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Who This Book Is For

This book is for advanced computer users who want
to take their knowledge of this particular technology

or software application to the next level.

The Conventions in This Book
@ Steps

This book uses a step-by-step format to guide you
easily through each task. Numbered steps are

actions you must do; bulleted steps clarify a point,

step, or optional feature; and indented steps give

yo

u the result.

@ Notes

Notes give additional information — special
conditions that may occur during an operation, a

situation that you want to avoid, or a cross reference

to a related area of the book.

© Icons and Buttons

Icons and buttons show you exactly what you need

to

F’

F

click to perform a step.

Create a PivotTable
Calculated Field

ighin a PivotTable, you can create new fields,
calculated fields, which you can base

I the values in existing fields. You create a

calculated field by creating a formula. Your formala can

include functions; operators such as + -, *, and /; and

existing fields, including other calculated filds; but your

formula cannot use cell references. For example, you

could enter the following formula:

B - sucneis sowar + 2000

You usually use calculated fields with continuous data

such as incomes, prices, miles, and sales. For example,

you can add a value to each value in a field called

Bushels to create a calculated field called Projection.

Use the Insert Calculated Field dialog box to name your

Create a PivotTable Calculated Field

L=

@ Extra or Apply It

An Extra section provides additional information
about the preceding task — insider information and

tips for ease and efficiency. An Apply It section takes

the code from the preceding task one step further
and allows you to take full advantage of it.

@ Bold

Bold type shows text or numbers you must type.

O Italics

Italic type introduces and defines a new term.

@ Courier Font

Courier font indicates the use of scripting
language code such as statements, operators, or
functions, and code such as objects, methods,
or properties.

calculated field the formula you want to use. You can also
use this dilog b to modilyexiting calclaed fields or

delete fields you no longer want to use. Onc

your calculaied Rlds are avalabe i the PivocTable Field
List for use in your PivotTable. You cannot place
calculated fields in report flters, column labels, or row
labels. You can only place calculated fields in the data
area, therefore place your calculated field in the = Values
box.

If you want to see a lst of all the formulas used by your
PivotTable, choose the List Formulas option under
Calculations; Field, Items, and Sets on the Options tab to
list all the formulas in your worksheet and their names.

@ Ciick any field in your

PivotTable.
‘The PivotTable tools
appear.

@ Click the Options tab.

® If the PivotTable Field List
does not open, click Field
List

© Click Calculations.
@ Click Fields, Items, &

Amenu appears.
© Click Calculated Field.

The Insert
Calculated Field
dizlog box appears.

O Type aname for the

iew field.

@ Double-click an
existing field to use
in defining the field.

© Type an operator
and the value Such

25 +2001
© Click OK.
© The calculated field

appears at the end
of the Field List
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SaqeL10A1d U: Im Sunjiom :6 1a1deyd

=

|

You can place the |
caloulated field in i
I
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the X Values box. 1 ooy s Lo e
+ bt = war s

Values for the

caloulated feld fll
the data area.

You can base one calculated field on another calculated
field. If you do, you may want to use the Calculated
Item Solve Order dialog box to tell Excel the order in
which you want it to perform your caleulations. Click a
cellin your PivotTable. The PivotTable tools appear.
Click the Options tab. Click Calculations. Click Fields,

Your PivotTable report, you can delete it If you want to
change the formula, you can modify it Click anywhere
in your PivotTable. Click the Options tab. Click
Calculations. Click Fields, Items, & Sets and then click
Caleulated Field. The \nsz{x Calculated Field dialog box

appears. Click the [=
field you want to modify o delete. Click Modify if you
want to modify the field. Excel makes the formula
available for modification. Click Delete if you want to
delete the field. Excel deletes the field.

Item Solve Order dialog box appears. Use the Move Up
button to move a calculation up in the solve order. Use
the Move Down button to move a calculation down in
the solve order.




TABLE OF CONTENTS

HOWTOUSETHISBOOK .............. ...V

T GETTINGSTARTED .. .... ..ottt ennns 2
Introducing Data Analysis With EXCEl.......cccccevveervuierniverriieniieeeniieerieesieessineenneenns 2
Tour the EXCEl WINAOW......cccviieriiiiiiieeieeiiieenieeeiiesieeennveeesseessnesssseessseesssaesssseenns 3
EXplore the RIDDOM ......oouviviiiiiiiiiiiiiiiiiiiiicicicce e 4
Using the Mini Toolbar and CONteXt MENU .......c...cecueerueerueeneenruenueruenueeueeueenueens 5
Select Options 0N the StATUS BAT ......ccvvveerveervreerivernieenieerieeenireenueessseesssneenseesnnes 6
Take a LooK at BaCKSLtAZE VIEW ....c.vierveeriieeniieeriienieeenireenreesnineensueesseesnsaeensneenes 7
Upload a File to Excel’s Web-based AppliCation ...........ccceevvveerviveeniveeriureesueenveenns 8
Create a File Using Excel’s Web-based Application..........cccceeveerveenvenveruenuennnen. 10
ENEET DATA.ccceviiiiiiieeiiiiiiiiiiiieee ettt eeetttttiiiee e e e et etenaratbaeseeeeeeeanenenanesseeeee 12
SEIECE CeIIS ..eeeuvrreeeeiiieeeeiireeeecite e ettt e e eebteeeenreeesestaeesenreeesessseeessnsseessnsseeeensseeenns 14

2 FORMATTING AWORKSHEET ................ 16
Using the Ribbon to FOrmat NUMDETS.........ccovvverriieenieeriiennirernieeniieenireeneeenneens 16
Using the Format CellS DIialog BOX.....covveerveerrvrerrrreerueersreessneenueessseesssneenuessseens 18
Understanding Dates and TIMES .......cccvveerveeeveerrrreerveennueensuneerueesiseesssneesueesseens 20
Format PerCENTAZES. ........uuvmmiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieriieececeeee e eeeeeeeeeeeeeeseeeees 22
FOIMAat FIACTIONS ..uvvvviiieeeereeiiiiiieeeeeeeiiiteeeeeeesaettaeeeesssnnerereeessssnnnssraeeesssssnsene 23
Format in Scientific NOTAtioN ........cc.eecvereueerieeieeieenieeniieniierieeeieeeeeeteenteeaeenneeneeas 24
FOImat @S TEXL.......oovvviiiiiiiiiiiiiiiiieiiiiiiiiiiiee it ssnaanes 25
A @ BOTART ..covveiieinieeniieiteieetteeite sttt ettt et et enaeesaeesbeesbeesanesanesaneeneeenneen 26
Change the FONL OF FONE SIZE......coveerireeriverrreenieenireeniaeenseeniseessuesnueessseesssaesnns 28
Add @ Background COLOT .........veevveerreerrreerireerueenueeesseeesneessseesssresnsseessseessssesssees 30
Change the FONL COIOT.....c...couiiiiriieniienitenitesteeiteeite ettt ettt et s eneeeneean 31
Bold, Underline, or TtaliCIZE..........ceevruvreerriieeeniiieeeniieeeeniieeeesirreeeeireeessnvareesnnneees 32
ALIGN DALA ..ottt ettt ettt sttt et sbe e 33
ROALE DALA......oeiiiiiiiiiiiiiiiiiiiiiiiiiiciiiiiec et saaanes 34
WIAD TEXE ceiiiiiiiiiiiiiiiiiiiiiiiiiieiieeeeeeeeee ettt eeeeeeeeeeeeaeeeeaeeeee 35
MEIZE ANA COILET ...eevvvveerrreevreerireerrreesireennreenseessseeenmseesseesssnesnsseesseesssseesssessseens 36
ADDLY @ SEYIE c.vvvieiieeeiireeeiieeeieeeiteerireeeteeeiaeessseesnsaeesteesssaesnsaessreenssaennsaesseesnees 37
USIng FOrmat PAINTET ......cuuveerriiieeriiiiiiniiiieeniiieeenireeeeiiieeesiieeeesnreeeesnrareesnnaees 38

(00 1T 1 gl Ao} § 11 =1 1< F R PPRRPRPRRR 39




3 STRUCTURING YOUR WORKBOOK ............ 40

Cut, Copy, and Paste CelIS..........eeerrrreermriireernirieernireeenssdeeeeniiieeeenireeennirreesnsuneeens 40
Using Live Preview With Paste.........ccveeevriieeemniieeeniee/oniieeenieeeeniieeeenineeeennnnes 42
Paste from the Office CLIPDOAId........cooveervrerriieiriiieniesiiieeiieerieeeeieesiteesireesneenns 44
INSEIE OF DEIELE .covveeniiiiiiiieiiieiiieeie ettt e s 46
Find and Replace INformation..........co.cocuereuernieeniencdhueenienienienieeieeieenieenneenees 48
Change the Name of @ WOIKSHEeL ........cccuevvueriienienitoieniinieniceie et 50
Change Column Widths or ROW HeEIghtS ......cccueevuieniiiniinienieniciieciecieciecieenen 51
Hide COIUMNS OF ROWS ...eeeuiviiriiieriieeiieeniiienieeeiteeniheesieeesbeeenteeessteesnseeeneeensneenns 52
Hide @ WOTKSNEEE .....vvveeeiiiieeeeiiieeeeiieeeeiteeeeiveeeeeitbeeeiraeeeeareeesenraeessnnsaeessnnsneens 53
Move O COPY @ WOTKSREEE .....ccuvvvieeeiiieeeeiiieeeeiiee e tieeeeetieeeeiveeeeeevaeeseanreeeennnnas 54
Freeze WOTKSNEEE TitleS......ccevuvreeerireeeeriiieeeeiiieeenieebeerinreeeeireeeeennreeesnnseeessnseeens 56
Hide Gridlines, Headings, or the FOrmula Bar.............iveeevveeeervieeennieeeennveeennnnnes 57
4 CREATINGFORMULAS ..........ccivveee.... 58
Understanding FOIMUIAS. .......ccocuvteerrireeernireeeniireeeniireessihreeennneeeesssuaeessmreeesnmnees 58
Calculate With an OPEIALOL .........ccevvveerieerirerriierrireenieerieeesbeeeneneesreeseresnsneesneenns 60
Calculate Using a Function and Cell Addresses.........cc.ceevereetiurerueenueenueeneeneennes 61
Create an Array FOIMUIA...........ooeiiiiiriiiiiiieieiiiiiieeeeeeeeieeee e e Seereeeeeeeeseevaeeas 62
Using the Sum, Average, Count, Min, and Max Functions............sv.eeecveerreveennnen. 64
Create a Formula that Refers to Another Worksheet............ccoocveeveeiineennneenneenns 65
Understanding Relative and Absolute Cell Addresses...........cooueevveenueereiiienneennne. 66
EdIt FOIMUIAS ...vvvieeiiiieeeiiieeeeiieeeeeiieeeesiteeeetveeeesanaeeeesnsreeeessseeessssseessnssseessnssinnes 68
Name Cells and RANGES.......ccceruvrreerureeeeirieeeniireeenireeessureesessseeesssseeesssseeessssseees 70
Define and DiSplay CONSLANLS ........cccvuveeeervreeerrvreeenrrreennnreeeesvreessssneesssreessnnnees 72
Create Formulas That INCIude NAMES.........cceruvreerriurreernireeeniiireeenireeesnnrreessnnveees 74
Check FOrmulas fOr EITOTS ...ccouvvieerireeeeniiieeeniiieeenireeeeniireeensiseeesnnreesssnseeesssseees 76
Trace Precedents and DePENAENLS.........ceervveeerruvreeerrrreernvrreernrreeensuneesnureeesnnnees 78
SUSINGFUNCTIONS..... ... .ttt eeee... 80
Understanding the Function Wizard .........c..ccoceeevereinieniiennienneenieenieeneeneeneennes 80
ROUNA @ NUIMDET ..cvvviiiiiiiiiiieniiieiiteesiteesitteeite et esiteesateeebaeesbneessbeesnbaessaeessneenns 82
Create a Conditional FOIMUIA..........ccovveiriiiriiierniiieniieenieeeieeesiteeeiee st eieeeseeens 84
Calculate @ CONditional SUML..........ccouvreeeriieeeeiiieeeriieeeerireeeeriireeeerreeeennrreesenseeens 86
Calculate @ COnditional COUNE ......ccovvrereriiieeeriiieeeriieeeeiieeeeeireeeeentreeeenrreeseneeeens 87

Find the SQUATe ROOL .....ccuvvieeeiireeeriiieeeiiieeeeitteeesnteeeesirreesenseeessssseessssseeessssseees 88




TABLE OF CONTENTS

Retrieve Column or ROW NUIMDELS ...c...eoueriieiirierieiniieniieniienieenitesiteseresaeeneeeneees 89
USING VLOOKUP ......euiiiiieieeieiiitteeeeeeeiitieeeeesesirttteeeessnsnneeaaeeesssssmmesaeeessssssmmene 90
Determine the Location of @ VAlUE ........cccccueevieeiirniiiniieniieniieniienieeiesie e 92
USING INDEX ..cuiiiiiiiiiiieeeiiiieeeniiteeeniiteesireeeesnneeessnreeeesmneeesssmueeessmmueessmuneessmmenes 93
Perform Date and Time CalCUAtIONS ........cecveeveerveenieenieeniienirenieeeeeereeaeeveeneennees 94
6 USING FINANCIALFUNCTIONS ............... 96
Calculate FULUIE VAIUE ....eevuveerireeriieeniieeiieeniteenteesiaeeiaeensreesseesnsaeensseensseessaesnn 96
Calculate PreSent VAIUE.......cocueeveruernieeneeniieniieniteeiteeteeieeieenieenieesieesiaesanesneeennees 98
Calculate LOan PAYIMEIILS ......ccvvveerrreervreeniueenreennseesssreenueesseessseeessseessseessssessseees 100
Calculate Principal OF INEEIESE......ccveeervreerveerrrerirrerrreenseessseensseessseessueesssessnses 102
Calculate the INLEIESt RALE ....eevvvieerveeeireeriieeireeereesinreeereeeseessaesssseensseesssessnees 104
Calculate the Internal Rate of REIUIN ....cccvviivveeeiieiiiieeeieeerieeireeenreeereesneeennens 106
Calculate Straight-Line Depreciation ..........coocveerrveerrveenueeriueernieeenueenueesseneeneees 108
Calculate Declining Balance Depreciation .........c.c.veervveerveerureeniveenveenveessenesnnnees 110
Calculate Double-Declining Balance Depreciation..........c.eeevvveerveerveeniveesrvveennnees 112
Calculate Sum-of-the-Years-Digits Depreciation..........cccveervveerveerveeniueesruveennnees 114
7 USING STATISTICAL FUNCTIONS AND TOOLS. .. 116
CalCUIALE AN AVETAZE ..evvvveervreervreerireeeireenireessseessseesssseenseessaesssaeessseesseessssessseees 116
Calculate @ CONAitional AVEIAZE.......cccvveerrveerreerirrerrreeniveeersresssreesseessseessseessseees 117
Calculate the Median or the MOE.........covveerveeeriierrieeeieeereeeieeenreeeseesseesnnnens 118
CalCUIALE RANK ...veeeuivieeeeiiieeeiiieeeeciiee ettt e ervteeeeiteeeeetaaesenraeesesnsaeessssaessnseeens 120
Determine the Nth Largest Valte ........cceevveeeriieinieenieenniieenieenieeeeeeneeeenveesnes 122
CalCUIAte FIEQUEIICY ..veevvrernrrervreennreerireeniueensreenseesnsreenseeesnseesnseeensseessseesssnesnseees 124
Calculate Variance and Standard Deviation..........co..cocvervueenieeneeneeneenuenuenuennn 126
Find the COrrelation ...........ccoviirierierieriinieeieeieeiceie ettt s 128
INStall EXCEL AQA-TNS...ccuvteiieiiiniieniieniienteeteeteeie ettt ettt seaesareenaeene 130
Calculate @ MOVING AVEIAZE. ...cc..eeverrueerirerirenitenteeteeteeieeneeenieenseessaessnesssesuesnne 132
COMPALE VATIAIICES ....eovuviiruiiiiniiieiiieiiieeiieenitteeteeeateesineesnteeataeesaneessneesnneonnees 134
Using the Data Analysis Toolpak to Determine Rank and Percentile ................. 136
Calculate DeSCIiPLiVe STALISTICS ...veevveervreerireerireriiierrireenieerieeenrreenreessueessseesnsees 138
8 ORGANIZING WORKSHEET DATA............ 140
Enter Data With @ FOIM ..ccevuveiriiiriiieiieeniieeiieeniieesieesireesiteeseneeiaeeneseesnseesnens 140
Perform Simple SOrts and FilterS........ccvveervrerrveervieniieernireenieerneesnneenveessseesnens 142
Perform MUILIEVEl SOTLS ......cc.eeviiiriiriiniiiieeieeieeieeie ettt 144

PErfOrm @ CUSLOIM SOTT...uuuueeeeeeeieeeeeeeeeeeeeeeeeeeaeeeeeeeseeeeeeeeeeeeeereeeeeereeerreeessesseessensss 146




Sort by Cell Color, Font Color, OF Cell ICON.....c.vterirerrireerreesorrerrireenreerveesnnreennns 147

Perform COmpleX FilterS......c.uierveerreerirveerieenireenieeenveenesdensunessuneensueessseesnnsesnsnes 148
Enter Criteria to FINd RECOIAS .....viivvivviiiiiiiiieeiiiiiieieeeesdesiieeeeeeeeereeeee e 150
Using Advanced Filtering Techniques...........cocceeeveericdevnieenieenieeenieenieeeieeenne 152
Filter Duplicate RECOTAS ......cccvevverueeuienieeniieniienienieedenieeieeieeie et 154
Count Filtered RECOTAS .....ccceeevrrrereeeeeeeiiirieeeeeeeeceiirreesheeeeeterreeeeeeeeesrraeeeeeseennnnns 156
SUDLOLA] RECOTAS ...vvvvvvriieeeeeeeiririeeeeeeeeittrreeeeeeeeeatrreeteeeeenisarrreeeeesensrrsseseessnnnrnnes 158
USING AULO OULINE ....vveeeiireeiieeriireeiieesieeereeeiteesireesreeensseessseesseeessseessseesseesnns 160
Define Data @S @ TaADIE...uvvvivviieeiiieieiee ettt eeeetre e e e eeaarrreeeeeeeens 162
MOy @ TADIE SEYIE ....eeevvvierreeeiiieeiieeiieeereeereeeereesreeerreessseesnseesssneesssaessseennns 164
Using Database Functions with @ Table........c..cceceecleviirniiinienienieneenieniennenns 166
9 WORKING WITH PIVOTTABLES .............. 168
Create @ PIVOLTADIE .....vvvveeeeeeeiiiieeeeeeeeeiireeee e eeeeiirreee e e e eetavreeeeeeeeennrnaeeeeseennnnns 168
Modify @ PIVOtTaDbIe LAYOUL ....cccvrerireerirrerreerireeniieeneeetonneessreesmeeensneesseessseesnns 172
Summarize PivOtTable VAIUES.........coovvivvviiiiieiiiiiieieeeeeestenreeeeeeeeennnreeeeeeeennnnns 174
Create a PivotTable Calculated Field.........ccoovvevvviiiiiiiiiiiieiitieeieeeeeeeiieieeeeeeeeenaens 176
Group the Rows or Columns in @ PivotTable........ccceeeveeveeritivennieenieeiienieeieenne 178
Apply a Style to @ PiVOLTabIe .......cccueeviieniieniiniiniiiiinieeiecieesbeiee e 179
Filtel @ PIVOLTADIE. ... .vvvviieieeeciiiieeeeeeeeeiirreeeeeeeeeitrreeeeeeeeenerreeeeeeeetasnrneeseeeennnnnnns 180
SOIt @ PIVOLTADIE. .....vvvvviieeeeeeeiiiiieeeeeeeeireeee e e eeeeitreeeeeeeeeetanreeeeeeeeesssbaeeeeeeennnnnns 181
Retrieve Values from a PiVOLTADIE ......cccvvvvveeeeieiiiiiiieeeeeeciiieeeeeeeeeeirvveee s ieeennnns 182
USING SLICET . .eeevvveeuvreeeireeeireesireeetteesieeessneessaeesneessseesseesnsseessseesseesnssesssseessessinn 184
10 CHARTING DATA. .. . . . . ittt ittt eeeee.... 186
CIEALE @ CHIAIT ..oeeiieeiiiiriieeeeeeeitiie e ettt e e eee et e e e e e e eesaatreeeeesessnnreneeeeesennnaees 186
Add Chart DetailS.........coeeeveeeiiiiieieeieiieeeeeeeeeeeeeeaeraataeaaseaaeraareeeeeeereereeeererreeeees 188
Create @ COMbINALION CRATL.........cceeiieeeiiiiieeeeeeeeiiireeeeeeeeeeirreeeeeeeeeenrrrreeeeeeennnnns 192
Change the Chart TYPE......cocveeerveerieeriiieeiieenieesieeenireenreessaeesiaeenneesseesnseesnsees 194
Add or Remove Chart DATA ......cccvvveeeeeeeeiiiiireeeeeeeeniirreeeeeeeeeinrreeeseeeensnrrreeseeeenns 196
Add SPATKIINES ..evvveeiveerireeiieeeireeiiteesneeeiaeeteeesireesseeensaeessseessaesssseessseessseesnns 198
Create @ TIENALNE . ....vvvviiieeeeeeirieeeeeeeeeetttreeeeeeeeettrrreeeeeeestarrreeeeeesssrrreeseesennnrnens 200
A EITOT BAIS....iiiiiiieiiiiiieieeeeiiiiieeeeeeeeeeitereeeeeeeeesarreeesssessnarreessssesnsarrseesssssons 202
Create @ HiSTOZIAI ....ceeerrreeerniieeeriiieeeniiieeenrieeesiraeeentreeessmreeeessmnneeesmnneessmmnnes 204
Chart FIltered DAta........eeeeeeeeerurrreeeeeeeeeiirreeeeeeeeeirrrreeeeeseeeisrrreeeeeesseesssssesesssnsnnnes 206
CIEAte @ PIVOLCHATL ..vvvvvveeeeeeeeiiriieeeeeeecitirreeeeeeeeeitrreeeeeeeeetrrreeeeeeeensrrsaeseeeennnnnnns 208

| LS = T S0 A (0116 4 = A 210




TABLE OF CONTENTS

11 WORKING WITH EXTERNAL DATA .......... 212

Paste Link into WOIrd ........coocueeriiiriiiiniiiniieiiiciieeeieceeeeite et 212
EMbed @ WOTKSNEEL.......cccvvviiiiiiieeeiiieeeeiitee ettt eeiteeeeiveeessvveeeenivaeesennaeessnnnes 214
Hyperlink @ WOrKSHeEet ........cc.coovevieniiriiniieiiniiiiieiecieeieenieeeeceeese s 216
QUETY @ WED SIEO ..ecuvveiiireeiieiiieeniieeriteeniteeriteeeteeeireenireesnseeensaeensneenssaesnsnesnseees 218
IMPOIE @ TEXE File .veevuvreeiieiriiierieeiiieenieenieeenireenireesieesareessaeesnneessaesnsseesnseesnnns 220
IMPOrt an ACCESS DALADASE .....ccvvvervrierireerireeiireerreeniieeerireesreessresssneessseessseesnsns 224
Query an ACCESS DAtADASE .......veerveerrireeriieeriieeireeeiieesreeesreesseeessseensseesseesssees 226
12 USING DATA ANALYSIS TOOLS AND
TECHNIQUES .. ... i iiiiiitttttennnnns 230
Perform What-If ANALYSIS .......ccvvveeriiieriieeniieeniieerieeeieeeireesneeeiressiaeessseesseesnnns 230
Optimize a Result With GOal SEEK .........cevviiriieeiiieiiiienieeeiieeiieesveeereesrreennees 232
USING SOLVET «..eeeniieeiiieeiteeiieeete ettt ettt ettt e st saaeeebaeesaeeesareesanee 234
Solve a Formula with @ Data TabIe ...........cceevvviiriiiieeiiiieeeeiiee e eerveeeeiveenn 236
Extend a Series With AULO Fill .....c.ccoovieeriiiiiniierniiinieenieenieenieeeeeenreesree e 238
JOIM TEXE ceeevieiiieiieiiiieiieieeeeeeeeeeeeeeeeeeeeeeeeeeeassassssssassnssnnsnnnssssnsssssssnsssnssssssnsssnnsenses 240
Add @ CalCUIALOT ..ottt ettt ettt s ene 241
Consolidate WOIKSNEELS......cc.veeuverieriiiiieniieniteniteeiteeiie et enieesieesieesiaesere s ene 242
Highlight Cells that Meet YOUI CIiteria.........covveeruerriienieerieeniienieniienirenieneeeneeenne 244
Find the Highest or Lowest Ranked Values ...........cccccceovvienieeniienniennieenneennne 246
Add Data Bars to YOUr WOTKSREEE......ccc.eeevvviirieeriiiiniieeniieniieenieesieeeieeenieeens 247
Add Icon Sets to YOUr WOTKSNERL .....cccveevvreriiieiriiieniieniieenieesieeeieeenireesveesnens 248
Remove Conditional FOrMAtiNG........ccovveerrrerrrerrveeniueernireenueersueesnueenseessseesnnns 249
Change Conditional FOrmatting RUIES .........cccveeervrerrireenveerivreeniveeneeensueessuneennees 250
Paste With Paste SPECIal.......c..ccvvverriieriieeiiiieeniieenieenieesrireesreeenresssaeesseesseesnnns 252
13 SHARING YOUR WORKBOOK WITH OTHERS. .. 256
Validate with @ Validation LiSt..........cccceeerrviieeeriiieeeniiieeeeniieeeeerreessnreeessvneeennns 256
Validate with Data ENtry RUIES ......ccc.eevvuveeriieiniieniienniieenieesireenieesieeenireennneenns 258
Add Comments to YOUr WOTKSHEEL ........covvverriveiriieniieniieenieenireeineeniveesveeenens 260
TIACK CHAINZES ..eevvvverevreeiieenireenieeeiieenueessreenireensseessaesnsseessseessseessmaesssseessessnses 262
Protect YOUr WOTKSREEL ......ccoveirviiriiiriiriiiiiieieciceicetectetetet et 264
Save Your Workbook as @ TEMPIALE ......ccveerveerrrreriuveenveeeveennireenveenneessnensnnees 266
Choose a Format When Saving a WorkbooK .........c.cccceevveeriieniiennieeniecnneennnen. 268
Print YOUr WOIKDOOK ......c.vvviiiiiiiiiiiiiee ettt et eeiee e evveeeeivaeesenaaeesenes 270

Print Multiple Areas of Your WOrksheet ...........cocceceevveverienienennieneneenienennenne. 274



14 AUTOMATING WITH MACROS. ............. 276

INErOAUCING MACTOS ..cvvvenvveriieeniieniieiteieenitenitestesiresireenseshaeenieenueenseenseesseesinessenns 276
SEL MACTO SECUIILY «.vvvvvveeeeerreiirireeeereeriiirreeeeeensnerrreeessslonnrrrreeesssssnnssenaeeesssssnmsene 278
Create a Digital SIGNATULE ......cccvveeriveerieeriiierniieenieeesieserireenreeeieeenireesaeesareennees 279
RECOIA @ MACTO ...nvvenieeieinireniieeiieenieeieeteeieenteenieenueeedeeetaeeanesanesmreenneenneenneenneennee 280
Assign a Digital Signature t0 @ MACIO......cocvveervreerueeshrrernreerveensreeesneenseessseeenns 282
RUIN @ MACIO «.evviiiiiiiiiiiiiiiiiiiiiiiiee ittt siiitaee e s sssaanaaeeeessssnnanes 284
Create and Launch a Keyboard SROrtCUL ........c.eeevvveethueerveernieeeniieenieeeieeennreennnns 286
Assign a Macro to the Quick Access TOOIDAT ............covveeriernieenieenieneenienienrenne 288
DEIELE @ MACTO c.vvvveeenivireeenrreeeenrreeenaueeeesireeeseessessnsbureesssseessnssseessssssessnsseessnnns 290
15 ILLUSTRATING YOUR WORKSHEETS......... 292
Place a Screenshot in Your Worksheet.........co.eevvevvieesboienienienneenieenieeneenneenne 292
Insert Clip Art into YOUr WOTKSHEEL........eevveerirrerieeriidonireenireenieeenineenreesvneenns 294
Crop a Clip Art Illustration or @ PROtOZIaph ........c.ceevveerbeerrverriveenveeniieesnnveennnns 295
Insert a Picture into YOUur WOrkKSheet ..........ccovevverierierrsieeniennieenieenieenieenieennee 296
RECOIOT @ PICLUIEC ....eenvtetreiieriieiiieenieeieeieeieenitesitesiteeiteetteeaebenaeeneeenbeeneeenseenseensee 297
Adjust the Sharpness, Brightness, and CONtrast..........ccoocueeveiorueeenneenueennueennne 298
ComPIESS @ PICLUIE. .....coouiiiiiiiiiiiiiiiiiiiieiiiccicctccce e e 300
A @ BOTAET «.eonvvenieiiieniieniieeiiettetteteett sttt sttt et et eteesueesueeSheesbeesanesanenns 302
Add @ PICtUIE EfECt..c.veoveeiiriiriiiiiniieieieniteienieeitee sttt Shae e 303
APDLY @ PICLUIE SEYIC....eeeuvrierireerireeiiieerieenraeerireesueesseeensaeessseessseesssseesseessineenns 304
Add an ATESEIC EffECE ..eouvevieiiiiiiiiiiiiitestectetee ettt 305
Remove a BacKGround ..........coooueeriiiniiiniiiinieiniieniieeieeeieeeiee et 306
16 ILLUSTRATING YOURIDEAS................ 308
INSEIt @ TEXE BOX cooeeeiiiiiiiiiieii ittt eeeeeeeeeeeee 308
Format @ TEXt BOX ...vvvvviiiiiiiiiiiiiiiiiiiiiiiiiiciniiiiiiiiccce et saaanns 309
INSEIT @ SNAPE...eeeuvrierrieerireeniieerireeiteerreesraeesreensseesseesnsreessseesseeensnesnsseessessnns 310
Add TEXE 10 @ SNAPE c.vvveevvreeireeriireeiireerreenieeerieeesteesiseeessreessseessseesssseesseessseesnns 311
Change the Size of an ODJECE ......ccovveeriiveeriiieriieeieeeire e eereeeieeesreeereesnreennns 312
ROLALE AN ODJECE. . uvventretreriieeiieiieeieeieeit et ettt e st eete et eareentesaeeenbeeneaenseensaensee 313
Change the Stacking Order..........coovevuieniiniiniiniiiniiiieeieeieeieeieereesee e 314
GIOUP ODJECLS .veenvvrerniiieiieeriieeeiieeniteesieeeniteeniteessteesbreesineesnbaesnsaeennseesnseesnseeensnes 315
ALIGN ODJECLS .ovvvevuvveeiieerireeniieeniteeitaeenineesraeetaeensneesseesnsaeessseessaeensnesssseesseesnss 316
INSEIt @ SYMDOL..c..vvieeiieiiiieeriieerireeriteerteesieeeieeenireesseeensreessneessaesnsnesnsseesseesnns 317

USing SMATtATt GIAPNICS ..veevveerrvreeriieerieeeieeerireenieesiueeesireesseessseesssnesssseessseesnns 318




TABLE OF CONTENTS

Modify @ SMATTATE GIAPNIC ...veeevveerireeriieerireeriteerteesieeesireesreesaressraeessseesseesnsns 320
ADDLY @ SMATEATL SEYIE .evvveeevvreeireeeieeeiiieerieenreeesireesseeeseesssreesseessseessseesssseenns 322
ApPPLY @ SMATTATE LAYOUL ...uveentieiieriieriieenieeieeieeteenieenieenieesiaessressnesseenseensesnseens 323
17 CUSTOMIZING EXCEL .........ciitiieneennn 324
Add a Form Control to @ WOIKSNEEL........cccvveerriuiieeeiiiieeeniieeeeiieeseiieeesniraeeennns 324
Assign Values to @ FOrm CONLIol ..........cocueeviernieeniienienieneenienienienreeieeneenneens 326
Add a Macro to @ FOrm CONLIOL........veerueerirernirernireenieennireenieesieeenineennreesveesnnns 328
Customize the QUICK ACCESS TOOIDAL...........covvvvviiiiiiiiiiiiieeeeeeeeeieeeeeeeeeeeeeeeeeesnenns 330
Customize the RIDDOM .......ccuviiriiierieiiiiieniieeriieeieeeireesreesieeeireesneesreesnsneennees 332
APPENDIX A: USING EXCEL KEYBOARD
SHORTCUTS . ... ittt ittt ittt ennanannnas 336
Using Excel Keyboard SNOTTCULS ......veevveerirerniveenieeniieeiireenreesnresnineenveessseesnens 336






+++

Introducing Data

Analysis with Excel

his book is about using Microsoft Excel to

analyze your data. Microsoft Excel is an electronic

worksheet you can use to perform mathematical,
financial, and statistical calculations; create charts;
analyze your data with a PivotTable; maintain lists; and
much more. Excel can help you locate data, find trends in
your data, and present your data to others.

Each Excel file is a workbook. Each workbook can have
multiple worksheets. Worksheets are made up of rows
and columns of cells you can use to enter information.

The most powerful feature in Excel is its ability to
calculate. When you enter a formula into Excel, Excel can
automatically calculate the result, and when you make
changes to your worksheet, Excel can automatically
recalculate.

Introducing Data Analysis with Excel

You can also use Excel to create charts. A chart is a
graphical representation of your data. When using Excel,
you can choose from several types of charts, including
Column, Line, Pie, Bar, Area, and Scatter. Charts can
make your data easier to read, easier to understand, and
easier to compare.

A PivotTable is an interactive table you can use to
analyze data. A PivotTable gives you an easy way to
summarize and view large amounts of data. Using a
PivotTable, you can rotate rows and columns of data so
you can see different views of your data easily. You can
use Excel to create PivotTables.

Excel provides a way for you to create and maintain lists.
A list is a series of rows and columns. Each column has a
label — for example, name, address, telephone number.
Each row under a column has information pertaining to
the column label. You can sort, filter, and analyze your
lists in Excel.

Open a New Workbook
@ Click the File tab.
A menu appears.
@ Click New.
9 Double-click Blank workbook.

® FExcel opens a new workbook.
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Tour the

Excel Window
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hen you open an Excel workbook, Excel It may not be exactly the same because Excel renders CC;
presents the Excel window. You use the windows based on the size of your screen, the =
window to create Excel documents. Your resolution to which your screen is set, and the other =
window should be similar to the one in the illustration.  screen display options. uQ
0]
)
View of the Excel Window =
()
@ FILE TAB © QUICK ACCESS @ TABS ® RIBBON s
Click the File tab to open, TOOLBAR Click a tab to view Ribbon Click the buttons in the
save, print, prepare, send, Place commands you use  options. Ribbon to execute Excel
publish, and close files. often on the Quick Access commands.
Toolbar.
@ Minimize the
Ribbon

Click the chevron to Hide
the Ribbon so that only
tabs show.

@ CELL
Enter data into cells.

© SHEETS

Enter data into each
sheet of a workbook.

@ INSERT SHEET

Click this button to
insert a new sheet.

e el Tl 45 b T

© NAME BOX @ DROP-DOWN LIST ( FORMULA BAR @ EXPAND FORMULA
Displays the name of the Displays a list of defined Use the formula bar to BAR
active cell. range names. enter and edit data. Click the chevron to make the

formula bar larger.




Explore

the Ribbon

ou use commands to tell a program what you

want it to do. In Excel, you use the Ribbon to

issue commands. The Ribbon consists of several
tabs. Tabs group related commands together. The most
frequently used commands are on the Home tab, the
commands you use to insert objects into a worksheet are
on the Insert tab, the commands you use to layout your
document are on the Page Layout tab and so on.

Ribbon Commands

Within a tab, related commands are organized into
groups. For example, on the Home tab, commands
relating to cutting, copying, and pasting are in the
Clipboard group. Commands, related changing the size,
color, or style of a font, are in the Font group. Some
groups have a launcher. When you click the launcher, a
menu or dialog box appears. You can use the menu or
dialog box to access additional commands.

The Ribbon contains commands

organized in three components: tabs,
groups, and commands. Tabs appear
across the top of the Ribbon and
contain groups of related commands.
Groups organize related commands
with each group name appearing
below the group on the Ribbon. Note
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some groups have a Dialog Box
Launcher button in the lower-right
corner. Commands appear within

O Tabs
Tabs appear across the top

© Groups
Commands are

@ Dialog Box Launcher
This button appears in the

of the Ribbon and contain
groups of related commands.
The File tab provides access
to the Backstage view in all
Office programs. In
Backstage view, you can
open, save, and print
worksheets.

arranged into groups
with the group
names shown at the
bottom of the tab.

lower-right corner of many
groups on the Ribbon.
Clicking this button opens a
dialog box, menu or task
pane that provides more
options.

each group.

Contextual Tabs

Some tabs only appear when needed. These tabs are called
contextual tabs. For example, the tabs that you use to edit
a chart only appear when you are modifying a chart.

Galleries provide you with a list of choices. As you hover
over each gallery choice, Excel provides you with a live
preview of how your document will appear if you choose
that option. For example, in Excel you can apply a style to
a table. When you hover over a style in the Table Styles
gallery, Excel provides you with a live preview of how the
style will appear if you choose it.
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Using the Mini Toolb
and Context Menv
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xcel makes some commands readily available Q

via the Mini toolbar and the context menu. <

When you right-click in Excel, the Mini g
toolbar and a context menu appear. Most often, the When you select within a cell or other object, the Mini i)
Mini toolbar appears first and the context menu toolbar appears automatically. To prevent it from wn
appears under it. What appears on the Mini toolbar appearing, click the File tab and then click Options. S
and context menu depends upon what you are The Excel Options dialog box appears. Click General. =2
working on at the time you right-click. For example, The General Options for Working with Excel pane g
if you right-click while you have a range of cells appears. Deselect Show Mini Toolbar on Selection

selected, options related to modifying cells appear. If (W] changes to [C]). Click OK. You cannot easily
you right-click while you are modifying a chart,

options related to modifying a chart appear. In
general, you can use the Mini toolbar to perform
popular formatting commands. You can use the
context menu to perform popular commands related
to the object on which you are working.

Using the Mini Toolbar and Context Menu

@ Right-click.

The Mini toolbar and context =
menu appear.

prevent the Mini toolbar from appearing when you
right-click.

B L | e re—r—y = @

3
1 Quarter] Quarter? Quarterd Quarterd |
9 Click a button or menu option to ) Productl 18305 169279 189,869 154887 |
o Product2 183,939 180,380 141,615 154,430 m removems
select a command. s Product 3 134,707 169,785 181,375 15230 W
s Productd 157,119 138726 169,986 104956
) Product 5 138,946 120340 194525 174,138
» Product & 135,883 157,200 126,642 141,075
'

934,899 935710 1004012 881810

Excel executes the command.

® |n this example, Excel applies a fill.

1 Product 1 184,305 169,279 189,869 154,887
4 Product2 183,939 180,380 141,615 154,434
s Product 3 134,707 169,785 181,375 152,320
& Productd 157,119 138,726 169,986 104,956
1 Product5 138,946 120,340 194,525 174,138
n Product& 135,883 157,200 126,642 141,075

' 934,899 935710 1004012 881810
0o

1
1




Select Options on

the Status Bar

he status bar appears at the bottom of the Excel

window. It displays the status of several options.

For example, the Zoom button appears on the
status bar. It displays the current zoom level. You can
click the Zoom button to open the Zoom dialog box and
manually set the zoom level. The Zoom slider also
appears in the status bar. You can drag it to the right to
zoom in, thereby making the contents of your worksheet
larger, or drag it to the left to zoom out, thereby making
the contents of your worksheet smaller. When you right-
click the status bar, you can select which options appear
on it. Several options, such as the Zoom slider, Zoom
button, and Macro Recorder, appear by default.

Select Options on the Status Bar

You can automate the tasks you perform in Excel by
recording a macro. By default, the Macro Recorder
button ([E]) appears on the status bar. Click the
Macro Recorder button to begin recording a macro.
The Record Macro dialog box appears. Fill in the fields
and then perform the steps you want to automate.
When you are finished performing the steps, click the
Macro Recorder button again. See Chapter 14 for
detailed information.

@ Right-click the status bar.

A list of options appears. Selected options
have a check mark. Deselected options do not
have a check mark.

9 Click options to select or deselect them
(2] changes to [v] or [v] changes ).

® Selected options appear on the status bar.

Some options only appear when appropriate.
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Take a Look at
Backstage View

he File tab is located in the upper-left corner

of the Excel window. When you click the

tab, you are moved to an area Microsoft
calls Backstage view. You can use this area to do
such things as open a file, save a file, print a file,
review a file, or set Excel options. In short, to create
and edit your document you use the Ribbon; to work
with your document you use Backstage view. The
commands you need to open a new or existing
document, to set document properties, or to share a
file by printing, e-mailing, or faxing are all located
in Backstage view.

Take a Look at Backstage View
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To save an Excel document, click the Save button ([H])
on the Quick Access Toolbar or click the File tab, and
then click Save. You can also click Save As to save a
document under another name.

paurels Sunien

To open a document, click the File tab and then click
Open. The Open dialog box appears. Locate and click
the document you want to open and then click the
Open button.

@ Click the File tab.

The Backstage view options appear.
Q Click an option to select it.

® Excel opens the option’s pane.
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Upload a File to Excel’s

Web-based Application

ith the Microsoft Excel Web App, you can

create and edit an Excel workbook even if

you are on a computer that does not have
Excel installed. For example, if your office e-mails you an
Excel document while you are staying in a hotel, you can
update it. With the Microsoft Excel Web App, you can use
the hotel’s community computer to make the changes
even if it does not have Excel on it. You can use the Web
App in any supported browser — Internet Explorer,
Firefox, or Safari.

The Microsoft Excel Web App is part of Windows Live, a
collection of free services offered by Microsoft that
include e-mail, photo sharing, personal Web pages, and
more. The Web-based application is included in SkyDrive.
You can use SkyDrive to store files online and share them

with others. To sign up for SkyDrive or to sign in to your
SkyDrive account, go to http://skydrive.live.com. Signing
up for a SkyDrive account is easy. Just click the Sign Up
button and the Web site will prompt you through the
process. If you have a Hotmail, Xbox LIVE, or any other
type of Windows Live account, you already have a
SkyDrive account.

You can use the Save to SkyDrive option in the Share
section of BackOffice to save documents to SkyDrive. The
Save to SkyDrive option lets you save any open file to a
SkyDrive folder. By default, you have two SkyDrive
folders: Public and My Documents. Documents you save
to the Public folder are available to everyone. Documents
you save to the My Documents folder are available only
to you. You can also access an Excel file from a Share
Point server that is running Web Apps.

Upload a File to Excel’s Web-Based Application

Sign-up for a SkyDrive account.

Save & Send

Open the file you want to upload. g
‘-_.i Send

Sample Flexkm - Microsoh Excel

Uning E-mail

Click the File tab.
Click Save & Send.
Click Save to Web.

0 Save 1o Web 4—6

L) Savern Sharepoine

File Types

000000

s =0
Help

fa Adddm

1} Optiam

[

h:i Change Fie Type

e PDF/UPS Docurnent

The Connecting to docs.live.net
dialog box appears.

Type your e-mail address.
Type your password.
Click OK.
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Sample Filexlsx - Microsoft Excel o & R

af@ o =

The Save to Windows

= R R
Home Insert Page Layout Formulas Data

Review  View  Developer  Acrobat

Live pane appears. P

Save 8 Send Save to Windows Live
i B save A
@ Click a folder. i D e Save to Web to access this document from any computer or to share it with other people.
& Open 03 Send Using E-mai
. . N ~
@ Click Save As. o Qo e Windows Live Gitew | (@
Personal Folders
Info il:?
Excel Data Anal
o [ sovetosharepoint I %Ju;fm: R
Shared Folders
File Types
New e Public
o Everyone (public)
_— ﬁ Change File Type
= ==
Save s
Help
AddIns -
3 Options
B eat
= —
; Connect to pjxze.docslive.net -
The Connect to doc.live. (i savens
net dlalog box appears e R GOW\, < Excel Data Analysis [ 43| [Search 2]
File name: ~ Sample Filexdsx
@ Type your e-mail Saveas type: | Excel Workbook (“ais) -]
E-mail address: € name@youremail.com - Authors: Denise
address i ﬁ@ Tags: Add atag

Q6

Type your password.

.I 4 [F]Sign me in automatically
Concel

Click OK. it
The Save As dialog box ot b

appears.

Click Save.

Excel saves your file to
your SkyDrive account.

Title: Add a title
Subject: Specify the subject
Manager: Specify the manager

Company: Hewlett-Packard

Categories: Add a category ]5
Comments: Add comments

Save Thumbnail

Cancel

(' Browse Folders Tools ~

You can sign in to SkyDrive from Excel. Click the File
tab. A menu appears. Click Share. The Share Pane
appears. In the Share Pane, click Save to SkyDrive. The
Save to SkyDrive pane appears. Next to Go To, click
SkyDrive. You are taken to http://skydrive.live.com. You
can log in to SkyDrive. If you are already logged in, you
can access your SkyDrive files.

From Excel, you can create new SkyDrive folders. Log in
to SkyDrive from Excel. In the SkyDrive pane, click New
Folder. Excel takes you to the Create a Folder page.
Enter the folder name in the Name field. In the Share
With field, select how you want to share the file. Click
Next. The Application creates the folder and provides
you with an opportunity to upload files. Click Browse.
Locate and click the file you want to upload. Click
Open. You can upload up to five files at one time. Click
Upload. SkyDrive uploads the files. To add additional
files, click Add Files.
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Create a File Using Excel’s

Web-based Application

ou can create Excel files with Excel’s Web-based

application. For example, if the computer you are

using does not have Excel, you can sign in to
SkyDrive and create an Excel worksheet.

The look a feel of the Excel Web-based application is the
same as the desktop application. To issue commands, you
use the Ribbon. For the most part, the commands work
exactly as they do in the desktop application. Therefore,
as you are learning Excel, you are also learning the Web-
based application. You will find, however, that the
commands available to you are limited and are not as
sophisticated as they are in the desktop application.

If you upload a file to SkyDrive, you can view most
features. For example, you can upload and view a
PivotTable and the sort and filter buttons are available to

Create a File Using Excel’s Web-Based Application

you. However, you cannot create a PivotTable in the
Web-based application. You can view a chart, but you
cannot create a chart. If you edit the data a chart is based
on, the chart will update.

You cannot view comments, shapes, and a few other
objects when using the Web-based application. If a
workbook has any objects that you cannot view, the
Web-based application will warn you when you attempt
to view the workbook. You can view a workbook that has
objects you cannot view in it, but you cannot edit it. If
you need to edit the workbook, use the File menu to
make a copy of the file and then edit the copy.

All the functions that are available to you in Excel are
available to you in the Web-based application.

0 Sign in to SkyDrive.

@ Click the folder where you want to store
the file.

You move to the folder.
© Click New.
A menu appears.
9 Click Microsoft Excel workbook.
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The New Microsoft Excel workbook
page appears.

Type a name.
Click Create.

The Microsoft Excel Web App opens.
Create your document.

Click a path location.

Exit the file.

You do not need to save the file.

Click here to sign out.
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You can view a workbook in
SkyDrive. Sign in to Sky Drive. Click
the folder where you saved the file.
Click the file and then click View.
The file opens in the Web-based
application. If you want to edit the
file, click Edit. The file opens in the
Microsoft Excel Web App and you
can edit the file.

You can edit a workbook in
SkyDrive. Sign in to Sky Drive. Click
the folder where you saved the file.
Click the File. Click Edit. The file
opens in the Microsoft Excel Web
App. You can edit the file. Click a
path location at the top of the page
to exit the file.

In the Microsoft Excel Web App you
can view a workbook that has
objects in it that you cannot view,
such as comments. However, if you
want to edit the file, you must make
a copy of the file and edit the copy.
To make a copy of the file, click File.
Click Save a Copy. Excel displays a
message stating the unsupported
features will not be saved. Click Yes.
Enter a new filename and then click
Save. Excel saves the file.
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orksheets divide information into rows and

columns of data. People often use worksheets

to calculate financial, statistical, or engineering
data. Microsoft Excel is an electronic worksheet. You can

use it to enter, display, manipulate, analyze, and print the
information you organize into rows and columns.

Each Excel worksheet has more than 1 million rows and
more than 16,000 columns. Excel labels each row in
numerical order, starting with 1. Excel labels each column
in alphabetical order, starting with A. When Excel reaches
the letter Z, it begins ordering with AA, AB, AC, and so
on. You refer to the intersection of a row and column as a
cell. The intersection of a row and column also forms the
cell name. For example, you refer to the first row in
column A as cell A1 and the seventh row in column C as
cell C7. When using Excel, you enter your data into
worksheet cells.

Enter Data

To move to a cell, move your mouse pointer to the cell
and then click in it. The cell becomes the active cell and
Excel surrounds it with a black border. Once in a cell, you
can use the arrow keys on your keyboard to move up,
down, left, and right. You can enter text, numbers, dates,
and formulas into cells.

Alphabetic characters and numerical data you do not use
in mathematical calculations are text. Excel considers any
sequence of characters that contains a letter text. By
default, Excel considers all numerical data numbers. If
you wish to enter numerical data as text, precede your
entry with an apostrophe.

As you type, the data you enter into a cell appears on the
formula bar. You can click Enter — the check mark on the
formula bar — or you can press the Enter key to enter
your data into a cell.

Enter Text

@ Clickinacell.
@ Type the text.
@ Press Enter.

Excel enters the text and then
moves down to the next cell.

Alternatively, you can click
Enter (¢ ) — the check mark
on the formula bar.

Enter Numbers

@ Clickinacell.

@ Type the number.

@ Press Enter.

Excel enters the number and
then moves down to the next
cell.

Alternatively, you can click ¢/
on the formula bar.
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Enter Numbers as Text

1
2]

(3]

Click in a cell.

Type an apostrophe followed by
the number.

Click ¢ on the formula bar.
Excel enters the number as text.
Alternatively, press Enter.

If you receive an error, click the
Error button ([®]) and then click
Ignore Error.

Enter Dates

(1]
(2]
(3]

Click in a cell.

Type the date.

Click ¢ on the formula bar.
Excel enters the date.

Alternatively, press Enter.
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When you enter numbers as text, an
Error button ([&]) may appear.
Excel is checking to see if you
entered the number as text by
mistake. You should click the button
and then click Ignore Error.

When you press Enter after typing
an entry into a cell, by default, Excel
moves down one cell. If you want
Excel to move to the cell to the right,
press the right-arrow key or the Tab
key. If you want Excel to move up,
press the up-arrow key. If you want
Excel to move to the left, press
Shift+Tab or the left-arrow key.

By default, when you press the Enter
key after typing an entry, Excel
moves down one cell. You can
change the default location to which
Excel moves. Click the File tab. A
menu appears. Click Options. The
Excel Options dialog box appears.
Click Advanced. Make sure the After
Pressing Enter, Move Selection
check box is selected and then
choose Right, Up, or Left in the
Direction field to cause Excel to
move right, up, or left when you
press Enter. Click OK.
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Select

Cells

efore you can execute an Excel command, you
must select the cells to which you want the

command to apply. For example, if you want to
bold several cells, you start the process by selecting the
cells. The most common way to select cells is to click and
drag. Excel highlights the selected cells. The range of cells
you select does not have to be contiguous. You can hold
down the Ctrl key as you click and drag to select multiple
ranges of cells. If you select multiple ranges of cells, Excel
highlights each selected range. If you do not hold down
the Ctrl key, Excel deselects the first range of cells when
you begin to select a new range of cells.

You can select a single cell or the entire worksheet. To
select a single cell, click in the cell. To select every cell in

a worksheet, click the Select All button or press Ctrl+A.

To select an entire row or an entire column, simply click
the row or column identifier. For example, to select all the
cells in column C, click the C identifier for the column. To
select multiple columns, click the first column and then
continue holding down the mouse button as you drag to
the other columns you want to select. To select entire
rows, click the row identifiers on the left side of the rows.

You can quickly select a large range of cells by clicking in
the first cell you want to select, holding down the Shift
key, and then clicking in the last cell you want to select.

Select the Entire Worksheet
@ Click the Select All button ([]).
Alternatively, press Ctrl+A.

Select Contiguous Cells
@ Click the first cell.
@ Drag to the last cell.

Alternatively, click the first cell, hold
down the Shift key, and then click
the last cell.
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Select Noncontiguous Cells

KEs

Click the corner of the first block of cells.

Drag the mouse to highlight the desired
cells.

Press Ctrl.
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Repeat Steps 1 and 2 to select the next
block of cells.
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Repeat Steps 3 and 4 to select additional cell u
ranges.
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Select Columns or Rows

0 Click the label for the first column or row
you want to select.

9 Drag to the last column or row you want
to select.

® Excel selects the columns or rows.

You can easily select all cells with formulas, comments, You can also use the arrow keys to select cells. Click in

conditional formatting, constants, or data validation. any cell, hold down the Shift key and then use the left,
Click the Home tab. Click Find & Select in the Editing right, up, and down arrow keys to expand your
group. A menu appears. Click the option you want. selection.

Excel selects all the cells that contain the option you
selected. For example, if you chose Formulas, Excel
selects all the cells that contain formulas.

You can press Ctrl+Shift+an arrow key to select
everything from the active cell to the next blank cell that
is to the right, to the left, above, or below the active cell.

You can press Ctrl+Shift+* to select a block of cells. You
will find this option particularly useful with large tables.
For a list of keyboard shortcuts, see the Appendix.




Using the Ribbon

Format Numbers

numbers display. For example, you can use

Excel’s formatting options to tell Excel you want
to separate thousands or show decimal places. Formatting
makes your data easier to read and helps you conform to
company, country, or industry standards. Excel provides
a variety of options for formatting numbers.

When you type numbers into a cell, in most instances
they appear in the format you type them. However, if the
number has decimal places and is too long to fit in the
cell, Excel rounds the number. If the number is longer
than 12 digits, Excel displays the number in scientific
notation. If the number has leading or trailing zeros,
Excel drops the zeros. For example, Excel displays both
0123 and 123.00 as 123.

Using the Ribbon to Format Numbers

B y applying formatting, you can change the way

The Number group on the Home tab has several buttons
you can use to format numbers quickly. If you choose
Comma Style, Excel separates the thousands with a
comma, adds two decimal places, displays negative
numbers in parentheses, and represents zeros with a
dash (-).

The Accounting Number Format field has several
currency formats you can choose from, including the
United States currency format, the United Kingdom
currency format, and the Euro currency format. For
example, if you choose the United States currency format,
Excel adds a dollar sign and aligns it with the left side of
the cell, adds two decimal places, and displays negative
numbers in parentheses. You can click the Increase
Decimal or Decrease Decimal buttons to increase or
decrease the number of decimal places that appear.

Comma Style Format
@ Select the cells you want to format.
@ Click the Home tab.
@ Click the Comma Style button ([]).

® Excel separates the thousands.
® Excel adds two decimal places.
Negative numbers appear in parentheses.

Zeros are represented by a dash.
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