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Installing the Sample Files

e Use Windows Explorer to create a folder called Excel 2003 Foundation
Samples, in the My Documents folder.

e If you are installing the sample files from the CD-ROM, place the CD-ROM in
the CD drive and copy the files from the
excel_2003_foundation_eur\exercise_files to the My
Documents\Excel 2003 Foundation Samples folder.

o If these files have been copied to your network server, then ask your

trainer/supervisor for more information about how to copy these files to your
PC’s hard disk.

¢ Notes for tutors:
The above instructions are for Windows that has not been set-up for a multi-
user environment (with individual profiles). The instructions above may
require modification within a Windows multi-user environment. Where
possible pre-install the relevant work files prior to use by students/delegates.
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Introduction to Microsoft Excel 2003

When you have completed this learning module you will have seen how to:
e Use Excel as a Spreadsheet

e Use Excel as a Database

e Analyse Data

e Work with the Excel window

e Use the formula Bar

e Use the Task Pane

e Use the Getting Started Pane

e Use the Microsoft Excel Help Pane
e Use the Search Results Pane

e Use the Clip Art Pane

e Use the Research Pane

e Use the Clipboard Pane

e Use the New Workbook Pane

e Use the Status Bar

e EXit Excel 2002

e Use toolbars

e Show a toolbar

e Hide a toolbar

e Move a toolbar

e Use the Standard toolbar

e Use the Formatting toolbar

e Understand the Microsoft Office Assistant
e Use Tips of the Day

e Display the Office Assistant

e Display Tips

¢ Hide the Office Assistant

e Customize the Office Assistant

Whatlis Exce B A B0 § |

Microsoft Excel 2003

o Excel 2003 is the spreadsheet’and data analysis program._in Office 2003. It
combines incredible "power with ease of use, giving both professionals and
occasional users the features they need. Excel 2003 is designed in such a
way that you can use it as a basic spreadsheet program, and learn more
advanced skills as you need to.
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Using Excel as a Spreadsheet

e A basic spreadsheet is comprised of a table of values, some of which are
calculated by formulas and functions. Excel 2003 can check your formulas
and help you define functions using wizards.

¢ With a computer-based spreadsheet, you can change a particular data value
in the spreadsheet and all the values that are affected by the change are re-
calculated. To take full advantage of this feature, you should use formulas
and functions instead of numbers where possible.

Using Excel as a Database
e You can quickly build and organize a database using Excel 2003. A
database is a collection of data that can be organized so that it is easily

accessible. For databases that are larger and more complex, you should use
Microsoft Access, which is also part of Office 2003.

Analysing Data

o Excel 2003 has utilities that you can use to analysis data. You can find
answers to “what if” type questions, compare results of different scenarios, or
find the best solution to complex problems.

Microsoft Web Site

¢ The Microsoft Office web site provides Excel users with support, downloads,
newsgroups, and product documentation. You can visit their web site at
http://www.microsoft.com/office/excel/

Excel File Types

Spreadsheet files

o __By default, Excel will save your Spreadsheet file with the XxIs extension. The
Spreadsheetfile contains the Workbook and the Werksheets within the
Workbook.

Online Publishing files

e You canfsave all or partiof yourWorkbookfor online viewing.“Excel 2003
allows you to save the workbook as individual web pages with the .htm or
-html file extension.

e Alternatively, you can save the entire workbook as a web archive that
encapsulates the text and graphics in a single file. This file format uses the
.mht or . mhtml extension.

Note: HTML files can be viewed by all web browsers; MHTML files are
supported only by Internet Explorer version 4.0 or later.
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XML files

e With Excel, you can also publish your Workbook in Extensible Markup
Language (XML). XML allows you the flexibility of defining your own custom
tags. While HTML focuses on the formatting and look of the text, XML
focuses on defining the characteristics of the text. (For example, you may
have a text string called Phone Number.) The look of XML data comes from a
separate style sheet.

Template files

e You canre-use a customized Spreadsheet by saving it as a Template.
Templates can contain text, formulas, formatting, styles, macros, and custom
toolbars. Templates are especially useful for forms. This file format uses the
extension .xIt.

Excel Environment

Working with the Excel window
e The Excel window can be divided into five distinct areas:

Toolbars are located at the top under the Main Menu bar.
Formula Bar is located under the toolbars.

The current Worksheet is the main area of the window.
Task Pane is the panel to the right of the Worksheet.
Status Bar is located at the bottom of the window.

Standard ] Fe Edt Wew et Foat Joss Dala Wedow  Heb -8

Toolbar — 1 S W@ A YH sam-F9-0-8 -4 e[ - "
: o . . . A . &€ Formatting

Farmula 'm“ . mﬁ B O EEBP I % K- 4 E Taaolhar

Bar —*

4—— Task Pane
k.'b Templstas b
] o iy comgater, .
G on my Wb sies. !

Status
Bar

bt o

e You can put your mouse over a button or area to see the Tool Tip description
of that button or area.
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Using the Formula Bar

The Formula Bar displays contents (data or formula) of the highlighted cell.
To the left of the Formula Bar is the Name Box; it displays the cell Name of
the highlighted cell.

To show the Formula Bar

From the main menu, choose View > Formula Bar (you will see a check
mark beside it when the Formula Bar is visible).

To hide the Formula Bar

From the main menu, choose View > Formula Bar (you will not see a check
mark beside it when the Formula Bar is hidden).

M Using the Task Pane

The Task Pane lists some of the most common tasks you may want to
accomplish in Excel. The tasks are descriptive to help you quickly locate the
task you want. To perform the task, simply click on the task description.

Excel 2003 has several new and enhanced task panes that will further assist
you in quickly completing common tasks. The following section will describe
some of the new task panes that are useful for new Excel users. We will also
take a glance at the task panes that have already appeared in previous
incarnations of Excel.

To display the Task Pane

From the main menu, choose View = Task Pane (you will see a check mark
beside it when the Task Pane is visible).

ﬁ Tops\w itch to other Task Panes

Click on the Other Task pane down arrow and select another Task Pane from
the menu (the Getting Started pane is the default active pane):
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Getting Started tL(x
Getting Started
Help
Search Results
Clip ark rk
Research

Clipboard

Mew Workbook

S Template Help

|: Document Actions
E

Shared Warkspace

Document Updates

O
ML Source
[ FopEm

|] Create a new workbook, ..

OR click on the green arrow buttons (located under the task pane title bar) to
return to the previous task pane, or to move on to the next one. Clicking on
the home button will return you to the Getting Started pane:

Mew Workbook * X

SR

New Home |
|_] Blank WrFDT

@ From existing workbook. ..

€3 Using the Getting Started Pane

¢ You can use the new Gettlng Started pane to search for templates, pictures,
website ue links t
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: Getting Started v x

na I'.'Im:m!l g -
Gn: ! mlcei iméh

&) S areat Excel tips
&) Tour Microsoft Office Online
&) Introducing Excel 2003

Mare. ..

Search:

| |

Example: "create an org chart"

Open
ﬁ Open...

|] Create a new warkbaok. ..

e You can also use the Getting Started pane to create a new workbook or
open an existing one. To do so, click on the appropriate blue link under
Open.

€3 Using the Microsoft Excel Help Pane

e The new Microsoft Excel Help pane provides comprehensive online
assistance for users. You either can type a query into the Search field, or
browse through the Help table of contents by clicking on the blue link:

- Microsoft Excel Help r X
@) &) |

Assistance

e The new Search Results pane automatically appears anytime you perform a
search on the Microsoft Office website, showing any number of potential
matches. The example below illustrates the search results for a query about
“budgets”:
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Search Results * X

(N N T

14 results From Microsaft, com

Farnily Monkhly Budget =
Templates = Personal Finance —

Event Budget

Templates > Management and
Planning

Garden Budget

Templates = Hobbies and
Colleckions

e You can also perform addition searches by typing queries into the Search
box at the bottom of the pane.

M Using the Clip Art Pane

¢ From the enhanced Clip Art pane, you can search for clip art in your
collection or access clips on the worldwide web.

Searching for a Clip Art
e Enter the text to search for in the Search for textbox and click Go.

Customising the search

o Select a specific collection from the Search in drop-down menu and/or select
a media type from the Results should be drop-down menu.

Searching using Organize Clips

¢ Click on the blue Organize Clips link and browse the collections in order to
cate the clip you want:

compute

ompted to add
llection :

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 13 - Excel 2003 - Foundation Level Manual

° Clip Art v x
@A

Search Far:

| | s |

Search in:

|.|5.II collections | v|
Results should be:
|F'.II media file bypes | v|

8] organize dips. ..
& Clip art on Cffice Online
@ Tips for finding clips

€3 Using the Research Pane

¢ From the new Research pane, you can perform an online search within a
selection of reference books, websites, and business and financial sites. This
allows you perform comprehensive searches without interrupting your work in
Excel.

To perform a search

¢ From the Research pane, enter your query in the Search for field and click
on the green search arrow button.

o refi

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 14 - Excel 2003 - Foundation Level Manual

: Research v oM
Search for:

| |
|F'.II Reference Books %

<hBack [+ | [ o | =

|»

TNipe faxt fo fook up i a
varafy of resaarch and
reference Feras.

You can afro prese AL T and
click @ svord o Féart a Fearch. ;I

ﬁ Research options. ..

You can expand your search by clicking on the blue Research options link
at the bottom of the pane.

Using the Clipboard Pane

e The Clipboard pane allows you to view and paste the different items in your
Office Clipboard. You can hold up to 24 items from different Office 2003
applications in your Office Clipboard.

To paste an item
¢ Locate the item you want to paste and click on it.

To paste all the items
o Click on the Paste All button at the top of the pane.

To clear the Clipboard

Ciobpard emoty,
Copy or cut o collent fams,

| |
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Using the New Workbook Pane

e You can use the New Workbook pane to open an existing Workbook or
create a new Workbook.

To perform a task
e Locate the task you want and click on the blue link:

New Workbook

@& S A
Mew

| ] Blank waorkbook
Ej From existing workbook, .

Templates
Search OFfice Online;

| | [ETa]
% Templates haome page

o my compuker, .,
@ ooy Web sites,

Recently used templates
Personal Eudget

Using the Status Bar
¢ The Status Bar displays the status of the current operation and the mode of
the keyboard (Caps Lock and Num Lock).

To show the Status Bar

e From the main menu, choose View > Status Bar (you will see a check mark
ide it whe e Stat ar is visible).

Exiting Excel 2003
¢ From the main menu, choose File > Exit

OR press the Alt + F4 key combination

Note: You will be prompted to save your workbooks if there are unsaved
changes.
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Toolbars

Using Toolbars

o Excel has 20 toolbars. By default, the Standard and Formatting toolbars
will be displayed. Most of the other toolbars are used only for specific
functionality in Excel. (You will learn how to use the toolbars when the
specific functionality is covered.)

All toolbars are dockable. This means that the toolbar can be moved around
the Desktop or locked to the Excel interface.

Showing a Toolbar

¢ From the main menu, choose View > Toolbars and select the toolbar you
want to display (you will see a check mark beside a toolbar when it is
visible). In this particular case, we have selected the Drawing toolbar:

Wiga | Insert  Format Tools Data  Window  Help
m::urmal A - - E -4
L Page Break Preview === 4 Eg =
Task Pane Chrl+F1
| Toolbars ] | Standard
Eormula Bar Faormatting

Zoar, .. Borders

¥ Chart

Contral Toolbo

N

[<]

Drawing

External Data

Hidimgya Toolbar

s From“the main menu, choose View = Toalbars and select the toolbar you
want to hide (you will not see a check mark beside/a toolbar when it is
hidden):

i l_ns’ Farrak ‘? 'I:a 'u:uw .Ip

Marmal ) . ?_9 [ il
L Page Break Preview === 4|5~ A
Task Pane Chrl+F1
| Toolbars ] | Standard
Eormula Bar Farmatking
Zoar. .. Baorders
¥ Chart |
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Moving a Toolbar

e Begin by placing the mouse over the left side of the toolbar you want to
move. Your mouse cursor should change to the move cursor:

Y

A

-

¢ Click and drag the toolbar to where you want to move it:

5 File Edit Wiew Insert Format  Tools Data  Window  Help

: Arial -0 - B I U E=

il
i
&
L

A | B | | D

m
|

[ B N T S

To dock a Toolbar
¢ Click and drag the toolbar to one of the four sides of the Excel window.

Note: The main menu can also be moved and docked.

M Using the Standard Toolbar

e The Standard toolbar provides quick access to commonly used actions.
Each action is represented by an icon. When you put your mouse pointer
over an icon, it is highlighted in blue and a descriptive tool tip appears.
Locate the icon for the action you want to use and click on the icon.

te new

MPLE

Permission - this new feature prevents selected documents (and email

=)

messages) from being forwarded, copied, or altered by specified individuals.

Iﬁ

E-mail — send the Workbook as an e-mail.

= Print — print the Workbook.
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I Print Preview — change display to print preview.
v Spelling — start the Spell Checker.

o Search - display the Research Pane.

& Cut — cut the selected range to the Office Clipboard.

! Copy — copy the selected range to the Office Clipboard.

- Paste — paste the last item from the Office Clipboard (click on the arrow
to select Paste options from a drop-down list).

J Format Painter — copy formatting.

2= Undo — undo the last action (click on the arrow to select the last 16

actions from a drop-down list).

—‘ -
L Redo —redo the last Undo action (click on the arrow to select the last

16 Undo actions from a drop-down list).

% Insert Hyperlink — insert a hyperlink.

= AutoSum — create a sum function (click on the arrow to select other

functions from a drop-down list).

A
z} Sort Ascending — sort the selection in ascending order.

z
Al Sort Descending — sort the selection in descending order.

|
i Chart Wizard — start the Chart Wizard.

_@

Drawing —display the Drawing toolbar.

I ooss -

/ .
Zoom — zoom the Worksheet to a percentage you specify.

i

¥ . Microsoft Excel Help — display the Microsoft Excel Help pane.
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Wl 45 oo~ D _

Shiow Bukkons an One Row

add or Remowe Butkons = ) ]
Toolbar Options — select custom toolbars options from a
drop-down list.

Using the Formatting Toolbar

The Formatting toolbar provides quick access to commonly used formatting
actions. Each action is represented by an icon. When you put your mouse
pointer over an icon, it is highlighted in blue and a descriptive tool tip

appears.
Locate the icon for the action you want to use and click on the icon.

Aril " Font — select fonts from a drop-down list.

"~ Font Size — select a font size from a drop-down list.

B Bold — apply bold formatting to a selected range.
Italic —apply italic formatting to a selected range.

Underline — apply underline formatting to a selected range.

Align Left — align a selected range to the left.

Center — centre a selected range.

Align Right — align a selected range to the right.

% Merge and Centerpg=icentre textracrosspasselected range (selectedicells
will'be merged).

& Currency,—apply currency style to a selected range.

M8 percent Sty le —apply percentage style to a selectedrange.

' Comma Style — apply comma style to a selected range.

.0

™ Increase Decimal — increase the number of decimal points displayed in
a selected range.

.00
*f ! Decrease Decimal — decrease the number of decimal points displayed
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in a selected range.

Decrease Indent — decrease the level of indentation in a selected
range.

Increase Indent — increase the level of indentation in a selected range.

— 7 Borders — select and apply borders to a selected range.
" Fill Color — selectand apply fill colour to a selected range.

A - .
== _ Font Color — select and apply colour to text in a selected range.

Shiow Bukkons on One Row

add or Remowe Butkons =

Toolbar Options — select custom toolbars options from a
drop-down list.

Office Assistant

Microsoft Office Assistant

o The Office Assistant will watch what you do and offer tips on how to work
more productively. You can also use it to answer questions or obtain help
within Excel. The Office Assistant is common among all your Office
applications; option changes made will be reflected in all Office applications.

e Occasionally, the Office Assistant will display information on the screen as
you work. If you are unsure about how to use Excel, you should always read
the help offered.

Displaying the Office AsSistant

e Clickyon the Help menujand select Show theroffice Assistant from the
sub-menu, as illustrated:
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YWindow | Help i -3 X

@ Microsoft Excel Help F1

Office on Microsoft. com

Conkact Us

Cuskomer Feedback Options. ..

Abouk Microsoft Excel

Displaying Tips
¢ As you work the Office Assistant will track your progress and recommend
useful tips. To display the tip offering advice, click on the Office Assistant:

Using Tips of the Day

e If you choose to do so, Excel 2003 will display a Tip of the Day each time
you start Excel. If you take the time to read these as they are displayed, you
will soon be on your way to becoming an Excel 2003 expert.

e To activate Tip of the Day, right click your mouse on top of the Office
Assistant and select Options:

will"display the 'Off dialog box. Click ti ,
and select the Show the Tip of the Day at startup checkbox. Click OK:
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Office Assziztant Ed |

aallery  Cpkions I

[¥ Use the Cffice Assistant
[ Help with wizards ¥ Move when in the way
[V Display alerts W Make sounds
[ search for both preduct and programming help when programming

Shiow kips abouk

[ Using features more effeckively [ only show high priority tips
[ Using the mouse maore effectively [-ishow the Tip of the Day at startupi

[ kevboard sharkcuts Reset my kips |

Ik Cancel

Hiding the Office Assistant
¢ Right-click on the Office Assistant and from the pop-up menu, select Hide:

Choose Assistant, .,

nirnake !

Customising the Office Assistant

e _You can customise the Office Assistant by defining when the Office Assistant
Is‘used and what types of tips are displayed.”Youcan also change the ‘default
paperclip image to other images provided |in the gallery.

e Right-click on the Office Assistant and select Options... from the pop-up
menu

ORffrom the Office ‘Assistant dialog, click on the Options button

rr".n".ll'hat would you like to do?

Options Search
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Review Questions

How would you:

e Use Excel as a Spreadsheet?

e Use Excel as a Database?

¢ Analyse Data?

¢ Work with the Excel window?

e Use the Formula Bar?

e Use the Task Pane?

e Use the Getting Started Pane?

o Use the Microsoft Excel Help Pane?

e Use the Search Results Pane?

e Use the Clip Art Pane?

e Use the Research Pane?

e Use the Clipboard Pane?

e Use the New Workbook Pane?

e Use the Status Bar?

e Exit Excel 2003?

e Use toolbars?

e Show a toolbar?

e Hide a toolbar?

e Move a toolbar?

e Use the Standard toolbar?

e Use the Formatting toolbar?

¢ Understand the Microsoft Office Assistant?

e Display the Office Assistant?

o Display Tips?

e Use Tips of the Day?

e Hide the Office Assistant?
Customize the Office Assistant?

SAMPLE
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Workbooks and Worksheets

When you have completed this learning module you will have seen how to:
o Create a new workbook

e Open an existing workbook

e Create a new workbook using a template on your computer
e Create a new workbook using an online template
e Understand workbooks and worksheets

e Minimize a workbook

e Save workbooks

e Save a backup copy

¢ Save Summary Information

e Close workbooks

e Zoom the Worksheet View

¢ Rename worksheets

e Change the Sheet Tab colour

e Insert worksheets

¢ Reorder worksheets

e Delete worksheets

¢ Customize Worksheet Views

e Understand cells and ranges

¢ Understand the active cell

e Navigate to a specific cell

e Move around the worksheet

¢ Move within a selection

¢ Navigate between worksheets using the mouse

¢ Move between worksheets using the keyboard

Creating and Opening Workbooks

Creating a new Workbook

e  From the main menu, choose File/=[New and click/on the Blank workbook
linkein the New Workbook' panes:

l?ur!uk ‘ ‘(
)

Mew
d Elankwnrkbnugt
@_j Fram existing kboak, ..

Templates

OR click on the New icon O on the Standard toolbar
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OR press the Ctrl + N key combination.

f Creating a new Workbook using a template on your computer

From the main menu, choose File = New.

Click on the On my computer... link in the New Workbook Pane to display

the Templates dialog box.
Click on the Spreadsheet Solutions tab from the Templates dialog box.
Select a template and click OK:

Templates

General  Spreadsheest Solutions

i @

menk

Timecard

Balance Sheet |Se=lper=i el

|

Loan
arnortization

Sales Invaice

[ =

~ Preview

Click Ok to install additional
templates and create a new file,

]|

Templates on Office Online

88

Cancel

Note: You can create a new workbook using the default template by clicking

on,the Workboeok icon lecated within.the General tab.

Creating a new Warkbook using an online iemplate

In addition toaccessing /templates on your hard drive, Excel 2003 allows you
the option of downloading templates from|the Microsoft Office website. Type
a query’~i.e. "budgets" =“into the Search"Office Onlinetextbox, and click

on the Go button:

© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com
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Mew YWorkbook v o

el e A
New

|_] Blank workbook
Ej From existing workbook., .

Templates
Search Office Online;

|Eiudgets | I G0 I
% Templates home page

on my compuker, .,
@ on oy Web sites, .

Recently used templates

e The Search Results pane will appear, giving you a list of templates that
match your query:

Search Results * X

(N N T

14 results From Microsaft, com

Farnily Monkhly Budget =
Templates = Personal Finance —

Event Budget

Templates > Management and
Planning

Garden Budget

Templates = Hobbies and
Colleckions

e Click on the blue link to view the template of your choice. You can then
decide whether or not you wish to download it and save it on your computer

hard drive.
e ane g Wo ok
From the nu, c File pe isplay the Open dialog
e Select th nt
. od¥.

Working with Workbooks

Understanding Workbooks and Worksheets

e Excel 2003 automatically starts with a new workbook containing three
worksheets.
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e A worksheet is essentially a very large table, consisting of rows and
columns. Rows are identified by numbers while columns are identified by
letters. This is where you would enter your data. Within Excel 2003, you can
have up to 65,536 rows and up to 256 columns:

A | B | ¢ | b | E | F |

(o I T S

o A workbook consists of one or more worksheets. The name of the
worksheets is displayed on the sheet tabs at the bottom of the Excel window.
By default the worksheets in a new workbook will be named Sheetl,
Sheet2, and Sheet3. (You will learn how to rename the worksheets later in
this manual):

33

M 4 » W]\Sheetl / Sheetz f Sheetd /
Ready

Minimising a Workbook

e Click on the Minimize button at the top-right corner of the workbook
window:

%ﬁ' x
100% S

" Mininnize Window

“-a- §

Note? You can restore the\window! by clicking the Restore button at the top-
right corner of the Workbook window.

Saving Warkbooks
¢ From the main menu, choose File > Save

OR press the Ctrl + S key combination

=l

OR click on the Save icon on the Standard toolbar

Note: If it is a new file, the Save As dialog box will appear. Enter a file
name in the File Name text box, and click Save.
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Savinga backup copy

From the main menu, choose File > Save As to display the Save As dialog
box.

Enter a new file name in the File Name text box.
Click Save.

Note: To work with the original file again, select it from the recent file list at
the bottom of the File menu.

Saving Summary Information

From the main menu, choose File = Properties to display the Properties
dialog box.

Click on the Summary tab.
Enter the information you want.
Click OK:

Bookl1 Properties [ x| |

General  SUMMAry |5tatistics I Conkents I Custam I

Title: |

Subiject: I

Author: ||

Managet: I

COmpanty: I

Categary: I

kKeywords: I

Camments:

Hypetlink,
i

Ik I Zance|

Note: The Summary Information will be saved with the file.
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Closing Workbooks

From the main menu, choose File = Close

OR double-lick on the Control menu in the top-left corner of the workbook
window:

File Edit Wiew Insert

=" K= FE1E= RN}

Arial - 10 =

Note: You will be prompted to save your workbooks if there are unsaved
changes.

Working with Worksheets

Zooming the Worksheet View

From the main menu, choose View > Zoom to display the Zoom dialog box,
select a magnification or enter a percentage in the Custom text box, and
click OK:

Magnification

 200%

i~ Fit selection
C Custom: [100 %

Ik Zancel |
AR

OR click on/the Zéom arrow " f"_"ﬂ on the Standard toolbar, and select.a
magnification_from the drop-down menu. (Note:"You can click on the
existing percentage and enter a/new maghnification percentage.)

Renaming Worksheets

Double-lick on the sheet tab of the worksheet you want to rename, enter a
new name for the worksheet, and press the Return button:

12

M4y H]\ﬁﬂ&SheetE £ shesta /
Ready
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OR right-click on the sheet tab, choose Rename from the pop-up menu,
enter a new name for the worksheet, and press the Return button:

25 Insert...

g? Delete

3 Rename [
20 Maove ar Cu:up'::'::'.
= Select All Sheet
ey Selec eets
32 Tab Calor...

3? G view Code

M 4 » M[Sheerr ereete PR
Ready

Changing the Sheet Tab colour
e You can differentiate your tabs using colour:

12
M 4 » M ek Sheet? ¢ Sheetd S=EE10 f Sheets
Ready

¢ Right-click on the sheet tab, choose Tab Color from the pop-up menu, select
a colour, and click OK:

Format Tab Color |

Tab Color

| Mo Calar

|
ENEEEEERN
EEEEEEEN
EOONEEEN
]

0L

L]

Inserting Worksheets

e Begin by clicking on the sheet tab of the worksheet that will appear after
the worksheet you are inserting:
e From the main menu, choose Insert > Worksheet

OR press the Shift + F11 key combination
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OR right-click on the sheet tab, choose Insert from the pop-up menu, select

Worksheet from within the General tab, and click OK:

Inzert

General |Spreadsheet Solutions |

n =W s &

Wiarksheet Chart M3 Excel 4.0 M3 Excel 5.0
Macro Dialog

[ =

~ Preview

Preview nok awvailable,

]|

Templates on Office Online

Ik I Cancel

Reordering Worksheets

e You can change the order in which your worksheets are listed.

¢ Click and hold down the mouse button on the sheet tab of the worksheet you
want to reorder (a page icon and a black triangle will appear by the mouse

pointer):

12

M 4 v % Sheetl / Sheet2 )\E%H Sheet3
pReady - - -

e Drag the mpouse'to the worksheet’s new location and release the mouse

button (the black triangle will move as you dragwour mouse to indicate the

location of the 'worksheet):

[12] | |
[ 4 » WP Shestl £ Sheetz %Sheetd { Sheeta 7%

Ready

Deleting Worksheets

e Begin by clicking on the sheet tab of the worksheet that you want to delete.
e From the main menu, choose Edit = Delete Sheet, the following message

will appear; click Delete to permanently delete the selected worksheet:
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Microzoft Excel

& Diaka may exist in the sheet(s) selecked Far deletion, Ta permanently delete the data, press Delete,

Cancel |

OR right-click on the sheet tab, choose Delete from the pop-up menu, the
above warning message will appear, click Delete to permanently delete the
selected worksheet.

Customising Worksheet Views

From the main menu, choose Tools = Options to display the Options dialog
box, click the View tab, and select the following options you want from the

Show area:

Options g |

Colar | International | Save | Error Checking | Speling | Securiky |
| Caloulation | Edit | General I Transition | Cuskom Lisks | Zhart |
Shiow
¥ Startup TaskPane W Formula bar ¥ Skatus bar ¥ windows in Taskbar

Formula bar - Display Formula bar when selected.
Status bar - Display Status bar when selected.

Windows in Taskbar - Display each opened workbook as a separate item
on the Windows Taskbar.

Working with Cells

Understanding Cells and Ranges

A Werksheget is made up of cells./ Yau can refergto a cell by using the column
letter and/row number. | For example, D8 refers to the cell in column D and
row 8. Inthis case, D8lis know as the cell reference and is also used as the
default name for the'cell: (Youwill learn how to rename a cell'later in‘this
manual.)

You can enter numbers, formulas, functions, and text into an individual cell.
Cells containing numbers can be used as part of a formula or function in cells
with calculated values, and cells containing text provide labels and
descriptions to your numbers and calculated values.

A range is made up of cells. Ranges can be any rectangular area of cells
within a Worksheet. You can refer to a range by using the cell reference of
the top-left and the bottom-right cells. For example, B2:D8 defines the
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rectangular range bounded at the top-left by the cell in column B and row 2
and at the bottom-right by the cell in column D and row 8. (You will learn
how to name a range later in this manual):

A | B | ¢ | D | E

O (30 = O T e e e —

What is the Active Cell?

WE¥igating ilin a WerksheBl [y, [}

Excel identifies the active cell with a bold outline around the cell and
highlighting the column heading letter and row heading number of the cell.
In the following example, B2 is the active cell:

B2 v fe =2000+2
A | B | c | D

1

2 | 2Dnz_l

3

In the above illustration, notice that B2 is displayed in the Name Box, and
the contents of the cell is displayed in the Formula Bar. In this case, 2002
is a calculated value, 2000+2.

In order for you to enter data into a cell, it needs to be the active cell. The
active cell will accept keyboard entries. You can make a cell active by
clicking on it or navigating to it. (You will learn how to navigate to other cells
later in this manual.)

F

Navigating to agspecific Cell

If you know the cell Name or'cell reference of the cell you want, you can
navigate directly to it.

From the main menu, choose Edit = Go To which displays the Go To dialog
box, enter the cell Name or cell Reference in the Reference text box or
select a range name in the Go To list box, and click OK:
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Goo HE|

G0 ko
[
| -
Reference:
Special. .. | OK[T: I Cancel I

OR click on the Name Box on the Formula bar, enter the cell Name or cell
Reference, and press the Return button:

Arial - 10 -~ B F
N - &

A E | C |
1 L ]
2

Note: Excel will take you to the cell you want and make it the new active
cell.

Moving around the Worksheet
e To move from cell to cell, use one of the following keys or key combinations:

Press this: To move the Active Cell:

<« One cell to the left

> One cell to the right

4 One cell up

4 ane cell down

Ctrl+ < Tothe laft edoge of the currentregion
Cirl+—> Tathetight edoe of the current region
Ctrl+ 1 To the top edge of the current'recion
Ctrl+-l- To the bottorn edge ofthe current region
Home Ta the first cell in the row

Ctrl+Home To the first cell in the Worksheet

Ctrl+End Tao the hottom right cell that containg data
Page Up One screen up

Page Down One screen diovn

Alt+PglUp One screen to the left

Alt+PgDown One screen to the right
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Note: You can also use the scrollbar on the right and at the bottom of the
Worksheet to move to the area of the Worksheetyou want. To make a cell
active, click on the cell you want.

Moving within a selection

e To move from cell to cell within a selected range, use one of the following
keys or key combinations:

Tab - One cell to the right
Shift+Tab - One cell to the left
Return - One cell down

Shift+Return - One cell up

Navigating the Workbook

Navigating between Worksheets using the mouse
o Click on the sheet tab of the worksheet you want.

Note: If you don’t see the sheet tab of the worksheet you want, you can
scroll through the sheet tabs using the sheet tab navigator:

12
M4 I%H[\.,Eheetl { Sheetz 7 Sheets 7

Ready

4 To the beginning of the sheet tabs
4 To scroll one sheet tab to the left
'+ Tokscroll ohe sheet tab to the right

#To the end of the sheet tabs

Moving between Worksheets using the keyboard
e Press the Ctrl + PgDn key combination to move to the next worksheet.

e Press the Ctrl + PgUp key combination to move to the previous
worksheet.

Moving from one Workbook to another
e From the main menu, choose window and choose the workbook you want.
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Note: You can customize Excel such that workbooks appear as separate
icons on the Windows Taskbar.

€3 Comparing two Workbooks side-by-side
e Excel 2003 has a new feature that allows you to compare two workbooks
side-by-side without the aggravation of switching back and forth between

documents. To use the feature, open a workbook, and open a second
workbook by selecting it from the File menu.

e From the main menu, select Window > Compare side by side with (the
workbook file name):

Window i Help

Hide:
Inhide. ..

Freeze Panes

1 Monthly Sales 2003

2 Manthly Sales 2002

I

¢ In this example, we are viewing the monthly sales statistics for a small
business during 2002 and 2003. As you can see, the two workbooks are now
displayed side-by-side, along with a Compare side by side toolbar:

SAMPLE
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&l Monthly Sales 2002

A, B C ] E
1 |Monthly Sales - 2002
2 |January 203
3 |February 278
4 |March 345
5 |April 324
B |May T
7 |June 457
g |July 243
9 |August 2h5 Compare Side by Sic * =
10 | September 286 IIETIIE | Close Side by Side
11 |October 405
12 |Movermber 247
13 |December 203
14
M 4 » Hr‘-,EaIf_-s,{r Sheetz 4 Sheets /

Monthly Sales 2003

A B C ] E
1 |Monthly Sales - 2003
2 |January 305
3 |February 256
4 |March 245
& |April 457
B |May 455
7 |June 432
g |July 478
8 |August 589
10 |September BO7
11 |Cctober 37
12 |Movember o246
13 |December 41
14
I; '_1 v wlSales / Sheetz £ Sheet3 /7
Ready

1 workb
rollin

Euh are © Y ;
Bl |
o

e You can test it out by scrolling the workbooks up and down. As you can see,
both workbooks now move in synch:
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l"_:. Monthly Sales 2002 Mi=] E3
A, B C ] E o

3 |February 278 B

4 |March 345

o | April 324

B |hay Lt

7 |June 467

8 [July 243

9 |August 265

10 | September 206

11 [October 405 Compare Side by Sic *

12 | Movernber 347 |32 | Close Sid by Side 5

13 |December 203

14

15

16 -
M 4 » W[4 Sales / Sheetz £ Sheet3 / 1K} LlJ_J
Monthly Sales 2003

A B C ] E

3 |February 256

4 |March 245

5 |April 457

B |May 455

7 |June 432

8 |July 478

8 |August 589

10 | Septermnber BO7

11 |October BoY

12 [Movernber G46

13 |December 421

14

15

16

M 4 » w\Sales ¢ Sheatz £ Sheat3 /7
Ready I o

an turn
fro he Wi
e Comp

How would you:

e Create a new workbook?

e Open an existing workbook?

e Create a new workbook using a template on your computer?
e Create a new workbook using an online template?

e Understand workbooks and worksheets?

¢ Minimize a workbook?
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e Save workbooks?

e Save a backup copy?

e Save Summary Information?

e Close workbooks?

e Zoom the Worksheet View?

¢ Rename worksheets?

¢ Change the Sheet Tab colour?

e Insert worksheets?

e Reorder worksheets?

e Delete worksheets?

e Customize Worksheet Views?

e Understand cells and ranges?

e Understand the active cell?

¢ Navigate to a specific cell?

e Move around the worksheet?

e Move within a selection?

e Navigate between worksheets using the mouse?
¢ Move between worksheets using the keyboard?
e Move from one Workbook to another?

e Compare two Workbooks side-by-side?

SAMPLE
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Spreadsheet Data

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

Enter text

Enter numbers as numeric values

Enter numbers as text

Enter dates

Enter current date

Enter current time

Customize the movement of the active cell
Enter data into a range of cells

Fill a range of cells with the same data
Use AutoComplete

Use a Pick List

Use AutoCorrect

View items that will be corrected

Add items to AutoCorrect

Delete an AutoCorrect item

Use Smart Tags

Turn Smart Tags on

Enable Date and Person Name Smart Tags
Check spelling in a Worksheet

Correct spelling errors

Entering Data

Entering text

By default, text is left-aligned. (You will learn how to change the alignment
later in this manual.)

Begin by clicking in the cell you want, making it the active cell.
Typeithe textand press|the Return button:

Nete: If your textiis longer than the width of the column, it will run over te
the“cell in /the aext column if that cell is empty:

_A‘I Y B E_xcel EESTFDUHEHDH E:uurae
A | B c | D E |
1 |Excel EDDS!FuundatiDn Course

If the adjacent cell contains data, the text display is truncated. The full text
is still available in the Formula bar. (You will learn how to reformat your
cells to accommodate long text):
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A1 i fe Excel 2003 Foundation Course
A B | ¢ | D | E |
1 |Excel EDDBIManuaI
2 Prezentation
i Exercise

Entering numbers as numeric values

By default, numeric values are right-aligned. (You will learn how to change
the alignment later in this manual.)

Begin by clicking in the cell you want, making it the active cell.

Type the number and press the Return button:

Note: For negative numbers, type a minus sign before the number. For
decimals, use a period for the decimal point.

Entering numbers as text

Begin by clicking in the cell you want, making it the active cell.

Type an apostrophe then the number and press the Return button. If a
smart tag appears, recognizing the "number as text" as an error, simply click
on the smart tag down arrow and select Ignore Error as illustrated below
(note: smart tags will be discussed in greater depth later in this chapter):

A1 - # B
L A B | ¢ | D |

118 > -

2

g Mumber Stored as Text

4 Corwert ba Mumber

g Help on this error

T | Ignore Error .
i Edit in EnrmuI;%ar

10 ] Error Cheicking Cptions. .
ﬂ y Show Formula Baditing Taolbar

Excel willlnow recognize the number as text.

Entering dates

Begin by clicking in the cell you want, making it the active cell.

Type in the date, separating the year, month, and day with either hyphens
or slashes.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 42 - Excel 2003 - Foundation Level Manual

Entering current date
e Begin by clicking in the cell you want, making it the active cell.
e Press the Ctrl + ; key combination.

Entering current time
e Begin by clicking in the cell you want, making it the active cell.
e Press the Ctrl + Shift + ; key combination.

Customising the movement of the Active cell

e By default when you press the Return button in Excel, the active cell will
move one cell down. You can customize the movement of the active cell to
suit your data entry needs.

¢ From the main menu, choose Tools = Options to display the Options dialog
box.

e Click on the Edit tab.

o Select the Move selection after Enter checkbox.

e Click on the Direction drop-down menu and select the direction you want:

Options H |
Colar | International | Save | Error Checking | Speling | Securiky
Wig | Caloulation Edit | General I Transition | Cuskom Lisks | Zhart
Settings
¥ Edit directly in cell ¥ Extend list Formats and Formulas
¥ allow cell drag and drop ¥ Enable automatic percent enkry
¥ alert before overwriting cells ¥ Show Paste Options buttons
¥ Move selection after Enter ¥ Show Insert Options butkons
Direction:

[ Fixed decimal
Places;

|I v Cut, copy,
sk bo upd;

ﬁrwide fe
|I v Enable 4

e Click OK.

Note: To prevent the active cell from moving, deselect the Move selection
after Enter checkbox.
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Entering data into a range of cells

To effectively use the movement of the active cell, you can set a range for
data entry. Pressing the Return button will move the active cell within the
range. When the active cell reaches the bottom of the range, it automatically
moves to the top of the next column in your range. When you reach the last
cell in your range, the active cell moves to the beginning of the range.

Select the range you want by dragging the mouse across an area of cells.
This will highlight the selected range:

B2 - A
A |8 [ ¢ | D |

nm ) e L b —

Type your first entry and press the Return button.
Repeat until you have finished entering data into all the cells in your range.

Note: To deselect the range, click outside the selected range.

Filling a range of cells with the same data

Begin by selecting the range you want to fill by dragging the mouse across an
area of cells.

Type the information with which you wish to fill the selected range.
Press the Ctrl + Shift + Return key combination.

Using Time Saving Features

Using Auto Complete

AutoComplete can speed up data/entry, especially if you have to enter a
particular word or, phrase repeatedly. When you start entering data into an
empty cell/directly below an existing list, Exeelwill automatically offeryoura
mateh, from theexisting data above it. Once there is a match, AutoComplete
will display the matched data.

You can/continue totypeiin the'rest of the'word or phrase and then press the
Return button

OR you can press the Return button and the matching w ord or phrase wll be inserted
into the cell.

In the following example, AutoComplete matches Autumn Red, after you
entered an A in cell A5. Pressing the Return button will insert Autumn Red
in the cell. If Autumn Red is not what you want, you can ignore the
AutoComplete display and continue typing:
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A5 * ¥ J A& Autumn Red
A | B | © |
Colors
Autumn Fed
Foyal Blue

Forest Green

S| e D] D —

Note: AutoComplete will only match words or phrases in the same column.

Using a Pick List

¢ In concept, Pick List is similar to AutoComplete. You can quickly pick from a
list of existing data, contained in the cells above the active cell.

e Begin by clicking in the cell you want, making it the active cell.

¢ Right-click in the cell and choose Pick from List from the pop-up menu.

e Select the data you want by clicking on it:

A5 - i3
A, | B |
Colors
Autumn Red
Royal Blue
Forest (Green

Forest Green
Roval Blue

0000 | =] | O e LD D —

Using AutoCorrect

e AutoCorrect looks at the entry you are making and checks it against a pre-
defined list of common errors. If you make anerronon the list, AutoCorrect
will replace your entry with the pre-defined correction.

e You can also use AutoCarrect to correct capitalization errors.

Viewing items that wilhbe corrected

¢ From the main menu, choose Tools > AutoCorrect Options to display the
AutoCorrect dialog box.

o Click on the AutoCorrect tab, and use the scroll bars to move through the
items listed in the Replace and With section:
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v Replace text as you tvpe
Replace: Wyith:

| |
(] =
irl (& :l
|:t|TI:| TH

hd

Al Delete |

e For example, if you enter (c), AutoCorrect will automatically replace the
entry with the © symbol.

Adding items to AutoCorrect

e From the main menu, choose Tools > AutoCorrect Options to display the
AutoCorrect dialog box.

e Click on the AutoCorrect tab, enter the incorrect entry in the Replace box,
and enter the correct entry in the With box.

e Click on the Add button to add the entry to the AutoCorrect list.

e Click OK.

Deleting an AutoCorrect item

e From the main menu, choose Tools = AutoCorrect Options to display the
AutoCorrect dialog box.

e Click on the AutoCorrect tab, and select the entry you want to delete from
the scrollable list.

e Click on the Delete button to remove the entry from the AutoCorrect list.

e Click OK.

Using Smart Tags

o Excel 2003 uses . Smart Tags to help you save time when performing routine
tasks;, such as inserting, pasting, and filling cells by|dragging (these concepts
will be covered later in the manual).

e Smart Tags ecansalso connect you to other programs so you can perform
common tasks in those programs while you work in Excel. Smart Tags are
indicated by purple triangles in the corners of cells.

e Place your mouse over a purple triangle to display the Smart Tag icon:

@]

e Move your mouse over the Smart Tag icon and click on the down arrow to
display the options.
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e For example, if you type a stock symbol in a cell, a Smart Tag will appear,
providing you with options to gain more information on the company from

the Internet:

A E | ¢ | D |
MSFT |
i -

Financial 3¥mbal; M3FT

Insert refreshable stock price. ..

| Skack, quoke an MSMN Money Central o |

Campany repart on MM MDnE';.fCentngl

Recent news on MSM MoneyCentral

Remove this Smark Tag

Skop Recognizing "MSFT" »

Y VR P TR Y
me;gmmwmmhmw—‘

amart Tag Options. ..

Note: Please refer to Microsoft Excel Help for information on other Smart
Tags.

Turning Smart Tags on

e From the main menu, choose Tools > AutoCorrect Options to display the
AutoCorrect dialog box.

e Click on the Smart Tags tab, and select the Label data with smart tags
checkbox:

AutoCormrect EH |

AutoCarrect I AutoFormat As You Type  Smart Tags |

Excel can recognize certain bypes of data in wour workbooks, For each
recognized type, there are actions wou can perform with thak data,

troperbies, |

[¥ Label data with smart kags

—

¥ Date (Smartbag lists)
[+ Finanéial yrboh(Srmart bag lisks)
[¥ Persomname (Quklook e-mail regipients)

e nClick OKL

Enabling Date and Person Name Smart Tags

e Excel 2003 now allows you the option of enabling new Date and Person
Name Smart Tags, both of which work in tandem with Microsoft Outlook
2003.
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e From the main menu, choose Tools > AutoCorrect Options to display the
AutoCorrect dialog box.

¢ Click on the Smart Tags tab, and select the Label data with smart tags
checkbox (if it is not already selected). Make sure that Date (Smart tag
lists) and Person name (Outlook e-mail recipients) are selected, and
click OK:

AutoCorrect E

futoCarrect I AutoFormat As You Type  Smark Tags I

Excel can recognize certain bypes of data in wour workbooks, For each
recognized tvpe, there are actions you can perform with that daka.

[¥ Label data with smart kags

Fecognizers:

[ Diake (Smart bag lisks) Properties. .. |

[ Financial Symbal (Smark kag lisks)
PR =rson narne (Ouklook e-mail Fecipients)

Check Workbook. .. | Mare Smark Tags. .. |

Show smart bags as IIndicatDr and Butkan j

[ Embed smart kags in this workbook

K I Zancel

o The Date Smart Tag allows you the option of viewing your Outlook 2003
calendar when you enter a date into a cell.

e The Person Name Smart Tag recognizes names and allows you to work with
Outlook 2003 to complete tasks such as locating an individual's phone
number, or even schedule a meeting.

Checking the'Spellingh A8 & W B i

Checking spellinga Workshegt
e mBegin by clicking a cell in the Worksheet you want to spelliechecks
e From the main menu, choose Tools > Spelling

OR press the F7 key

OR click on the Spelling icon v on the Standard toolbar.

e If no errors are found in the selected cell, the following message will appear.
Click Yes to continue:
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Microzoft Excel Ed

@ Do wou wank to conkinue checking at the beqinning of the sheet?

e When the spelling check is complete, the following message will appear.
Click OK:

Microzoft Excel

The spelling check is complete For the entire sheet,

Correcting spelling errors

¢ When a spelling error is found, the Spelling dialog box is displayed. You can
select one of the following options:

Spelling: English (U.K.) 7] |

Mok in Dickionary:

misspelt Ignore COnce I
Ignore Al |
add ko Dictionary |

Suggesktions:
7 Change |
Change All |

;l AutoCarrect |

ickionary language: IEninsh (LK. -
* AAALDD
| N,

Ignare Once - Ignore the word and continue.

Ignore All - Ignore all further occurrences of the word in the Worksheet.
Add to Dictionary - Add the word to the current custom dictionary

Change - Change this occurrence of the word to the highlighted word in the
Suggestions text area.

Change All - Change all occurrences of the word to the highlighted word in
the Suggestions text area.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 49 - Excel 2003 - Foundation Level Manual

AutoCorrect - Adds the incorrectly spelt word and the highlighted word in
the Suggestions text area to the AutoCorrect list.

Review Questions

How would you:

e Enter text?

e Enter numbers as numeric values?

e Enter numbers as text?

e Enter dates?

e Enter current date?

¢ Enter current time?

e Customize the movement of the active cell?
¢ Enter data into a range of cells?

e Fill a range of cells with the same data?
o Use AutoComplete?

e Use a Pick List?

e Use AutoCorrect?

e View items that will be corrected?

e Add items to AutoCorrect?

e Delete an AutoCorrect item?

e Use Smart Tags?

e Turn Smart Tags on?

e Enable Date and Person Name Smart Tags?
e Check spelling in a Worksheet?

e Correct spelling errors?

SAMPLE
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Formatting and Customising Data

When you have completed this learning module you will have seen how to:
e Select a cell

e Select a row

e Select a column

e Select a range

e Select a non-contiguous range

e Select an entire worksheet

e Select several worksheets

e Select all worksheets

e Change the font

¢ Change the font size

e Change the font style

¢ Change the underline

e Change the font effects

¢ Reset font formatting

¢ Change the default font characteristics of the current workbook
¢ Change the default font in new workbooks
¢ Format numbers using the Formatting toolbar
e Apply the Currency format

e Apply the Percent format

e Apply the Number format

o Apply custom formatting

e Set a fixed decimal place for numeric values
¢ Align data horizontally within a cell

e Align data vertically within a cell

e Centre headings over multiple columns

e Wrap multiple lines of data in a cell

e Indent data within a cell

e Change the text orientation

egiChange the celumn widthmmumerically.

s Change the column width visually

e Change column width to fit data

e Setthe default column widths

o Change the row height numerically

e nGhange the row height visually

e Change the row height to fit data

e Select a border style

o Apply borders

e Remove borders

¢ Change the style and colour of borders

e Use Autoformat
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Selecting Items in Excel

Selecting a Cell
o Click on the cell you want to select it.

Selecting a Row
e Click on the row heading number:

———————

| b= | D3| B2

Selecting a Column
e Click on the column heading letter:

Selecting a Range
o Click on the first cell in the range and drag over the cells you want in the
range

OR click on the first cell in the range (i.e. the top-left corner), move the
mouse to the opposing N ight corner

5 Opposing Celtp

Selecting a non-contiguous Range
¢ Select the first range, hold down the Ctrl key, and select the other ranges
you want:
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Selecting an entire Worksheet

¢ Click the Select All square in the top-left corner of the Worksheet. (The

Select All square is located at where the row headings and column headings
meet):

OR press the Ctrl + A key combination.

Selecting several Worksheets

o Click on the first sheet tab of the worksheet you want to select, hold down
the Ctrl key, and click on the other sheet tabs of the worksheets you want to
select:

12
M 4 ¢ #|“Sheetl { Sheet? J sheet3 4 Sheetd £ SheetS [§

Ready

cting all Worksheets

\ tMsePethm the E

Rename

Move of Copy...

Tab Caolor,..

G wiew Code I
[ SheekT shgstz 7 Shesta 7|
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Formatting Text

Changing the Font
e Begin by selecting the cell or range you want to affect.

e From the main menu, choose Format > Cells to display the Format Cells
dialog box, click on the Font tab, select the font you want from Font

scrolling text area, and click OK:

Format Cells |
Mumber | Alignment Fant | Border I Patterns | Protection |
Fonfk: Faont style: Size:

rench Scripk MT IReguIar I 10
8 -
9

Bodnaic = 11 7l

Franklin Gothic Medium |«

M Garamand
M Gautami

OR select the font you want from the Font drop-down menu on the
Formatting toolbar:

|M [Jio -/ B 1 ©
T Franklin Gothic Demi

T Franklin Gothic Medium

T Franklin Gothic Medium Cond

L

é}-'l\"-ﬂl:ﬂl.- ':'E_.-:.‘mipt @T‘L‘.ET

T (saramond g [ |

Note: The Ctrl + 1 key combination will also display the Format Cells dialog
box.

Changing the Font size

o mBegin by selegting the cellzor range yeu wantgtegaffect.

s From the main 'menu, choose Format > Cells to display to Format Cells
dialog box, clickion the Font tab, select the font size you want from the Size
scrolling text area, and click OK

OR select the font'size you want from the/Font Size drop-down menu on the
Formatting toolbar:

Arial ~ | B 7 U
A1 - g =
A B I = D
1 11
L] .
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Changing the Font style
e Begin by selecting the cell or range you want to affect.

¢ From the main menu, choose Format = Cells to display the Format Cells
dialog box, click on the Font tab, select the font style you want from Font
style scrolling text area, and click OK

. B N A .
OR click on the Bold and/or the Italic icons on the Formatting
toolbar.

Changing the Underline

e Begin by selecting the cell or range you want to affect.

¢ From the main menu, choose Format = Cells to display the Format Cells
dialog box, click on the Font tab, select the underline style you want from
Underline drop-down menu, and click OK:

Underline: Calor:
I Aukormatic j ¥ Mormal fant

review

Double
Single: Accournking AaBhCoyyiz

Diouble Accounting
T JOOSCTIET

Note: You can quickly add a Single Underline to your cell or range by

clicking on the Underline icon on the Formatting toolbar.

Changing the Font effects

e Begin by selecting the cell or range you want to affect.

¢ From the main menu, choose Format = Cells to display the Format Cells
dialog box, click on the Font tab, select the option you want from the Effects

area, and click OK:

Resetting Font formatting

e You can reset the font formatting of a cell or range to the defined Normal
style.

e Begin by selecting the cell or range you want to affect.

¢ From the main menu, choose Format = Cells to display the Format Cells
dialog box, click on the Font tab, select the Normal Font checkbox, and
click OK:
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Undetline: Color:
IN:::ne j I Automatic j p[tsﬂurmalfnnt H

Changing the default Font characteristics of the current Workbook

¢ From the main menu, choose Format > Style to display the Style dialog
box, select Normal from the Style name drop-down menu, click on the
Modify button to display the Format Cells dialog box:

Style el E3 |
Style name: |r-.j.:.rn-.a| ;I oK |
Skyle includes
Cancel |
V' Murber zeneral

—

¥ alignment General, Bottom Aligned

[V Eont arial 10 fdd |
IV Border Mo Borders DElete |
¥ Patterns Mo Shading Merge. ., |

¥ Protection  Locked

o Click on the Font tab on the Format Cells dialog box, select the font and font
size you want, click OK to return to the Style dialog box, and click OK to
confirm the changes.

Changing the default Fontin new Workbooks

¢ From the main menu, choose Tools > Options to display the Options dialog
box, click on the General tab, and select a font and font size from the
Standard font and Size drop-down menus, and click OK:

I.‘rdard Fanky
eFault File o

Lartup =

Note: You must exit Excel 2003 for these changes to take effect.

Formatting Numbers
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Formatting numbers using the Formatting Toolbar

e You can quickly change the formatting of a cell or range by the Formatting
toolbar. Begin by selecting the cell or range you want to affect. Choose from
the following icons:

Currency 123456 will become £123,456.00 (or your local currency)

Percent 0.18 will become 18%

¥
Comma 456789 will become 456,789.00
a0
- Increase Decimal 456,789.00 will become 456,789.000
00
.0

Decrease Decimal 456,789.00 will become 456,789.0

Applying the Currency Format

e You can further customize your Currency format with the Format Cells
dialog box. From the main menu, choose Format > Cells to display the
Format Cells dialog box, click on the Number tab, and select Currency
from the Category scrolling text area. You can select from the following
options:

SAMPLE
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Format Cellz |

Murnber |.ﬁ.lignment | Fank | Border | Patterns | F‘ru:uteu:tiu:unl
Cateqary: ample

aereral ;l £2.00

Murmber

g ' Decimal places: |2 5“
Accounting

Diake Symbol:

Time £ j

Percentage - .
Frackion Megative numbers:

Seientific (£123410 |
Text £1,234.10

Special -£1,234.10

Custam o ]-1,23410 |

Currency formats are used for general monetary values, se Accounting
Formats to align decimal points in a column,

K I Cancel

Decimal places -You can adjust the number of decimal places by entering a
number in the spin box or click on the up and down arrows.

Symbol - You can change the currency symbol by selecting the symbol you
want from the drop-down menu.

Negative numbers - You can define how negative numbers appear by
selecting one of the options.

Click OK to apply the format.

Note: You can preview your formatting in the Sample area.

Applying the Pereent Format

You can further customize your Percent format with the Format Cells
dialeg box.

From the main‘menu, choose Format > Cells to display the Format Cells
dialog boX, click on the Number tab, and select Percentage from the
Category scrolling text'area.

You can adjust the number of decimal places by entering a number in the
spin box or click on the up and down arrows:
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Category: ample

General ;I 158.00%
Mumber
Currency Decimal places: Iz 5‘
Accounting
Date

Tirne
‘Percentange
Frackion
Scientific
Text
Special

_uskonm LI

Click OK to apply the format.

Note: You can preview your formatting in the Sample area.

Applying the Number Format

You can further customize your Number format with the Format Cells
dialog box.

From the main menu, choose Format = Cells to display the Format Cells
dialog box, click on the Number tab, and select Number from the Category
scrolling text area. You can select from the following options:

Cateqaory: ample

|General - | 123456.00

Currency Decimal places: |2 5‘
Accounting

Dake

Time [ Use 1000 Separator {,)
Percentage hegative numbers:

Fraction ted '

Scientific

Text 1234.10

Special (1234100

Custam Fl liza4an) =i

Decimal places - You can adjust the number of decimal places by entering a
number in the spin box or click on the up and “downarrows.

Use 1000 Separator - You can use a comma to separate the thousands.

Negative numbers -You can define how negative numbers appear by
seleCting one of the options.

Click OK to apply the format.

Note: You can preview your formatting in the Sample area.

Applying custom formatting

You can define your own formatting with Custom Formatting.
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From the main menu, choose Format = Cells to display the Format Cells
dialog box, click on the Number tab, and select Custom from the Category
scrolling text area.

Select the format that most resembles the one you want (this will display the
code in the Type text box).

Edit the code in the Type text box as required.

Click OK to apply the format:

Cateqory: ’-Sample
General ;I
Murnber
CUrrency Tvpe:
Accounting
Dt {noooo
Tirmne General -
Percentage o
Frackion 0,00
Scientific #4240
Text F,#%0.00

Special #0100, 00
ErE— | |¢ o0 (Rod)E, #40) ~
Delete |

Type the number Format code, using one of the existing codes as a starting
poink.

Note: You can preview your formatting in the Sample area.

Setting fixed decimal places for numeric values

You can fix the number of decimal places for the values you are entering so
that you do not need to enter the decimal point.

From the main menu, choose Tools > Options to display the Options dialog
box, and click on the Edit tab.

Select the Fixed Decimal Places checkbox, enter the number of decimal
places you want, and click OK.

Note: This does not affect data that already exists in the Workbook.

Manipulatifg Data @\ A8 & & § | -

Aligring data horizontally within a cell

You can easily align your data horizontally within a cell. Begin by selecting
the cell or range you want to affect; choose one of the following options:

Align Left — align data to the left edge of the cell.

Center — align data in the centre of the cell.
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Align Right — align data to the right edge of the cell.

Aligning data vertically within a cell

e Begin by selecting the cell or range that you want to format.

e Right-click on the selection, choose Format Cells from the pop-up menu to
display the Format Cells dialog box, and click on the Alignment tab.

o Select the alignment you want from the Vertical drop-down menu.

e Click OK to apply the alignment:

Format Cells EHE |
Mumber  Alignment | Font | Border | Patterns | F‘ru:uteu:tiu:unl
Text alignment —rientakion

Harizonkal: s .

IGeneraI j Indent: *

. e T
Yertical: IEI 5 e ot o
Eakkam X .
L .

_enter a .
Ted Justify - * -

Distributed z

Centring headings over multiple columns

e Begin by selecting the cell containing the heading and the cells over which
the heading will be centred .

e Click on the Merge and Center icon = on the Formatting toolbar:
Atial levBIH%EE@@%’
A1 - f& Heading
a | B | C | O | E Merge and Center}
Heading AW [\ % L
2

o The cells are now displayed 'as one:

it & - Q- ‘W ISE
A1 - # Heading

A | B | ¢ | D
1 Heading

Note: you can undo this action by clicking on the Merge and Center icon
again.
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Wrap multiple lines of data ina cell
e Begin by selecting the cell or range you want to affect.

¢ Right-click on the selection, choose Format Cells from the popup menu to
display the Format Cells dialog box, and click on the Alignment tab.

o Select the Wrap Text checkbox, and click OK:

Text control

™ Shrink Fit
[ Merge cells

Indenting data within a cell

e You can easily indent your data within a cell. Begin by selecting the cell or
range you want to affect; choose one of the following options.

Note: You can combine multiple indentation and alignments to create the
formatting you want.

Ak
]

Decrease Indent — decrease the indent by one level.

e
[

Increase Indent — increase the indent by one level.

Changing the text orientation

e Begin by selecting the cell or range you want to affect.

¢ Right-click on the selection and choose Format Cells from the popup menu
to display the Format Cells dialog box, and click on the Alignment tab.

¢ You can change the Orientation of the text by entering the exact value in
the Degrees spin box or drag the Text dial to set the level of rotation.

e Click OK to apply the format:

i—Orientatin:nn—
* . .
.
\3
o Th,
-

|
oA W

+*

I@ Dedrees

Formatting Columns and Rows
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Changing the Column width numerically
e Begin by selecting the column(s) you want to affect.

e From the main menu, choose Format = Column = Width to display the
column Width dialog box, enter a new value (from 0-255 characters) in the

column width text box, and click OK:

Column Width | 7]

Colurmn width:

| 2K I Cancel I

Changing the Column width visually

e Begin by locating the column heading of the column you want to affect.
e Placing the mouse over the right border of column heading (your mouse
pointer will change to "|"), drag the column border to the width you want:

512 width: 8.43 (64 pixels) |
A & B | C |
FEHHR

Note: If you enter a number which exceeds the width of a column, ##H#H#H#
signs will be displayed in the cell to let you know that the column is not wide
enough.

Changing Column width to fit data

To change a single column

e Begin by locating the column heading of the column you want to affect.

¢ Placing the mouse over the right border of column heading (your mouse
pointer will change to "|"), double-click the column barder. The column will
be as wide as the largest entry in/it.

Je.change mtiltiple columns
e Begin by selecting the columns you want to affect.

¢ Placing the mouse over any of the right borders in the selection (your mouse
pointer will change to "|"), double-click the column border. The column
widths will change to match their largest entry:
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B~ | 5 o> c ECEN

et | TR T

b (LI R —

Setting the default Column widths

e From the main menu, choose Format > Column = Standard Width to
display the Standard Width dialog box, enter a new width (from 0-255
characters) in the Standard column width text box, and click OK:

Standard Width

Standard column width:

(04 I Cancel |

Note: The Standard Width format will only affect columns that still have the
default column width.

Changing the Row height numerically

e Begin by selecting the row(s) you want to affect.
e From the main menu, choose Format = Row = Height to display the Row

Height dialog box, enter a new value (from 0-409 points) in the Row height
text box, and click OK:

How Height Ed
Row height: |12.?5|

(04 I Cancel |

Changing the /Row, height visually

s Begin by locating the row heading of the row.,youswant to affect.

e Placing the mouse over the bottom border of row heading (your mouse
pointer will change to 'I'), drag/the row barder to the height you want:

B Height: 12,75 (17 pixels) [EE
1]
2
3

Changing the Row height to fit data
e Begin by selecting the row(s) you want to affect.
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¢ From the main menu, choose Format = Row > AutoFit.

Formatting with Colours and Patterns

Changing the colour of your text

e Begin by selecting the cell or range you want to affect.

¢ From the Formatting toolbar, click the Font Color down arrow, and select
the colour you want from the colour palette:

i | | | Sukomatic |

EEEEEEERN
EEEEEEERR
EEEEEEEN
EOCNENENO
BO00O00BE®EO

Note: The colour you selected will appear on the Font Color icon. You can
apply this colour by clicking on the icon.

Applying fill colour to cells

e Begin by selecting the cell or range you want to affect.

e From the Formatting toolbar, click the Fill Color down arrow, and select the
colour you want from the colour palette:

SMW[ the: Fill COL YE

apply this colour by clicking on the icon.

Mo Fill

Removing fill colour from cells

e Begin by selecting the cell or range you want to affect.

e From the Formatting toolbar, click the Fill Color down arrow, and select No
Fill from the colour palette.
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Note: The No Fill formatting will appear on the Fill Color icon. You can
apply the No Fill formatting to another cell or range by clicking on the icon.

Applying pattern to cells

Begin by selecting the cell or range you want to affect.

From the main menu, choose Format > Cells to display the Format Cells
dialog box, and click on the Patterns tab.

From the Pattern dropdown menu, choose the pattern and colour you want.
Click OK:

Pattern:

BNETTN T
= ||| &%ﬁ% (o] 4 Cancel

EO00O00BEO

ERCCOENENO
EE(OfEEEN

Note: A preview of the pattern is provided in the Sample area.

Removing pattern from cells

Begin by selecting the cell or range you want to affect.

From the main menu, choose Format = Cells to display the Format Cells
dialog box, and,click on the Patterns_tab.

From\the Pattern dropdown menu; choose the Solid pattern.
Click OK:

AN

EHE
ﬁ % Ok | Cancel

Adding and Editing Borders
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Selecting a Border style
e Click on the down arrow beside to the Borders icon on the Formatting
toolbar, select the style you want:

o _# Draw Borders. .

Note: The border you selected will appear on the Borders icon.

Applying Borders
e Begin by selecting the cell or range you want to affect.

e Click on the Borders icon =— ~ on the Formatting toolbar.

Note: If the current border style is not what you want, you can change it by
selecting another border style.

Removing Borders
e Begin by selecting the No Border border style from the border menu:

=NoBorderf =

L”

EhCraw Borders, .,

e Select the cell orirange that contains border(s) you want to remove, and.elick

on the Borders'icon . on the Formatting toolbar.

Note: Although a border may appearto be on the left side"of'a“cell, itmay
actually be on the right side of the adjacent cell. To remove the border,

select both cells.

Changing the style and colour of Borders
e Begin by selecting the cell or range that contains a border style.

e From the main menu, choose Format = Cells to display the Format Cells
dialog box, and click on the Border tab.
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e Select the location of the border(s) you want from the Border area.
o Select the style you want from the Line Style area.
e Select the colour you want from the Line Color drop-down palette:

Format Cellz

e Click OK to apply the border and line style.

Applying AutoFormat

e You can apply one of the pre-defined table styles to your table of
information:

SAMPLE
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AutoFormat
F
Jan Feb Mar Total Jan Feh Mar Tota¥
Eazt 7 7 5 19 East 7 7 a 19
Wit [+ 4 T 17§ |'West [+ 4 7 17
South a T g 24 South a T 9 24
Total 21 18 1 [=]] Total 21 G G0
Simple Classic 1
Feb htar Total
East ¥ 7 5 19 ast T T 5 19
West E 4 7 17 est 5] 4 7 17
Sonth § Y 9 24 South & 7 9 24
Total 2 18 M B0 Total 21 18 2 G0
Classic 2 Classic 3
Jan Feb  Mar Total Jan Feb Mar Total

East ¥ 7% 7F 5% 19 |East 5 73F 735 5% 19
Wiest E ) 7 17 Iwest g 4 7 17
Zouth 5] T 9 24 | South g 7 g 24
Tota! § 215 18 F 21 F 60 (Total §F 21 % 168F 2 § 60

Accounting 1 Accounking 2 LI

k.

Cancel

ail.

Cipkions. ..

Begin by clicking on a cell inside the table you want to format.
From the main menu, choose Format > AutoFormat, select the table style

you want, and click OK.

Note: You can customize the table style by clicking on the Options button
and de-selecting some of the formats for the table style:

ormats o apply
¥ Mumber I Font v alignment:
¥ Border I Patterns v width/Height

Review Quesfions B A 9N,

How,w.ould yous:

Selecta cell?

Select a row?

Select a‘column?

Select a range?

Select a non-contiguous range?
Select an entire worksheet?
Select several worksheets?
Select all worksheets?

Change the font?

Change the font size?

F
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Change the font style?

Change the underline?

Change the font effects?

Reset font formatting?

Change the default font characteristics of the current workbook?
Change the default font in new workbooks?
Format numbers using the Formatting toolbar?
Apply the Currency format?

Apply the Percent format?

Apply the Number format?

Apply custom formatting?

Set a fixed decimal place for numeric values?
Align data horizontally within a cell?

Align data vertically within a cell?

Centre headings over multiple columns?
Wrap multiple lines of data in a cell?

Indent data within a cell?

Change the text orientation?

Change the column width numerically?
Change the column width visually?

Change column width to fit data?

Set the default column widths?

Change the row height numerically?

Change the row height visually?

Change the row height to fit data?

Select a border style?

Apply borders?

Remove borders?

Change the style and colour of borders?

Use Autoformat?
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End of the preview sample

J CHELTENHAM

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/Mmwww .cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training centre.

The IT Computer Courseware Library

Includes Windows 7 and Office 2010 Courseware

m
A complete library of quality training courses ﬂa ’ ! @

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES ~ * ADD YOUR OWHN NAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each

course, included w ith our printable coursew are. 0ver

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 f

The most cost effective courseware solution for your IT

training needs. Get ALL our courses, and all new courses web Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library'.

SAMPL

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com






