Boost Your Efficiency

You can use Microsoft Excel 2007 to work
with numbers. In fact, wherever you use
numbers — doing taxes, running a small
business, maintaining a budget, or anything
else — Excel can help make your weérk easier,
quicker, and more accurate.

Excel 2007 provides you with many“ways to
enter, present, explore, and analyze data. This
chapter focuses on ways in which you can
boost your efficiency when using Excel. You
learn how to use the Excel AutoFill feature, to
group and outline, to check the accuracy of
your data and more.

The AutoFill feature enables you to fill a row or
column quickly with a series of values,
numbers, dates, or times generated from one

or more values you have entered. This chapter
will show you how to use the AutoFills that
come standard with Excel and how to create
your own AutoFills.

You can use grouping and outlining to hide
parts of your worksheet, enabling you to focus
in on the data in which you are interested,
thereby making data analysis easier. This
chapter steps you through the process of
grouping and outlining.

Sometimes you may want to double-check the
accuracy of your data. One of the final tasks in
this chapter teaches you how you can increase
the accuracy of your data entry by letting
Excel read back your data to you.
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Validate with a

VALIDATION LIST

Excel enables you to restrict the values a user can
enter in a cell. By restricting values, you ensure that
your worksheet entries are valid and that calculations
based on them thereby are valid as well. During

data entry, a validation list forces anyone using your
worksheet to select a value from a drop-down menu
rather than typing it and potentially typing the wrong
information. In this way, validation lists save time
and reduce errors.

To create a validation list, type the values you want
to include into adjacent cells in a column or row. You

may want to name the range. See Task #11 to learn
how to name ranges. After you type your values, use
the Data Validation dialog box to assign values to your
validation list. Then copy and paste your validation list
into the appropriate cells by using the Paste Special
Validation option.

You may want to place your validation list in an out-
of-the-way place on your worksheet or on a separate
worksheet.
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Did You Know? Remove It!

Validation lists can consist of numbers, To remove a validation list, click in any cell that contains the

names of regions, employees, products,  validation list you want to remove, click the Home tab, and

and so on. then click Find and Select in the Editing group. A menu appears.
Click Go To Special. The Go To Special dialog box appears. Click
Data validation, click Same, and then click OK. The Go To
Special dialog box closes. Click the Data tab and then click
Data Validation in the Data Tools group. A menu appears. Click
Data Validation. The Data Validation dialog box appears. Click
Clear All and then click OK.
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Validate with

DATA ENTRY RULES

You can use data entry rules to ensure that data
entered has the correct format, and you can restrict
the data entered to whole numbers, decimals, dates,
times, or a specific text length. You can also specify
whether the values need to be between, not
between, equal to, not equal to, greater than, less
than, greater than or equal to, or less than or equal
to the values you specify.

As with all data validation, you can create an input
message that appears when the user enters the cell,

as well as an error alert that displays if the user
makes an incorrect entry. Error alerts can stop the
user, provide a warning, or just provide information.

After you create your data entry rule, copy and paste
it into the appropriate cells by using the Paste Special
Validation option. See Task #1 under Paste Your
Validation List to learn how to copy and paste

your data entry rule.
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to the user.
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. Excel creates the data entry rule.

® When you click in the cell, Excel displays
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Important! Did You Know? Did You Know?

After you create your data entry
rules, use the steps outlined in
Task #1 under Paste Your
Validation List to place your data
entry rules in the cells in which
you want them.

If you use cells to specify your
validation criteria in Step 7,
you can change the criteria as
needed without changing the
validation rule.

When you make an incorrect entry,
the Stop Error Alert style displays
the error message you entered
and prevents you from making an
entry that does not meet your
criteria. The Warning Alert style
and the Information Alert style
allow you to enter data that does
not meet your criteria.
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Extend a series with

AUTOFILL

AutoFill gives you a way to ensure accurate data
entry when a particular data series has an intrinsic
order: days of the week, months of the year, numeric
increments of two, and so on.

To use AutoFill, start by typing one or more values
from which you will generate other values. Select the
cell or cells you want to extend. Selecting two or
more cells determines the step size, or increment, by
which you want to jump in each cell. With the cells

selected, click the Fill handle in the lower-right corner
and drag. When you release the mouse button, Excel
fills the cells with values.

After filling the cells, Excel provides a menu button.
Click the button to open a menu that enables you to
change the fill. You can copy the initial value; fill the
series one day at a time; or extend it by weekdays,
months, or years, depending on the type of fill you
create.
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Did You Know?

When you release the mouse button after creating a series, the AutoFill Options
button ([%-]) appears. Click the button to view a menu of options. If you want to
fill with the days of the week, you can click Fill Days or Fill Weekdays to fill with
Monday through Friday (O changes to ®). You can also click the Fill Formatting
Only option (O changes to ®) to change the formatting of the cell without
changing the contents. Click the Fill Without Formatting option (O changes to ®)
to change the contents of the filled cells without changing the formatting. You can
extend a series in any direction: up, down, left, or right.




Insert

SYMBOLS OR SPECIAL

CHARACTERS

In Excel, you are not restricted to the standard
numerals, letters, and punctuation marks on your
keyboard. You can also select from hundreds of special
characters, such as foreign letters and currency
characters such as the Euro (€). Each font has a
different set of special characters. A smaller set of
standard characters, called symbols, is always
available as well; they include dashes, hyphens, and
quotation marks.

Symbols and special characters serve many uses in
Excel. Many financial applications, for example, call

for currency symbols. Symbols and special characters
are useful in column and row heads as part of the
text describing column and row content, for example,
Net sales in €.

Using symbols and special characters in the same cell
with a value such as a number, date, or time usually
prevents the value from being used in a formula. If
you need to use a symbol in a cell used in a formula,
use a number format. If you need to create a custom
number format, see Task #98.
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ADD A SPECIAL CHARACTER

@ Click in the cell in which
you want to insert a
special character.

n | A | E o [ E E a H I 1 K L M M f 9 Click the |nSert tab'

Click Symbol in the Text i
¥
group. [ DIFFICULTY LEVEL
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The Symbol dialog box appears.

Click the Special Characters tab.

Locate the character you want and click it.
Click Insert.

The character appears in the cell.
Click Close.
The Symbol dialog box closes.
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Did You Know? Did You Know?

In Excel, entries are numbers, dates, times, letters, Excel fonts are based on Unicode, a set of 40,000
or special characters. You can only use numbers, characters enabling the display of characters from
dates, and times in numeric calculations. Excel approximately 80 languages, including right-to-left
treats letters and special characters as blanks or alphabets such as Hebrew. To use a language other
zeroes in calculations. To have a currency symbol than English, attach an appropriate keyboard and
appear with a value, as in $400, and use the cell use the Control Panel to set the Regional and
value in a calculation, you must apply a currency, Language options.

accounting, or custom format.
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Hide rows by

GROUPING AND OUTLINING

You can use the Excel grouping and outlining feature
to hide sets of columns and/or rows. For example,
you can hide the details relating to weekly sales

SO you can compare monthly sales. Your outlines
can include up to eight levels of detail.

Outlining a set of rows or columns creates a clickable
button on the far left or top of your worksheet. The
button displays either a minus sign or a plus sign,
depending on what is displayed in the worksheet.
Click the minus sign to hide rows or columns, and

the plus sign to display them again. Adjacent to the
button is a solid line that indicates, by its length, the
approximate number of rows or columns Excel has
hidden.

Outlining was designed for use with structured
information such as lists but can be used with

any worksheet. When you outline a PivotTable,
outlining has the same effect as it does in any other
worksheet.
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(16 Rent 1,200 1,200 1,200 1,200 1,200 1,200
17 Marketing 1,500 L,500 1,500 1,000 1,000 1,000
Legal & Accounting 00 300

-
12 - - -
Lia(ffies Sunnlies 300 200 300 3 2001
W4k b| Sheat] - Snest? o Sheets - td 1] A
Ready | Foed Decinel - £ Fovemge: MMENI  Courk 1 Sum: 750 | [ 25 3 ET




nE) = Grouping and Outliningxlsx - Microseft Excel - x
= Hem Tneet Page Layout Amime Yo Acdnn ®
i njm e
H y bzt z sart
1 rom et Cannecions me ||
G L < Sunl B Filler
AB - g % | Painting Interior &
[+ [2] A |e | Fom— n F [} H 1

1 The Handyman, LLC

Budgeted Cash Flow

13
[

Slmeld et

4 k07  Aug07  Sep:07  Det07 Nov-07  Dec07
.» = | Painting Interior % 2000 5 2000 S 2500 S 3,000 § 3,000 S 2,000
7 Painting Fxterior #0000 &,000 7,000 5,000 4,000 2,500
5| Drywall 1,500 1,500 1,500 3,000 3,000 3,000
= | Roofin 3,000 3,000 3,000 3,000 1,500 1,500
=| 10 Total Cash Receipts $14500 $14500 514,000 $14,000 $11,500 $10,000
1
17 Cash Dishursements
13 Salaries and Wages 5 4200 5 4200 S 4200 5 4,300 5 4300 5 4200
14 Payroll Taxes & Employees Expenses 1,050 1,050 1,050 1,050 1,050 1,050
5 Qwenen Withdrawels 2,000 2,000 2,000 2,000 2,000 2,000
15 Rent 1,200 1,200 1,200 1,200 1,200 1,200
17 Marketing 1,500 1,500 1,500 1,000 1,000 1,000
15 Lepal & Accounting a0 - 300 -
iffire Supnliss Rl PHTH A1 1) 101 01

Sheets A

Feathy | Floeed Decmad ]

Aoy A Coune 28 Sum 72000 | 0 L0 teoimni=)

nE) d9-v s Grouping and Outliningxlsx - Microseft Excel - x
o Home et Page LayeN Tiaka Rleims Vs Acd-T .
£ Fram Acess y oy |l Connections el %, Clear
3 From Wlais [ Em J el 2 e S\ER T % Resprly
Gibom et g | By B PR g tancs | o

G Curnutioim Sunl B Filler
AB - g & | Painting Interior &
[+ [2] A |- Eovl n F [} H !

1 The Handyman, LLC

¢ Budgeted Cash Flow

4

_5 LCosh Receipts

11

1z Cash Dishursements

12 Total Cash Receipts

514,500 $14,500 $14,000 514,000 511,500 510,000

1z Salzriss and Wages a - £ 4200 5 4200 5 4,200 S5 4,200
14 Payroll Taxes & Cmploy™ & L0500 1,050 1,050 1,050
15 Owner Withdrawels 2,000 2,000 2,000 2,000
15 Heat -— 1,700 1,700 1,700 1,700
17 Marketing > 1,500 1,000 1,000 1,000
12 Legal & Accounting i) - 300 -
19 Office Supplies 200 200 200 200 200 200
20 Equipment 1,150 1,450 1,400 1,400 1,150 1,000
M Telephons 175 175 175 125 125 125
22 Insurance 1,500 - - - - -
nisrallanaans a0 P Al Al 3001 ETRT)

23
[

Slmetd - et Sheetd

ZY

Featly | Floeed Decmad 71

.
cowkd  sumd |00 o)

® Excel creates a new left
or top margin with a
minus sign.

ek

(6]

To hide the rows, click
the minus sign.

The rows disappear, and
a plus sign replaces the
minus sign.

(DIFFICULTY LEVEL

@ To display the rows again, click the plus
sign.

REMOVE A GRrROUP
@ Click the Data tab.
@ Click Ungroup.
® The Ungroup dialog box appears.

@ Click to select either the Rows or the
Columns option (O changes to ®).

Click Rows if you want to ungroup rows.

Click Columns if you want to ungroup
columns.

@ Click OK.

Excel removes the group.

Did You Know?

You can nest outlines; that is, you can place one
group of outlined rows or columns inside another.
For example, within each year, you can group each
month, and within each month, you can group
each week.

Did You Know?

You can also hide rows and columns by clicking
and dragging the lines that separate the column
letters or the row numbers. Also, if you click and
drag over column letters or row numbers and then
right-click, a menu appears. Click Hide to hide

the column or row or Unhide to display hidden
columns or rows.
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FIND AND REPLACE

formats

Cells can contain numbers, text, comments, formats,
and formulas. With Excel, you can search for any

of these elements to view them, replace them, or
perform some other action. You may, for example,
find and replace values to correct mistakes, or perhaps
you need to return to a value to add a comment or
apply formatting.

The Excel Find and Replace dialog box is available on
the Home tab in the Editing group or by pressing
Ctrl+H. The Find feature is part of Find and Replace
and is available on the Home tab in the Editing group
or by pressing Ctrl+F.

To find and replace formats, specify what you are
seeking and with what you want to replace the item
you are seeking. Click the Options button in the Find
and Replace dialog box to specify additional details.
Use the Within drop-down menu to indicate whether
to search the current worksheet or the current
workbook. Click the Formatting button to restrict
your search to characters formatted in a certain way,
such as bold or percentages.

p','ﬁ‘-l - Tind and Replare slsx - Miciosefl Creel
i w<..._.ﬂ TR Th M e 0 Click the Home tab.
e_: Labian s A 7S ]| B e Ea 5"
g | B e S A (R B B ) S ST | @ Click Find & Select in the Editing
Clpboaed '+ Foet Higrnent Huniber Sles
| AL - & group.
- i
A i} [ n E F

I A menu appears.

: Sales Person Sales Sales Sales Sales Sales

i Adams,Henry S 9,419 § 35360 § 40681 § IRTOD 5 PI9E0 5 33, 0 .

4 Delay, Harry 31,197 28,987 44910 44,027 31,965 CIICk Replace'

s Fish, Mary 24,595 36,340 71,632 79,875 3 | e .

s Franklin, Florence 11,521 20,033 23733 36648 31, | Alternatlvely, YOu can press

7 Galdblatt, Sally 40431 31,804 34909 | 40343 11,666 174,555 :

& Harvey, Taylor 49856 21315 21,781 w,sss_ﬁ 175,154 Ctrl+H to .Open the Find and

5 James, Serena 17,163 24,368 24830 20,437 | 45450 44,644 176,592 Replace dlalog box.

10 Jamison, lohn 34703 41,010 35453 45373 21,025 41,847 219,311

11 Lasi, 5am 19,681 12,280 [N 25025 20,139

12 Ling, Wei 9,923 13,922 27,349 21778 34638 14434 122,044

15 Peppia, Libby 17,748 | 41,301 44178 37,406 11,805 7,049 159,487

1 Stevens, Adam 12,751 33,133 29,680 22604 11,342 14,284 123,794

1 $276,207 $304,284 $373,839 $384,159 $294,648 $311,222 $1,944,359

15

17 Highest Sales $ AD656 5 41,301 § 44910 § 49243 § 45450 § 45230 § 219,311

= $ 8939 § 0238 $ 13,695 $ 10670 5 7,200 $ 6503 § 105490

13
M e b Shest! | Fhest?  Ghaatd 7]

fady  Sovllos Feed Deomad 2

T g . .

B o B R ® The Find and Replace dialog box
Y o | sy e LA appears.

Faste » B T U - Dy 3-| - = i a- 5 % o+ %)M Condtora Famat  Cel " i Sptd Findd

- & = Formartiog = 45 Table = Styler= | (Sl Fumnal s | 2 Feere seecte . . . .

cippiies 4 ot sigrnent e sy cris ety 9 Click Opt|on5 if your d|a|og box

Al - P ¥ .

| — — - - - - — - does not look like the one shown
la : lan Feb Mar Apr May Jun here.

: Sales Person Sales Sales Sales Sales Sales Sales Total

+ Adams,Henry  § 9,419 § 35,360 § 40681 § IRTOD 5 PI9E0 5 3706 5 181,876 . :

4 Delay, Harry 1,197 28,987 | 44810 44007 31,965 21,197 02,773 Note: The OptIOI’IS button allows
s Fish, Mary 24,596 36,340 21632 29825 | 452300 166911 you to togg/e between the short
s Franklin, Florence d Rap 21,647 132,521 H

7 Galdblatt, Sally 40,431 | | o, [ oore 174,655 and Iong form of the leIOg box.
& Harvey, Taylor A9656 | | | ri: | Toramas | 179,154 .

3 James, Serena 17,163 || motone | [rmes 176, @ Click here and select Choose

10 Jamison, John 34,703 || wime vk o] CFsne noese et Fram et

11 Lasi, 5am 19,681 || s mrmas | I ot Format from Cell.

12 Ling, Wei 9,923 || bk s v w2 ]| | 14,434 122,044

15 Peppia, Libby 17,78 | e | [ | [ooni | [ | [0 ]| 7040 155,487

1 Stevens, Adam 12,751 - - 14,284 123,794

1 $276,207 $304,284 $373,839 $384,159 $294,648 $311,222 $1,944,359

15

17 Highest Sales

1= § B930 5 0,238 $ 13,605 § 10,670 §
13

N (WA v k] Shest!  Fhes  Sheatd o hd
faty  Soolloe Feed Deomad 23

§ D656 S 41,301 § 44,910 § 49,203 § 45450 § 45230 § 219,311
7,200 §

6,503 § 105490




) — i I The Find and Replace #
o [ e e N L ek dialog box disappears.
Faste: B LW o e A meee B 5 - % o+ ) I:"‘r':g::' ,[1,";.’:. “;fls B Fumat . .
i - o O Click in a cell that has
wl
TR — g . the format you want to
ro— 0 : : ‘ I - replace.
1 lan Feb Mar Apr May Jun
: Sales Person Sales Sales Sales Sales Sales Sales Total H
s Adams, Henry $ 9419 § 35360 § 4NGR1 S 3RIOD 5 239R0 S 33T06 S 181,876 This ex,ample selects
4 Delay, Harry 3 2, B T — 202,773 green fl”S DIFF'CU'.TY LEVE'.‘
= Fish, Mary —— 166,911
s Franklin, Fiorenre r-ﬂ;ﬁp‘:"m l‘ — 21 . The Find and Replace t
7 Gal Sally 40,431 k e S bm [:le__ . . | | | |
Hnn'a.,.-». I e dialog box reappears.
o Jam, rEnd 24, i = Tk i ol s L
Zouch [BeRos e .
f 8 03] aif T ey == @ A preview of the format
11 Lasi, Sam 19,681 12, e r————
g wes so2s 13| moa) (v ) [wea (e [om ] you selected appears.
1+ Peppia, Libby 17,728 ELS00 K 24178 37406 11,805 7,08 159,487 .
14 Stevens, Adam 12751 33,133 | 29580 22604 11,342 14,284 123,794 0 Click here and select
" $276,207 $304,284 [K373,839 $384,159 $204648 $311.222 $1,944,358 Choose Format from cell
1; Highest Sales $ A9656 § 11,301 S044910 S 49343 § 45450 § 45230 S 219,311 .
= 5 BO39 5 0,238 $ 13605 S 10670 5 7,209 5 6503 § 105490 The Flnd and Replace
W v k| Sheatl Sheet? - Sheetd o Ed [ . .
iy st pastsmt_ 3 [EE= dialog box disappears.
T — P =721 | @ Click in a cell that has the format you want to
red Fegzes
PP A g S T e | | g G use as a replacement.
te o, B I W m- b A mw e @ 5 - % ] Rexeen = [pl Jiew*] [ Fome ) . . .
et ] o e S s This example selects a cell with no fill.
T B (i J l”f_m The Find and Replace dialog box reappears.
- - Sacies Bep Frdd Dndife: ez
1 lan Feb Mar Ap - — .
5 Sales Persan Sales  Sales | Sales O —aP{ULCRNHCII 3 ® A preview of the format you selected appears.
i Adams,Henry  § 9,419 § 35360 § 40681 5 IBIO0| | §) Covesorsmimsered-smein
4 Delay, Harry 1,197 IRAER? 44,910 44,007 B il:s 0 Click Replace All.
= Fish, Mary 24,595 36,340 71,637
& Franklin, Flnrenre 11,521 20,033 73733 36648 31,647 132,521
7 Gaoldblatt, Sally 4an,431 31,804 34,909 49,343 11,666 174,R56 . Excel replaces the formats-
& Harvey, Taylor 49,6565 21,315 21,781 48,556 0,547 179,154 | . X . .
o James, Serena 17,63 28368 24830 20437 45450 44,644 176,897 Excel replaces all of the green fills with p|a|n fills.
10 Jamison, John 41,010 35453 45373 0I5 41,847 219,311
11 Lasi, Sam 19,681 12,280 [ 20025 20,130 [ i
12 Ling, Wei 9,923 13822 27,345 21,778 34,638 14434 122,044 @ Click OK.
11 Peppia, Libby 17,748 41,301 44178 37406 11,805 7,049 159,487 .
1 Stevens, Adam 12751 33,133 29,580 22604 11342 14284 123,794 m Click Close.
i $276,207 $304,284 $373,839 $384,159 $204,648 $311.222 $1,944,358 .
@ You can click Replace to make one change at
17 Highest sales $ 49656 S 41,301 § 44910 S 49343 S 45450 § 45230 S 219,311 .
N s =00 s o288 5 13695 $ 10670 $ 7,209 § 6503 § 105490 a time.
Mo k| Shest] - Shaed - Sheatd o0l I
e — If you want to find instead of replace formats,
click Find All or Find Next to highlight cells in
the worksheet but not replace formats.
(] (]
Important! Did You Know? Did You Know?

Before you start a new Find
and/or Replace, make sure you
clear all formats by clicking the
down arrow next to the two
Format buttons and then clicking
Clear Find Format and Clear
Replace Format.

In the Find and Replace dialog
box, clicking a Format button
opens the Find Format or Replace
Format dialog box. You can use
these dialog boxes to specify the
Number, Alignment, Font, Border,
Fill, or Protection you want to
find and/or replace.

When searching for text or values,
type the text or value you are
looking for in the Find What field.
Type the text or value you want
to replace it with in the Replace
With field.
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ADD COMMENTS

to your worksheet

A comment is a bit of descriptive text that enables
you to document your work when you add text or
create a formula. If someone else maintains your
worksheet, or others use it in a workgroup, your
comments can provide useful information. You can
enter comments in any cell you want to document or
otherwise annotate.

Comments in Excel do not appear until you choose to
view them. Excel associates comments with
individual cells and indicates their presence with a
tiny red triangle in the cell’s upper-right corner. View

an individual comment by clicking in the cell or
passing your cursor over it. View all comments in a
worksheet by clicking the Review tab and then
clicking Show All Comments.

When you track your changes, Excel automatically
generates a comment every time you copy or change
a cell. The comment records what changes in the
cell, who makes the change, and the time and date
of the change. To learn more about tracking changes,
see Task #34.

ol B Add Comments.dsx - Js0fl Excel _Mx
- — <_ﬂ oo x ADD A COMMENT
. 2 shom/Hi ) TTF] '8l Pratect and Share Werthagk . . .
va AT @ Click in the cell to which you
S want to add a comment.
| c2 - ¥l . .
—_ — 1§ @ Click the Review tab.
1 Player Team Score . .
(2 Adam 1 274 L 9 Click New Comment in the
s Harry ) Comments group.
2 Henry 1 a7
5 John 2 187
& Libhy 1 208
7 Flarence 7 113
5 Mary 1 188 3
5 Sally 2 16
10 Sam 1 218
|11 Serena 2 289
2z Taylor 1 170
12 Wei 2 150
13 2182
1= Total Tear 1215
e Tatal Teal 467
W 4 b M Shoetl - Shest? Shest3 00 I — =
Feady | Fomd Decimel - £ |22 i =i
e}/ be-e- s Add Comments.dsx - Microsoft Excel = & ® A comment box appears.
e = @ W e A B @ A tiny red triangle appears in the
e T | gy e Eay s upper-right corner of the cell.
! c &] 27 % @ Type your comment.
A B C o E F G H ] J K " M
/
gy Ten scor Note: To apply bold and other
[3 Harry 2 formatting effects, select the text,
B her:w ; right-click, click Format Comment,
=Lty . and then make changes as
7 Flarence > s appropriate.
5 Mary 1 188 3
2 soly d @ Click outside the comment box
0 sam . .
[&serens T when you finish.
2z Taylor 1 170 .
- wei 2 180 The comment box disappears.
13 2182
i« Total Teal 1215 Move the cursor over the cell to
Ol = it B display your comment again.
@ 'f' v+ Shoatl - Shestd < Shests P01 il || m = L
Rety | Fomd Diecimel 221 |22 i =i ol i+l




o}\ I s Riingf * Add Comments.xdsx - Microsoft Excel -mx
.................. . Eo View Al Wo- 7 ox
w ]’j a aﬁ l_J f ] ] i’) Show'| Hl!cl_:\'mrc‘r ﬁ ‘-L_ D ;:‘T:ﬂand shaw g\\l-crf]'c.ck
e Kty Fenrn et A s irarialstet | M B el ot Probert  Probert —_— i
Comment i Sheet  Workipook = W Sl
| c2 - & 274
| A [ [ [ 3 G G H 1 1 i L [ H
1 Player Team Score
: Denise Ftheriige:
|2 Adam i Good ok
2 Harry 2 212
2 Henry 1 a7
5 John z 187
& Libhy 1 208
7 Flarence 7 113
8 Mary 1 188 3
5 Sally 2 16
|10 5am 1 218
|11 Serena z 289
|12 Taylor 1 170
12 Wei 2 150
11 2182
1= lotal Tear 1215
e Tatal Teal a6
17
15
[M 4 v 1] Sheet) - Shests - Shests Fa 0|
Ready | Fomd Decimel - (£
l:'}\ H9-o " Add Commentsxlsx - Microsofl Excel - Hx
=4 Fome  asl Pagelayos Foomule el Zees | Uiess Al Wo- 7 ox
A A A : - = showdHide Comment gl pratect and shae Workbock
w ‘fj L'IJ ol Qj—tﬂ» P R 423 St 1 et M il Ui Eit Rarges
Speling Sesmarh Tressurus Translste Feit  Delebe Previnus et Prekers  Probert N
e Shorw Ik et Workbook = W 5 Trock Chirges =
Panaling Co
| =) - | 274 .
| A 8 < [ 3 F 3 h 1 r K W [ ﬁ
: :::Wr Tear; 5 P [Denise Ftheriige:
am Gaod okt ®
3 Harry 2 7
2 Henry 1
Ja.a:hn 2 1 Derise Etherrge:
& Libby 1 2 |Great Seore .
7 Flarence 2 1 h
8 Mary 1 1 3
5 Sally 2 16
|10 Sam 1 18
= ierTna i i [Deriise Etiveridge:
|22 Taylor [He vl improe
13 Wei 2 1 1<
1 21
= Total Team 1 121%
e Total Team 7 967
17
15
[M -4+ n] Sheet) - Shests - Shests Ea |

Ready | Fomd Decimel - (£

@O Click Edit Comment in
the Comments group
to edit a comment.

@ Click Delete in the
Comments group to
delete a comment.

i

[ DIFFICULTY LEVEL

DispLAY ALL COMMENTS
@ Click Show All Comments in the
Comments group.

® You can now see all the comments in the
worksheet.

To close the comment boxes, click Show
All Comments again.

© To cycle through comments click Previous
or Next in the Comments group.

Did You Know?

To set the name that displays when you enter a
comment, click the Office button, and then click Excel
Options. The Excel Options dialog box appears. Click
Popular and then type the name you want to appear
in the comment box in the User Name field.

Did You Know?

When a comment gets in the way of another
comment or blocks data, you can move it. Position
your cursor over the comment box border until the
arrow turns into a four-sided arrow. Click and drag
the comment to a better location and then release
the mouse button. Your comment remains in this
position until you display all comments again.

Chapter 1: Boost Your Efficiency



Let Excel

READ BACK YOUR DATA

If you have a large amount of data to enter, especially
numbers, you may want to check the accuracy of
your data entry by having the data read back to you
while you match it against a printed list. Excel can
read back your data. All you have to do is specify the
data you want to read, click a button, and Excel
begins reading. You can choose to have Excel read
across the first row and then move to the next row,
or down the first column and then move to the next
column. You can also have Excel read data as you
enter it.

However, before Excel can read your data, you must
add the following buttons to the Quick Access
toolbar: Speak Cells, Speak Cells — Stop Speaking
Cells, Speak Cells by Columns, Speak Cells by Rows,
and Speak Cells on Enter. To learn how to add
buttons to the Quick Access toolbar, see Task #95.
You can find the buttons needed for this task in the
Commands Not in the Ribbon section.

l:'}‘ H e A Read Back Data xlsx - Microsoft Excel -fx
- Harn L P Fomule.  Dula Reiws Ui Adddm gy )RR READ CELLS
B e [ | Ll | - | B torabcnaibamattng + | (9 inge = B v .
B, i) e s i i s iy @ Click and drag to select the cells
e VA I B S aE 1 ER == R e Bfomat- |2 e s
Clipboaed Ts Fun) Iy Alignment s | Mhenbo 1e Cels Edbrs you Want Excel to read'
I Aj - : & pmduc: Line e - % Q Click either the Speak by
|1 [Product Line Projected Sales Actual Sales Columns or the Speak by Rows
|2 |Dolis 20000 19562 button.
3 [Trucks 30200 31248 . .
. |Balls 15000 14279.<J [ ] Click Speak by Columns if you
s |Games 75000 123000 | want Excel to read down the
s |Puzzles 5000 2187 columns.
; |Candy 23000 21569

1

[WA"x n] sheetl - Shests < Shests Ed

® Click Speak by Rows if you want
Excel to read across the rows.

Reaty | Fomd Decimal - (2

0| .
Averages URTDANGET  Courms 2L Sum: 350045 | [ ) | (=1 ot

[Py sl ~'r<—@Bde Data xlsx - Microsoft Excel

) R ek D W s @ Click the Speak Cells button.

= A o] == [ e Swmts sy Excel reads the cells.

e h; Tl eI IR :; 'ﬂ% =j;]r;;:nv f e H i
P o i — e e | | ® To stop the reading of cells, click
l Al - % | Product Line i the Speak Cells — Stop Speaking

A B C D E F G H K

|+ |Product Line Projected Sales Actual Sales Cells button.
|2 |Dells 20000 19562
|3 |Trucks 30200 31248

+ |Balls 15000 14279

s |Games 75000 123000 |

& |Puzzles 5000 2187

:|candy 23000 21569

11

-
14
[WA+ W] Shestl - Shests < Shests 7Ed il |
Ready | Fomd Decimel £ Foverges MATOALGET  Courm: 21

X
sum: 350045 | 28 T =3 r




Read Back Data xlsx - Microsoft Excel -fx
Fomules  Dala Sevew  Yies Aiddd - = ox
] =) [ o Do T2 g g
| == Bromes | 2- £ L2
o I Alignment s | Meenber 1 Cells Edirg
| | 18173 |
| A B C i} E F G H [} 4 K ﬁ
1 Product Line Projected Sales Actual Sales
2 Dolls 20000 19562
3 Trucks 30200 31248
1 Balls 15000 14279
s Games 75000 123000 i
o Puzzles 5000 2187
; Candy 23000 21569
|+ Bikes 22000@1—6
5
n
14
[M-a v 1] Sheet) - Shests -~ Shests Ed T

Ready | Fomd Decimel - (£

l:'}j\l L IR = I P AR Read Back Data xlsx - Microsoft Excel - B x
5 e Tl Payw Lay Fomules  Dala Review Ui Al - = ox
£y e el ol e e Frall g
- [EE | e =y 15 Cal S B Forats |2+ et o
iphoaed 1 Fon s Alignment o | Paenbe 1 Styles Celis Edbrg

| cs 5| 18173 |

| A B C D E F G H I 4 K ﬁ

1+ Product Line Projected Sales Actual Sales

2 Dolls 20000 19562
3 Trucks 30200 31248

2 Balls 15000 14279
s Games 75000 123000 i
s Puzzles 5000 2187
; Candy 23000 21569

|= Bikes 22000' 181?3!

5

10

[WA"w ] sheati - Shasts < Shests 0 |
Reachy | Fomd Decimel - 12

SPEAK CELLS ON ENTER

@ Click the Speak on
Enter button.

B

Excel says, “Cells will
now be spoken on

Enter.”
@ Enter data into your ( DIFFICULTY LEVEL
worksheet. -

Excel reads the data as
you enter it.

@ Click the Speak on Enter button again.
Excel says, “Turn off Speak on Enter.”

Excel stops reading the data as you enter it.

Important!

To have Excel read your worksheet, you must have
speakers attached to your computer and you must
set the Speech, Sound, and Audio Devices option
in the Control Panel properly. Click the Start
button, Settings, and then Control Panel to check
these device settings.

Did You Know?

You can also check the accuracy of your data entry
by performing a spell check. Just click the Review
tab, Proofing, and then Spelling. If your worksheet
has errors, the Spelling dialog box appears and
offers suggestions for the correct spelling. You can
accept one of the suggestions or click one of the
other dialog box options.
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Create your owhn

SORT OR AUTOFILL

In Excel, you can sort your data alphabetically, by
days of the week, or by months of the year. See
Chapter 4 to learn more about sorting your data. You
can also automatically fill cells with the days of the
week or months of the year by using Excel’s AutoFill
feature. See Task # 3 to learn more about AutofFill.

If you have a data series you use often, you can
create your own custom list and use it to fill cells
automatically or to sort a list. For example, you
collect data by region and you always list the data

in the following order: North East, South East, North
Central, South Central, North West, and South West.
You can create a custom list that enables you to
AutoFill and sort based on your list.

Use the Custom List dialog box to create your custom
list. You can type your list into the Custom List dialog
box or import your list from cells in your worksheet.
You access your custom list the same way you would
any other custom list or AutoFill.

@‘J Create Your Cwn S.o.I';arr‘-L::;i:s:dsx Microzoft Excel - —_ _-‘ z o C“Ck and drag tO Se|eCt the Ce||S
E——— T with which you want to create
& owe QIR e R your custom list.
el - - @ Click the Office button.
o
& - e 5 i A A menu appears.
ﬁm North East 260,968 © Click Excel Options.
il South East 362,722
g North Central 377,509
] o South Central 143,106
. @ .o North West 397,112
7 South West 140,938
8
9
| 10
| 11
e L T T

akkon
Trusk Center SeerMp iy Donit shaw SereenTips -
o— Create fists for use in sarts and Pl sequences: | EdE Custgm Lists..

Petsanadies yuur cupy ol Micisolt Offic:

Ussrneme:  Denlzs Stheridg:
Chogse the lguages pou want 1o use with icasolt Office: | Linguoge Settings...

The Excel Options dialog box
appears.

@ Click Popular.

@ Click the Edit Custom Lists
button.
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® The Custom Lists dialog
box appears.

i

® The range you selected in
Step 1 appears here.

You can click and drag or
type the range in the
Import list from cells field.

@ Alternatively, you can ?
type your list here and
then click Add.

O Click Import.

® Your list appears as a custom list.
@ Click OK.

Your list is ready to use.

(DIFFICULTY LEVEL

Did You Know?

To create an AutoFill using your custom list, type the
first item in your list. Click and drag the fill handle
located in the lower-right corner of the cell. Excel
fills the cells with your custom list. If Excel does not
fill the cells with your custom list, click the AutoFill
Options button ([%-]) that appears and then click
Fill Series (O changes to ®).

Did You Know?

To sort using the custom list you created, click and
drag to select the items you want to sort. Click the
Data tab and then click Sort in the Sort & Filter
Group. The Sort dialog box appears. In the Order
field, click Custom List. The Custom List dialog box
appears. Click your list and then click OK. For
detailed instructions, see Chapter 4.
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