CHAPTER

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, take a tour of the
program’s features, and
learn how to customize
some aspects of the
program.







Getting to

Know Excel

Working with Excel involves two basic
tasks: building a spreadsheet and then
manipulating the data on the spreadsheet.

This section just gives you an overview of these tasks.
You learn about each task in greater detail as you work

through the book.

\ Build a Spreadsheet

Add Data

You can insert text, numbers, and
other characters into any cell in the
spreadsheet. Click the cell that you
want to work with and then type
your data in the Formula bar. This is
the large text box above the column
letters. Your typing appears in the
cell that you selected. 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.

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.




[ manipuiate Data |
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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.

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.

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.

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.




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 |

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

@ Click Microsoft Excel 2010.
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The Microsoft Excel window
appears on the desktop.
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Are there faster methods I 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 elements such as the title bar and status bar,
as well as Office-specific elements such as the Ribbon and the File tab.
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Title Bar Excel Window Controls
The title bar displays the name of You use these controls to minimize, This area displays the current
the current workbook. maximize, restore, and close Excel's  worksheet, and it is where you will
. application window. do most of your Excel work.
Quick Access Toolbar PP Y
This area gives you one-click access Workbook Window Controls Status Bar
to a few often-used features. To You use these controls to minimize, This area displays the messages
learn how to customize this maximize, restore, and close the about Excel’s current status, the
toolbar, see “Customize the Quick current workbook window. results of certain operations, and
Access Toolbar.” ) other information.
File Tab

Ribbon Click this tab to access file-related
This area gives you access to all of ~ commands, such as Save and
Excel's commands, options, and Open.

features. To learn how to use this
element, see “Work with Excel’s
Ribbon.”
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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 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
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@ Click the tab that contains the
Excel feature you want to work
with.

Excel displays the controls in the
tab.

@ Each tab is organized into groups
of related controls, and the group
names appear here.

@ In many groups you can click the
dialog box launcher button ([=])
to display a dialog box that
contains group settings.

@ Click the control for the feature.
@ If the control displays a list of

options, click the option you want.

Excel runs the command or sets
the option.
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.

AT it il

Excel’s Galleries
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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.

Although some galleries are available all the time, in most
cases you must select an object — such as a range of cells or
a dlip art image — before you work with a gallery.
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\ Work with Excel’s Galleries
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@ Click the tab that contains the
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@ Click the gallery’s More arrow
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@ You can also scroll through the
gallery by clicking the Down ([-])

and Up ([:]) arrows.
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effect.
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@ Excel displays a preview of the
effect.

@ Click the gallery option you want
to use.

Excel applies the gallery options to
the selected object.
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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 I3 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 Quick

Access Toolbar

You can make Excel easier to use by
customizing 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.
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Can | 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

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

the Excel window, so you can

add many more buttons. Click the Customize
Quick Access Toolbar button ([-]) and then click
Show Below the Ribbon.

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.

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.

\ Customize the Ribbon
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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 click Remove.

O Click OK.
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Can I customize the tabs
that appear only when |
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.
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Smart Tags

You can make your Excel work faster and easier
by taking advantage of smart tags. A smart tag
is a special icon that appears when you perform
certain Excel tasks, such as pasting data and
using the AutoFill feature. Clicking the smart
tag displays a list of options that enable you to
control or modify the task you just performed.

Some smart tags appear automatically in response to certain
conditions. For example, if Excel detects an inconsistent formula,
it displays a smart tag to let you know.

\ Work with Smart Tags
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Are there other types of smart tags I can use? AutaCoriet [ ¥ e
Yes, Excel offers a few other smart tag types. For example, a Date smart | S st rems| sz |

Excel can recagnize cartain types of data n your workbocks. For sach

tag recognizes a worksheet date and offers options such as scheduling recs e, e a1 st v o e o

[] Labwed data with smart sags

a meeting on that date. To turn on these extra smart tags, click File, Po—
click Options, click Proofing, click AutoCorrect Options, and then B Pt st st

click the Smart Tags tab. Click the Label data with smart tags check
box ([_| changes to [¥]), and then click the check box beside each
smart tag in the Recognizers list (| changes to [V]). Click OK.

[tk Werboi, | | More Smert Tegs. |
Show smarttags a8 | Eutton Oy =
] Embed st baga in S workbook

(o J [ o |
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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: Normal, which is useful for
building and editing worksheets; Page Layout, which displays
worksheets as they would appear if you printed them out; and
Page Break Preview, which displays the page breaks as blue

lines, as described in the first Tip on the next page.

Excel offers three different views: Page Layout, which displays worksheets as printed pages; 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.

[ Change the view |

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 ([=)).

[E@o- o= Loens - Micrasaf: Excel ===
“ Home  Inzert  Fagelayout  Formulas Data  Reviews Views @ =R B
T 1] O Page B e ] 5O EHewwindow st 03 ('
| | g [#) Ruler [ Formuls Bar I ==
'J J - _ _ A l-—“_' X = amangeal T Hige . ':n —CJ =2
o i Bruisonn | ot B s | 2o % Lo, i 38w v |
Workbaok Views Show | Zoom \indow | Mecras
[ Al - £ | Loan Data N
[ R B | A Y T T L T T T T T T =l
B E 1] E =
Chek to add header
I| Loan Data
[ [ 2 Interest Hate (Annual) & 00% Time Basis| Quart=dy : 3 Time
E] Amortization (Years) 15 Time Factor 4 Annua
. 4 > Principal E500.000 Adjusted Rate 1.5% Semi-
B Balloon Payment 30  Total Perlods 60 Quane
= Payment Type a arith
T
B Amortization Schedule
Cumulative Cu
Qe Period Paymeant Principal Interest Principal |
0 1 {55 ) (37,500 00 {55.156.71)
L[ 2 (512, {55 274.66) TA42205)  (310.471.38) ) =
LN Dyynamic Amortization Schedule .~ Loan Loan Rata Analyss Loan []4 | Al
Ready | ™ | Page:tor2n | [E-ERE {] {+)
[E@o- o= Losns - Micrasaf: Excel = e |
“ Home  [nzet  Fagelayout  F Data  Reviews Views @ =R B
5 | L Page Break nwiu;‘;g ] ET S 28 Hew Window =] Split m =2 (s
| Tl 2 Formuis Bar L] —CJ ==
|J J 1 custom views _ A l—“_' et = amange 2l T Hige ':n = =2
ol Seect [ Full Saeen B Gricmnes [ Heaings | Zom 100% ZSROAS | 4 cense panes - T Unhide | B3 | worksnace Windoms® | e
Warkbaok Views Shaw | Zoom ‘indow | Mecras
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| A B c [1] E F G H 1 J 5|
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2 Interast Rate (Annual) 5.00%  Time Basis| Quarterly = 3 Time Basis Values
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(i} Paymant Type Q Monthhy
T
& Amortization Schedule
Ci Ci
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® The Welcome to Page Break B@o-o" P —— ==
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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 [ to click

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

and drag the page breaks to new positions.

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. 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.

)

@ Click the File tab. EEERE 9 Booid - Microsoh Excel E=m x|
Fet  Pagelayout  Farmulas  Data  Review  View @ =@ B

X

ure Excel O

o i s Ay ==l o General - (B Conditional Formatting = S=Inset =  E + &r Lﬁ
j (BN L $ - % +  [gEFormatas Table - $* Delete - | [F]~ Z
Faste .| A E=E= R G- : e _ Sortd Find&
= BrO H- S-A- === = W & [ cell Styles - [HFormat « | 2+ Filker - Setarte
Clipboard = Font ) Alignment G HNumber Styles Cells Editing
Al - £ ©
. g B D E F G H 1 [l K L =2
i =
2
3
4
=
= =
T
g8
9
10
11
12
13
14
15 |
W 4 b M| Sheetl ~Sheet ~“Shest3 , FJ Al M v
Ready | "3 | | [FER]ICH i sows (=———(%] ]
9 Click options FIFCECEE Bockl - Microsoft Excel [E=ET]
“ Hame Tnsert Fage Layout Formulas Data Review  View af@ =g B
Il sove ., S
Information about Bookl
B sawe as
5 Open g Permissions
-y [ Anyone can open, copy, and change any part of this
cl [
L close ] werkbook.
Protect
T Properties *
; Size
Recent Title
. Prepare for Sharing Tags
New [ \ﬂ Befare sharing this file, be aware that it contains: Categonies
o Check for Eocumn:::‘;:‘mpmllﬁ r::l:sr::::\ and authobfls::med Related Dates
onl al ople wr Isabiiities are unable o rea:
I peor Last Madrtied
Save & Send Created 2 08 Ph
Last Printed leve:
Help . Versions
2 -L@ %) There are no previous versions of this file, Related People
e paut
a Extt i Versions = Add an autha
Last Modified By Paul M
Show All Properties
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The Excel Options dialog box Excel Oprions (o |
appears. (o——
pp L “_% General options for working with Excel,
- - Formulas
© Click a tab on the left side of - W—
the dlalog_box to Choose the Save [ Show Mini Toolbar an selection
configuration category you want Longuage 7] Enable Live Previiw
tO Work Wlth ) Color scheme: SilverlZ‘
" Advanced SereenTip style: | Show feature descriptions in SoreenTips z‘
Customize Ribban
® The controls that appear on the .
right side of the dialog box change ot Use this fogt MBFML =l
- Font size: 12
accordlng to the tab you select. Trust Center Default wiew for new sheets: |Nomal View [ =]
Indude this many sheets: 3
Personalize your copy of Microsoft Office
Username:  Paul M
o J [ ona ]
@ Use the controls on the right side Eucl Opins |
of the dialog box to c%nflgure the Genenl [F2Y) Advanced option for working with Exce, :
options you want to change. Formuas - s
. Proofing Editing eptions.
6 CIICk OK. Save [ After pressing Enter, move selection i
. . Lanausns Direction: | Down =]
Excel puts the new options into e || st et secmtson
Flaces: 2 :
eﬂ:ea' Customize Ribbon [ Enable fill handle and cell drag-and-drop
[F] lert before overwriting cells
Quis hccess Tosloat [¥] Allow gditing directly in (:;s
Adddns [# estend data range tormats and tormulas
Trust Center [ Enable automatic percent entry
[#] Enable utoComplete for cell values
[7] Zoom on roll with Intellitouse
[ Alert the user when a p y time ooours
When this number of cells (in thousands) is affected: |33 554
[#] Use system separators
Decimal separator:
Thousands separator. -
A Oer——s

)

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

How do 1 know what each
option does?

Excel offers pop-up
descriptions of some —
but, unfortunately, not

all — of the options. If you
see a small j with a circle
around it to the right of the

Ribbon to open the Excel Options dialog box with
the Customize Ribbon tab displayed. From the

keyboard, you can COfen the Excel Options dialog box

by pressing (L]+ (7] and then pressing ([]).

option name, it means pop-up help

is available for that option. Hover the mouse I3
over the option and Excel displays a pop-up
description of the option after a second or two.

[ 2 ]




Add Excel to the

Windows 7 Taskbar

If you use Excel regularly, you can start the program
with just a single mouse click by adding an icon for
Excel to the Windows 7 taskbar.

This task requires that you are running Excel using the Windows 7
operating system.

Add Excel to the Windows 7 Taskbar

@ With Excel running, right-click the
Excel icon in the taskbar.

@ Click Pin this program to
taskbar.

Recent

i) PERSONAL

2] Stocks

12 Tnvoices

iE] Tnventory

Expenses

Analyzing Financial Data
i%] Loans

2] Mortgage Amortization S...
Finances

1] 2009-2010 Budget

[ Microscft Excel 2010

- Pin this program to taskbar S

Cloge window

@ After you quit Excel, the icon
remains on the taskbar, and you
can now launch Excel by clicking
the icon.
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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.

| Quit Excel |

Quit Excel Using the Office Menu Ed9- - Boold - Microsoft Bce (= |
et Pagelayout  Formulas  Data  Review  View al@o @ 2
@ Click the File tab. i sme ,
i Information about Bookl
@ Click Exit. g .
. : Anyene can open, copy, and change any part of this

Note: If you have any open documents with S '%E , | workoook.
unsaved changes, Excel prompts you fo save those Worksook - | ropetes
changes. Recent Tite

. . N Prepare for Sharing e
Note: Another way to quit the program is to press il (Z1] | eforechuring this il b awarethet it contein : '

+m f Check for Document properties, printer path and suther's name Belated Dates

s Content that people with disabilities are unable to read et Moditied Tadey, 27 B
Save & Send Created 2/5/2010 408 FM
Last Printed Hever
Help = Verzions
{‘t_g] 1) There aee no pravioue vaseicns of this file Related Feaple

1] Options 2 Manage Authar Paul M

Last Modified By  Paul M
Show All Properties

Quit Excel Using the Taskbar
@ Right-click the Excel taskbar icon.
@ Click Close window.

Note: If you have any open documents with E‘;mm
unsaved changes, Excel prompts you fo save those @) tods

changes. r 2] Tmvsices
) Inventory
1) Expenzes
i3] Analyzing Financial Dats
¥l Loans
] Mortgage Amortization Schedule
] Finances
¥ 2009-2010 Budget

' Microsaft Bxcel 2010

of* Ungpin this program from ta
|E Close window




