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TOOlbaI'S Standard
Formatting
. Borders
Choosing Toolbars chart
o On the Menu Bar, click on View =» Toolbars. Control Tookas
e Click on the desired toolbar. Drawing
e Note - Toolbars already showing have a checkmark in a box in front of them. BlemEEE
Farms
. Faormula Auditing
Moving Toolbars o
151
e  Place the cursor over the left end of the toolbar. (The cursor changes to a four-headed S
arrow.) PivotTable
e Note — If the toolbar is in the middle of the spreadsheet, click on the title bar of the Protection
toolbar. Reviewing
e Click and drag the toolbar to the desired location. (Toolbars dock on any edge.) [osihee
Text To Speech
Removing a Button from the Toolbar Visual Basic
Watch Window
e Hold down the Alt key, then click on the button and drag it off the toolbar. .
Wordark
Changing the Order of the Buttons on the Toolbar
e Hold down the Alt key.
e  Click on the button and drag it to the desired location on the toolbar.
Adding Buttons to a Toolbar
e  On the Menu Bar, click on Tools =» Customize.... Customize FX
e  Click on the Commands tab. Toolpars | Commards || cptons
e Choose a category in the Categories window. Corema o o6 Gl b oo
. . . . Categories: Commands:
e  Find the desired command in the Commands window. ,\ [T 2
e  Click and drag the command to the desired toolbar. (The I bar Yo LY e
indicates the position on the toolbar.) s = bl
¢ Note — Commands can be added to any toolbar. indors andiclo el swee
Autoshapes b Save As.. v
. . . ccify Selection - | [ Rearrangs Commands... |
Restoring a Toolbar to Original Settings L
e On the Menu Bar, click on Tools =» Customize....
e  Click on the Toolbars tab.
e  Click on the toolbar to be restored.
e  Click on the Reset button.

Customizing Excel

On the Menu Bar, click on Tools =» Options.

View Tab — Choices affect the appearance of the screen, including scroll bars and gridlines.

Edit Tab — Choices affect the way editing is done in the spreadsheet.

General Tab — Choices affect the number of sheets in a new workbook, the standard font and font size, the
default file location, and the number of files displayed in the recently used files list.

Custom Lists — Choices affect existing lists and creating new lists for the Fill function.

Save Tab — Choices affect AutoRecover.

Click on OK.
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Moving Through the Spreadsheet

Keyboard Method

e  Press the Scroll Lock key on the keyboard (top right side).
e The arrow keys on the keyboard now move the spreadsheet instead of moving from cell to cell.
e  Press on the Scroll Lock key again to turn off this feature.

Scrolling Mouse

e Press the wheel on the scrolling mouse.

e Move the mouse (no clicking) and the spreadsheet moves.

e  The farther from the marker, the faster the spreadsheet moves.

e To turn off this feature, left click or press on the wheel again.
Up and Down Arrow Keys

e Arrow keys - move one cell in the direction of the arrow.
e Control =» or Control ¢ - moves to the next cell with information or to the far edge of the worksheet.

Page Up and Page Down Keys

e Page Up and Page Down - move one full screen at a time up or down through the worksheet.
e Control Page Up and Control Page Down - moves from worksheet to worksheet.

AutoFormat

Standard Design with AutoFormat

e Take advantage of AutoFormat in designing the T ol | T Feb par Toter_
spreadsheet. AutoFormat allows the spreadsheet to be [ A | Koyt IS A
formatted quickly from a list of possible formats. e
Click in the section of the spreadsheet to be formatted.
On the Menu Bar, click on Format =» AutoFormat....
Choose the best design for your spreadsheet.

Simple: Classic 1

Jan Feb Wbr Total

ast 77T & 14

est 6 4 7 17
outh 8 7 9 24
otal 21 16 2

East 77 o3 19
West 6 4 7 17
Souwth 5 7 9 24
Total 21 16 21 60

Classic 2 Classic 3

Click on the Options button and make specific changes as
desired. (i.e. remove the checkmark from Number so the
money format of the selected design will not change the
number format in the data.)

iar_Total

Jan_ Feb  Mar Total

Jan__Feb
East 3 73 75 5§ 18
West B 4 7 17
South 8 7 el 24

East § 73 7% 5§ 18
West B 4 T 17
South 8 7 9

Tote/ $ 21 % 168% 21§ 6O

Totsl § 213 18§ 21 § 60

Accounting 1

Accounting 2

Farmats ko apply
Mumber
Bordsr

e (Click on OK.

Alignment
WidthjHeight

Fort
Patterns

Status Bar
e  The Status Bar is at the bottom of the window.
e Click and drag to highlight cells with numbers.
e Notice the right end of the Status Bar. It usually indicates the Sum of the numbers.
e Right click on the Status Bar and choose from the list.

o None — Displays nothing.

Average — Displays the average of the selected numbers.

Count — Displays the number of cells selected that contain information.
Count Nums — Displays the number of cells with numbers.

Max — Displays the largest number in the selection.

Min — Displays the smallest number in the selection.

Sum — Displays the total of the numbers in the selected cells.

O O O O O O
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AutOCOI'I'e ct AutoCorrect: English {U.S. ) EE|

AdtoCorrect | AutoFormat As You Type | Smart Tags

e  On the Menu Bar, click on Tools =<» AutoCorrect Options....

Show AutoCorrect Options buttons

e Choose from the checkboxes: B M s e
.. . ] Capitalize first letter of sentences =
o Correct TWo INitial CApitals [9] Capisizs nsmes of days
. . Carreck accidental use of cAPS LOCK key
o Capitalize first letter of sentences B
o Capitalize names of days Replace: s

o Correct accidental usage of cAPS I0CK key l() 3
e Click on OK. o -

L]
Correcting Automatically

On the Menu Bar, click on Tools =» AutoCorrect Options.... = J Lo ]
In the box under Replace, type the word to be changed automatically.

In the box under With, type the word or words to automatically replace the word typed in Replace.
Click on OK.

Find and Replace

e To find text, on the Menu Bar, click on Edit =» Find....
o Inthe Find what box, enter the word or phrase to be found.

o Click on the Find Next button. Pl

e To find and replace, on the Menu Bar, click on Edit =» Replace.... S
o In the Find what box, enter the word or phrase to be found. e -
o Inthe Replace with box, enter the word or phrase to replace

it with. [Replace gl | [ Replace | [ Fidal | [(Endhet | [ ces |
o The Options button works here as noted above.

Saving the Workbook

On the Menu Bar, click on File =» Save As....
Enter a name for the spreadsheet.
Click on the down arrow at the end of the Save as type box and choose the desired version.

Note — An Excel spreadsheet can be saved in a variety of formats for use with other programs.
Click on the Save button.

Worksheets

Renaming a Worksheet

e Double click on the worksheet tab.
e Type in the name.
e  Press the Enter key.

Format Tab Color @

o Tab Color
Coloring the Worksheet Tab Delete o Color
= Right click on the tab of the sheet. Rename el
= (Click on Tab Color.... Morve or Copy... = EEEN
= Click on the desired color. Select Al Sheets = -
=  (Click on OK. Tab Calar... n EnE
*  Note — When the tab is selected, the color shows as a stripe at the &l view code mmormmes
bottom. When the tab is not selected, the entire tab shows the color.
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Move or Copy @

Moving a Worksheet to another Workbook ;I: Hove selected sheets
Be sure both workbooks are open. Renane Twinku.y—j
Right click on the tab of the worksheet and choose Move or Copy.... EPDCPE s Lo e
Click on the down arrow below To book and choose the destination f::f:ﬂ:ﬁm Efé
workbook. D wiom Cots ove to enc) o
In the Before sheet window, choose the worksheet it should come before. I~ reate acopy
Cancel

Copying a Worksheet within the Workbook

Copying a Worksheet to another Workbook

Click on the tab of the worksheet to be copied.
Hold down the Control key while clicking and dragging the worksheet to the side.
Release the Control key when the worksheet is successfully copied.

Delete

Move selected sheets

Rename
Be sure both workbooks are open unless the sheet is being moved to a Move or Copy...
new WOI‘kbOOk Select all Sheets
Right click on the tab of the worksheet and choose Move or Copy....
Click to select Create a copy at the bottom of the window.

Click on the To book down arrow and choose the destination workbook.
In the Before sheet window, choose the worksheet it should come before.
Click on OK.

Tab Color...

&1 view Code (move to end)

El

[™ Create acopy

Group Column/Row Adjusments

Columns can be adjusted so that multiple columns have the same width.

Click and drag over the letters of the columns (top edge) to highlight the desired columns.

Move the cursor to a line between the column letters at the top (two-headed arrow).

Click and drag to adjust the width of the column.

When the mouse button is released, the other columns in the selected group will adjust to the same width.
Rows can be adjusted so that multiple rows have the same height.

Click and drag on the numbers of the rows (left edge) to highlight the desired rows.

Move the cursor to a line between the row numbers at the left (two-headed arrow).

Click and drag to adjust the height of the row.

When the mouse button is released, the other rows in the selected group will adjust to the same height.

Paste Special

Paste Special gives great control over how something is pasted.

Copying

Copy the cells that have the information, formatting, or other information desired.

The highlighted cells now have a “marching ant border.” As long as the “ants are marching,” those cells can
be pasted with paste or paste special.

Note - To turn off the marching ants (deselect the cells), press the Escape key.
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Using Paste Special

Click in the cell the information or formatting is to be pasted.
On the Menu Bar, click on Edit =» Paste Special.

In the Paste section, choose the type of paste desired:

Pashe
(@) All i O validation
o Formulas ) Formulas ©) all except borders
O values O Column widths
(e} Values ) Formats ) Formulas and number Formats
) Comments (O Values and number Formats
o Formats o
o Comments ® Ngne © Multiply
. . O add © Divide
o Validation O sibtract
o All except }Jorders e e
o Column widths
[ Paste Link ] [ oK 1 [ Cancel ]
o Formulas and number formats

o Values and number format
In the Operation section, choose the operation to be performed with the numbers from the copied section.
o Choose None if no operation is desired.
Transpose causes a row to be pasted as a column or a column to be pasted as a row.
Click on the Paste Link button to create a dynamic link between the copied cells and the destination cells.
This closes the window and performs the paste.
Click on OK.

Text Formatting

The placement of text in a cell can be controlled precisely.

Click and drag over the cells to select them. Humber | Algnment | Font | Border | Patterns | Protection
On the Menu Bar, click on Format = Cells.... Taijl‘fu”n“:::t il
Click on the Alignment tab. Lef (Inderk) v et . K3
To align the text: e S OB el
o  Click on the Horizontal down arrow and choose Left, ' N
Center, or Right. ol e L
o Click on the Vertical down arrow and choose Top, [ shink o it o] pegees
Center, or Bottom. e el
To have multiple lines of text filling the height of the cell, click Text drecton:
on the Vertical down arrow and choose Justify. e ¥
To have multiple lines of text, in the Text control section, click

to select Wrap text.
To have text shrink in size to fit the width of the cell, in the Text control section, click to select Shrink to
fit.

To place text at an angle, in the Orientation section, click to select the desired angle or enter the number of
degrees the text is to be slanted.

Click on OK.

Format Painter

Click in the cell with the desired formatting.
Click on the Format Painter button on the toolbar. <
Click and drag over the cells to be formatted.
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Formatting Several Selections

Click in the cell that has the desired formatting.

Double click on the Format Painter button on the toolbar. @
Click and drag over the cells to be formatted.

Click on the Format Painter button to turn the tool off.

Naming a Cell or Range of Cells

e Naming a cell or a range of cells allows the name to be used in formulas.
e Naming a cell of a range of cells also gives quick access to the named cell(s).
e A name identifies a specific cell or range of cells in a workbook, not just on a worksheet.

Naming the Cell(s)

e Click and drag to highlight the desired cells (or click in the cell).
e  Click in the Name Box, which is to the left of the Input line.
o Enter the name of the cell(s). The name cannot have any spaces in it.
e  Press the Enter key.
Using the Name

e To find a named cell or range, click on the Name Box down arrow and choose the desired range.
e To use a named cell of range of cells in a formula, type in the name of the cell(s) rather than highlighting

the cell(s).
Deleting a Name pm i &
e On the Menu Bar, click on Insert =» Name = Define.... -
e  Click on the name to be deleted.
e  Click on the Delete button and then click on OK.
Dynamic Links - -
—Sheet11$a4$7
e  Click in the cell where the information should be seen.
e Type an equal sign (=).
e  Move to the location of the original information and click on that cell.
e  Press the Enter key.
e  OR Select the original location of the information.
e  On the Menu Bar, click on Edit =» Copy OR click on the Edit button.
e  Move to the location where the information should also be seen.
e  On the Menu Bar, click on Edit =» Paste Special.
e  Click on the Paste Link button.

Dynamically Linking to Word

Select the original location of the information.

On the Menu Bar, click on Edit =» Copy OR click on the Edit button.

Bring up the Word document.

On the Menu Bar, click on Edit =» Paste Special.

Click on the radio button in front of Paste Link.

In the As window, click on Microsoft Excel Worksheet Object.

Click on OK.

Note - This link works best when both documents are open on the computer at the same time.
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Protecting Cells/Worksheets

What is happening?
e  Cells are protected by default.

e The protection does not take effect until the sheet is protected.
e  Unprotect the cells in which information will be able to be changed.

Unprotecting Cells
Highlight the cells to be unprotected.

Click on the Protection tab.

Click OK.

Protecting the Sheet

e On the Menu Bar, click on Tools = Protection = Protect Sheet....
e Enter a password if desired. (If a password is entered here, it must be entered

to unprotect the sheet later.)
e Select the desired options.

o Leave the checkmarks in front of Select locked cells and Select [rematcs
[ Format rows
unlocked cells. et cums
Insert rows
o Choose Formatting, Inserting, Deleting etc. to allow the user to Dirset brpericis
make changes to the selected item. [nekte rons =

e (Click on OK.

Working with a Protected Sheet

On the Menu Bar, click on Format = Cells....

Click to remove the check mark from Locked.

e Try to enter information in a cell that is protected.

=
Format Cells

pumber | Aligrmert | Font | Border | Patterns || Protection|

Locked
[[] Hidden

Protect Sheet &‘

Prokect worksheet and contents of locked cells

Password to unprotect shest:

Allow all users of this worksheet to:
Select locked cells
Select unlacked cells

Microsoft Excel

The cell or chart

!

To modify & pr
command (Taals menu, Protection suBmeny;

e A warning comes up indicating the sheet is protected.
Unprotecting the Sheet
e  On the Menu Bar, click on Tools =» Protection = Unprotect Sheet....
e  The password must be entered if one was entered when the sheet was protected.
Protecting the Workbook
e  On the Menu Bar, click on Tools = Protection = Protect Workbook.... Protect Workbook
e Enter a password if desired. (If a password is entered here, it must be entered to s ko
unprotect the workbook later.) D) wndons
o Select Structure to protect the structure of the workbook, including the cells, their s toptondss
contents, and the formatting. I
e Click on OK.

Unprotecting the Workbook

e  On the Menu Bar, click on Tools =» Protection = Unprotect Workbook....
e  The password must be entered if one was entered when the sheet was protected.

Educational Technology Center
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Formulas

Entering Formulas

Click in the cell where the formula is to be placed.
e On the Standard Toolbar, click on the Sum button down arrow. Z 2] & Gl 45 1o
e Choose the appropriate function. 2=
o Sum - Add the list of numbers.
o Average - Find the mean of the list of numbers.
o Count - Count the number of cells with numbers.
o Max - Find the maximum (largest) number in the list.
o Min - Find the minimum (smallest) number in the list.
e  Click and drag to highlight the desired cells for the formula.
e  Press the Enter key.

fverage
Counk
Max

Min

More Functions, ..

Order of Operations

= To be sure to get the desired results, use the proper order of operations.
* A mnemonic to remember the order is: Please Excuse My Dear Aunt Sally.
1. Please (Parenthesis) - Things contained in parenthesis.
2. Excuse (Exponents) - Exponential calculations.
3. My (Multiplication) Dear (Division) - Multiplication or division. (A combination of these reads
from left to right.)
4. Aunt (Addition) Sally (Subtraction) - Addition or subtraction. (A combination of these reads from
left to right.)

Writing a Formula

Click in the cell where the formula should go.

Type an equals sign (=).

Select cells to be included by clicking and dragging.

Enter the proper operations
o Addition (+) o Division (/)
o Subtraction (-) o Exponentiation (")
o  Multiplication (*)

e  Press the Enter key.

3-D Reference

e  3-D Reference means performing a function on the same cell or group of cells on several worksheets.

o For example, in a workbook where each student’s information is recorded on a separate worksheet, an
average of their scores can be calculated on the summary page.

e  Click in the cell the formula is to appear in.

o  Enter an = sign, the name of the function, and an opening parenthesis.

e  Click on the tab of the first worksheet and click in the cell with the data to be used in the function. (If
multiple cells are to be used, click and drag to highlight them.

e Hold down the Shift key and click on the tab of the last worksheet to be included.

e  Press the Enter key.
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Entering More Complex Formulas

e  Click in the cell the function is to be placed in.
e  On the Menu Bar, click on Insert =» Function

e  OR click on the Insert function button on the Input Line. f
Finding the Right Function Insert Function X
e  Enter a description of what the desired function should do in the Sﬂygihffdtm S what o want o e and
Search for a function box. o [T 3
e Click on the Go button. Select o function:
e  Click to select the function from the list in the Select a function box. ;::;:;M -
e  Notice the description below the box. —
e Choose a different function if the selected one is not appropriate. e ) 2
° Cl]ck on OK. Adds all the numbers in a range of cells,
IF Formula —
e  Click in the cell the formula is to be in.
e  On the Menu Bar, click on Insert = Function....
e  OR click on the Insert function button on the Input Line.
e  Click on IF in the Select a function box.
e When IF is not in the Select a function box:
o  Click on the down arrow to Select a category.
o Choose All.
o Scroll through the Select a function box and choose IF.
e Click on OK.
e Logical Test Function Arguments X
o  The test is the condition that must be met. The =
computer measures whether it is true or false. L:‘-T'“';‘:“
o The contents of a cell(s) can be examined. e
o Ifthe cell is empty or contains a 0, a result of false -
ls glven If the Cell contalns a number Other than E:f;és whether a condition is met, and returns one value if TRUE, and another value if
0, true. Logical_test is any valuz or expression that can be evaluated to TRUE or FALSE.
o Another example, “Is the total in cell D5 larger
than 322” would be entered as D5>32. - - _
o To choose a particular cell, click on the red dot at Lo J{ oo ]

the end of the box, click on the desired cell, and then press the Enter key.

e  Value if true

o

@)
O
@)

The content of the cell appears when the results of the logical test is true.

Text must be enclosed in double quotes. For example, “Number is too large”.

To have no text appear, type in double quotes. For example, “”.

To have the contents of another cell appear, click on the red dot at the end of the box, click on the

desired cell, and then press the Enter key.

e  Value if false

@)

)
@)
@)

The content of the cell appears when the results of the logical test is false.

Text must be enclosed in double quotes. For example, “Number is too small”.

To have no text appear, type in double quotes. For example, “”.

To have the contents of another cell appear, click on the red dot at the end of the box, click on the

desired cell, and then press the Enter key.

e (Click on OK.
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The Watch Window

e The Watch Window toolbar allows the contents of selected cells to be monitored.
e On the Menu Bar, click on View =% Toolbars = Watch
Window. [Watch Window -«
2, add watch... Delete Watch
® Adding a WatCh Book Shest Mame Cell Value Formula
o Click in the spreadsheet on the cell to be watched.
o Click on the Add Watch... button in the Watch
Window.
e Deleting a Watch
o  Click on the watch to be deleted.
o Click on the Delete Watch button in the Watch Window.
e  Cells can be watched in any spreadsheet that is open.
Options @]
Creating a Custom Fi" Color International Save Eror Checking | Speling | Securty
Wiety Calculation Edit General Transition Cuskam Lists. Chart
e  On the Menu Bar, click on Tools =» Options. Lst eniie:
e  Click on the Custom Lists tab. 2un,on, Tue, Wed, Th, £ 3 Lo )
e  Click on New List in the Custom lists section. kg skt
e  Type the list into the List entries box.
e Note - Each item should be on its own line.
e  C(Click on the Add button and then click OK. R
Irnpaort list From cells:
Custom Fill from a List
On the Menu Bar, click on Tools =» Options.

Click on the Custom Lists tab.

Click on New List in the Custom lists section.
Click on the button with the red dot next to the Import button.
Click and drag to highlight the desired list.

Click on the Import button and then click OK.

Conditional Formatting

The format of cells can be based on the contents of R ——
the CeHS. Candition 1
Click in the cell to be formatted. EERTERARN) [oetween e e
. i i f F
On the Menu Bar, click on Format = Conditional e | Mo Format Set |
Formatting. [ [ | % J [ |

In the first box, choose Cell Value is or Formula is.
In the second box, select a condition.
In the third box, enter a value or select a section of the spreadsheet with the red arrow button.
If desired, use the fourth box also.
Click on the Format button.
This is the formatting that will apply if the condition(s) are met.
o Font tab - Choose the Font style, the type of underlining, and the color of the font.
o Border tab - Choose the border conditions, the style of the border, and the color of the border.
o Patterns tab - Choose the cell shading. (This is the most dramatic type of formatting.)
Click on OK.
If another condition needs to apply also, click on the Add button. Up to three conditions may apply.
Click on OK.
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Documentation

e  Prepare instructions for:

1. Other persons who will use the spreadsheet.

2. The creator of the spreadsheet. We all forget with the passage of time.
e Comments are a great way to include documentation.

Comments

e A comment is like a sticky note.
e  Cells with comments have a red triangle in the top right corner.

Inserting Comments

Click in the cell where the comment is to be placed.

On the Menu Bar, click on Insert = Comment OR right click in the cell and select Insert Comment.
Enter the comment. The name of the author can be erased.

Click away from the comment box or press the Escape key when finished.

Seeing Comments

e  Place the mouse over a cell with a comment and the comment box will appear.

Editing Comments

Click in the cell with the comment.

On the Menu Bar, click on Insert =» Edit Comment OR right click in the cell and select Edit Comment.
Edit the comment as needed.

Click away from the comment box or press the Escape key when finished.

Resizing the Comment Box

Click in the cell with the comment.

On the Menu Bar, click on Insert =» Edit Comment OR right click in the cell and select Edit Comment.
Place the cursor over one of the handles (white boxes on the edge). (The cursor is a two-headed arrow.)
Click and drag to the appropriate size.

Moving the Comment Box

e  Click in the cell with the comment.

e  On the Menu Bar, click on Insert =» Edit Comment OR right click in the cell and select Edit Comment.

e Place the cursor over the edge of the comment box. (The cursor is a four-
headed arrow.)

e  Click and drag the comment box to the desired location. echnology Center:

Removing a Comment Box

e  Click in the cell with the comment.
¢  On the Menu Bar, click on Edit =» Clear = Comments OR right click in the
cell and select Delete Comment.
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Printing Comments on the Worksheet

On the Menu Bar, click on View =» Comments.

Note - This makes the comments visible on the page.

On the Menu Bar, click on File =» Page Setup and choose the Sheet tab.
In the Print section, click on the down arrow after Comments.

Choose As displayed on sheet.

Click on OK and then print the worksheet.

Printing Comments at the End of the Worksheet

e On the Menu Bar, click on File =» Page Setup and choose the Sheet tab.
e In the Print section, click on the down arrow after Comments.

e Choose At end of sheet.

e  Click on OK and then print the worksheet.

The Drawing Toolbar

Showing the Drawing Toolbar D~ [ duoshapess N W JOEH A S RE S-L-A-E=E8d.

e The Drawing toolbar is usually displayed at the bottom of the window.
e  On the Menu Bar, click on View =» Toolbars =» Drawing.

Inserting AutoShapes

e AutoShapes provide decorative elements and places for comments.

e On the Drawing toolbar, click on AutoShapes.

e  Select the desired category and shape.

Lines - Choose from lines, arrows, curves, and squiggles.
Connectors - Choose lines or arrows to connect other shapes.

Basic Shapes - Choose boxes, shapes, or brackets.

Block Arrows - Choose from a variety of arrows, bent or straight.
Flowchart - Choose from a variety of flowchart symbols.

Stars and Banners - Choose multi-pointed starts or shaped banners.
Callouts - Choose speech or thought balloons or boxes.

More AutoShapes - Choose from clip art shapes.

e Inthe document, click and drag to create the shape in the desired location.
e  Make adjustments to the shape as desired.

O O 0O O O O O O

Lines

Conneckars

Basic Shapes
Block Arrows
Elowwchart

Stars and Banners

Callouts

B 3 e 0 o g I B9

More Autoshapes. ..

Autoshapes=| . Cw [ ] 00

e Note — If the object has yellow diamonds, these are used to change the proportions of the object.

Adding Text to an Object

If the object is a callout, click in the callout.

For other shapes, right click on the object and select Add Text.

Enter the desired text.

Use the Formatting toolbar to change the font, font size, font color, etc.
Click away from the object.

Moving an Object

e  Click on the object and move the cursor to the hash-mark edge.
e Click and drag the object to the desired location.
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Resizing an Object

Click on the object.

Move the cursor over one of the handles. (The open circles at the corners and the middle of each edge.)
The cursor will change to a two-headed arrow.

Click and drag to the desired size.

Connecting the Tail of the Callout

e  Click on the callout and then click on the border of the callout.
e Notice the yellow diamond at the end of the tail of the callout.
e  C(Click and drag it to the desired location.

Deleting an Object
e  Click on the object and then click on the border of the object.

e  Press the Delete key on the keyboard.
Custom Views

Creating a Custom View

e  On the Menu Bar, click on View =» Custom Views....
e  Click on the Add... button.
e  Enter a name for the view. tame: ||
e To include printer settings, leave the checkmark in front of Print settings. | “ur e
e To include hidden rows, columns and filter settings, leave the checkmark (B2 sy A T e
in front of Hidden rows, columns and filter settings.

e (Click on OK.

Seeing a Custom View

e  On the Menu Bar, click on View =» Custom Views....

e  Click on the desired view.

e  Click on the Show button.
Deleting a Custom View

e  On the Menu Bar, click on View =» Custom Views....

e  Click on the desired view.

e  Click on the Delete button.

e  Click on the Yes button to delete the selected view.

e  Click on the Close button.

Data Validation

e Data validation is the process of setting limits that will be checked when data is entered.
e Data validation helps ensure the accuracy and usefulness of the data.
e For example, choosing from a list is faster and more accurate than typing in the information.

Creating the List

e In a separate area of the worksheet, create the list.
e  The list should run down a column.
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Setting up the Cell

Click in the cell where the list is to be used. T

On the Menu Bar, click on Data =» Validation.... Vldaton e

Click on the Settings tab. T D tmere o
Click on the Allow box down arrow and choose List. = e
Click on the button at the end of the Source box. e
Highlight the cells with the desired list.

Press the Enter key.

Data Validation X

Click on OK.
If subsequent cells need the same data validation, use the fill feature.

Using the List

e  Click in the cell where the list is to be used.
e  (Click on the down arrow and choose the desired item from the list.

Editing the List

Make corrections to the list (original list) as needed. Settings | Inpu Message | Error Alrt
Click in a cell where the list was used. Waldstion crtera

On the Menu Bar, click on Data =» Validation.... EL':S:“ - T
Click on the button at the end of the Source box. Data: [l 1n-cel dropdawn
Highlight the cells with the list and then press the Enter key. =

Click at the bottom of the window to Apply these changes to all [

other cells with the same settings.
Click on OK.

e  The choices are now updated.

Data Yalidation El

Apply these changes ta all other cells with the same settings

Hiding and Unhiding

Row(s)
e To hide a row, click in a cell of the row to be hidden.
o On the Menu Bar, click on Format = Row =» Hide.
o OR Right click on the row indicator and choose Hide.
e Note - Click and drag to select several cells in a column to select several rows to be hidden.

e To unhide a row, click and drag to highlight cells above and below the hidden row(s).
o On the Menu Bar, click on Format =» Row =» Unhide.

Unhiding the Row 1

e  Click on the cell above the row 1 indicator. (See illustration.)
e  This will select the entire worksheet.
e On the Menu Bar, click on Format =» Row =» Unhide.

1
2\
3

4

5.

Column(s)

e To hide a column, click in a cell of the column to be hidden.
o On the Menu Bar, click on Format =» Column =» Hide.
o OR Right click on the column indicator and choose Hide.

e Note - Clicking and dragging to select several cells in a row will cause several columns to be hidden.

e To unhide a column, click and drag to highlight cells to the right and to the left of the hidden column(s).
o  On the Menu Bar, click on Format =» Column =» Unhide.
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Unhiding Column A

e  Click on the cell to the left of column A indicator.
e This will select the entire worksheet.

1
e  On the Menu Bar, click on Format = Column =» Unhide. g \
4
Sheet(s) g
e To hide a sheet, click on the tab of the sheet to be hidden.
o On the Menu Bar, click on Format =» Sheet =» Hide. Unbice sheet:
e To unhide a sheet, on the Menu Bar, click on Format =» Sheet =» Unhide.

o Select the sheet to unhide.
o Click on OK.

Getting Data

e Data can be obtained from a variety of sources.
e Data in a table in a Word document can be pasted directly into Excel.
e Data which is not organized as a table can be organized into columns if the information on each line is

consistently organized and separated by a comma, a tab, or some other marker. Files with commas
separating the data are csv files.

Text to Columns

Convert Text to Columns Wizard - Step 2 of 3 Px

e From a source such as http://earthquake.usgs.gov/eqcenter/catalogs/ , e

copy the CSV file information and paste it into an Excel spreadsheet. e | e o
e On the Menu Bar, click on Data =» Text to Columns.... Oere Dater e B a
e  Click to choose Delimited as the type of data and then click on Next.
e In the Delimiters section, choose the delimiter such as Comma. T e TR
e The Data preview box shows the data in columns. m
e  Click on the Finish button. £ = ' =

ol ) [t | [ [ e ]
Charts

Using Charts

e  Charts can be an effective visual presentation showing a comparison of items, changes over time, parts of a
whole, trends, and correlations.
o Comparisons, Changes over Time, and Trends — Use a column chart, a bar chart, a line chart, a
cone chart, a pyramid chart, area chart, or surface chart.

o Parts of a Whole - Use a pie chart, a doughnut chart, a stacked column chart, or a stacked bar
chart.

o Correlations — Use an X Y (Scatter) chart or a Bubble chart.
o Note — A radar chart shows data from a central point in a circle.

Resizing a Chart

Click on the chart.

Place the cursor over a handle (the square boxes on the edge). The cursor changes to a two-headed arrow.
Click and drag the chart to the desired size.

Note - By using the corner, the chart can be made wider and taller at the same time.
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Changing the Chart Location

e A chart can be an object resting on top of the worksheet or N e

a worksheet by itself.

Chart Location

Place chart:

e  Click on the chart. Sy

e  On the Menu Bar, click on Chart =» Location....

e Make the desired change in location.
e Click on OK.

The Chart Toolbar
e The Chart Toolbar is a powerful tool for quickly formatting the chart.

The Chart Toolbar

Chart Area =AY M EENETEE
Name Icon Description
Chart Object | chart ares - Click on the down arrow and choose the chart object to work with.
Click on the chart area to be formatted and then click on the Format
Format oy button to format the area. The name of the object displayed
in the Chart Object box is added to the name of the button.
Chart Type M) - Click on the Chart Type down arrow and choose the desired type of
chart.
Legend 23 Click on the Legend button to add or remove the legend.
Data Table = Click on the Data Table button to add or remove the data table.
Click on the By Row button to chart the data by information in the
By Row rows.
By Column il Click on the By Column button to chart the data by information in the
columns.
Ansle Clockwise ¥ Click on the text to be changed, such as the X axis, and then click on
g the Angle Clockwise button to turn the text clock wise.
Angle Click on the text to be changed, such as the X axis, and then click on
& . o the Angle Counterclockwise button to turn the text counter clock
Counterclockwise

wise.
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Using the Chart Toolbar

e  Click on the part of the chart to work with.

e The Chart Object box displays the name of the object.

e  Click on the Format button. The name of the object displayed in the Chart Object box is added to
the name of the button.

e  Make the desired changes to the object.

e C(Click on OK.

Changing the Chart Type
e  Click on down arrow next to the Chart Type button on the Chart Toolbar and choose the desired chart.

Showing/Hiding the Legend

e  Click on the Legend button.
e If'the legend is showing, it will be hidden. If the legend is hidden, it will be displayed.

Showing/Hiding the Data Table

¢ Click on the Data Table button.
e Ifthe data table is showing, it will be hidden. If the data table is hidden, it will be displayed.

By Row or By Column

e Data is charted by rows or by columns. The button with the color background indicates which way the data
is being charted.

e To change from charting by rows to charting by columns, click on the By Column button.

e To change from charting by columns to charting by rows, click on the By Row button.

Angling the Text

o  The text on the X axis and the Y axis can be turned quickly clockwise or counterclockwise.
e  Click on the axis to be angled. (The name of the axis, value (Y) or category (X) is displayed in the Chart
Object box.)
e  Click on the Angle Clockwise button or the Angle Counterclockwise button as desired.
e To remove an angle from the text:
o  Click on the axis to be changed.
Click on the Format button.
Click on the Alignment tab.
Enter 0 in the Degrees box.
Click on OK.

O O O O
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Printing

Printing
e  Always use Print Preview first! Otherwise, the document will be UGLY.

Print Preview

e  On the Menu Bar click on File =» Print Preview
e  Carefully check the page.

Margins
e  Click on the Margins Button and then click on the black blocks to change the margins.

e Be careful! Black blocks without dotted lines are column markers.
e Itis very easy to change column widths at this point.
e  OR click on the Setup button and choose the Margins tab, and adjust the margins as needed.
e (lick OK.
Setup

e  Click on the Setup Button.

Page Orientation

e  Click on the Page tab, and choose Portrait Orientation or Landscape Orientation.

Scaling

e  Click on the Page tab, and adjust the scale of the printing

e  OR Fit to allows the information to be fit on a specified number of pages.

e Note - Choose the # pages wide and the # pages tall.

Header/Footer

e  Click on the Header/Footer tab, and choose from the list by clicking on the down arrow

e OR Click on the Custom buttons and enter the desired information.

Sheet

e  Click on the Sheet tab, and choose to print or not print the gridlines.

e Choose the order that the pages will be printed.

e Click on OK.

o Note — When printing a crossword puzzle with clues at the end of the page, be sure to print Row and
Column Headings.

Print Area
= Setting the print area tells the computer to print just the selected part of the spreadsheet.

Setting the Print Area

= Click and drag to select the area to be printed.
=  On the Menu Bar, click on File =» Print Area =¥ Set Print Area.

Clearing the Print Area
=  On the Menu Bar, click on File =» Print Area =» Clear Print Area.

Page 19
Educational Technology Center
Davis School District, Farmington, Utah 84025 Revised 8/14/2007



Printing Multiple Worksheets

Click on the tab of the first worksheet to be included.

Hold down the Control key and click on each additional worksheet that is to be printed.

On the Menu Bar click on File =» Print Preview
Check the pages to be sure they will print as desired.
Click on the Print button.

Repeating Headings

Column headings and row labels can be repeated on every page.
If still in Print Preview, click on the Close button.

On the Menu Bar, click on File =» Page Setup.

Click on the Sheet tab.

Click on the red arrow at the right of Rows to repeat at top.
Click in the row with the headers are to be repeated.

Press the Enter key.

Click on the red arrow at the end of the Columns to repeat at left.

Click in the column with the headers to be repeated.
Press the Enter key.
Click on OK.
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