CHAPTER 1

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.
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Getting to Know Excel

orking with Excel involves two basic tasks: building a spreadsheet and then manipulating the

data on the spreadsheet. Building a spreadsheet involves adding data such as numbers and
text, creating formulas that run calculations, and adding functions that perform specific tasks.
Manipulating spreadsheet data involves calculating totals, adding data series, organizing data into

tables, and visualizing data with charts.

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

Expense Budget Calculation

January February March

4600 4200 5200
2100 2,100 2,100
1,300 1,200 1,400
16,000 16,000 16,500
500 600 600

1
You can insert numbers, text, and other characters 2
into any cell in the spreadsheet. Click the cell that 3
you want to work with and then type your data in 4 |Advertising
the formula bar. This is the large text box above the |° Rent -
column letters. Your typing appears in the cell that j g:{; ':il:::
you selected. When you are done, press Enter. To edit | . | jijities
existing cell data, click the cell and then edit the g

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 Rent

Expense Budget Calculation

Advertising 4,600 4,200 5,200

January February March

2100 2100 2,100

L U S I

=+

Supplies 1,300 1,200 1,400

formula text. For example, the formula =B1-B2 subtracts the value |7 Salaries 16,000 16,000 16,500
in cell B2 from the value in cell B1 Lilities 500 200 200
: 2012 TOTAL 24,500 24,00 25800

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.

Search for a fundlion:
Tyoe 3 brlet description of wihat you want to do and then Zo
dick Ga

Or select & gabegory: | Most Recenbly Used :

Sesect & functiom

SUM ~

IF
HFERLINK
COUNT
[

SIN .
AVERAGEInUmber], numbrZ....)

Retums 0 It s,

numE2es or names, amays, of references that contaln rambers.

Heln cn s functian [ | [ canen
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Manipulate Data

Calculate Totals Quickly A B c b

If you just need a quick sum of a list of numbers, click a cell below 1 Sales By Division
the numbers and then click the Sum button (%), which is available  |* ,January February March
in the Home tab of the Excel Ribbon. You can also select the cells 3 |Bast 1523,500; $23,000 524,000

c q « |West 1$28,7501 527,900 $29,500
that you want to sum, and their total appears in the status bar. 5 |North 524,400} $24.300 | $25.250

3 =SUM(E3:85)

Fill a Series A B C
January 1, 2013

January 2, 2013
January 3, 2013} 3
January 4, 2013
January 5, 2013
January 6, 2013
January 7, 2013
January 8, 2013
January 9, 2013
January 10, 2013

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. With Excel you can also fill in dates, as well as the names for
weekdays and months.

(=R T SUTE

January 10, 2013

- o

Manage Tables EJl Account Name B Account Number B invoice Number B invoice Amount B Due Date

4 |Door Stoppers Ltd. 01-0045 117328 458.50  2/2/2013

The row-and-column format of a spreadsheet 5 |DoorStoppersttd.  01-0045 17319 7885 1/16/2013

. . & |Door Stoppers Ltd. 01-0045 117324 $101.01  1/26/2013

makes Excel suitable for simple databases called |: DrorSopperstid. | |01.0045 7333 Sugasza] 21y

tables. Each column becomes a field in the & |Chimera lllusions 02-0200 117334 $303.65  2/12/2013

Q 9 |Chimera Illlusions 02-0200 117350 $456.21  3/15/2013

table, and each row is a record. You can sort 10 [ehimera et 020200 L7205 T o

the records, ﬁlter the records to ShOW only 11 |Chimera lllusions 02-0200 117318 $3,005.14  1/14/2013

. 12 |Renaud & Son 07-0025 117331 $565.77  2/8/2013

certain values, and add subtotals. 13 |Renaud & Son 07-0025 117359 $1,12575  4/3/2013

14 |Renaud & Son 07-0025 117335 $3,005.14 2132013

Add a Chart ) Sales By Division

A chart is a graphic representation of spreadsheet data. As the data o |
in the spreadsheet changes, the chart also changes to reflect the s

sinme

new numbers. Excel offers a wide variety of charts, including bar :
charts, line charts, and pie charts.

LR
s
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Start Excel

efore 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. How you start Excel depends on which version of Windows you are using. In this section,
you learn how to start Excel 2013 in Windows 8 and in Windows 7.

This task and the rest of the book assume that you have already installed Excel 2013 on your

computer.

Start Excel

Start Excel in Windows 8

o In the Windows 8 Start
screen, click Excel 2013.

The Microsoft Excel window
appears on the desktop.

Note: Click Blank workbook to
open a new Excel file.

Start Excel in Windows 7
@ click Start.

The Start menu appears.

Q Click ALl Programs.

=]

@S
A
w

fi

—
|5_~I| Getting Started >

@ Windows Media Center

Cal

Calculator

Q‘ Magnifier

5* Solitaire




The All Programs menu
appears.

e Click Microsoft Office 2013.

The Microsoft Office menu appears.
O Click Excel 2013.

The Microsoft Excel window appears
on the desktop.

Note: Click Blank workbook to open a
new Excel file.

TIP |
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a Default Programs.
[@ Desktop Gadget Gallery

4] Windows Fax and Scan
Q Windows Media Center
Windows Media Player
@ Windows Update

i XPS Viewer

| Accessories

. Games

G 5
.. Maintenance
L Microsoft Office 2013 4’ o
e Startup
G n

4 Back

| Search pregrams and files | Shut down E

@ Intemet Explorer
& Windows DVD Maker
4l Windows Fax and Scan
 Windows Media Center
Windows Media Player
&7 Windows Update

i XPS Viewer

. Accessories

| Games

. Maintenance

L. Microsoft Office 2013

ﬂi Access 2013

@2 OneMete 2013

s Outiook 2013

@3 PowerPoint 2013

@ Publisher 2013

9 word 2013

. Office 2013 Tools
. Startup

4 Back

r Search progroms and files

Are there faster methods I can use to start Excel?

taskbar.

Yes. After you have used Excel a few times in Windows 7, 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 add the
Excel icon to the Start menu by following Steps 1 to 3 in the “Start Excel in Windows 7" subsection,
right-clicking the Excel 2013 icon, and then clicking Pin to Start Menu. If you are using Windows 8,

you can right-click the Excel 2013 tile and then click Pin to Taskbar to add the Excel icon to the desktop




Tour the Excel Window

'I'o 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, window controls, and
status bar; Office-specific elements such as the Ribbon, Quick Access Toolbar, and File tab; and
Excel-specific elements such as the worksheet.

@ Title Bar
The title bar displays hﬁ 40 < 0 BWH'M'C'“""E’RIQ &? =

HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Paul McFedries - [ &
the name of the * Caws  -[n o|ax [General  -| P Conditional Formatting = B Insert. - - Aye
current workbook. R .. = a4 | $-% > | B femmtaTih- EDdate - | ¥~ #h-

¥ Ll N T & w5 [7 Cell Styles - & Format- & -
o Qu.ick Access Clipboard Font ] Alignment G Number Styles Cells Editing -
- £ | “|
Toolbar 2 1
A g [« D 3 E G H 1 J K L M [+]
This area gives you 1

one-click access to
commands that you &
use often. To learn

how to customize this
toolbar, see “Customize
the Quick Access n

Toolbar,” later in this 12

chapter. ?

@ Ribbon A

This area gives you

access to all the Excel (E File Tab @ Status Bar

commands, options, and features. . . . . .

To learn how to use this element Click this tab to access file- This area displays messages about

see the following section, “Work " related commands, such as Save the current status of Excel, the

with the Excel Ribbon.” ' and Open. results of certain operations, and
' other information.

@ Workbook Window LSS G

Controls This area displays the current

worksheet, and it is where you

You use these controls to minimize, vl 4 Tmst o v Sl vk

maximize, restore, and close the
current workbook window.
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ou use the Ribbon element to access all the features, commands, and options in Excel. The
Ribbon is organized into various tabs, such as File, Home, and Insert, and each tab contains
a collection of controls that are related in some way. For example, the File tab contains controls
related to working with files, such as opening, saving, and printing them. Similarly, the Insert tab
contains controls related to inserting objects into a worksheet. Each tab usually includes 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 the Excel Ribbon

o Click the tab that contains @8 o o ook et D ?oE - O
“ HOME INSERT PﬂGFI»\\YﬂlN@K DATA REVIEW VIEW Paul McFedries = ‘ o
the Excel feature you want to S X% G Tk x = S| BCoudomFormtings frisen - X v 1o
. ! G - o - + I Fomnst as Table - elete - - b
work with. ey B rwe B DeA- e B S e -y
Clipboard  1s Font (] Algniment fs Humber  1s Styles Calls Editing -
a1 e £
A E C =} E F G H I J K L M M
1] !
2
3
4
5
6
7
]
a
0
1
12
13
Excel displays the controls in " _ .
the tab Lot | _© : -l

() Each tab is organized into |ua CEE PRTS—— ?H -8 x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Paul McFedries = ‘ o
groups of related controls,

Lcm | ,—'—'—| ot Witith: | Awtornatic = | Gridiines  Headings 1 Bring Forvard = [+
and the group names appear aﬁuﬂ; Dﬁ ]slf p['-f.'; i ﬁ]m prn | LWt Automatic | ] View | ] View | aSendBucoad (22
- Mes Do Sesle  w00% D [Jeint ] Pint  fSelectionPane ko
hel’e. orlx& (ug = Seale bo Fit s Shest Options 1 Arrange -
. Ao [Aa
@ In many groups you can click e h | P e s T "
the dialog box launcher AG] . T [ j
button (=) to display a T (' Tepes
dialog box that contains
3 Slice Vihizp
group Sett]ngs. G Browse for Themes...
@ Click the control for the B
feature. - 6
14
@ If the control displays a list " [sheett | ® i ol
of options, click the option -

you want.

Excel runs the command or
sets the option. 9



Work with the Excel Galleries

In the Excel 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 clip art image — before you work with a gallery.

Work with the Excel Galleries

Work with a Gallery List

o If necessary, click the object
to which you want to apply
an option from the gallery.

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

9 Click the gallery’s More arrow
(=)

() You can also scroll through
the gallery by clicking the
Down (-]) and Up (-])
arrows.

Excel displays a list of the
gallery’s contents.

o Move the mouse pointer (Is)
over a gallery option.

© Excel displays a preview of
the effect.

e Click the gallery option you
want to use.

Excel applies the gallery
option to the selected
object.

10

| MAE S & - Martgags Calculstor - Microscdt Bxcel SCTURE TOOLS ? H - O x
H HOME  INSERT  PAGELAYOUT  FOAMULAS  DATA O VIEW FORMAT Faul McFedries - H &
EE Carrectians = ::' — Q E ¥ gﬂinumBnl\d:r' %) Bring Farvard .|';I- M;l!- E]]'1.39" -|
H - = | et - i - e Backward o
Remove il Calor ) camatl - icture Effects o Send Bac = e S -
Background =2 Atistic Effects - 42 - T Bl PictureLayout - 2% Selection Pane Th- '“‘Q‘ -
Adjust Flcture Styles [ Armange size [ -
Picturel  ~ | H S || '|
) D E F G H ] J K L [+]
Mortgage Calculator
Initial Mortgage Data
3 Interest Hate (Annual) 6.00%
a Amortization (Years) 25 1
& Term (Yeal )
E Principal 100,000
; Payment Type 1]
% |Amortization Schedul
Tenm  Interest Cumulative Cumulative Remaining
10 | AmortizationYear  Period  Rate MPER Payment Principsl Interest  Principal Interest  Principal
n 1] 3100.000.00
12 1 1 60% 25 (3702267 (51.822.67) (56.000.00) (51.82267) (56.000.00) $99.177.33
1 2 2 G0% 26 (37,82267) (51093203) (S5.880.64) (53,754 70) ($11.850.64) 50624530
14 3 3 6.0% 25 (37,372 67) (52,047 55) (56,802 B4) (317 665 35) 584,197 34
15 4 4 60% 25 (37,02267) (52170.83) (57,972.43) (323,317.20) §82.026.51 -
| Mortgage Amertization Schedule | (® 3l ] v

H 3 B -——+ =

|E! H - & =« Martgags Calculstor - Microscdt Bxcel SCTURE TOOLS ? H - O x
H HOME  IMSERT  PAGELAYOUT  FOAMULAS  DATA  REVEW  VIFW FORMAT Paul McFedries ~ ‘ L1
EE Carrections = ::' — Border~ | Iy Bring Farward .|';I- M,d!' HIEES -|
al Color= | | | ol | || mmtl amatl G Effects Send Backward - E1 o
Remave & Coler - = -_— = = e Crop =3 qgge
Background =2 Atistic Effects - 42 - slayouts  ZfSelechionPane k-, P -
— -
adjust g @ [ srange Size [
=808
Picturel ~ | E S '|
EEO= - 0 . o« g
e e’ U
| | -
3
1 —
: 2D ==
& —
7
L] — |r'-— —
% |Amortization Schedule el (o] ()
Term It .. Cumulative Cumulative Remaining
10| Amoriization Year  Period Rate MNPER Payment Principsl Interest  Princpal Interest  Principal
n 0 3100,000.00
12 1 1 60% 25 (37,322.67) (51822.67) (56.000.00) (51822.67) (56.000.00) $98.177.33
1 2 2 6.0% 26 (37.82267) (51.972.03) (S5.890.64) (53.754.70) (311.800.64) 596.245.30
14 3 3 60% 25 (37,72 67) (52,047 55) 2) (55,802 65) (317,665 35) 594 197.34
15 4 4 B0% 26 (37,92267) (52,170.62) (57,972.49) (323,317.20) §92.026.51 -
| Mortgage Amertization Schedule | (® 3l ] v

H 3 B -——+ =
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3 - | BH S & Morigags Caleulator - Microscét Bxcel SCTURE TOOLS ? H - 0O x
Work WIth a Dr0p Down H HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW FORMAT Faul McFedries = H o
Gallery [E Camectians = <] ~—~ Q E LL! Picture Border = Forvard - g - 3'. Mo 7
. . & color+ B Opimnmem ckward ~ 1E] . .
o If necessary, click the object to | oJ570 Facrres. - = e 7, Mo 21 o M
Wh'ich you Want to app[y an : mjnjm Ficture Styles — amange size :
Picturel = | H ks ” !‘ Shadow » |

option from the gallery.

e 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.

e Move the mouse [ over a
gallery option.
() Excel displays a preview of the
effect.

0 Click the gallery option you
want to use.

Excel applies the gallery option
to the selected object.

E E o i J K L B
. . 5 Mortgage Calgi = B '0
e Click the tab that contains the 2 Initial Mortgage Daf /= g &
3 lmeﬂ_ﬁag« {Annual) ||
gallery you want to use. 4 Amodtton Vool | pom oL
B Principal
e Click the gallery’s drop-down : PormentTiee | &3 bt
% |Amortization Schedul _—
arrow ( - ). Term  Interest =g| 3-DRotation * wmulative Remaining
10 | AmortizationYear  Period  Rate MNPER Payment Principsl  Doere eomuaper Interest  Principal
Excel displ. list of th b 1 T eo% 25 (mazen e R0 (18267 (600000 01719
Xcel aisplays a ust o e 13 2 2 B0 25 (37 82267) (519320%) (S5.800.64) (53.754.70) (511.590.64) 50604530
! 14 827 BT 2 047 95 (5E 802 B5) (317 GBS 35 5
gal-l-ery s contents. 15 : PR I gf.azz.sf: -gZ.ﬁJ.EJ] (56,651 3 -igf.sn.-w; 32:.31?.2:; el .
| Mortgage Amertization Schedule | (® A 1 ¥

H 3 B -——+ =

| Mortgage Amertization Schedule |

| MBAE S @ Marigags Calculstar - Microscdt Excel SCIURE TOOLS ? H - 0O x
H HOME  INSERT  PAGELAYOUT — FORMULAS  DATA  REVIEW  VIEW FORMAT Baul McFedries - ‘ L
[E Carrectians = ::' PR Q E + L picture Border = 11 Bing Farward _E-" ,d" HIE 3 ‘|
Col ] = bl Pietwre Effects = Serd Backward - 1
Romewe Sttt B o o= ~ R | 1 send Eackva o 5
Eackground 2] atistic Effects - 2 - - 3 brest , Selection Fane =
Adjust Ficture Styles e Armnge size. b
Pictura1l v | : Fe || = shedow '|
A B € D E F — B b Renecton L[4

1 Mortgage Calc|== Lt -

z Initial Mortgage Dai 22 giow , | =d

K Interest Hate (Annual) "

a Amartization (Years) |, Reflection Varistions L
5 Term (Years) | e Softfdges » = - -

6 Principal - o =

; Payment Type ; Bevel ' - . _k

L] : D o E R

el Interest ==!| 3-D Rotation * :

0 Amu‘hza{mnT "rﬂ Period  Rate NPER Payment Principal e evmmapar — =

11 0 =l -d

12 I il 6.0% 25 (3782267 (51.822.67) (56,000.00) (51,822.67) -

13 2 2 E0% 26 (37 822ET) (51,932.03) | ] (§3.754.70) |

4 3 3 60% 25 (37,7267) (52,047 55 (56,5012 65) | 2eflection Options..

15 4 q 6.0% 25 [JT.DZZ.GTI {52,170.63; 4) (57.973.49) [sew oz DmeweesT -

® )  —— 7

H 3 B -——+ =

If I 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 &k
To turn off Live Preview, click the File tab, click Options, click the General tab, click Enable Live Preview
(I¢] changes to []), and then click OK.

through the gallery, the previews can be distracting.

11



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 commands with a single click, so

adding your favorite commands saves time because you no longer have to search for and click a

command in the Ribbon. By default, the Quick Access Toolbar contains three buttons: Save, Undo,
and Redo. However, with just a couple of clicks, you can also add common commands such as New
and Open to the Quick Access Toolbar, as well as hundreds of other Excel commands.

Customize the Quick Access Toolbar

o 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.

9 Click More Commands.

The Excel Options dialog box
appears.

@ Excel automatically displays the
Quick Access Toolbar tab.

e Click the Choose commands
from [~].

e Click the command category
you want to use.

12

o
||\ E

Paste
~

Cliphoard &

BH S &
HOME
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tomize Quick Access Toolbar A5 DATA
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Eookl - Microsoft Becel
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e Click the command you want
to add.
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& Custemize the Quick Access Toolbar,

O click Add. -
(@ Excel adds the command. adance

() To remove a command, click
it and then click Remove.

@ click ok.

Lhoese commands from: &

File Tabs [1

Customize Quick Access Toolbar
Foe all documents (defaut) [+]

@ Excel adds a button for the
command to the Quick Access

[<: = - R 4
HOME | INSERT

Toolbar. TE e A

- =
0 (K2
[ bty |
Customications: | Reseb ™ 00
engoeliEsped T
o
Book1 - Microsaft Excel 7

DATA REVIEW VIEW Paul M

& General - EConditinml Farmatting = E”Insen - E-

PAGE LAYOUT FORMLUILAS

¥

. o $ ~ 9% +  [GFFormatas Table~ T Delete - B -

e BIU- Y DA SSE=EE EHrogog 5 Cell Styles - i Format- & -
NOte: AnOther Way to remove a Clipboard & Font: ] Alignment & Number & Styles Cells Edi|
command is to right-click the a1 -] =
command and then click Remove A 8 c ) E F G H ! ) K L M

. 1] |

from Quick Access Toolbar. 2 1

3

4

5

6

7

8

9

10

m

12

13

14

15 .

Sheetl @® K]

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.
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Customize the Ribbon

You can improve your Excel productivity by customizing the Ribbon with extra commands that you
use frequently. The Ribbon is a handy tool because it enables you to run Excel commands with
just a few clicks of the mouse. However, the Ribbon does not include every Excel command. If there
is a command that you use frequently, you should add it to the Ribbon for easy access.

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

Displ_ay the Customize g o o - Book! - Microzoft Bxcel 7 = - i x
- E IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Paul McFedries = o
Ribbon Tab - o Comtomae Quick Access Tolbor. ~] BB CondtonstFormattng~  Beinsert « | X - v
o Right-CliCk any part of the i~ Bg - a EhuwEi.uckﬁcc.eﬁsToolbarBduwtheRlbhcn + [ Format as Table = ?‘l}eld: - @ -
. * | Custormize the Ribbon... [7 Cell Styles ~ = Format- & -
Ribbon. Clipboard Ungpin the ibbon m Styles Cells Editing ~
. - - Al - : I v
e Click Customize the Ribbon. | | | -
A B [s D E F G H | 1 K L [=]
1 |
2
3
4
3
[
T
8
o
10
n L
12
13
14
15 -
Sheet] ® | [v]
Add a New Tab or Group Bl Opéons KIS
. . General 5
The Excel Options dialog box appears. . gy Comomie e St
Prasting Choose commands from: EI |Cushmizeiﬁe Rikbom: 71 :I
. N o Popular Commands Main Tabs [«
() Excel automatically displays the sue "
. . — VI Al Chart Types... ~ Main Tabs
Customize Ribbon tab. o Bt b S .,,_4
[ # Fant
i . Custormize Ribban . : P B Akgnenernt
o Click the tab you want to customize. P Tr— {iFo00s remanan|
Add-Ins. Gl I oL = RSl LEE ] s
Y |. |. kN Tbt t TN, g -v-):’é‘:r qu‘Q; :::':inn
@ You can also click New Tab to create a gdroaaisinc Bl bl o, i
custom tab. R R e o et =
R e =
. o=~ Y MO -
© cClick New Group. YA Rxviomn nnes | |l
A : P\T.'I'IIQ'EIJ@AI 2 | |8 [ Devetaper
@ Excel adds the group 2 ; N -
. : - - P | - "9
=
A Increase Fon: e
G’ Click Rename. It el
o O e )
o Insert Sheet Rows Customizabions: | Reset v |0
e Type a name for the group. Ly Maces ; —

o Click OK. ' h ) Cox |
14




CHAPTER

Working with Excel 1

Add a Command

General =
@ Click the Choose commands from [+]. Feme o oo e o g _
Lhoose commends from: Customize the Rifbon:
. Pracfing Cammands Mot = the Riboen |Msin Tabs ~1
9 Click the command category you want s —
Langusge =
to use. " S Capoms
1 ) SR :Iler:: gi:;t""‘“
Click the command you want to add. QuickAccessToobor || s e
. e i & iy
e Click the custom group or tab you want Tt Cont Eammm | WWNCWNQ
‘g n:
to use. ) R 5] [ =
Q- 22romic =
© click Add. 5 R  re
¥ Reset Ficture Color [ Vieus
';IE 2".’"’;‘“".’ Comestions = E :E;‘wmw
() Excel adds the command. 5 Retorevimton 2 B A
C Right Arrow i || Background Removal
. . b RightBrace
@ To remove a custom command, click it F i Neteb | [ tiwirorp | | Femme. |
. |"A Rotete Right 90°
and then click Remove. S mndedtange Cotoriabors: [ gev |0
ERvi v [imusper =]
O click ok. | a s 6} B
oK -m.
o Excel adds the new group and BE S @ - Book1 - Micrasaft Bxcel ? E - 0O %
Command tO the R.ibbon. HOME IMSERT PAGELAYOUT FORMULAS DATA REVIEW VIEW Paul McFedries = - -
=% B General -| B Conditional Formatting = = Insert - - fy- o
b IE@ - $ 9% + [ Farmat as Table = B Detete - [T - M- Rm“*i
T € W 8 [57 Cel Styles - i Format~ | &~ Fant
Clipboard Fant G Allgament G Number 5 Styles Cells Editing My Group
| AL | S || A
A B C o E F G H 1 ] L3 L bel=]
1] |
2
3
a
3 1
8 1
7 1
g 1
£l 1
10 |
11

Can I customize the tabs that appear only when I | How do I restore the Ribbon to its default

select an Excel object? configuration?

Yes. Excel calls these tool tabs, and you can add Right-click any part of the Ribbon and then click
custom groups and commands to any tool tab. Customize the Ribbon to display the Excel Options
Right-click any part of the Ribbon and then click dialog box with the Customize Ribbon tab

Customize the Ribbon to display the Excel Options displayed. To restore a tab, click the tab, click
dialog box with the Customize Ribbon tab displayed. | Reset, and then click Restore only selected
Click the Customize the Ribbon [v] and then click Ribbon tab. To remove all customizations, click
Tool Tabs. Click the tab you want and then follow Reset and then click Restore all customizations.
the steps in this section to customize it.
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Change the View

You can adjust Excel to suit what you are currently working on by changing the view to match your
current task. The view determines how Excel displays your workbook.

Excel offers three different views: Normal, which is useful for building and editing worksheets; Page
Layout, which displays worksheets as printed pages; and Page Break Preview, which displays the page
breaks as blue lines, as described in the first Tip in this section.

Change the View

Switch to Page Layout View @ e o s ﬁ T - o

HOME  INSERT  PAGE LAYDUT  FORMULSS  DATA  REVIEW | VIEW Paul McFedries = ! 5

@ Click the View tab. O [ O cne vomen Q (3 B S ow ® o g 2

- B Arangeall - Tkde (5
Nomnal Page Bresk = ¢ B w9 Geidlines [ Headings  Z00m 100% Zoomto Swieh  Wacios

= Save
. Preview Seleclion o] Freeze Panes Unkide | B | workspace Winelows
Chck Page Layout. Vicekheak v Snaw Zacm viindaw tacros

»

() You can also click the Page
Layout button (). B e ok

(@) Excel switches to Page &

Layout view.

1 Oty On Hold Gty On Hand
2| Morthwind Traders Chsi 2 F3
3 MNorthwind Traders Syrup NWTCO-3 ] [
4 | Torthwind Traders Cajun Seasoring HWTCO-2 [ [
£ Marthwind Tracars Olive Oil M-S 1
| B Mothwind Traders Boysenbery Spread  NWTIP-6
" T Hohwind Tragers Dried Pears. FWTOFN-T
& MNorthwind Traders Curry Sauce NWTS 3
& Korthwind Tragers Wanuts FVWTOFN-14 El 4
10 Haorthwind Tradars Fruit Cocktail MWTCFY-1T
|11 Noithwind Traders Checolate Biscuils Mix  NWTEGM-13
o~ 12 Horthwind Traders. NWTIPS
| 13 MNaorthwind Traders Scones NWTHGM.21
[ 14 Horthwind Traers Baer HWTB-34 2 5] 9 -
Inventary @ i [ [ o

Switch to Page Break Preview EHS o= entoey - Micrasoft Excel Proviess TABIEToOIs 2 0= - 0 ox
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW wrwﬂ Faudl MeFedries - ! i
. . — = . — -
o Click the View tab. i Mromiese Q [3 G Sreewms Sk 0SB ER
Zoom 10\5& Zoamto B frongean ke B ;? Swtch Macias
- . " -
. . > M Gilines [ Heading: Selection 2 Freeze Panes~ lUnkide | B8 | wrkspace Windows =
9 Click Page Break Preview. e e e i
F2 i | Lo N
@ You can also click the Page = ] I - L
. | ; (hr-:- — o : e Oty On Hold = Oty On Han-] Oty Avallable . Qty On Order - Reorder Level =
o raders Chai HIWTE-
Break Preview button (@) 3 |Nothwand Traders Synup NWIC03 q E] £ E] =
4 |Horthwind Traders Cajun Sassoning MWTCO-4 4
& [Hortinvend Tradess Olive Oil HNWTO-6 1 1
6 [Hortiwind Traders Spread  MWTJP-E 1
7 |Hothwind Traders Drind Paars HINTOFK-T
8 |Motwend Traders Cury Sauce MNTSS
8 |Morthwind Traders Walnuts MWTDFH-14 4 4 1
10 |Horthwsnd Traders Fruit Cozhlail HNWTCFV-1T 1
1 |Hotwend Traders Chocolats Siscuits Mix MWTBGM-13 2|
12 |Northwind Traders HINTIF-E& 4 1
13 |Hotnwnd Traders Scones NWTBGM-21
14 [Morttwind Traders Gasr MWTD-34 23 23 o 15
15 [Horthwend Traders Crab Meal HNIATCM-40 [1 ] 120 30
16 |Hortwend Traders Clam Chowsar MNAWTS0-41 [] o o 10
17 |Horthwind Traders Cafiee HIWTE 43 35 325 300 5
1% |Hortrwnd Traders Chocolate NWTCA-4S a o 1 25
19 | Northwind Traders Driad Applas MWTDFH-61 o 1] 40
20 |Horthwsnd Traders Long Grain Rice HNWTG-62 &0 &0 ]
by 'W mwnd Traders Grocchi HWTP-56 11 120 10 1] )
22 |Horthwind Tradess Raioli HWTP &7 a0 &0 ] )|
23 [Horthwend Traders Hot Pepper Sauce NWTS-E5 40 40 ] -
Inventary & | [ O
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0 Excel swltches to Page Break B H S &= Fvertcey - Micrasoft Exce TABLETOOLS 7 2 - 0 %
. HOME  INSERT  PAGELAYDAT  FORMULAS  DATA  REVIEW | VIEW  DESIGN Paud McFediies - [ &
Preview. 1 5 e Window [ISplt | [0 im]
- (7] Page Layout fuler | Famaula Bar La & =
i = g
1T Custarm Views 7 Gridlines [] Headings suedion ElfreePaness TlUnhide | B woonepace Windows
Virkheak Views haw Zoem Vilndow Maaas -
e
m a
&
5

B H S ¢
HOME IMGERT

Page Layout

Switch to Normal View
o Click the View tab.

9 Click Normal.

T Custorn Views

rvertory - Micrasoft Excel TABL s ?2 2 - 0 x
PRGE LONDAFT  FORMULAS  DATA  REWIEW vlrwﬁ Paud McFadries - ‘ ]
. ) )
ARuler o Fomula Bar Q El ﬁ Bbewwindtu Deln - 01 Eg B =
Zoom W% zoomty S AONIER DIk 0 Swlch W
7 Gridlines ¥ Headii v vam b - . e . o
e rendings Seleclion D51 Freeze Panes~ [TlUnkide | BB | workspace Windows®  *

Show Znem iindow Maans

@ You can also click the Normal

button (E#).

i

L

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 l» to click and drag the page
breaks to new positions.

Can I change the view to make my workbook
take up the entire screen?

Yes, you can switch the workbook to Full Screen
mode by clicking the Full Screen Mode icon ()
in the upper-right corner of the window. Full Screen
mode removes many of the Excel window features,
including the Ribbon, Quick Access Toolbar, formula
bar, and status bar. To exit Full Screen mode, click
the horizontal strip at the top of the screen and
then click .
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Configure Excel Options

You can customize Excel to suit the way you work by configuring the Excel options. These
options are dialog box controls such as check boxes, option buttons, and lists that enable you
to configure many aspects of Excel. To use these options, you must know how to display the Excel
Options dialog box. The Excel Options dialog box is divided into several tabs, such as General,
Formulas, Save, and Customize Ribbon. Each tab contains a collection of related options.

Configure Excel Options

@ Click the File tab.

e Click Options.
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The Excel Options dialog box

appearS. _ |ﬁ'\.\l General options for working with Excel.
Formulas
9 Click a tab on the left side of Procfing e
. Save M Shew Mini Teolbar on selection &
the dialog box to choose the — gsmmcmw,@:ﬁm,m
configuration category you Adances ¥ Erablekneprenen

Sepeenlip style: |Show festurs descngtions in SereenTips [
Custornize Ribbon

want to work with. et e oo ||

-Ins s this as the default fopt: o
() The controls that appear on - e madtiont ﬂ"‘:‘““f;E'"‘ 0
the right side of the dialog et iow fo new shests: [Normalview — [7]
: Include this ma : 1
box change according to the é e shess B
Personalize your copy of Microsoft Office

tab you select.

User name: Paul McFedries

[ Abweys use these values regardless of sign in ta Office.
Office Background: | Mane :

Start up options

Shew the Start screen when this spplication starts

@ Use the controls on the right e
Side of the dialog bOX to Seneﬁll Advanced options for working with Excel. -
configure the options you Procfing e .
want to change' Save After pressing Entes, move selection

Language Direction: Down:

e . _ [ Automatically insert a decimal point
Click 0K Custemiz fisben Mi"‘:::ﬁ"': dl f I drag-and-ch

nable ndie and cel ag-and-drop
Excel puts the new options - 7] et beere cvenwiing el
. Addlns ¥ Allow eeiting diectly in calls
into effect. S — [ Extend dats renge formats and formulas

[#l Enable susamatic percent entry
¥ Enable futeComplete for cell values
[ Automatically Elash Fill
[ Zeorm on roll with IntelliMouse
[l Alert the userwhen 2 potentially tim ing operati
When this number of cells (in thousands) is sffected: | 33,354 El
[ Use system separators

Deecirnal separator:

Thousands seperstor: |,

Curser movement:

® Laogical

O Misual v
[ o

Are there faster methods I can use to open the Excel How do I know what each option does?
Options dialog box? Excel offers pop-up descriptions of some —
Yes. Some features of the Excel interface offer shortcut but, unfortunately, not all — of the options. If
methods that get you to the Excel Options dialog box you see a small 7 with a circle around it to the
faster. For example, right-click the Ribbon and then right of the option name, it means pop-up help
click Customize Ribbon to open the Excel Options is available for that option. Hover the mouse [y
dialog box with the Customize Ribbon tab displayed. over the option and Excel displays a pop-up
From the keyboard, you can open the Excel Options description of the option after a second or two.
dialog box by pressing (3+( and then pressing 3.
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Add Excel to the Windows Taskbar

f you use Excel regularly, you can start the program with just a single mouse click by adding

an icon for Excel to the Windows taskbar. When you install Excel, the setup program pins a tile
for Excel to the Windows 8 Start screen. However, that is helpful only if you use the Start screen
regularly. If you use the desktop more often, you might prefer to have Excel just a single click away.
You can achieve this by pinning Excel to the taskbar. The following instructions assume that you are
running Excel in Windows 8, but you can also pin Excel to the taskbar if you are using Windows 7.

Add Excel to the Windows Taskbar

o With Excel running, right- EHS o - Book - MicrosoftExce
Cl"ick the Exce[ 'icon in the HOME INSERT PAGE LAYOUT FORMLLAS DATA REVIEW VIEW
=. = General '| %Cuﬂdiﬁuml Formatting =

T % alibri - - A A =
taskbar. e i c[n_]K 4 =B §-% v | BromataTabier
) e e B I U- H- O-A- 5 5 [57 Cell Styles -
e chck P]n th'ls program to Clipboard & Font ] Alignment G MNumber & Styles
taskbar. [ ][> v &

o
¥
g By B

o

N Recent

2 @ Inventory

3 ) Lozns

4 A" Mortgage Calculater
3 @) GOP Growth Rates

8 0] Accounts Receivable
7 ) Division1

& 8% Product Inventery
@’ Products By Category
1 B 2009 Sales

12 A7) Finences

14 B Excel 2013
4= Pin this program to taskbar
B Close 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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Quit Excel

CHAPTER

|

hen 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. When you quit Excel, the program checks your open workbooks to see if any of them have
unsaved changes. If Excel detects a workbook that has unsaved changes, it prompts you to save the
file. This is a very important step because it prevents you from losing work, so be sure to save your

changes when Excel prompts you.

o Right-click the Excel icon in
the taskbar.

e Click Close all windows.

Note: If you have only one Excel
workbook open, click Close
window instead.

Note: If you have any open
documents with unsaved changes,
Excel prompts you to save those
changes.

BEH < & Loans - Micrasaft Excel 7 H - 0O %
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Paul McFedries - ! o
SR S o <l | General - P2 Conditional F ings | Beinset - X - Sre
paye B - § - 9% »  [FFomat as Table~ P Delete - (7]~ &~
ey B I U- E. DA i [ ol Stytes - [ Format~ | £ +

Clipboard & Font ) Allgnment G Mumber & Styles Cells Editing -

|a1 -] £ v
A 8 c [n] E F G H [«]

4+ | Initial Mortgage Data Payment Adjustments

2 | Interest Rate (Annual)  6.00%  Payment Frequency 2 Annual

3 | Amonization (Years) 30 Payments Per Year 12 Manthly

4 | Principal 5100,000 Rate Per Payment 0.50% Sami-Manthly Ll

5 | Paydown (3100.00) Total Payments 360 | BilVeekly |

6 | Weekly |

1] Mortgage Analysis

8 Regular Morigage With Extra Payment

9 Monthly Payment (5599 55) (5699 55)

10| Total Payments. 360 2516

1] Total Paid  (5215,333) (§175,937)

12 Savings - 339,901

1]

14]

15

16| -

w | Mortgage Paydown Analysis ® [4] |

H =

COUNT: §

o

BH S < Loans - Micrasaft Exce
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Paul McFedries = ! i
SR S o <l =| General - P2 Conditional F ings | Beinset - X - Sre
pote B - % - % + [ Formatas Table~ F Delete - 7]~ -
ey B I U- E. DA i [ ol Stytes - [ Format~ | £ +
Clipboard & Font ] Allgnment G Mumber @ Styles Cells Editing -
|a1 -] % v
N ] E F G H A
R "
; a;”‘ Payment Adjustments
1] Loans
2 [ B P 2 o
3 . i nis Per Year 12 Monthly
4 || B Mortgage Calculstor ber Payment 0.60% SemiMonthly L
5 07 GOP Growth Rates {al Payments 360 Bi-Weekly
6 || @Y Accounts Receivable Mortgage Analysis Weekly
7 ¥ Divisian
8 % Pro;:.ucllmm Regular Morigage With Extra Payment
9 tary Ihly Payment (5599 55) (5699.55)
10 || E7 Preducts By Category lal Payments 360 2616
1) [ @ 2000 Sales Total Paid (3215 338) {$175,937)
2 Finances Savings - $39,901
14
15 8 Excel 2013
16| || & Unpin this program from taskbar -
4| [E Clos= sll windoves 2 El [1 ¥
L COUNT: § B omE mo- 100%




