Working
with Excel

You use Microsoft Excel to create
spreadsheets, which are
documents that enable you to

manipulate numbers and
formulas to quickly create
powerful mathematical, financial,
and statistical models. In this
chapter you learn about Excel
and you find out the kinds of
tasks you can perform with Excel.
You also learn how to start the

program, and you take a tour of
the program’s major features.
This chapter also shows you how
to work with Excel Ribbon and
the Ribbon'’s galleries, how to
customize the Ribbon and the

Quick Access Toolbar, how to
work with smart tags, and how

to customize the view and other
aspects of the program.
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Getting to
Know Excel

Working with Excel involves two basic tasks: totals, working with series, creating tables for
building a spreadsheet and then manipulating your data, and visualizing data in charts.
the data on the spreadsheet. Building a This section just gives you an overview of these

functions. Manipulating data involves calculating detail as you work through the book.

Build a Spreadsheet -
Add Data
o . You can insert text, numbers, and other characters into any cell in
| Loan Data the spreadsheet. Click the cell that you want to work with and then
2 Annual InterestRate  6.00% type your data in the Formula bar. This is the large text box above
- """"""“:::n[':ﬂ‘-r’:f’:{ 55000;3 the column letters. Your typing appears in the cell that you selected.
: P ’ When you are done, press Enter. To edit existing cell data, click the
; cell and then edit the text in the Formula bar.
Add a Formula
A formula is a collection of numbers, cell addresses, and
mathematical operators that performs a calculation. In
Excel, you enter a formula in a cell by typing an equal
sign (=) and then the formula text. For example, the
formula =B1-B2 subtracts the value in cell B2 from the
value in cell B1.
-~
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2 | | Workgroup | Group Leader | Defects

Hammond | 8
Brimson | 4
Eeilly | 14
Richardson | 3
Durbin | O
O'Nonnghue 11

Units
969
15

1,625
1,453
767

% Defective

1,073

AVERAGES: 2

1,109 |-AVERAGE|F 2:F3}

Add a Function

A function is a predefined formula that performs a specific task.
For example, the AVERAGE function calculates the average of
a list of numbers, and the PMT function calculates a loan or
mortgage payment. You can use functions on their own,
preceded by =, or as part of a larger formula. Click Insert
Function ([#]) to see a list of the available functions.
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Manipulate Data

/- ’/\

Calculate Totals Quickly

If you just need a quick sum of a list of
numbers, click a cell below the numbers and
then click the Sum button ([£]), which is
available in the Home tab of Excel’s Ribbon.
In Excel, you can also select the cells that you
want to sum, and their total appears in the
status bar.

— /\

Manage Tables

The row-and-column format of a spreadsheet
makes the program suitable for simple
databases called tables. Each column becomes
a field in the table, and each row is a record.
You can sort the records, filter the records to
show only certain values, and add subtotals.

A 5} c D E F G
1 SUMMER SALES PROMOTION - ORDERS
2
3 Bf1/2010 Printer stand 11 511970 1 Freewith 10 Direct mail
4 G/1/2010  Glare filter G 577.82  Dxtra Discount Magazine
5 6/1/2010 Mouse pad 15 $100.95  Extra Discoun: Mewspaper
[ Rf1/2010  Glare filter 11 $149.71 1 Freewith 10 Magazine
7 6/2/2010  Mouse pad 2z 515540 1 Free with 10 Mapazine
H Bf2S2010 Mouse pad 3 520,19 Extra Discount Mewspapear
9 6/2/2010 Copy holder 5 53365  Exbra Discount Direct rrail
10 6/2/2010 Printer stand 22 523936 1Treewith 10 hs

/- ’/\

Fill a Series

Excel enables you to save time by completing a
series of values automatically. For example, if
you need to enter the numbers 1 to 100 in
consecutive cells, you can enter just the first few
numbers, select the cells, and then click and
drag the lower right corner to fill in the rest of
the numbers. Most programs also fill in dates,
as well as the names for weekdays and months.

anuary

February

; {llune

00 (=4 (o (e [ |||

—
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Add a Chart

A chart is a graphic representation of spreadsheet
data. As the data in the spreadsheet changes, the
chart also changes to reflect the new numbers.
Excel offers a wide variety of charts, including
bar charts, line charts, and pie charts.

Sales By Division
$35,000
$30,000
$25,000
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Start
Excel

Before you can perform tasks such as adding
data and building formulas, you must first start
Excel. This brings the Excel window onto the
Windows desktop, and you can then begin
using the program. This task and the rest of
the book assume that you have already
installed Excel 2010 on your computer.

Start Excel

When you have finished your work with Excel,
you should shut down the program. This
reduces clutter on the desktop and in the
taskbar, and it also conserves memory and
other system resources.

@ Click Start.
The Start menu appears.
@ Click All Programs.

The App Programs menu
appears.

@ Click Microsoft Office.

Paul

Documents

Pictures

kl“ Remote Desktop Connection
-

@. Magnifier

.41 Solitaire

nd Printers

Default Programs

Help and Support
» Al Programs

@ Default Programs.
[ Desktop Gadget Gallery
_@ Internet Explorer
] Windows DVD Maker
% Windows Fax and Scan
€ Windows Media Center
|3 Windows Media Player Pictures
E] Windows Update
o XPS Viewer
\ Accessories

Music

| Games

L. Maintenance

| Mhicrosoft Office
.\ Smaglt8

i Startup

Control Panel

Devie

Help and Support
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i Desktop Gadget Gallery
& Iatemet Explorer

&) Windews DVD Maker
= Winelows Fax and Scan

The Microsoft Office menu
appears.

@ Click Microsoft Excel 2010.

ET Windows Update
<, AP Viewer

. Accessol ries

. Games.

. Maintensnce

+ Microsoft Office
2 Misreacht Access 2010

I Microsoft Escel 2010
e

oft Onellote 2010

oft Dutleok 2000
§E Microsoft PawerPaint 2010
1 Microsoft Publisher 2010
[ Microsoft Weed 2010

L Microsoft Dffice Tooks

4 Back

The Microsoft Excel window
appears on the desktop.

one o Trartores T ramans oas aen Ver : = il Note: When you are finished

' with Excel, close the program by
clicking the File tab and then
clicking Exit.

4 4 b bl| Sheetl —Sheet? - Sheel

Aeacy | 73 |

Are there faster methods | can use to start Excel?

Yes. After you have used Excel a few times, it should appear on the main Start
menu in the list of your most-used programs. If so, you can click that icon to start
the program. You can also force the Excel icon onto the Start menu by following
Steps 1 to 3, right-clicking the Microsoft Excel 2010 icon, and then clicking Pin
to Start Menu. If you are using Windows 7, you can also click Pin to Taskbar
to add the Excel icon to the taskbar.




Tour the

Excel Window

To get up to speed quickly with Excel, it helps
to understand the various elements of the
Excel window. These include standard window

Title Bar

The title bar displays the name of the current

workbook.

elements such as the title bar and status bar,
as well as Office-specific elements such as the
Ribbon and the File tab.

Quick Access Toolbar

This area gives you one-click access to a few often-

used features. To learn how to customize this

toolbar, see "Customize the Quick Access Toolbar."

¥
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\

Ribbon

15
H 4 » »| sheetl ~“cheet? “cheets %
Ready | (3]

Bookl - Micrasaft Excel =13
Vigw a@od =

a o &

General | - [ Conditional Formatting = S Insert =
$ - % »  BEromatasTable v

i) 5 Cell Styes ~
2

2 Delete ~
t &

_ e
tmat * | 4T Filter v Select =

[le

m
|| 100 (=) L]

This area gives you
access to all of Excel’s
commands, options,

= and features. To learn
Vi how to use this
element, see "Work
with Excel’s Ribbon.”

«

| Excel Window
Controls

You use these controls
to minimize, maximize,
restore, and close

o Excel’s application

. window.

Workbook Window
Controls

You use these controls to
minimize, maximize, restore,
and close the current workbook
window.

File Tab

Click this tab to access file-related
commands, such as Save and
Open.

This area displays the current
worksheet, and it is where you
will do most of your Excel work.

Status Bar

This area displays messages about
Excel’s current status, the results
of certain operations, and other
information.



Work with
Excel’s Ribbon

You use Excel’s Ribbon element to access all of
the program'’s features and commands. The
Ribbon is the horizontal strip that runs across
the top of the Excel window, just below the
title bar. The Ribbon is organized into various
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tabs, such as File, Home, and Insert, and each
tab contains related controls, which usually
include buttons, lists, and check boxes. There
is no menu bar in Excel, so you do not use
pull-down menus to access commands.

Work with Excel’s Ribbon <
2| & = okl - Microsoft Exce =[5 | . .
lfan:‘ HLvaueLa;out Formulas Data R::]ief Mview = @ 0 S 0 Clle the tab that Contalns
BRI ok x See 5 G Beseme Bee 207 @ the Excel feature you want to
e B e e e work with.
Al hd e -
s ) c D E F G H 1 ] K L Vi
-
3
4
5
6 =
7
8
)
10
11
12
13
14
15 -
W 4 » »i| Sheetl Sheetz - Sheets &3 k] — — > [l
Ready | £ |[EHC Em tocs: (=) L} ]
ﬂn‘f -io:m =Ins it Fage Layout Farmulas Data RS::-':--M(:W&EMQ' lmr,i;ja [C EXCEI displays the COﬂtrOlS in
Then‘::s. - Marging Ori;gion ]59 Pr::k ] Eallu;rlolunu Prink ;J Hewh: [Adiomatic - ;d" : 'l;m:'m\g's b " :lj:‘;hgr' the tab.
— b B L & ® Each tab is organized into
Aa ]|Aa —— 1T groups of related controls, and
e oy oy g the group names appear here.
£ a Az
aojy (e A [ .
ooy et | i “aeate @ In many groups you can click
fa 8 =N : the dialog box launcher button
g 1 (=) to display a dialog box
that contains group settings.
|2 @ Click the control for the feature.
[ Browse for Themes... 3 . .
[ soecumn af o | @ If the control displays a list of

options, click the option you
want.

Excel runs the command or
sets the option.



Work with
Excel’s Galleries

In Excel’s Ribbon, a gallery is a collection of
preset options that you can apply to the
selected object in the worksheet. To get the
most out of galleries, you need to know how
they work.

Work with Excel’s Galleries

Although some galleries are available all the
time, in most cases you must select an object —
such as a range of cells or a clip art image —
before you work with a gallery.

<>
work With a Gallery LiSt IﬂL—;fq 'Hcme-l:]nset Page Layout sootl(l‘“‘:ji::om::::l Ragiew View _ ::::J lﬁ_‘oll_l; o 8
@ I necessary, click the object LY - | = |- o g Al
with which you want to apply bt s e Lo e une e
. Picture 2 - fx =
an option from the gallery. - T T T T T . A
@) Click the tab that contains the |
gallery you want to use. |
@ Click the gallery’s More .
arrow ([=]). '
|
@ You can also scroll through
the gallery by clicking the
Down (D) and uP (IZ|) arrOWS. :64 ¢ ¥ | sheetl - Sheetz —chest3 &1 0Kl m >||_v
Ready | F [EEERENE ~ )
Excel displays a list of the o - - |
gallery’s contents. » ._ ot e 1y S|P v+ Gtgtonms~ B [5l] g1y
g Color B |l |l ] il 2 Pcture effets - I_L Sencj.Back-'aard“Ef:I' cor e
@ Move the mouse iy over a TIPS o 1~ 1 1 Y et
gallery option to see a preview A — S —
=~ 1~ - 1~ 5
of the effect. : | - |
. . 3 Al U -
@ Excel displays a preview of the | o | ==y »
effect. e n (el - )
@ Click the gallery option you | —— >
10
want to use. 1 L
12
Excel applies the gallery =
options to the selected object. & !
H 4+ M| sheetl ~Sheet? -~ Sheets % )] 4 " [0
Ready | F = 2 [ oo (= ~ +L

\10_
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Work with a Drop-Down Gallery

@ ' necessary, click the object
with which you want to apply
an option from the gallery.

@ Click the tab that contains the
gallery you want to use.

@ Click the gallery’s drop-down
arrow ([-]).

Excel displays a list of the
gallery’s contents.

@ If the gallery contains one or
more subgalleries, click the
subgallery you want to use.

Excel displays the subgallery’s
contents.

@ If a gallery has commands that
you can run, those commands
appear at the bottom of the
gallery menu.

@ Move the mouse Iy over a
gallery option to see a preview
of the effect.

@ Excel displays a preview of the
effect.

@ Click the gallery option you
want to use.

Excel applies the gallery
option to the selected object.

If 1 find the gallery preview feature distracting, can I turn it off?

Yes. The Live Preview feature is often handy because it shows you exactly what
will happen when you click a gallery option. However, as you move the mouse [
through the gallery, the previews can be distracting. To turn off Live Preview,
click the File tab, click Options, click the General tab, click Enable Live Preview
(] changes to | ), and then click OK.




Customize the
Access Toolbar

Quick

You can make Excel easier to use by customizing Since there is only so much room for the Quick

the Quick Access Toolbar to include the Excel
commands you use most often. You run Quick
Access Toolbar buttons with a single click, so
adding your favorite commands saves time. By

default, the Quick Access Toolbar contains three
buttons: Save, Undo, and Redo, but you can
add any of Excel’s hundreds of commands.

Customize the Quick Access Toolbar

@ Click the Customize Quick
Access Toolbar button ().

@ If you see the command you
want, click it and skip the rest
of the steps in this section.

@ Click More Commands.

The Excel Options dialog box
appears.

@ Excel automatically displays
the Quick Access Toolbar tab.

© Click the Choose commands
from [].

@ Click the command category
you want to use.

Access Toolbar in Excel’s menu bar, consider
moving the Quick Access Toolbar below the
Ribbon to gain more space for your custom
commands.

Ed9- - |'=l<—0 Baakl - Microsoft Excel [E=REeE—>—]
m Home | Customire Quick Access Toolbar 55 Data Revies Vies a 0 o B
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2
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14
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dvanced Marros 0 Redo
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Developer Tab
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Ok Cancel
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Customize Ribbon

|
Quick Access Taolbar
Adddns

Trust Center

= Excel 97-2003 Workbook
Il Excel Binary Workbook
N Excel Macro-Enabled Waorkbook

] Excel Services Optians
) Excel Workbaok
K e

L) Inspect Document
€5 Intemet Fax

-
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@ Excel adds the command.

@ To remove a command, click it
and then click Remove.
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Can I get more room on the Quick
Access Toolbar to show more buttons?
Yes, you can increase the space available
to the Quick Access Toolbar by moving it
below the Ribbon. This gives the toolbar
the full width of the Excel window, so
you can add many more buttons. Click
the Customize Quick Access Toolbar
button ([-]) and then click Show Below
the Ribbon.

Is there a faster way to add buttons
to the Quick Access Toolbar?

Yes. If the command you want to add
appears on the Ribbon, you can add a
button for the command directly from the
Ribbon. Click the Ribbon tab that contains
the command, right-click the command,
and then click Add to Quick Access
Toolbar. Excel inserts a button for the
command on the Quick Access Toolbar.




Customize
the Ribbon

You can improve your Excel productivity by
customizing the Ribbon with extra commands
that you use frequently. The default Ribbon
contains eight tabs, and each of those tabs
contains dozens of commands in the form of
buttons, galleries, lists, and other controls.
However, Excel has many other commands

Customize the Ribbon

available, and you may wish to add one or
more of these other commands if you use any
of them frequently.

To add a new command to the Ribbon, you
must first create a new tab or a new group
within an existing tab, and then add the
command to the new tab or group.

<>
Display the Customize Ribbon Tab R:f'_f"é-""ijmfm“' ﬁ
@ Right-click any part of the B2 o o s ronen || 5| GO 5 o7 @
Ribbon. s [ v e o = 1R
. . . Al ) .ﬁ-. -
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:
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5
(3] =|
7
a8
9
10
11
12
3
Add a New Tab or Group s
15 -
The Excel Options dialog box — |[&e(= - [Foawme—o —o |
appears' Excel Options [F[ &
@ Excel automatically displays &) cusomize e ibon
the Customize Ribbon tab. - Fops Com 0 o — =
@ Click the tab you want to B o B 5 <O
customize. i B R B
@ You can also click New Tab to - F 1 499241 seuane. o PY
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rilea eossosnmm| e
@ Click New Group. ¥ R | = =
v ju.;:_;giﬁ:.]uggr;@ B v =
ol | Al X v BEC T i= i [ Developer
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S Fof (D My Grow
€@ Click Rename. 2
A
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i ; ;::;zs&cemer Custemizations: [ Rgset > |0
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0K Cancel

14




CHAPTER

Working with Excel

o . §
ﬂ Customize the Ribban.

Choase commands from: ustamize the Ribbon:
Commands Hot in the Ribbon [+1 Naiggabs
= [#] Home

B cipboard

E Font

B Alignment
B Number

Popular Commands
Commands Not in the Ribbon
A Commands

Maros

File Tab

A Tabs

Hiain Tabs

Tool Tabs

Customize Ribbon

B Styles

B Cells

E Editing

E My Group (Custom)
= Justify

Insert

Quick Access Taolbar
Add-Ins

Trust Center

Custom Tabs and Groups
5 Freefom

7] Freeze Sheet Fanes

(7| Growp Bax Farm Cantrol) =

& Help
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P Import External Data =
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= Insert or Remove Page Break

Y Inside Borders
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t|: mside vertical Eorder

A Bsosceles Tiangle

= Justiiy

A Label factiveX Contral)

Az Label Fom Contral}
4 LeftErace

[ Left Farenthesis
% Less Brightness
Bl Less Contrast

T ught shading

¥ ughting
- Line Color

Customizations: | Agseb v |

Add a Command

@ Click the Choose commands
from [-].

@ Click the command category
you want to use.

@ Click the command you want
to add.

@ Click the custom group or tab
you want to use.

@ Click Add.
Excel adds the command.

@ To remove a custom
command, click it and then

Bookl - Microsoft Excel

| -

m Home Insert Page Layout Formulas Data Review View

__._-‘ i 12 <A General

Bar $ %

Fa'm ) B I U B e 1 0

it Humbe:

5
B C D E E

MR R E S W e~ n e w (= =]
=

=l
% |

click Remove.
O Click OK.

@ Excel adds the new group and
command to the Ribbon.

-

H 4+ »| Sheatl ~“sheet? ~cheets %
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| 0% (=)
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Can | customize the tabs that appear only
when I select an Excel object?

Yes. Excel calls these tool tabs, and you can
add custom groups and commands to any
tool tab. Right-click any part of the Ribbon
and then click Customize the Ribbon to
display the Excel Options dialog box with the
Customize Ribbon tab displayed. Click the
Customize the Ribbon [-] and then click
Tool Tabs. Click the tab you want and then
follow the steps in this section to customize it.

How do I restore the Ribbon to its default
configuration?

Right-click any part of the Ribbon and then
click Customize the Ribbon to display the
Excel Options dialog box with the Customize
Ribbon tab displayed. To restore a tab, click the
tab, click Restore Defaults, and then click
Restore only selected Ribbon tab. To remove
all customizations, click Restore Defaults and
then click Restore all Ribbon tabs and Quick
Access Toolbar customizations.




Work with
Smart Tags

You can make your Excel work faster and easier control or modify the task you just performed.
by taking advantage of smart tags. A smart tag Some smart tags appear automatically in

is a special icon that appears when you perform response to certain conditions. For example, if
certain Excel tasks, such as pasting data and Excel detects an inconsistent formula, it displays
using the AutoFill feature. Clicking the smart a smart tag to let you know.

tag displays a list of options that enable you to

Work with Smart Tags <
. . A B | ¢ [} E | F [ @ o[ [l 3 1L =
@ Perform an action that displays |+ Q_—
h 3 2 jBudget 2010 Budge} 2010
a smart tag, such as copying | o
and pasting a cell as shown 5]
here. i ]
©® The smart tag appears. m
;_? » ¥ Sheetl , Thestz - Sheets - bal 4 0 | >|T|.i
Select destination and press ENTER or choose Paste |f|-_-12|];1'| w00 (=)—} &) '
@ Click the smart tag. T e lelelelrlelnl ol ol rlw S
, , 2 [Budget 2010
@ The smart tag displays a list of |+
its options. 5]
% 12y i3 iy
= % 5 @ &
;_? » ¥ Sheetl . Thestz - Sheets .~ bal 4 Al | >|T|.I
Select destination and press ENTER or choose Paste [EEEE R — =
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(2 Budget 2010 @ Click the option you want to
] apply.

o] %o 65

::_? * ¥ sheetl , Thestz . Sheets . Gal 4 m >|T|.

Select destination and press ENTER o choose Pash [Eom we ©0—7o )

e oo e e el @ Excel applies the option to the
(2 Budget 2010/ — task you performed in Step 1.
;:_? * ¥ Sheetl Gheat? “che 4 T >|T|'

Select destination and press EMTER or ch [EDm w00 &—0 F)

s{inpify 1
Are there other types of smart tags | can use? s s

Yes, Excel offers a few other smart tag types. For B

example, a Date smart tag recognizes a worksheet
date and offers options such as scheduling a meeting (LT
on that date. To turn on these extra smart tags, click
File, click Options, click Proofing, click AutoCorrect

Options, and then click the Smart Tags tab. Click the e

Label data with smart tags check box (| | changes prins b T

to [v]), and then click the check box beside each o (e
smart tag in the Recognizers list (| | changes to [V/).

Click OK.




Change
the View

You can adjust the Excel window to suit what
you are currently working on by changing the
view to match your current task. Excel offers
three different views: Page Layout, which
displays worksheets as they would appear if

Change the View

you printed them out; Page Break Preview,

which displays the page breaks as blue lines, as
described in the first Tip on the next page; and
Normal, which is useful for building and editing
worksheets.

Switch to Page Layout View
@ Click the View tab.
@) Click Page Layout.

@ You can also click the Page
Layout button ([=).

@ Excel switches to Page Layout
view.

Switch to Page Break Preview
@ Click the View tab.
@) Click Page Break Preview.

@ You can also click the Page
Break Preview button ([@).
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® You can also click the Normal
button ([=]).

Excel switches to Normal view.

What does Page Break Preview do?

In Excel, a page break is a position within a
worksheet where a new page begins when you
print the worksheet. When you switch to Page
Break Preview, Excel displays the page breaks

as blue lines. If a page break occurs in a bad
position — for example, the page break includes
the headings from a range, but not the cells below
the headings — you can use your mouse s to click
and drag the page breaks to new positions.

What does Full Screen view do?

Full Screen view is useful when you
want to see the maximum amount of

a worksheet on the screen. Full Screen
view removes many of the Excel
window features, including the File
button, Ribbon, Quick Access Toolbar,
Formula bar, and status bar. To return
to the Normal view, press (-], or click
the Restore Down button ([]).




Configure

Excel Options

You can customize Excel and set up the
program to suit the way you work by
configuring the Excel options. You use these
options to set your Excel preferences in a
number of program categories, including

formulas, proofing, and saving.

Configure Excel Options

@ Click the File tab.

@ Click Options.

To use these options, you must know how to
display the Excel Options dialog box. These
options are dialog box controls such as check
boxes, option buttons, and lists that enable
you to configure many aspects of Excel.
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Are there faster methods I can use to open
the Excel Options dialog box?

Yes. Some features of the Excel interface offer
shortcut methods that get you to the Excel
Options dialog box faster. For example, right-click
the Ribbon and then click Customize Ribbon to
open the Excel Options dialog box with the
Customize Ribbon tab displayed. From the
keyboard, you can open the Excel Options dialog
box by pressing (L) + (-] and then pressing (.

How do | know what each option
does?

Excel offers pop-up descriptions of
some — but, unfortunately, not all —
of the options. If you see a small i with
a circle around it to the right of the
option name, it means pop-up help is
available for that option. Hover the
mouse ks over the option and Excel
displays a pop-up description of the
option after a second or two.




