel 2003 for these changes to take place.
Select OK.
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To change the
font attributes
for selected
cells and
numbers

To change other
font
characteristics
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Select the cell or range you wish to change.

On the Formatting toolbar, click the arrow on the Font drop down list, find the
font you require and select it. Select a font size from the Font Size drop down
list box by clicking on it.

To select a style, use one of the icons on the Formatting toolbar:

This icon: Will do this:

Bold The selected cell or range will appear in bold.
Italic The selected cell or range will appear in italics.
Underline The selected cell or range will appear underlined.

Click on the icons again to remove the respective formatting.

Select the cell or range you wish to change.

From the Format menu, choose Cells or press Ctrl+1 to display the Format
Cells dialog box.

Select the Font tab to change the Font, Style, or Size.

Select the Underline drop down list box to select a style of underline or None
to remove the underlining.

Select the Color drop down list box to choose a font color.

Select Effects to choose Strikethrough, Superscript, or Subscript.

To change all the settings in the dialog box back to the Normal style which is
set in the Style dialog box, select the Normal Font check box.

Select OK to close the Format Cells dialog box.
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Formatting Numbers

+ To change number formatting in Excel 2003 use
the Formatting toolbar

* You may change:
— Currency

Percent

Comma

Decimal displayed Increase/Decrease

«0 .00
L0 4.0

& %
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Formatting Numbers

To change number

formatting using the

formatting icons

You can quickly change the formatting of a cell or selected range by using the
following icons on the Formatting toolbar:

Selecting this
icon:

Will do this:

<

23456 will become $23,456.00 (or your local currency
equivalent)

Currency ) o )
NOTE: In the United States this icon may contain a
$ symbol.

.25 will become 25%
Yo
Percent
12345 will become 12,345.00
3
Comma
+.0 23,456.00 will become 23,456.000
0
Increase Decimal
o 23,456.00 will become 23,456.0
+ .0

Decrease Decimal
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To apply a
custom format
to numbers in a
cell or range

To format a
number as a
percentage

To round
numbers using
anumeric
format

Notre Dame University

e Select the cell or range in which you want to customize the number format.

e From the Format menu, choose Cells to display the Format Cells dialog box.

e Select the Number tab and click the Custom format in the Category list box.

e Select the format which most resembles the one you wish to create by clicking
other items in the Type list box.

e Edit the code in the Type text box if required.

e Select OK.

e Select the range you wish to format.

e From the Format menu, select Cells to display the Format Cells dialog box.

e Select the Number tab and select Percentage in the Category list box.

e Select the number of decimal places you require by using the Decimal places
spin box arrows.

e Select OK.

NOTE: Select the range and click the Percent Style icon on the Formatting
toolbar if you want a percentage with 0 decimal places.

e Select the range you wish to format.

e From the Format menu, select Cells (or press Ctrl+1) to display the Format
Cells dialog box.

e Select the Number tab and select Number in the Category list box.

e Select the number of decimal places you require by using the Decimal places
spin box arrows.

e Click on the OK button.



Formulas, Functions and Named Ranges 44

Excel 200

Notre Dame University

Motre Dame University

+ Make sure that you know how:
— To establish a fixed humber of decimal places for cell formats
— To round a number to a certain number of decimal places
— To remove decimal values from humbers
— To remove the integer portion of a number
— To set decimal places for all numeric values on the workbook

Decimal Places

¢.0 .00
L0 +.0
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Decimal Places

To establish a

fixed number of
decimal places
for cell formats

To round a
number to a
certain number
of decimal
places

To remove
decimal values
from numbers

To set decimal
places for all
numeric values
on the
workbook

Select the cell, or range, you wish to format with a fixed number of decimal
places.

To add a decimal point to the selection, click on the Increase Decimal icon on
the Formatting toolbar. You can continue to click to add as many decimals as
required.

To remove a decimal point from the selection, click on the Decrease Decimal
icon on the Formatting toolbar. Again, you can continue to click to remove as
many decimals as required.

Select the cell which contains the value you wish to round.

In the formula bar, edit the data to read: =ROUND (data,1). Data represents
the information which already exists in the cell. The value will be rounded to 1
decimal place. Change the 1 to any number of decimal places you require.
For example, if the cell contains the formula =A4*E2, you would change it to
=ROUND(A4*E2,2) to round the value to two decimal places.

Highlight the cell which contains the value for which you want the integer
portion.

The data in the formula bar should be edited to read =INT(data).

For example, if the cell contains the formula =A4*E2, you would change it to
=INT(A4*E2).

From the Tools menu, choose Options to display the Options dialog box.
Select the Edit tab, and select the Fixed Decimal Places check box.

Enter the number of decimal places required in the spin box.

Select OK.

You will not need to type in the decimal point when you are entering numbers
in the workbook. This does not affect data which already exists.
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Formatting Columns and Rows

+ Make sure that you know how:
To change the width of a column

To set the column width to match the data automatically
To change the width of multiple columns

To set new default column widths

To change the height of a row

To automatically change a row height
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Formatting Columns and Rows

To change the
width of a
column

To set the
column width to
match the data
automatically

To change the
width of
multiple
columns to
match the data

Find the right-hand border of the column you wish to change and follow it to the
top of the worksheet into the area of the column heading.

When the mouse pointer is moved in this area, it changes to a thick crosshair.
Click on the right-hand column heading border and drag the mouse to the left
to reduce the column, or to the right to increase the column size.

NOTE: If you enter text which exceeds the column width, it will spill over into the
next column as long as the cell does not contain any data. If it contains data the
entry will be truncated at the edge of the cell. Although the entire entry does not
appear, it will still be intact. If you enter a number which exceeds the width of a
column, ### signs will be displayed in the cell to let you know that the column is not
wide enough.

Find the right-hand column border in the column heading area.
Double click on the border to make the column change to fit the data in it. The
column will be as wide as the largest entry in it.

Click on the heading (column letter) of the first column you want to change,
and drag to highlight the other columns.

Double click on the right-hand border of the column heading of any of the
highlighted columns.

The column widths will change to match their largest entry.
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To set new
default column
widths

To change the
height of a row

To automatically
change arow
height to match
the data
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From the Format menu, choose Column Standard Width to display the
Standard Width dialog box.

Enter a new width for standard columns (measured in characters).
Select OK.

Select the row(s) you wish to change.

From the Format menu, select Row and choose Height from the Format Row
menu. The Row Height dialog box is displayed.

Enter the value you want (from 0-409) in the Row Height text box. The value
represents the row height in points.

Select OK.

Select the row(s) you wish to change.
From the Format menu, select Row and choose AutoFit from the Format
Row menu.
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+ Make sure that you know how:
— To delete the contents of a cell or range

— To delete data without removing the

underlying cell formats Delete [ 7]
— To delete rows and columns Delete -

— To delete cells or ranges
— To delete objects " Entire row

— To delete worksheets

Deleting Cells, Formats,
Objects and Worksheets

" shift cells up

" Entire column

OK Cancel
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Deleting Cells, Formats, Objects and Worksheets

To delete the
contents of a
cell or range

To delete data
without
removing the
underlying cell
formats

To delete rows
and columns

To delete cells
or ranges

To delete
objects

Select the cell or range that you want to delete.
Press the Delete key. NOTE: If you delete values from cells which are
used in formulas, the formulas will return errors.

Select the cell or range containing the data you want to remove.

From the Edit menu, choose Clear Contents. The data will be removed from
the cell, or range, without removing the formatting.

If you want to remove the formatting from a cell without removing the data,
select the Clear Formats command from the Edit menu.

Click on the row number or column letter to highlight the rows and/or columns
you want to delete.

From the Edit menu, choose Delete. The row or column will be deleted and
the other rows or columns will move to account for the deletion.

Select the cell or range you wish to delete, and select Delete from the Edit
menu to display the Delete dialog box.

To make the remaining cells shift up to fill the space left by the deleted cells,
choose Shift cells up. To make the remaining cells shift left to fill the space
left by the deleted cells, choose Shift cells left, and click on OK.

Select the object by clicking on it.
Press the Delete key to remove it.



Formulas, Functions and Named Ranges 48

Excel 200 Notre Dame University
To delete e  Switch to the worksheet you wish to delete.
worksheets e From the Edit menu, select Delete Sheet. A dialog box will appear to warn

you that this action will permanently remove the selected sheets.
e Click on OK to remove the worksheet, or choose Cancel to cancel the
operation.
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Adding, Editing
and Removing Borders

+ Make sure that you know how:
— To apply a border to cells or ranges

— To remove a border from cells or ranges

— To change the style and color of borders
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Adding, Editing and Removing Borders

To apply a e Select the cell(s) to which you want to add a border.
border to cells e To view border options, click on the down arrow next to the Borders icon on
or ranges the Formatting toolbar.

e Select the option you require. Once you have added a border using the
Borders icon, the border you selected will appear on the Borders icon. You
can add the same border simply by clicking on the icon after you have select
the cell(s) to which you wish to apply the border.

To remove a e Select the cell(s) that contain the border you wish to remove. If you have a
border from border that appears to be on the left side of a cell, but may actually be on the
cells or ranges right side of the adjacent cell, select both of the cells.

e To reveal the border options, click the arrow next to the Borders icon on the
Formatting toolbar.

e Click on the first border option. This contains no border selection and all
highlighted borders will be removed.

To change the e  Select the cell that contain a border and then from the Format menu, choose
style and color Cells, or press Ctrl+1 to display the Format Cells dialog box.
of borders e To display the border options, click the Border tab on the top of the Format

Cells dialog box.

e Select the border style you require by clicking on it.

e From the Color drop-down palette, select the color you require.

e Click on the Border options to determine where you want the colored borders
to appear on the selected cells. Click on OK.
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Using AutoFormat

+ Allows you to automatically format a table

Formats to apply
¥ Number ¥ Eont v alignment

I¥ Border I¥ pattems ¥ idth/Height

o o]
Jan Feb Mar Total Ten Feb War Total s
Bast 7 7 & 19||&t [ 7 7 5 13
west 8 4 7 17f{west| &8 4 7 47 Lce'l
Sath 8 7 9 zallsown| 8 7 9 m r
opkions...

Total 21 16 21 GO |Total | 21 16 X 60

AutoFormat HE

Simple: Classic 1

East 7 5 189 ast T T & 19|
West 6 4 7 17 est £ 4 7 17
South 5 7 9 24 outh & 7 4§ 24]
Total 21 16 1 60 otal 21 15 21 &0)
Classic 2 Classic 3
dan _Feb  Mer Towal Jan_ Feb  Mar Total

Esst § 75 7% 5% 19 |[Fast 3 73 73 53 18
izst B 4 7 17 | vviest E 4 7 17
South 8 7 9 24 |south 3 7 9 24
Total § 21§ 15§ 213 60 [Totel 3 213 183 213 &0

Accounting 1 Accounting 2 ;I
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Using AutoFormat

To AutoFormat e Place the insertion cell within a table of information.
atable e From the Format drop down menu, select the AutoFormat command.
e From the list displayed in the Table format section of the dialog, select the
required format, and click on the OK button to apply the formatting information.

NOTE: Clicking on the Options button within the dialog box allows you to
specify the following customization options.

armats ko apphy
W muriber ¥ Faort v alignment
¥ Border ¥ Pakterns W width/Height

e Checking any of the above boxes applies the appropriate elements when
AutoFormat is applied.

e If you do not wish to apply a format to a particular element uncheck the
appropriate box.
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Copying Data

+ Make sure that you know how:
— To copy data to a different location on the same page
— To use the Clipboard to copy data programs
— To copy data between sheets and workbooks
— To copy a text entry over several cells (fill)
— To copy an object to a different location on the sheet
— To insert new cells to make space for the copied data

+ NOTE: The Microsoft Office Clipboard can now

H Clipboard (12 of 12)
hold up to 12 items. T e

59)8)8)
SERCRLR
SERLRLT
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Copying Data

To copy datato e  Select the cell or range you wish to copy.

a different e Click on the border edge of the highlighted range with the mouse pointer, while
location on the holding down the Ctrl key. Before you click, the mouse pointer should turn into
same page an arrow.
e  While holding down the mouse button, drag the selection to the required
location.

e Release the mouse button to insert the selection.

NOTE: Any formulae contained in the copy of the selection will adjust
relative to the new location.

Tq use the e Select the cell or range you wish to copy.
Clipboard to e From the Edit menu select Copy (or press Ctrl+C, or click on the Copy icon on
copy data to the Standard toolbar).

other programs e  Switch to the required destination program.
¢ Place the cursor where you want the data to appear.
e Select Paste from the Edit menu (or press Ctrl+V or select the Paste icon from
the Standard toolbar).
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To copy
multiple items
to the
Clipboard

To view the
Clipboard
toolbar

Pasting
multiple items
from the
Clipboard

Notre Dame University

Note: With the introduction of Office 2003 more than one item may be stored
on the Clipboard at the same time, however the facility is only availably within
Office 2003 compatible programs. Normally if you copy more than one item to
the Clipboard, the previous item will be lost.

As Microsoft Office now supports up to 12 items on the Clipboard, when you
have copied 12 items you will see a message similar to that illustrated. To copy
multiple items, simple select each item and copy it to the clipboard.

Microsoft Dffice

The Office Clipboard can only hold 12 items. Copying this item will add it to the end
and discard the firsk item. Do wou want to copy it anyway?

OK |

If the Clipboard toolbar is not displayed, then you can display it by clicking on the
View drop down menu, selecting Toolbars, and then selecting Clipboard.

Icons on this toolbar include Copy, Paste All and Clear Clipboard.

If the Clipboard toolbar is not displayed, then you Clipboard (12 of 12)
can display it by clicking on the View drop down 8 Fst= vl BB
menu, selecting Toolbars, and then selecting —=
Clipboard. N

LRI

i e
i e [
i e

Icons on this toolbar include Copy, Paste All and
Clear Clipboard. If you move the mouse over one
of the icons held within the Clipboard toolbar, then
you will see the first 50 characters displayed. If the
item is a picture, then the pictures will be labeled in
the order in which they were copied to the
Clipboard.
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Copying Data Using Drag and Drop

ittt -1 B A T P

- Motre Dame University

Move to the selected area’s border
* Drag and drop moves
» Ctrl+Drag and drop copies

Ewcel 2003 - Slide No. 39

Copying Data Using Drag and Drop

To move and °
copy datato
another

worksheet .

To copy datato
another
workbook

Select the cell or range that contains the data to be copied.

Press and hold the Alt key and drag any edge of the selected range to the
required worksheet tab.

Place the range where required and release the mouse button.

To copy the data carry out the above procedure holding down both the Ctrl
and Alt keys.

Open the other workbook.

Select the Window menu and choose Arrange.

Choose Tiled and click on the OK button.

Select the cell range you wish to copy.

Press and hold the Ctrl key and drag any edge of the selected range to the
required position in the destination workbook.

Release the mouse button.



Formulas, Functions and Named Ranges 54

Excel 200

To copy data
over several
cells (fill)

To use the
Clipboard to
copy an object
between pages,
workbooks, or
programs

To copy an
objectto a
different
location on the
sheet

To insert new
cells to make
space for the
copied data
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Select the cell or range that contains the text entry.

Click and drag on the bottom-right corner of the selected cell or range.

The corner has a small box in it and the mouse pointer will change to a plus
sign.

Drag the selection up, down, left, or right to copy the entry over several cells.
Release the mouse button when you have finished.

Click on the object to select it and choose Copy from the Edit menu (or press
Ctrl+C, or click on the Copy icon on the Standard toolbar).

Move to a different application, or move to the new sheet or workbook.

Select a location for the top left-hand corner of the object.

From the Edit menu, choose Paste (or press Ctrl+V, or click on the Paste icon
on the Standard toolbar).

Click on the object to select it.

Click and drag the object while holding down the Ctrl key. The copy will move
with the mouse pointer as you drag.

Place the object in a new location and release the mouse button.

Select the cell or range you wish to copy.

Click and drag on the border edge of the selected range while holding down
the Ctrl and Shift keys.

As you drag, the insert indicator shows you where the copied cells will be
inserted. A vertical indicator shows that the cells to the right will be moved to
make room, a horizontal indicator shows that cells below will be moved to
make room.

When you release the mouse button, the copy will be inserted into the
worksheet at the desired location. Existing data will move to make space for
the copied data.
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Copying Columns and Rows

+ Make sure that you know how:
— To copy a numeric value down a column

— To copy a column of text into a row

— To copy a formula across several cells in a column or row

Excel 2003 - Slide No. 40

Copying Columns and Rows

To copy a
numeric value
down a column

To copy a
column of text
into arow

To copy a
formula across
several cells in
a column or row

In the first cell of the column, enter the first numeric value or formula.
Select the second cell in the column.

To copy the data in the selected cell, press Shift+Ctrl+”

Press Enter to insert the value into the selected cell.

NOTE: If there is already a formula in the original cell, the copied version
will only contain the value for the formula. If you want to copy the whole
formula, press Ctrl + ' (Apostrophe).

Select the range of data you wish to copy and transpose.

From the Edit menu, choose Copy (or press Ctrl+C, or click on the Copy icon
on the Standard toolbar).

Highlight the cell where you want to place the range.

Select Paste Special from the Edit menu, to display the Paste Special dialog
box.

Select the Transpose check box and select OK.

Insert the formula which you require in the first cell of the row or column.
Select the cell which contains the formula you want to copy.

Click on the bottom right-hand corner of the cell border, the mouse pointer will
change to a plus sign. Drag the selection over the row or down the column.
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Review Questions
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Review Questions - How Would You ...

1. Align data between the left and right sides of a cell?

2. Move numbers away from the right edge of a cell?

3. Align data between the top and bottom of a cell?

4. Change the “read” orientation of data in cells?

5. Display multiple lines of data in a cell?

6. Indent data within a cell?

7. Rotate text to any angle?

8. Center a heading over multiple columns?

9. Center data within a cell?

10. Change the font which is used in a cell or range?

11. Change the default font of the current workbook?

12. Change the default font in all new workbooks?

13. Change the font attributes for selected cells and nhumbers?
14. Change number formatting in Excel 2003 using the Formatting toolbar?
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15. Apply a custom format to numbers in a cell or range?
16. Format a number as a percentage?
17. Round numbers using a numeric format?
18. Establish a fixed number of decimal places for cell formats?
19. Round a number to a certain number of decimal places?
20. Remove decimal values from numbers?
21. Set decimal places for all numeric values on the workbook?
22. Change the width of a column?
23. Set the column width to match the data automatically?
24. Change the width of multiple columns?
25. Set new default column widths?
26. Change the height of a row?
27. Automatically change a row height?
28. Delete the contents of a cell or range?
29. Delete data without removing the underlying cell formats?
30. Delete rows and columns?
31. Delete cells or ranges?
32. Delete objects?
33. Delete worksheets?
34. Apply a border to cells or ranges?
35. Remove a border from cells or ranges?
36. Change the style and color of borders?
37. Automatically format a table?
38. Copy data to a different location on the same page?
39. Use the Clipboard to copy data to other programs?
40. Move and copy data to another worksheet?
41. Copy data to another workbook?
42. Copy data over several cells (fill)?
43. Use the Clipboard to copy an object between pages, workbooks, or programs?
44. Copy an object to a different location on the sheet?
45. insert new cells to make space for the copied data?
46. Copy a numeric value down a column?
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Formulas, Functions and Named Ranges

Learning Module Objectives

When you have completed this
learning module you will have
seen how to:

Enter a formula

Enter a cell or range reference by pointing
Enter functions directly into the worksheet cell
Sum numbers automatically

Use the SUM function

Use the Paste Function to enter a function
Name cells (long method)

Name cells (short method)

Navigate workbooks using named ranges
Create named ranges based on cell values
Delete named cells/ranges

Use named ranges within formulas
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Formulas

» Allow calculations to be made using the data contained
within the spreadsheet

» Preceded by an equals sign (=)

+ Examples:
=1+4
=A2+B2
=A1*9

Motre Diarme University Excel 2003 - Slide Mo, ’ 4

Formulas
To enter a e Place the cursor in the cell where the formula will appear.
formula e Enter an = (equal) sign.

e Enter the expression that will produce the result you want. This can consist of
operands, values, variables, and symbols which represent mathematical
procedures such as + or - to add and subtract, e.g. AS+Eb.

e When the formula is complete, press Enter. The result of the formula will be
calculated and displayed in the cell.

e You can display the formula itself in the Formula bar at the top of the screen by
placing the cell pointer on the cell.

e [Ifthere is an error in a formula, an error message is displayed which will begin
with a # sign.

To enter a cell e Enter the formula up to the point of the cell or range reference, e.g. to enter the
or range formula =E2+ES5, only enter the equal (=) sign.

reference by ¢ Move the cell pointer to the first cell reference using the arrow keys. The
pointing formula will track your progress and enter the current address into the formula.

e Press Enter to complete the formula when you have reached the cell you
require.
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» The order of the operators is vital, they are executed in the
following order:

AND, OR, NOT functions
+ or - (unary)

A

*or/
+ 0r -

&

SC>CEp= O

™

Operator Evaluation Order
Within Excel 2003

- Motre Dame University Ewcel 2003 - Slide No. 44

Operator Evaluation Order Within Excel 2003

Background

In Microsoft Excel 2003 operators are executed in this order:

AND, OR, NOT functions
+or - (unary)
N

*or/

+or -

&

=< ><<=>=<>

NOTE: When using Lotus 1-2-3, the exponentiation operator (%) is evaluated
before the negation operator (-), whereas in Microsoft Excel 2003, negation is
evaluated first. This will produce different results in the same complex formula,
when these operands are used in both products!
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Functions

+ Special commands used in formulas to perform
mathematical processes

— Can be used to make complex operations simple, and also extend the
power of Excel 2003

— Excel 2003 contains a built-in list of worksheet functions which are
categorized to make it easy to search for the ones you need

— You can also define your own functions for calculations you often use
in the User Defined category

. Motre Dame University Excel 2003 - Slide No. 450

Functions

To enter e Select the cell into which the formula will be entered.

functions e Insert an equal (=) sign to begin the formula. The formula toolbar buttons will
directly into the appear.

worksheet cell e  Enter the name of the function, followed by an opening parenthesis, any

arguments required for the function, and closing parenthesis.

e Press Enter. If there are no errors in the formula, the result of the function will
be entered in the cell. If you activate the cell again, the function will be
displayed in the formula bar.

NOTE: If you cannot find an error in a function you can use the Paste Function to
debug it. Highlight the problem cell and click on the Paste Function icon on the
formula bar or Standard toolbar.
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Functions (Continued)

A function must be typed in, using the correct syntax

They can only be used in formulas, so every function must

begin with an equals (=) sign

They always include parentheses after them

You may need to enter a value between the parentheses, or

they may be left empty

\ Motre Dame University

™~
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Functions (continued)
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Using the SUM Function X

» To total a column of figures

— Select the cell you want to contain the [ B |
sum formula

— Click the AutoSum icon on the Standard

toolbar
— A Sum formula will be created by Excel [
2003, along with the range it thinks you !
want to sum 51
6!

— If the range is correct, press ENTER

x| X ¥ = =SUM(B4:B9)
B C D =3UM

Motre Dame University Excel 2003 - Slide No.

Using the SUM Function

To sum e Select the cell you want to contain the sum formula.
numbers_ e Click the AutoSum icon on the Standard toolbar. Excel 2003 will create a sum
automatically formula, along with the range it thinks you want to sum.

e If the range is correct, press Enter. If it is incorrect, select the range you want
to sum and press Enter.

To use the SUM
function

Select the cell where you want to place the formula.
Type =SUM(

Highlight the range you wish to sum.

Press Enter.
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Other Commonly Used Functions

Commonly used functions include:

— AVERAGE

COLUMNS

COUNT

MAX

MIN

ROUND

sSum

Motre Dame University
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Other Commonly Used Functions

Function Name Use
AVERAGE Used to determine the average number of the selected cells.
COLUMNS Used to return the number of columns within a reference.
COUNT Used to count how many numbers are in the list of arguments.
COUNTA Used to count how many non-empty cells are in the list of
arguments.
COUNTIF Used to count how many non-empty cells are in the list of
arguments based on a condition.
MAX Used to return the maximum number from a list of arguments.
MIN Used to return the minimum number from a list of arguments.
ROUND Used to round off numbers to a specified number of decimal
points.
SUM Used to add the contents of selected cells.
PRODUCT Used to multiply the contents of selected cells
IF Used to return results based of specified ranges on a
TRUE/FALSE condition
HLOOKUP Used to look for data in a range horizontally
VLOOKUP Used to look for data in a range vertically
PMT Used to return a value for a periodic amount to be paid or
received
SIN/COS Used to find the sine or the cosine of a angle
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Commonly used
functions, as
displayed within
the Paste
Function

Paste Function

Funckion category:

Mosk Recently Used
all

Financial

Drate & Time

Math & Trig
Skatistical

Lookup & Reference
Database

Text

Logical

Information

AYERAGE{numberl,numberz,...}

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

Notre Dame University

Function narme:

50U

IF
HYPERLIME
COUNT
18

-

44 I Cancel
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Using Paste Function

+ An easy way to
create and apply
functions!

Paste Function

Function category:

Most Recently Used

Al —

Financial IF

Date & Time HYPERLINK

Math & Trig COUNT

Skatistical MAX

Lookup & Reference SIN

Database SUMIF
“ Text I | [pMT

Logical STDEY

Information _‘_“J ;l

AYERAGE(number1,number2,...)

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

[k | coneel
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Using Paste Function

To use the e Select the cell where you want the formula to appear and insert an equal (=) sign
Paste Function to start the formula.

to enter a e Enter any expression that appears before the function.

function e Click the Paste Function button on the Standard toolbar to display the Paste

Function dialog box when you are ready to enter the function.

e From the Function category list box, choose a function category.

e From the Function name list box, choose the function you require. Use the
down arrow to select other functions and select the OK button.

e A second Paste Function dialog box appears containing the function’s
arguments. Use the Tab key to move through the various arguments.

¢ When all the arguments are satisfied, click the OK button to enter the function
into the cell.

¢ If you want to make changes, do so in the formula bar. Press Enter to complete
the entry.
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» Ensure you know

— Relative vs. Absolute references
— How to name cells

— How to navigate workbooks
using named ranges

— How to delete named
cells/ranges

Motre Dame University

— The rules for naming cells and ranges

Naming Cells and Ranges

| Arial

Bill_Giles |
[
i

2 |Tom Peters
3 |Raj Shankir

— How to create named ranges 4 _|Bill Giles 1
based on cell values 5 |Hubert Lord 84
6 |Sally Smith BB

7
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Naming Cells and Ranges

Background We have seen that cells can be referred to by their location references:
e Forsingle cells - C1 AA23 V16 Al
e For arange of contiguous cells - Al:A6 B3:X3 B16:F20
e For arange of non-contiguous cells -  A2,F6,H2 B7,02:D8,F4:H7,R5
It is also possible to name cells and ranges so that they can be referred to using
meaningful names.

Rules for ¢ Range names normally begin with a letter or underscore character.

naming cells e Range names must NOT contain hyphens or spaces.

and ranges ¢ Range names have a limit of 255 characters.
e Bear in mind that names of 10 — 15 characters in length will be visible in most

drop-down menus.
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Depending on the task you want to perform in Excel, you can use either relative cell
references, which are references to cells relative to the position of the formula, or
absolute references, which are cell references that always refer to cells in a specific
location. If a dollar sign precedes the letter and/or number, such as $A%1, the
column and/or row reference is absolute. Relative references automatically adjust
when you copy them, and absolute references don't.

Relative references When you create a formula, references to cells or ranges are
usually based on their position relative to the cell that contains the formula. In the
following example, cell B6 contains the formula =A5; Microsoft Excel finds the value
one cell above and one cell to the left of B6. This is known as a relative reference.

A | B |
5 100
6 200 =45
7]

When you copy a formula that uses relative references, Excel automatically adjusts
the references in the pasted formula to refer to different cells relative to the position
of the formula. In the following example, the formula in cell B6, =A5, which is one
cell above and to the left of B6, has been copied to cell B7. Excel has adjusted the
formula in cell B7 to =A6, which refers to the cell that is one cell above and to the
left of cell B7.

A | B |
5 100
5 200 =A5
7 =AR
H :l

Absolute references If you don't want Excel to adjust references when you copy
a formula to a different cell, use an absolute reference. For example, if your formula
multiplies cell A5 with cell C1 (=A5*C1) and you copy the formula to another cell,
Excel will adjust both references. You can create an absolute reference to cell C1
by placing a dollar sign ($) before the parts of the reference that do not change. To
create an absolute reference to cell C1, for example, add dollar signs to the formula
as follows:

=A5*$C$1

Mixed reference Contains both relative and absolute portions of the address,
such as =$B3. When you copy this formula, only the row reference will adjust.

Switching between relative and absolute references If you created a formula
and want to change relative references to absolute (and vice versa), select the cell
that contains the formula. In the Formula Bar, select the reference you want to
change and then press F4. Each time you press F4, Excel toggles through the
combinations: absolute column and absolute row (for example, $C$1); relative
column and absolute row (C$1); absolute column and relative row ($C1); and
relative column and relative row (C1). For example, if you select the address $A$1
in a formula and press F4, the reference becomes A$1. Press F4 again and the
reference becomes $A1, and so on.
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To name cells
(long method)

To name cells
(short method)

To navigate
workbooks
using named
ranges

Define Hame

Mames in workbook:
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Highlight and select the cell(s) to be named.

Open the Insert menu and select the Name option.

Select the Define option.

The Define Name dialog box is displayed as shown below.

HE|

]
-

Refers to:

Close

Delete

|=sheetaigasi

J [kl

Enter the name you wish to give to the cell or range.
Click Add to add the name to the list of named ranges.
Click OK to complete the name definition.

The name of the cell is displayed in the Name Box at the top left of the
formula bar.

e Highlight and select the cell(s) to be named.
e Click in the Name Box with the mouse.
e Enter the name you want to give to the cell(s) and press Enter.
e The cell(s) now have a name.
It is possible to navigate to named cells @ -
and ranges in a single workbook. — B
e Having defined a set of named Oojamaflips
cells/ranges, click the down arrow to Thingarmies
the right of the Name Box and select Thingies
the named cell/range you wish to go Watchamacallis
to from the drop down list that Widets
appears. Wotsits

=
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To create It is possible to automatically name
named ranges cells/ranges using text labels that exist
based on cell within the worksheet.

values

We will use the example sheet shown
right to aid the description of this activity.
NOTE: The Name Box displays the
reference J4 for the selected cell.

To delete named
cells/ranges

Highlight the cell range to be named
and include the labels (12:36).

Open the Insert menu, select Name,
and select Create.

The Create Names dialog box is
displayed and makes an educated
guess at the position of the text labels
(in this case the left column).

Click OK to complete.

Check the Name Box for the cells to
see the effect of this activity.

Bill_Giles  =| =| 45
| I

1

2 |Torm Peters 12
3 |Raj Shankir 15
4 |Bill Giles I 45!
5 |Hubert Lord a4
E [Sally Smith BB
7

Notre Dame University

Open the Insert menu, select Name, and select Define.

The Define Name dialog box is displayed.
Select the range name you wish to delete.

Click the Delete button to remove that name from the available list.
When you have deleted the names required click OK to exit.

14 | =| 45
| _J |k
1
2 |Tom Peters 12
3 |Raj Shankir 15
4 |Bill Giles 45.
5 [Hubert Lord 84
B [Sally smith 515
7
Create Hames 2x|
Creake names in
I foprow:
V' Left column
I Bakkarn raw
™ Right column
ITI Caniel



Formulas, Functions and Named Ranges 71
Excel 200 Notre Dame University

-~

Using Named Ranges With Formulas

+ Use named ranges
within your formulas

» Easier to understand

+ Easier to modify at a
later date!

Named ranges make it much
easier to find your way around a
spreadsheet!

Motre Darme University Excel 2003 - Slide Mo,

Using Named Ranges With Formulas

It is much easier to understand a formula such as:
=unit_price*no_of_units
than a formula of the type shown below!

=A9*B84
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Review Questions
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Review Questions - How Would You ...

1. Enter a formula?

2. Enter a cell or range reference by pointing?
3. Enter functions directly into the worksheet cell?
4. Sum numbers automatically?

5. Use the SUM function?

6. Use the Paste Function to enter a function?
7. Name cells (long method)?

8. Name cells (short method)?

9. Navigate workbooks using named ranges?
10. Create named ranges based on cell values?
11. Delete named cells/ranges?

12. Use named ranges within formulas?
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Introducing Charts

Learning Module Objectives

When you have completed this
learning module you will have
seen how to:

Use the Chart Wizard to create a chart
Move a chart

Re-size a chart

Delete a chart

Use the Chart Type icon
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Creating a Chart g \

i Fi rst SEIECt you r data Chart Wizard - Step 1 of 4 - Chart Type HE
« Then click on the Chart | s | cusonpes |
Wizard icon ‘ e Chet s bt
EBar
+ Follow through the = ‘lm il
@ Fie
process one step at a o o (Scater)
time ﬂﬂ Eﬂlll
Or use the Insert Chart lsaredColin Conpars vaies 305
command located Z
under the Insert drop Press and Hold to Yew Sample |
down menu _— |

Motre Dame University
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Creating a Chart

To usethe Chart
Wizard to create
a chart

Select the cells you want to include in a chart. If you want to highlight a non-
contiguous range, highlight the first range with the mouse, and hold down the
Ctrl key and click on any other cells.

On the Standard toolbar, click on the Chart Wizard icon.

Step 1 of the Chart Wizard dialog box is displayed.

Continue making your choices via the Chart Wizard until you reach the final step
of the Chart Wizard.

Select Finish and the chart will appear on your screen.
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Manipulating Charts

+ Make sure that you know how:
— To move a chart and to delete a chart

o | = ] | s [ [ = [ T [ s [ s | | [ K
1 |Monday 4
2 |Tuesday B
3 |Wednesds 3
4 |Thursday 5
5 |Friday 6
B Chart Area - Ee Bmle P
7
8 7
9 2 -
10 —— -
- o= —-
12 N — [ a1
13 [ o | |
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Manipulating Charts

To move achart e Click on the chart you wish to move, so that small rectangular black selection
handles are displayed around the border of the chart. This indicates that the
chart is selected.

¢ Place the mouse pointer on the black border surrounding the chart and drag the
chart to a new location.
¢ Release the mouse button when you have placed the chart where you want it.

To re-size a ¢ Move the mouse to one of the corner selection handles (the small square black
chart boxes) and drag and drop. The chart is re-sized in the same way that any
graphic is re-sized within the Microsoft suite of applications.

To delete a e Click on the chart you wish to delete to select it and press Delete. The chart will
chart be deleted.
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/ Changing the Chart Type

+ Use the Chart Type button to change the type of
chart being displayed

Chart Area >4 ‘!‘:‘ﬁ E[ﬁ‘ % ¥

M B &
E & &
hi & o
k2 Jy b | ™
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[
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Changing the Chart Type

To use the Chart e Click on the chart to select it, and click on the drop down
Typeicon arrow next to the Chart Type icon on the Chart toolbar.
e Select the new chart type you require.

e Clicking on the Chart Type icon will display a drop
down containing a range of chart types, from which you
can selected the required format.

The following examples were created using the data below.

Sales Rentals

Monday

Tuesday 8 2
Wednesday 4 6
Thursday 6 3
Friday 8 5
Saturday 9 6
Sunday 1 3
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Pie Chart
’

Sales

Chart Area
= Monday .
B Tuesday
OWednesday |g
O Thursday
o Friday
O Saturday
H Sunday

Y 3-D Pie Chart
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B Tuesday
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B Friday
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ﬂ Doughnut Chart
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Review Questions
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Review Questions - How Would You ...

1. Use the Chart Wizard to create a chart?
2. Move a chart?

3. Re-size a chart?

4. Delete a chart?

5. Use the Chart Type icon?
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Printing

Learning Module Objectives

When you have completed this
learning module you will have
seen how to:

Change Page Setup options

Set print quality

Change the margins

Change header and footer margins
Change margins in Print Preview
Change the way the data is centered on the page
Center your printed output on a page
Use standard headers and footers
Create custom headers and footers
Change sheet options

Select a printer

Change the printer settings

Set the print area

Print column or row titles on every page
Print sideways

Preview a worksheet

Print multiple worksheets

Print a number of files at the same time
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Page Setup
* From the File menu, choose Page Setup to
display the Page Setup dialog box
Page Setup EHE
Prink. ..
Print Previe - -
m—mﬂl Options include:
*» Orientation
* Page humbering
Paper size: |M 210 % 297 mm j . g
Prit gualtys  [500 dpi 5 Paper size
e e » Print quality
] B » Scale of the page
e SUE DA InivESity Excel 2003 - Slce No. 59
Page Setup

To change Page

Setup options

To set print
quality

To set the scale
of the page

e From the File drop down menu, choose Page Setup to display the Page Setup
dialog box.
¢ Click on the Page tab.

Make changes to any of the following:

To change this: Do this:

Orientation Select Portrait or Landscape by clicking the option button in
the Orientation area.

Page numbering To begin page numbering with a different number, select
the First page number text box and enter the number you
want to use.

Paper size Display the Paper size drop-down list box and select the
size you require.

o Display the Print quality drop-down list box and choose the quality you
require.

e Choose the Adjust to option button.

Enter a percentage to scale in the Adjust to spin box, or choose the Fit To
option and enter the dimensions of the pages in the tall and wide spin boxes.
e Select OK.
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Page Setup

+ From the File menu, choose Page Setup to
display the Page Setup dialog box
— Select the Margins tab

Margins

_Pintprevien | Options include:

» Changing the margins

» Changing header and

footer margins

Bottom: Footer:

! s = » Changing margins in
Center on page Print Preview
I” [Harizontal I ver
ok | cancel |
o otre Dame University Excel 2003 - Slide No. 60__
Margins
To change the e From the File menu, choose Page Setup to display the Page Setup dialog
margins box.
e Select the Margins tab and click on the margin spin box you want to change,
Top, Bottom, Left, or Right.
e Click on the spin box arrows to change the settings and select OK.
To change e From the File menu, choose Page Setup to display the Page Setup dialog box
header and and click on the Margins tab.

footer margins

To change
margins in Print
Preview

To change the
way the data is
centered on the

page

e Choose the Header or Footer spin box and change the margin settings using
the spin box arrows.
e Select OK.

e From the File menu, choose Print Preview to display the Print Preview
window and click on the Margins button. Dotted guidelines will appear to
indicate each margin.

¢ Click and drag the margin guideline you wish to change to a new location.

e From the File menu, choose Print Preview to display the Print Preview
window.

e Click on the Margins button and dotted guidelines will appear to indicate each
margin.

e Click on Setup to display the Page Setup dialog box.

e Select the Margins tab and click on Horizontally and/or Vertically check
boxes in the Center on page section of the dialog box.

e Select OK.
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Centering a Report on the Page
Page Setup HE
Page Header/Foaoter | Chart |
Top: . Header: - Brirt..
: L2 Prink Presview
Options...
Left: Right:
Bottom: Eooker:
Cenker on page
I™ Horizontally ™ Vertically
/ Cancel |
) 4
Center on page :
[V Horizontally
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Centering Printed Output

To center your e From the File menu, choose Page Setup to display the Page Setup dialog
printed output box.
on apage Select the Margins tab.

e Click the Horizontally and/or Vertically check boxes in the Center on page
area. An example of how your selection will print is displayed on the preview
page.

e The print block will be centered between the margins which you establish.

¢ When you have selected your options, choose the Print button to display the
Print dialog box.

e Choose OK to print the report.
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Headers and Footers

Page Setup HE
+ Use the default headers .. o |
and footers ’
o Print Ti'reweﬂ
!(none) j options.. .
* SeIeCt headers and Cuskorn Heager CustomFoote‘ i
footers from the lists \
provided by Excel 2003 |~ E
it ettt ]
I the ecl: oo, then cheose the spprapriste button, o
+ Create your own _ i
custom headers B e —=
and footers r | 88| mlo| 8o
10 [

Note: Excel 2003 automatically inserts the name of your file in the header area
and the page number in the footer area
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Headers and Footers

To use standard e Excel 2003 provides standard header and footer options which can be selected
headers and from the drop down menus in the Page Setup dialog box. From the File menu,
footers select Page Setup to display the Page Setup dialog box. Make sure the

Header/Footer tab is displayed.

e Click on the down arrow to the right of the Header list box to reveal a list of
available headers.

e Click on the header required to select it.

¢ Click on the down arrow on the right of the Footer list box to reveal a list of
available footers.

¢ Click on the footer required to select it.

e Click on OK to accept the header and footer and close the dialog box.

To create e From the File menu select Page Setup to display the Page Setup dialog box.
custom headers Make sure the Header/Footer tab is displayed.
and footers e Click on the Custom Header or Custom Footer button to display the Header

(or Footer) dialog box. In the Left section box, enter any data you want to
appear at the left margin of the header or footer. In the Center section box,
enter any data you want to appear at the center of the header or footer.

¢ Inthe Right section box, enter any data you want to appear at the right margin
of the header or footer. You can also add the date and time to your header or
footer using the Date and Time icons, include file and sheet names in the
header or footer using the File and Sheet name icons, and determine which
pages the header and footer will appear on using the Page buttons. When you
have finished, click on OK to close the dialog box. Your new header (or footer)
will be displayed in the Page Setup dialog box in the Header or Footer list box.
Choose OK to close the Page Setup dialog box.
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+ Allows you to set:

Sheet Printing Options

The print area

Print titles icposetun HE B
4 . . W i der/Foater
Print options including | i i b
. Prirk: area ] Brik...
gridlines, comments, draft | oo | i
quality, b|aCk and White as Rows to repeat at top: I q‘] m
well as row and column i i | 5 e |
H Print
head ! ngs I Gridlines ™ Row and column headings
Printer order, i.e. down the I Blackandwhite  comments: [(hone) =
I Draft guality
page or across the page .
{+ Down, then over
£ Ower, then down

cred_|
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Sheet Printing Options

To change sheet e From the File drop down menu, click on the Page Setup command to display

options

the Page Setup dialog box.
e Select the Sheet tab and then make changes to any of the following:

To change this: Do this:

Columns or rows to repeat e Click on the icon in the right of the Rows to
repeat at top text box in the Print titles
area and drag over the rows you wish to
repeat at the top of the page. Click on the
icon in the right of the Columns to Repeat
at Left text box, and drag over the columns
you wish to repeat at the left of the page.

Elements that will print e Select the elements you wish to print, i.e.
Gridlines, Comments, Draft Quality,
Black and White, Row and Column

Headings.

Order of pages to print e Select Down, then over, or Over, then
down.

Print range ¢ Inthe Print Area text box, enter the

worksheet range you want to print, or click
on the icon in the right of the Print Area text
box and drag through the worksheet areas
you wish to print.

e Select OK.
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Choosing a Printer and
Changing Settings

* From the File menu,
select Print to display -
the Print dialog box stus: 1de
— Choose the Properties e
button to display the Comment: I Print to Fie
Printer Properties dialog  puntranee— - Coples :
©al of copies: —
bex v ||
Print what - s
— From the Printer list bOX, | € ssedion  © Entie workbook |jj;‘] ﬂﬂ b Kadate
choose the printer you £ et gentls) |
wish to use TR el | EEwm|

Motre Dame University Excel 2003 - Slide No. 64 4

Choosing a Printer and Changing Settings

To_ select a e From the File menu, select Print to display the Print dialog box.
printer e From the Printer Name list box, choose the printer you wish to use.
e Select OK.
To change the e From the File menu, choose Page Setup to display the Page Setup dialog
printer settings box.

e Choose the Options button to display the Properties dialog box for the printer.

e Change the options required. The options will vary depending on what type of
printer you have.

e Select OK, and then select OK to close the Page Setup dialog box.

To set the print e From the File menu, choose Page Setup to display the Page Setup dialog
area box.

e Select the Sheet tab.

e Inthe Print area text box, enter the print area, or select the worksheet range by
clicking in the Print area text box and dragging through the worksheet to select
the areas you wish to print.

e Select OK.
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* From the File menu, select Print

» Or press Ctrl+P

— Which displays the Print dialog box
Pint 21

Printing a Worksheet

Note that clicking on the

Printer
Mame:

Stakus: Ide

Properties. . Printicon M

Type:  HPLaserdet 4Si4SIMK PS d ISpl ay the Print dial og

‘Where: HPFS-SERVERI4SIMAPS 1 H

Comment: rPrinttofi[a box, but WI" Send the jOb
PNk rangy Copies dlrectly tO the prlnter

& al

" page(s) From: 5‘ lo:I E‘ ]

Mumber of copies: Il 5‘

-Print what

" Selection
% Active sheek(s)

X
"~ Entire workbook IjlEI e

Preview I
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Printing a Worksheet

To print

To print column
or row titles on
every page

To print
sideways

To preview a
worksheet

From the File menu, select Print to display the Print dialog box.

Select what you want to print in the Print what area, i.e. Selection, Active
sheet(s), or Entire workbook.

Specify the number of copies you want to print in the Number of Copies spin
box.

In the Page range area, select whether you want to print All pages in a range,
or enter the starting and ending page numbers in the From and To spin boxes.
Select OK.

From the File menu, choose Page Setup to display the Page Setup dialog
box.

Select the Sheet tab.

Click the Rows to repeat at top text box and then select the rows you want to
repeat by dragging over the rows in the worksheet. Click on the Columns to
repeat at left text box and select the columns to repeat in the same way.
Select OK.

From the File menu, choose Page Setup to display the Page Setup dialog
box.

Click the Page tab and click on Landscape in the Orientation area.
Select OK.

From the File menu, select Print Preview to display the preview window for the
sheet.
Select the Close button when you have finished.
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-~

* Choose Open from the File menu and select files
to be printed (Ctrl and Click)

Printing Multiple Files

[ty Documents =« In the example
Ity Pictures shown, 4 files have
T]MyWebs

: been selected

Open Read-Only
Open as Copy

Right click and
select Print from
the pop-up menu

Send To
Cut

-~
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Printing Multiple Files

To print a
number of files
at the same time

Click on the File drop down menu.

Click on the Open command.

While holding down the Ctrl key select the files to be printed.
Right-click on the files to display a pop-up menu.

Select the Print command from the pop-up menu.
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Review Questions
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Review Questions - How Would You ...

1. Change Page Setup options?

2. Set print quality?

3. Change the margins?

4. Change header and footer margins?
5. Change margins in Print Preview?

6. Center your printed output on a page?
7. Use standard headers and footers?

8. Create custom headers and footers?
9. Change sheet options?

10. Select a printer?

11. Change the printer settings?

12. Set the print area?

13. Print column or row titles on every page?
14. Print sideways?
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15. Preview a worksheet?
16. Print multiple worksheets?
17. Print a number of files at the same time?
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Installing the Sample Files

Installing the sample files
e Use the Windows Explorer to copy Excel 2003 samples from your exercises diskette, just below
the My Documents folder.
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A First Look at Excel 2003

Creatlng and Opening Workbooks

Start Excel and notice that it starts with a new default workbook. Then close Excel.

Start Excel and create a new workbook file using some of the templates installed on your computer
such as the Invoice or Purchase Order templates. To do this click on the File drop down menu,
and then click on the New command. The New dialog box will be displayed and clicking on the
Spreadsheet Solutions tab should display a range of templates for you to experiment with.

General Spreadshest Solutions |OFFice 97 Templates I Eusiness Planner Template ... I

Irvaice Purchase Yilage "Prewew —

Order Software

NOTE: You may see a dialog box as illustrated below, in which case click on Enable Macros.

Microsoft Excel

C:\Program FilesiMicrosoft Officel Templates! 10334 IMYOICE. XLT contains
macros,

Macros may contain viruses. Ik is always safe to disable macros, but if the
macros are legitimate, vou might lose some Functionality.

cable Macros Enable Macras | More Info |

Note that you may need access to the MS Office Installation disk if these templates have not
been pre-installed on your computer.

Experiment for a while using other templates that may be installed on your computer and then close
your files without saving your changes.

Enterlng Data

Create a new workbook.

Enter the number 1 in cell A1. Press Enter and in the cell A2 enter the number 2, and press Enter.
Continue until to have entered the numbers 1-10. NOTE: Be sure to press the Enter key after you
have entered the number 10.

Are the numbers within each cell aligned to the right of the left?

Click on cell B1 and this time enter the apostrophe character, followed by the number 1. Press
Enter. This time is the number aligned to the left or right? Why?

Click on the cell E2 and enter your first name, followed by the Enter key. Remember that you
always need to press the Enter key to confirm your data entry. Is the text aligned to the right or the
left?

In cell E3 enter the current date by pressing Ctrl+; (followed by the Enter key).

Enter the current time, press Ctrl+: (followed by the Enter key).

Note: To achieve this you would actually depress the following three keys Ctrl+Shift+:

Entering data into a range of cells

Click on cell B13. Depress the mouse button (and keep it depressed). Drag the mouse pointer to
cell E16. Release the mouse button and a small rectangular block of cells will remain highlighted
(this is called a range of cells).

Type in the number 1 and press Enter. Continue typing in more numbers, 2, 3, 4 etc and look what
happens when you reach the bottom of the selected area.

Close your workbook without saving your changes.
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Entering the same data into a range of cells

e Create a new workbook.

e Click on cell B1. Depress the mouse button (and keep it depressed). Drag the mouse to cell J3.
e Type in the number 25 and press Ctrl+Shift+Enter. What happens?

AutoCorrect

e Open the Tools menu and select the AutoCorrect command. Use the scroll bars to move through
the items listed in the Replace and With section. As you can see if you enter (c) this will
automatically be replaced by a © symbol. Close the dialog box.

e Type the following into your worksheet and observe what happens when you press the Enter key.

(c)

(r)

(tm)

accross

DAve

monday

e Close the workbook without saving your changes.

Adding an item to the AutoCorrect list

e Create a new workbook.

e Open the Tools menu and select the AutoCorrect option.

e Add a new AutoCorrect item to the Replace section called NDU and in the With section enter the
words NDU Computer Training.

e Click on the Add button. Then click on the OK button to close the dialog box.
Once you have done this try entering NDU into your worksheet and look what happens when you
press the Enter key.

e Close the workbook without saving your changes.

AutoComplete

Open afile called LIST.

Paosition the active cell at B6.

Enter the letter L. What do you see? Press the Enter key. What happens?

Experiment with seeing the effect of entering the letter M, followed by the letter o, followed by the
letter u. What happens when you get to the u? Press the Enter key. What happens?

Using the Pick List

e If not already there, move to the cell directly below the bottom of the list.
e Right click to display a pop-up menu and from this menu select Pick From List.

B o] =
A B I
Mouse
Keyboard
Monitor
System Unit
Leads
Leads
Mouse

keyboard
Leads
Monitor
Mouse

Styskem Unit

e Click on the word Keyboard from this list. What happens?
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Navigating in the Worksheet

e Enter the cell reference J9 into the Name Box (at the top, left of the screen, as illustrated). When
you press the Enter key you will jump to the cell you entered.

" Arial

19 =
B |

L

1

e Close the workbook, without saving your changes.

Navigating in the Worksheet using the keyboard

e Open the workbook called NAVIGATE and experiment with using the following keys to navigate
within the worksheet.

Press this: To move:

- One cell to the right.

« One cell to the left.

N One cell down.

4 One cell up.

Ctrl + » To the right-hand edge of the current region.

Ctrl+ « To the left-hand edge of the current region.

Ctrl + To the bottom edge of the current region.

Ctrl +T To the top edge of the current region.

Home To the first cell in the row.

Ctrl+Home To the first cell in the worksheet.

Ctrl+End To the lowest right-hand cell in the worksheet that contains a
data entry.

Page Down One screen down.

Page Up One screen up.

Alt+PgDn One screen to the right.

Alt+PgUp One screen to the left.

Moving between worksheets

e Click on the Old data tab to switch to another worksheet contained within the Workbook file.

e  Experiment with using Ctrl+PgDn to move to the next sheet and Ctrl+PgUp to move to the
previous sheet in your workbook.
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Selectlng Items Within Excel 2003

Click on the Current data tab to view the current data worksheet.

o Experiment with selecting a range of cells by dragging the mouse.
Click on cell A5. Depress the mouse key and keep it depressed. Drag the mouse to cell F11 and
release the mouse button. The range A5 to F11 will remain selected.

e Experiment with selecting a row.
Click on the '3' to the left of 'Part numbers', as illustrated. This should select the row.

. o =) r
A | B
Part numbers Jar

Northern region
4858

A

4|CH‘LH|¥= hJ‘-A

e Experiment with selecting a column.
Click on the 'B' column header, as illustrated. This should select the column.

=| Sales figur

; Jan F

B

=

e Experiment with selecting non-contiguous cells, rows and columns.
Select cell A6 and while keeping the Ctrl key depressed, also click on cells A9 and A13. Release
the Ctrl key and the three cells should remain selected.
NOTE The last cell i.e. A13 may not be highlighted but is it still selected!

Select row 6 and while keeping the Ctrl key depressed select row 19. Release the Ctrl key and the
two rows should remain selected.

Select column C and while keeping the Ctrl key depressed select column H. Release the Control
key and the two columns should remain selected.

e Experiment with selecting an entire worksheet.
Click on the intersection of the column and row headers and this should select the entire sheet.

B |

A,

T

e Experiment with selecting several sheets.
Click on the Current Data worksheet tab and while depressing the Control key click on the Old
Data tab. When you release the Control key the two sheets will remain selected.

e Click on either sheet tab to just select a single sheet again.
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23 6675 5}
24 9995 4
4|4 » | M4 Current data £ Old Data

Ready

Experiment with selecting all sheets.
Click on a sheet tab using the right-hand mouse button to display the shortcut menu and click on
Select All Sheets.

Close the workbook without saving your changes.

Inserting and Deleting Cells, Rows and Columns

Open a file called SALES FIGURES.

Inserting a row into a worksheet.
Select row 4 and right click over the selected row to display a pop-up menu and select Insert.

Inserting a column into a worksheet.
Select the column B and right click over the selected column to display a pop-up menu and select
Insert.

Deleting a row.
Select row 4 and right click over the selected row to display a pop-up menu and select Delete.

Deleting a column.
Select the column B and right click over the selected column to display a pop-up menu and select
Delete.

Close the file without saving your changes.

Savmg Workbooks

Create a workbook, enter some data and then save a workbook as SAVED-01.
Save a backup copy of the workbook, using the Save As command to save the file with a different
file name SAVED-02.

Experiment with saving summary information with a workbook. From the File menu, select
Properties. Enter the required information in the Properties dialog box. Select OK to save the
information within the file.

Using the Spelling Checker

Open a file called EXSPELL.
Spell check this worksheet, using the F7 keyboard shortcut.
Close the file without saving your changes.
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A Closer Look at the Excel 2003 Screen

The Standard Toolbar

Examine the Standard toolbar and make sure that you can identify the function of each icon. At
this stage you may not understand the function of each icon, just try to get a feel for what is
available via the use of this toolbar! You may want to use the Office Assistant available within
Excel to obtain more information on some of the features that you are unfamiliar with!

* Standard

EEH2 ERY bR

Kol v+ Gl

@ = A4l i mB o 2B

The Formatting Toolbar

Examine the Formatting toolbar and make sure that you can identify the function of each icon. At
this stage you may not understand the function of each icon, just try to get a feel for what is
available via the use of this toolbar! You may want to use the Office Assistant Help to obtain help
on some of the features that you are unfamiliar with!

+ Formatking X

Arial 10 ~-| B £ O
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Il
il
iefl
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Selecting Worksheet Views

Open afile called DATATBL.

Make a note of the “zoom percentage” that you are using.
Experiment with using the zoom controls.

Re-set the zoom to the original value.

Undo and Repeat

Try performing a few actions within a workbook, such as entering and deleting data and experiment
with using the Undo and Redo commands.
Close the file without saving your changes.

The Office Assistant

Re-start Excel and make a note of Todays Tip (this may not display by default on your PC).
Hide the Office Assistant. Right click on the Office Assistant, and from the pop-up menu
displayed, select Hide.

Re-display the Office Assistant. Click on the Office Assistant icon located within the Standard
Toolbar.
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Formatting and Customizing Data

Alignment Formatting Options

Open a file called ALIGN.

Experiment with aligning data between the left and right sides of a cell. To do this select cells
B5 to B11, click on the Format drop down menu and select Cells. From the dialog box displayed,
select Alignment. Experiment using the Horizontal and Vertical alignment.

Format Cells EH
MNumber Forit | Border | Patberns | Protectionl
Text alignment ~Orientation

Horizonkal: Indent:
IGeneraI j |D =
‘ertical:
IBottom j
Text conkrol Ig 5‘ Deqgrees
|| \Wrap text
™ shrink to fit
™ Merge cells
Ok I Cancel |

Experiment with wrapping multiple lines of data in a cell. Use cell B2 for this.

Texk control

|- Wirap ket

Data Indentation and Orientation

Experiment with indenting data within a cell.

Indent the information in cells B5 to B11. First select the cells, then right click to display the pop-up
menu, and from the list displayed, select Format Cells. This will display the Format Cells dialog
box. Select the Alignment tab. Select Left (Indent) from the Text alignment / Horizontal list, and
then use the spinner controls to add the required indent. Select OK.

Experiment with rotating text to any angle.

Rotate the information in cells C4 to F4 by 45 degrees. Select the cells that you wish to apply the
rotation formatting to.

Right click to display the pop-up menu, and from the list displayed, select Format Cells. This will
display the Format Cells dialog box. Select the Alignment tab. From the Orientation section
either enter the exact amount of rotation required into the Degrees box, or drag the Text dial to give
the desired level of rotation. Select OK.

rOrientation

lﬁ Degrees
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Centerlng a Headlng
e Centering headings
Center "Total value of sales this month" over multiple columns from cells B2 to F2.
To do this select the cells and on the Formatting toolbar, click the Merge and Center icon.

Using Fonts
e Experiment with changing the font which is used in a cell or range.
Change the font used in cells B5 through to B11.

e Experiment with changing the default font.
First make a note of the font type and size that is being used within your worksheet.
From the Tools menu, choose Options to display the Options dialog box. Select the General tab
and choose a different font from the Standard font drop down list box. Select a font size from the
Size drop down list box.

Standard Fonk: I.ﬁ.rial ;I Size; (10 =

Select OK. Close and re-start Excel for these changes to take place. Enter data into a new
workbook and confirm that the font is indeed different!

Set the font default back to its original setting.

e Close your workbook without saving any changes that you have made.

Formatting Numbers
e Open the Excel file ALIGN and experiment with changing number formatting in Excel 2003 using
the Formatting toolbar.

e Experiment with rounding numbers using a numeric format. Select the cells C5 to E11. Right
click to display a pop-up menu and select Format Cells. Select the Number tab and from the
Category section select Number, as illustrated.

Format Cells [ 2] %]

Mumber |Alignment I Fonk I Border | Patterns I Protectionl

Cateqary: ample |

General N Marme

Humber

Currency Decimal places: |2 E‘

Tirme ™ Use 1000 Separator {,)
Megative numbers:

Text 123410
Special (1234.10)
Custom = iz =l

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

Ok I Cancel |

In the Decimal places section of the dialog box, change the value to 0 and click on the OK button.
Observe the changes that this makes. Then reset the value back to 2 decimal places.

o Experiment with setting the number of decimal places displayed using these icons.

+.0 .00
+.0

e Close the file without saving your changes.
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Formatting Columns and Rows

Open the SALES FIGURES file.

Experiment with changing the width of a column. Find the right-hand border of the column you
wish to change and follow it to the top of the worksheet into the area of the column heading. When
the mouse pointer is moved in this area, it changes to a thick crosshair. Click on the right-hand
column heading border and drag the mouse to the left to reduce the column, or to the right to
increase the column size.

Experiment with setting the column width to match the data automatically. Double click on a
border to make the column change to fit the data in it. The column will be as wide as the largest
entry in it.

Experiment with changing the width of multiple columns to match the data. Click on the
heading (column letter) of the first column you want to change, and drag to highlight the other
columns. Double click on the right-hand border of the column heading of any of the highlighted
columns. The column widths will change to match their largest entry.

Experiment with setting new default column widths. From the Format menu, choose Column
Standard Width to display the Standard Width dialog box. Enter a new width for standard columns
(measured in characters). Select OK

Experiment with changing the height of a row. Select the row(s) you wish to change.
From the Format menu, select Row and choose Height from the Format Row menu. The Row

Height dialog box is displayed. Enter the value you want (from 0-409) in the Row Height text box.
The value represents the row height in points. Select OK.

Deleting Cells, Formats, Objects and Worksheets

Experiment with deleting the contents of a cell or range. Select the cell or range that you want
to delete. Press the Delete key

Experiment with deleting rows and columns. Click on the row number or column letter to
highlight the rows and/or columns you want to delete. From the Edit menu, choose Delete. The
row or column will be deleted and the other rows or columns will move to account for the deletion.

Experiment with deleting worksheets. Switch to the worksheet you wish to delete. From the Edit
menu, select Delete Sheet. A dialog box will appear to warn you that this action will permanently
remove the selected sheets. Click on OK to remove the worksheet, or choose Cancel to cancel the
operation.

Close the file without saving your changes.
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Addlng Editing and Removing Borders

Experiment with applying a border to cells or ranges. Open the SAMPTBL file. Select the cell
range B4 to F12 (By clicking on cell B4 and while depressing the Shift key clicking on the cell F12).
Click on the down arrow next to the Borders icon located in the Formatting toolbar and you will
see a drop down menu, as illustrated. Click on the Thick Box Border. A border will be applied to
the select range. Click on a different part of the worksheet to de-select the range and allow you to
more easily see the effect.

T J

[ Jm Al Thick Box Border

Experiment with removing a border from cells or ranges. Re-select the cell range B4 to F12
and use the Border icons to remove the border you have just applied.

Experiment with applying other type of border to this range of cells.

Experiment with changing the style and color of borders. Instead of using the Borders icon, re-
select the range and then click on the Format drop down menu, select Cells and from the dialog
box displayed select the Border tab, as illustrated. From here you can experiment with applying
different line styles and colors to your border.

Format Cells HE

Mumber I Alignment I Fort | Patterns I Protection I

Presets rLine

B B

Hone Qutline  Inside

Border

Text

Color;

Automatic ¥

The selected border style can be applied by clicking the pressts, preview
diagram or the buttons above,

cence

Close the file without saving your changes.
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Using AutoFormat

Open the file called SAMPTBL.
Experiment with AutoFormat to automatically format this table. To do this click within the data, then
click on the Format drop down menu and select the AutoFormat menu. Experiment!

AutoFormat HE
= oK |
Jan Feb Mar Total Jan Feb Mar Tedal

Eaat T 7 5 18| Ea= T 7 5 ] i
west 6 4 7 A7Tf|west| 8 4 7 17 ﬂl
soh 8 7 9 24)lfsown| 5 7 9 24 e =

Total 21 1921 G0 ||Total| &1 1821 ] Lahians

Simple Classic 1

Jan Feb Mar Total

East ¥y 7 5 18 ast 7 3
West 6 4 7 17 est 6 4 7
South 5 7 9 24 outh 8 7 9
Total 21 18 21 60 otal 21 18 21
Classic 2 Classic 3
dan  Feb  Mer Total Jan  Feb  Mar Total

East § 735 7% 5% 19 [East § 73 735 53 19
L=t 5 4 77 west 5 1 77
South 3 7 9 24 lSouth 8 7 9 24
Total § 21§ 10F 21 § 60 |Total 3 213 1635 21 3 &0

Accounting 1 Accounting 2 LI

NOTE: Remember that you can scroll down within the AutoFormat dialog box to display more
choices of AutoFormat styles. You can also experiment with clicking on the Options button within
the AutoFormat dialog box.

Close the file without saving your changes.

Movmg Data

Open the file called DATATBL.

Experiment with copying data to a different location on the same page.

Select the cell range B4 to F11. Move the mouse pointer at the edge of the selected box (until it
changes to an arrow shape). Depress the mouse button and while keeping the button depressed
drag the mouse downwards until you see a small yellow pop-up message displaying B9:F16.
Release the mouse button and the data will be moved to the new location.

Click on the Undo icon to reverse the move.

Copylng Data

Select the cell range B4 to F11 and this time copy the information to a new location using the
"drag and drop" technique outlined above (to copy rather than move depress the Ctrl key while you
drag and drop!)

Experiment with using the Clipboard to copy and move data.

To Copy to the Clipboard select a range and press Ctrl+C,

To Cut to the Clipboard select a range and press Ctrl+X,

To Paste from the Clipboard location the insertion point at the point that you wish to paste the
information to and then press Ctrl+V

Close the file without saving your changes.
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Formulas, Functions and Named Ranges

Formulas

Create a new workbook.

In cell B1 enter the number 18

In cell B2 enter the number 25

In cell B3 enter the formula =B1+B2

When you press the Enter key you will see the result.

AVERBGE | 7| X < =| =B1+82 | =|

A [ B ]

AT s o |, .

L L8 2] %

2] T 25 E 43

3| BT 4 [ 1
4 54

Usmg the SUM Function

In cell D1 enter the number 18
In cell D2 enter the number 25
Select cell D3 and click on the AutoSum icon and press Enter.

& B I U E=E=

T .|B 7 g|§§§|$ Autasum|

J = =SUM({D1:D2) c LD | C
¢ [ o _J E [ F ] 18

18 ! 18} =

o L I8 43

43 =5UM

Using Paste Function

Enter a new column of numbers and experiment with using the Paste Function to enter functions.
For instance use Paste Function to get the average value of a column of numbers. Also
experiment to find the maximum and minimum value in the column of figures.

Thus to average a column of numbers ...
In cell F1 enter the number 28
In cell F2 enter the number 55
In cell F3 enter the number 45
In cell F4 enter the number 24
In cell F5 enter the number 17

Select cell F6 and click on the Paste Function icon, which will display a dialog box, as illustrated.

Make sure that AVERAGE is selected in the Function name section. Then click on the OK button.

Click on the OK button once more and the average will be displayed.

Paste Function KHE

Funckion category: Funckion narne:

AVERAGE{number1,numberz,...}
Returns the average (arithmetic mean] of its arguments, which can be 2-"-1-

numbers or names, arrays, or references that contain numbers.

|

[
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e Use a similar technique to find the maximum and minimum number within the column.

e Close the file without saving your changes.

Naming Cells and Ranges
e Open the file called DATATBL. We will name all the data in the range C5:C11 as cars.
e Select the cells C5 to C11 as illustrated.

MName Cars Wal
Jone
Sue
James
Karen
Dave
Lou
Rob

MW [N W M

Just above the "A" header, you should see the reference C5 (or C11 is you selected from the
bottom upwards!), type in the word cars, and press Enter. You will now see a screen similar to that
below, where the selected range has been marked by the range name cars.

Cars = =[2
A [ B C
Sales this month

Cars Vai

MName
Jone
Sue
James
Karen
Dave
Lou

I [ || D [ (| b

-
=

Using Go To which will verify that the range has been correctly identified.

Click on any cell outside the selected range to de-select the range.

Click on the Edit drop down menu and select the Go To command, and in the dialog box displayed
select cars. When you click on the OK button you should see the cars range is selected for you

e Another way of achieving the same results is to click on any cell outside the selected range to de-
select the cars range. Then in the Name Box directly type in the name cars and press Enter.

e Close the file without saving your changes.
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Introducing Charts

Creatlng a Chart
Open a file called SAMPTBL.

e Click on cell B5 and while depressing the Shift key click on cell F11. This will select a contiguous
block of data that excludes the totals.

e Click on the Chart Wizard icon. This will display a dialog box. Click on the Finish button that will
create a default bar chart to represent the data, as illustrated.

Sales this month

Name Cars Vans Trucks Motor Bikes
Jane | 2 3 2 7
| | |
Sue » 5
James 12 9
Rob 10 o Series? 4
Dave a I W Series? 12
Lou @ E : DSer?es3 o 5
Peter 7 ] Eﬂ:ﬁ O Seriesd 3
ToTAl O - ) 45
PSS Q_r}Q {P@ \9\) Qé@
| | | |

Moving, Re-sizing and Deleting Charts

e Experiment with moving a chart. Click on the chart you wish to move, so that small rectangular
black selection handles are displayed around the border of the chart. This indicates that the chart is
selected. Place the mouse pointer on the black border surrounding the chart and drag the chart to a
new location. Release the mouse button when you have placed the chart where you want it.

e Experiment with re-sizing a chart. Move the mouse to one of the corner selection handles (the
small square black boxes) and drag and drop. The chart is re-sized in the same way that any
graphic is re-sized within the Microsoft suite of applications.

e Experiment with deleting a chart. Click on the chart you wish to delete to select it and press
Delete.

Changing the Chart Type

e Experiment with using the Chart Type icon to change the type of chart you have produced. Click on
the chart to select it, and click on the drop down arrow next to the Chart Type icon on the Chart
toolbar. Select the new chart type you require.

e Close the file without saving your changes.
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Printing

Page Setup

e Open the file called DATATBL.

e Experiment with changing Page Setup options. From the File drop down menu, choose Page Setup
to display the Page Setup dialog box.

Margins

e Experiment with changing the margins.

e  Experiment with changing header and footer margins.
e  Experiment with changing margins in Print Preview.

Centering Printed Output

e Experiment with changing the way the data is centered on the page when printed.

Headers and Footers

e Experiment with creating headers and footers. Excel 2003 provides standard header and footer
options which can be selected from the drop down menus in the Page Setup dialog box. From the File
menu, select Page Setup to display the Page Setup dialog box. Make sure the Header/Footer tab is
displayed. Click on the down arrow to the right of the Header list box to reveal a list of available
headers. Click on the header required to select it. Click on the down arrow on the right of the Footer
list box to reveal a list of available footers. Click on the footer required to select it. Click on OK to accept
the header and footer and close the dialog box.
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You may define selected, formatted characters as
new styles

Use the Style command located under the Format
menu
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on EXxisting Cell Formatting

)

Creating New Styles Based

Creating New Styles Based on Existing Cell Formatting

To create a style
based on
existing
formatting
within a cell

To apply a style
to selected cells

Select the cell which contains the format you want to use repeatedly.
From the Format menu, choose Style to display the Style dialog box.
Type a name into the Style name drop-down list box and click on the Add
button.

Close the dialog box by clicking on the OK button.

Select the cell(s) that you wish to apply a style to.

From the Format drop down menu select the Style command to display the
Style dialog box.

Click on the down arrow in the Style name part of the Style dialog box and
select the required style.

Select OK.
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» Styles are sets of information about how a

What are Styles?

spreadsheet is formatted

Style | 2] %]
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Cancel
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v Border Mo Borders
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V Protection  Locked
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What are Styles?

Background

A collection of cell formatting information is often referred to as a style. If
formatting information is assigned to cells using styles it is possible to easily
update the appearance of a sheet by modifying the styles.

Change one style and all cells that have that style assigned to them will reflect the
changes made.

The information held in a style includes the following formatting details:
Number

Font

Alignment

Border

Patterns

Protection

You have the choice when defining styles to exclude any of the above as you wish.

Excel comes with a number of styles pre-defined, by default all cells have the
Normal style assigned to them.

It is possible to copy styles from one Workbook to another.
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» From the Format menu, select Style to display the
Style dialog box

Creating and Using Styles
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Creating and Using Styles

To create a style

To use a style

To edit a style

Select a cell formatted with the attributes you require.

From the Format menu, select Style to display the Style dialog box.

Type the style name in the Style name drop down list.

Select the Modify button to change any of the attributes. The Format Cells dialog
box will be displayed. Click on the Number, Alignment, Font, Border,
Patterns and Protection tabs and make any changes required. Select OK to
return to the Style dialog box.

Select OK.

Select the range you wish to format.

From the Format menu, select Style to display the Style dialog box.
Select the style from the Style name drop down list box.

Select OK.

From the Format menu, select Style to display the Style dialog box.

Select the style you want to change from the Style name drop down list box.

Click the Modify button. Make the changes required by clicking on the various
tabs, and choose OK to return to the Style dialog box.

Select OK. All the cells which are formatted with this style will be updated to reflect
the changes.
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OLE - Embedding vs. Linking

*+ Embedding

— Data is copied from one application to another

— Changes made to the original data do not effect the copy of
the data in the second application

— The copied data in the second application may be edited
without affecting the original data

» Linking
— Data from one application is linked to a copy of the data which
is displayed in the second application

— If the original data is edited changes are reflected in the copy
of the data in the second application

OLE - Embedding vs. Linking

Background

What is
embedding?

Object Linking and Embedding (OLE) is an advanced feature that is useful for
transferring data from one application to another.

When you embed data from one application into another application, essentially a
copy of the information is placed in the second application. If you double click on
this embedded object then you can edit it, without affecting the original copy of the
data.

There are two types of OLE, referred to as OLE 1 and OLE 2; Excel 2003 uses
OLE 2. When you double click on an OLE 2 embedded object, you stay in the
application that the object was embedded in while the required control/editing tools
“come to you” from the original OLE compliant application that was used to create
the object.

What is linking?  Linking solves the problem you have with embedding, of having to change each

copy of the information independently. A link can be created between two
worksheets (the dependent worksheet that will use the data and the source
worksheet that contains the original data). Each time you change the data in the
source worksheet the data in the dependent worksheet linked to it will also be
updated.

This enables you to use the same data in multiple worksheets with the knowledge
that it will all be updated simultaneously.
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» Data on different worksheets may easily be
linked together

Data may be linked between different programs!

inking Data From Other Worksheets |

R

A

Linking Data From Other Worksheets

To link data
from other
worksheets

To link data
from other
workbooks

To update links

Highlight the cell in the first worksheet to which data in the second worksheet
will be linked.

Type in an equal (=) sign to start a formula entry.

Move to the second worksheet by clicking the sheet tab.

Select the cell in the second worksheet which contains the data you want to link.
Press Enter. This results in a linking formula in the first worksheet which
follows the syntax =Sheet!Cell,

- where Sheet is the name of the external worksheet and Cell is any cell in the
worksheet.

Open both the workbooks you want to link and then using the Window menu,
select the first workbook that will contain the linking formula. This formula will
refer to a cell in the second workbook.

If it is not already active, use the tab to select the worksheet and select the cell
which will contain the formula.

Type in an equal (=) sign to start the formula.

Move to the second workbook using the Window menu.

If it is not already active, select the worksheet and click on the cell containing
the data you want to link.

Press ENTER. This results in a linking formula containing an external source
reference to the second workbook.

From the Edit menu, select Links to display the Links dialog box.

Click on the link reference you wish to edit or update in the Source file list box.
Select the Update Now button to update the link.

You can change the link reference by clicking the Change Source button in the
Link dialog box, or open the source worksheet by clicking on the Open Source
button. Then select OK.
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What is Consolidation?

» This feature allows you to select blocks of data
from several different worksheets, or different
pages of the same workbook, and combine their
values into a single, summary range in a
workbook

» This saves time, and is easier than cutting data
from several worksheets and pasting into one,
single worksheet
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What is Consolidation?

To consolidate Highlight a cell on a blank worksheet page, or a blank area of a worksheet.

data over Select Consolidate from the Data menu to display the Consolidate dialog box.
several Select the first area you wish to consolidate by clicking on the worksheet and
worksheets or dragging to highlight the area required. Do not include row and column text,
worksheet only numeric data. Use the sheet tabs to change between worksheets.
pages The selection will appear in the Reference text box.

Note: Any formulas in the source area will only be used as values, i.e. only values
in the cells will be used in the consolidation.

Click on the Add button when you have highlighted the required range.

Continue highlighting and adding the remaining areas in the consolidation.

From the Function drop-down list, select the function you require. The default is
Sum which will add the data across the selected range.

If you want the summary report to create linking formulas to the source data
automatically, select the Create links to source data check box.

Select OK to complete the consolidation.
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Consolidating Rows and Columns

» Select Data Consolidate from the menu

\ Motre Darne Universty

Consohidate n
Function:
foum =l
Reference:
|| j‘J Browse. ., i
All references:
e |
;I Delete |
Use labels in
I~ Toprow
™ Lefteolmn | [T Create links to source data
| OK, I Close i
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Consolidating Rows and Columns

To consolidate

selected rows
and columns
from several
worksheets or
pages

Insert the row or column text you want to consolidate from the source ranges in a
blank worksheet page, or on a blank area of the worksheet. Ensure that you
type the text exactly as it appears in the source data ranges.

Highlight the row or column labels you entered.

Select Consolidate from the Data menu to display the Consolidate dialog box.

Select the first area you wish to consolidate by clicking on the worksheet and
dragging to highlight the area required. Make sure you include row and
column text in the source areas, as well as numeric data. Use the sheet tabs
to change between worksheets.

The selection will appear in the Reference text box. Note: Any formulas in the
source area will only be used as values, i.e. only values in the cells will be
used in the consolidation.

Click on the Add button when you have highlighted the required range.

Continue highlighting and adding the remaining areas in the consolidation.

From the Function drop down list, select the function you require. The default is
Sum which will add the data across the selected range.

If you want the summary report to create linking formulas to the source data
automatically, select the Create links to source data check box.

If row text was entered at the first step, select the Top row check box in the Use
labels in area. If column text was entered, select the Left column check box.

To complete the consolidation, select OK.
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» A wide range of functions exist to assist with date
manipulation

The Date Functions

Examples

DATE()
DAY()
MONTH({)
TODAY()
WEEKDAY{)

\ Motre Dame Universioy
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The Date Functions

Background

How are dates
stored?

Users of spreadsheets are often required to carry out tasks based on dates. To do
this Excel 2003 has a number of date related functions.

Excel 2003 stores dates as a serial number giving each day of each year a unique

number.

The numbering system starts with “Day 1" being the 1st January 1900, “Day 2"
being the 2nd January 1900.

DATE Returns the serial number of a particular date.

DATEVALUE Converts a date in the form of text to a serial number.

DAY Converts a serial number to a day of the month.

DAYS360 Calculates the number of days between two dates based on
a 360-day year.

EDATE Returns the serial number of the date that is the indicated
number of months before or after the start date.

EOMONTH Returns the serial number of the last day of the month before
or after a specified number of months.

MONTH Converts a serial number to a month.

NETWORKDAYS [ Returns the number of whole workdays between two dates.

TODAY Returns the serial number of the current date.

WEEKDAY Converts a serial number to a day of the week.

WORKDAY Returns the serial number of the date before or after a
specified number of workdays.

YEAR Converts a serial number to a year.

YEARFRAC Returns the year fraction representing the number of whole

days between start_date and end_date.




To enter the
current date into
a spreadsheet

To separate the
year from a date

To separate the
month from a
date

To show the day
of the week

To show the day
of the month

To get the sheet to always show the current date use the TODAY() function which
will return the serial number for now. When formatted as a date this will show the
current date.

To separate the year from a date use the YEAR() function. If you have two dates
entered you can use the YEAR() function to calculate the number of years between
each date.

To find the month of the year (number 1 to 12) for a given date use the MONTH()
function.
To show the day of the week (number 1 to 7) for a given date use the

WEEKDAY!() function.

To show the day of the month (number 1 to 28,29,30,31) for a given date use the
DAY () function.
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» Make sure that you know how:

Mathematical Date Functions

— To calculate the difference between two dates in days or
weeks

— To add days or weeks to a date
— To add months to a date

— To find out the last day of the month

Excel 2000 - Core Lewel
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Mathematical Date Functions

To calculate the
difference
between two
dates in days or
weeks

To add days or
weeks to a date

To add months
to a date

To find out the
last day of the
month

e Incell Al (or any other cell) enter the first date.

e In cell A2 (or any other cell) enter the second date.

¢ In cell A3 (or any other cell) enter the formula =A2-A1 to calculate the difference
between the second date and the first date.

e This formula calculates the difference between the two dates in days. To
calculate the difference in weeks use:
=(A2-A1)/7.

¢ Incell Al (or any other cell) enter a date.

e In cell A2 (or any other cell) enter the following formula: =A1+120. This adds
120 days to the date.

e To add weeks to a date, multiply the number of weeks by seven to calculate the
number of days, i.e. =A1+(10*7) adds ten weeks to the date.

e In cell Al (or any other cell) enter a date.
¢ In cell A2 (or any other cell) enter the following formula:
=DATE(Year(A1), MONTH(A1)+1,DAY(A1))

e If you change the +1 value to +2 or +3, you will add two months or three months
on respectively.

e In cell Al (or any other cell) enter a date.
e In cell A2 (or any other cell) enter the following formula:
=DATE(YEAR(A1),MONTH(A1)+1,1)-1

e This will give you a date that represents the last day of the month found in cell
Al
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Time Functions

» A range of functions exist to assist with
manipulation of Time

» Examples

- HOUR
MINUTE
- NOw
SECOND
TIME
TIMEVALUE
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Time Functions

HOUR Converts a serial number to an hour.

MINUTE Converts a serial number to a minute.

NOW Returns the serial number of the current date and time.
SECOND Converts a serial number to a second.

TIME Returns the serial number of a particular time.
TIMEVALUE Converts a time in the form of text to a serial number.




/ Drawing Lines, Boxes, \w

Ovals and Arcs

* You can use the drawing buttons to add drawing objects
to your worksheets inside Excel

— These buttons allow you to create ovals, rectangles, freehand
lines, and polygons
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Drawing Lines, Boxes, Ovals and Arcs

To display the e Click on the Drawing icon located within the Standard toolbar
drawing toolbar ‘g

OR right click over any toolbar that is visible and then from the pop-up list
displayed select the Drawing toolbar.

To draw lines, e Click on the icon you wish to select on the Drawing toolbar, i.e. click on the

boxes, ovals, Oval icon, to draw an oval.

and arcs e Move to the position on the worksheet that you wish to draw the object.
Depress the left mouse button and drag the mouse to create the size of object
you require.

¢ Release the mouse button when the object is the desired length or shape.

To_move an e Click on the object and hold down the mouse button.
objectarounda e Drag the object to a new location and release the mouse button.
page

To copy objects e Click on the object and hold down the mouse button whilst pressing the Ctrl
key.
As you drag the object a copy of it will move with the mouse.
o Release the mouse button to copy the object.
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Using AutoShapes
» From the Drawing toolbar select AutoShapes
Formal AutoShape
,,,,,,,,,,, nes (] see | Protecion | Propertis | web |
&2 Lines >
Fil
:ﬂ Connectors » o [z I semtrarsparen:
1 Basic Shapes » o
B, Block Arrows 8 e (] we [
Flowchart » C — o
gﬂ e Char! Connaee Iﬁ
%z Stars and Banners  » Arrone
'@ Callouts » L) I L F
0 I I |
@ More AutosShapes...
| Autoshapes ~ N\ [ I
Once the AutoShape has been
created, double click on it to format it
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Using AutoShapes

To insert an
AutoShape
object into your
Worksheet

To format
AutoShape
objects

If necessary display the Drawing toolbar.

Click on AutoShapes within the Drawing toolbar, which will display a pop-up
menu.

From the pop-up menu displayed select the category of AutoShape that you are
interested in, such as Lines, Connectors etc.

Then from the sub-category displayed click on the actual AutoShape that you
require.

Position the mouse pointer on the worksheet at the location that you wish to
insert the AutoShape.

Depress the left mouse button and drag, until the AutoShape is the desired size.
Then release the mouse button and the AutoShape will appear.

Double click on the AutoShape that you wish to format. This will display the
Format AutoShape dialog box, which contains five tabs, Colors and Lines,
Size, Protection, Properties and Web.

Select the required options and then click on the OK button to close the dialog
box and apply your selections.
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Creating Text Boxes
» Click the Text Box icon within the Drawing toolbar
Format Text Box
moteaen | eees | wegns |
Fort | agmet [ Cdowsadines 1] se |
Fil
N e
8 s ire
7 Hi this is a text box! 7 O e
é*’ LALLAAL, v ahed: [ ] wes 0.75 pe g
s W e 3
Double click on the borders I ER l E
to open the Format Text Box | \

dialog box
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Creating Text Boxes

To create atext o If necessary display the Drawing toolbar.
box e Click the Text Box icon located in the Drawing toolbar.
Position the mouse pointer at the location within the worksheet that you wish to
insert the text box.
e Depress the left mouse button and drag over the worksheet to draw the text
box.
Release the mouse button when the text box is the desired shape and size.
e Enter the text that you wish to be displayed with your newly created text box.

To edittextina e Place the insertion point within the text box (by clicking once).

text box e Select the text that you wish to format.
e Use any editing or formatting features that you wish to apply to the selected
text.

e Click outside the text box.

To delete atext e Click on the text box.
box e Then move the mouse pointer to any edge of the text box (you will see that the
cursor changes shape when you align the mouse pointer with the edge of the
text box) and click once.
e Press the Delete Key.

To insert text e Click on the text box to select it and simply enter your text.
into a text box
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* From the Insert menu, select Picture
1
TN o
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Pictures

To insert clipart e Click on the Insert Clip Art icon, located in the Drawing toolbar. You may see
a small dialog box reminding you that there is much more clip art available on
the Microsoft Office CD-ROM installation disk. If you do see this informational
dialog, press OK to continue.

o A gallery of clipart will be displayed.
e Select the group that matches your requirements, such as Academic or
Animals. In the screen dump below, the Animals clipart has been selected.

Bl Insert ClipArt [_ (O]

J@ - J!mpDrIEIIDS G5) Clips Orline. €3 Help e

[Seachioe o oo o @ &
Pioues | fa Sounds |30 Woton Cips |

Clips 1 - 60 in Animals

BN

FArS
A B
Bl o\ AN

e Click on the picture that you wish to insert, a pop-up menu will be displayed.
e Click on the Insert clip icon (the icon at the top of the menu) and the picture will
be inserted into the worksheet.

F )




The Picture
toolbar

To move a
picture

Tore-size a
picture

To delete a
picture

When you insert a picture into an Excel worksheet, the Picture toolbar is
normally displayed automatically. Use the Excel on-line help for further
information about using this toolbar.

Picture

'

um OT QL 5t 04| F = % /|13

Click once within the picture to select it.
Drag the picture to a new location.

Click on the picture to select it.
Click on one of the black selection handles, and drag the arrow to re-size the
picture.

Click on the picture to select it and press the Delete key.
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Bring to Front/Send to Back

» Right click on a selected object, and select from
the Order sub-menu

& cut
B3 Copy
R paste

Add Text

Grouping »

Order

Assign Macro...
Set Autoshape Defauls Ll Bring Forward
% Format AutoShape... (g send Backward
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Bring to Front/Send to Back

To control how o If you have inserted more than one picture then you may want these pictures to
pictures are slightly overlap each other. The question then is which picture is in front and
layered on top which picture is displayed behind the other picture?

of each other Click on a picture to select it.

Right click to display a pop-up menu.

From the pop-up menu displayed, click on the Order command and from the
sub-menu displayed, select the required option, i.e.

Bring to Front
Send to Back
Bring Forward
Send Backward
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