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4 Introduction

Is this booklet for you?

This booklet isfor Excel beginners. Basic topics
will be thoroughly discussed with afocus on fun-
damental concepts of spreadsheetsin general and of
Excel in particular.

If you can relate to one of the following statements,
you can benefit from reading this booklet:

m You have no ideawhat a spreadsheet is, and
what it is used for.

m You have heard of spreadsheets, but never had
the chance to work with one.

m You have worked with other spreadsheet pro-
grams, but need to learn about the differencesin
Excel.

m Arithmetic and calculation have never been your
strong points.

m  Maybe you are fascinated by numbers and
mathematics.

My goal isthat this booklet will help you under-
stand the program in such away that you will con-
tinue to learn after you have completed the exer-
cises. At the same time you will have built up a
household budget, something that most of us will
find useful in our daily life.

No matter what you come to use Excel for, you will

find that the program is easy to get to grips with, yet
advanced enough to be able to solve most problems
involving numbers.

If you feel that Excel isalittle bit too difficult at
first, then remember the wise words: ‘ Every begin-
ningisfun....

Technical language — only for nerds?

The computer branch uses alot of technical abbre-
viations and terms, which are difficult for a begin-
ner:

Pentium 150MHz, 32 Mb RAM, 8 x CD-ROM, 2.1
GB hard disk €tc. etc.

‘Pentium — is that part of the keyboard? How does
the computer RAM something? CD-ROM, is that
something to do with music...?

Asanew user it is easy to get confused by all this
gobbledegook. To understand the most basic terms,
then | suggest you read the KnowWare booklet
‘Make Friends with your PC’, while terms which
are Excel specific will be explained the first time
they appear in the booklet.

For words which are directly relevant for Windows
98/95, see the booklet Get going with Windows
98/95.

Your background

| do not expect you to have any knowledge of
spreadsheets. Y ou should have a basic understand-
ing of Windows98/95 and have followed Exer cises
for Windows98/95.

Your opinion

The booklet iswritten for you, so | would really
appreciate hearing your comments, either by letter
to the publisher, or directly to me viae-mail.

The structure

This booklet is built up with a series of practical
examples. By following it from start to finish you
will learn to use the Excel methodology and in-
crease your knowledge in a natural way.

Throughout the booklet some typographical
conventions have been used. These make it easier to
read and allow you to practice the most important
points quickly and effectively.

Symbols

In some places we have used the following symbols
in the left margin to highlight a particular section:

0 This symbol indicates an important and
useful tip. It will often be especially useful if you
follow the exercises a second time.

@ This symbol denotes topics which are
important to know to be able to use Excel effectively
and to understand the way the program has been
built up.

Should you need to refer to another subject you will
find alist of contents in the back of the booklet, and
an index in the last couple of pages. So, enjoy

yourself both with the booklet and with Excel itself!
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Excel — the first impression

Excel —the first impression

If you have some experience with the program, you
can skip this section, or just browse through it to
pick up any useful tips you may not aready know.

Throughout the booklet | will describe the parts of
the screen as we meet them, so they are introduced
to you when they become relevant. | will use
Microsoft’'s own names and terminology so you
can search for more help in the Excel’s Online
Help.

General concepts

The first time you run Excel, an introduction pro-
gram shows the most important functions and prin-
ciplesin the program on your screen. Exit from this
window, you can always return to it later.

Before we begin on a household budget we will
first try alittle sample budget for redecorating my
living room. | suggest that you follow it on your
own computer.

What is a spreadsheet?

In principle a spreadsheet is nothing more than a
large sheet of squared paper. So that an individual
‘square’ can be used in a calculation together with
other ‘squares’, each has to have away of differen-
tiating it, a unique address (it is unique because no
two are the same).

For the program to be able to manage individual
‘squares’ in large spreadsheets, it worksin three
dimensions, with each individual spreadsheet built
up as atable in two dimensions. These two dimen-
sions are called respectively rows (horizontal) and
columns (vertical). Columns are always given a
letter as aname, and rows are always given a
number. An individual sheet can also be called a
wordsheet.

That there can be more than one spreadsheet in a
file givesthe third dimension, as entries on one
worksheet can link to entriesin another worksheet.

There can be up to 256 spreadsheetsin afile, which
in Excel is called aworkbook .

At the bottom of each workbook you will find a
sheet tab for every spreadsheet, or page, in the
workbook. Each time you open a new workbook
Sheet1 will be selected.

45
M|« » |@heet2 / Sheet3 / Sheetd /

Ready

Y ou can move to another worksheet by clicking on
the sheet tab. Try clicking on different tabs, then
return to Sheet1 before continuing.

Cellsaretheindividual ‘squares’ in a spreadsheet.

A cell iswhere acolumn and arow cross. The
name of a cell comes from the name of the column
(letter) together with the name of arow (number).
So, the cell where column C and row 5 cross each
other has the address C5.

Inserting text and numbers

When a new spreadsheet is selected, the cursor will
alwaysbein cell Al (it is selected).

1. TypeMaterial: and press Enter. Cell A2 will
automatically be selected.

2. TypeBrush and press Enter. Cell A3 will
automatically be selected.

3. TypePrimer and press Enter.

4. In A4 type Paint and press Enter.

When you key in datain thisway it is obviously
useful that the cursor automatically moves down to
the next cell (which is not aways practical, asyou
will see later).

If you mistype anything you can correct it immedi-
ately by using the Backspace or Delete keys. This
has to be done before you press Enter, and the ar-
row keys cannot be used. If you notice a mistake
after pressing Enter, you simply rewrite the correct
text over the incorrect text. The contents of the cell
are overwritten when you press Enter. Editing the
contents of a cell will be discussed in more detail
throughout the booklet.

Select cell A4 by pressing the Up arrow key.

Arial ~ 10 ~| B e
| a4 -] (=|Paint )
A
1 |Material
2 |Brush

3 |Primer
4 [Paint |

us}

©OPalle Gronbek and KnowWare - Get going with Excel 97 - 06-12-99



6 Excel — the first impression

Notice that the word Paint is visible both in the cell
and on the formula bar (just under the toolbars).
Thisfield shows what you typed, and the cell
shows the result of your typing.

1. Usethearrow keys, or click with the mouse to
select cell B1.

2. Type Net price: and press Enter.

3. InB2type 1.9 and press Enter.

4. InB3type 10.5 and press Enter.

5. In B4 type 14.8 and press Enter.

| B4 ~| =| 148

A B \

1 |Material Net price !
2 |Brush 1.9
3 |Primer 10.5

4 |Paint | 14.8|

It isimportant to understand how different entries
areinterpreted by Excel.

Data types

Excel differentiates between three data types; text,
numbers, and formula. When you have typed data
inacell you can immediately seein the cell itself
how your data has been classified:

If datais aligned to the left, then it is text (text be-
ing written from left to right).

If the cell dataisright aligned, then Excel hasin-
terpreted your datato be a number or aformula
(numbers are usually written right aligned, so that
decimal points line up vertically under each other).

9 If you think you have typed a number, but
Excel has displayed it left aligned, then you have
probably made a mistake. Maybe you have hit a
comma instead of a point when you typed the deci-
mal.

Do not delete the data you have just typed in
Sheet1 —we will come back to it later.

1. Click on Sheet2 to start with a clean spread-
sheet. We can test the principles for inserting
data mentioned above.

Creating formulas

Excel alwaystriesto interpret your data as text,
numbers, dates or time. If you mix text and num-
bers, your datawill be understood as text. If you
type, for example, 125-12, the ‘-’ will be interpre-
ted as a hyphen, not a minus sign. When you type a
formulayou must always start with an equal sign:
=125-12. Try the following example:

1. Typetwo numbers separated by aminussignin
Sheet?2, cell A1, for example 120856-2895, and
then press Enter. Even though it islonger than
the cell, it is obvious that the data flows from
left to right over the next cell. It has been inter-
preted as text, which is correct.

2. Now typeinthe same datain A2, but thistime
with an equal sign in front of it: =120856-2895
and press Enter.

@ You can also begin a formula with a plus or
minussign (‘+’, ‘-"). In every case Excel will add
an egual signin front of the formula. But | would
strongly suggest starting formulaswith ‘=" Itisa
good habit and will help you understand all the
built in functions.

Operators

When you type formulas, you can use any of the
following operators:

+

add

subtract

multiply

divide

raise in the power of (asin 33 =3*3*3=27).

S~ % 1

If you want to type a number as text, you must be-
gin with an apostrophe (for example ‘125).

Calculation priority

When you type a formula containing several num-
bers and operators, you should remember that all
calculations are carried out in the following order:

first calculation ()and”
second *and/
and finally +and -

Type the following formulain cell A3:
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Excel — the first impression

=20+ 20/ 4 and press Enter.
Theresultis 25, as 20/ 4 is calcul ated first.

Now type the same formulain A4, but thistimein
brackets:

= (20 + 20) / 4 and press Enter.
The result is now 10, as the numbers in brackets
are calculated first.

Even though brackets are not necessary for calcu-
lations using operators on the same level, like add
and subtract, they can often make aformula easier
to read. | often use brackets for precisely this rea-

son.

Formula bar

On the far left this bar refers to the active cell (the
selected cell). Next to thisisafield for displaying
and typing aformula. All entriesin cells take place
here.

A cell consists of two ‘levels'. The background,
containing the data entered (shown on the formula
bar) and the foreground which contains the result of
the entry. It isthe foreground which is actually dis-
played in the cell, and is printed out, while the
background creates the result. A cell hasto be se-
lected to see the background in the formulaline.

Of course, when you type in text or a number, there
is no difference between what you type and the re-
sult —thereis only a difference with datawhich is
calculated (formula).

Select A2 and check the formula on the formula
bar. Press the Down arrow and check the formula
in A3.

QAII changes in the content of a cell happenin
the background layer — as shown in the formula
line.

Arial W0~ B I U ESEE=EE
| A3 ] = | =20+20/4
A B C D
120856-2895

1

2 117981
3 | 25]
4 10

Y ou probably noticed that while you were typing
datain the cell, two small buttons appeared on the
formulaline:

Arial ~10~|B I U =
84 +(x v

Let uslook at the buttons alittle closer:

1. Try typing your namein cell A5.
Now the formula has apparently disappeared,
but you can still undo your typing.

2. Now try pressing Esc and you will see that your
name disappears immediately (the same as
clicking on the red cross).

3. Type your own name again, and press Enter
(the same as clicking on the green tick). The
formulais replaced by your name.

0 The buttons show that you are editing the
cell, and that is useful, but | would never click on
them, instead | strongly advise that you use the Esc
and Enter keys.

A word processor inserts text and numbers while
you are writing them. In Excel they are not inserted
until you actively choose to do so.

Delete the contents of the cells Al to A5 using the
Delete key and click on Sheet1, so we can con-
tinue with our sample.

We have been able to buy everything which is nec-
essary from awholesaler. So there is no salestax
included in the price. We must work out ourselves
both this and the total price.

The heading in column B must be atered.

1. Select cell B1, typein Net price and pressthe
right arrow key. The text isinserted and the cur-
sor movesin the direction of the arrow to cell
CL

2. Typein Salestax and press Enter.

We now need to type the formulafor calculating
the sales tax on brushes assuming that the Sales tax
is 7.5%. We could then choose to type =19* 7.5%,
which would calculate the sales tax of the net price.
Quite honestly, if we did that we could just as eas-
ily forget about the computer and take out our
pocket calculator!

It isin exactly this situation that Excel showsits
strength...when you type a new net price, the new
sales tax and gross price should be calculated
automatically.
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8 Excel — the first impression

9 It istotally wrong to insert variablesin a
formula in a spreadsheet. If the value changes at a
later time (for example, an exchange rate), you
would have to change every cell manually. Instead
it is better to point out the cell containing the ap-
propriate value. So all you have to do is edit that
cell every time the value changes, and formulas will
be updated automatically.

Thisishow it is done:

1. Select C2 and type the following formula:
=b2*7.5%

Press Enter and the Up arrow to see both the re-
sult and the formula. | was quite clear asto what
| was doing above when | typed asmall ‘b’ in
reference to cell B2. | want to start adialog with
Excel. When you pressed Enter the ‘b’ was
changed to alarge ‘B’, which isthe program’s
way of saying ‘ cell address understood’. If |
discover later that there is amistake in the for-
mula, | know for certain that it has nothing to do
with the reference to cell address B2.

2. After typing aformulait should be tested. Type
anew net pricein cell B2 and check that the
salestax in C2 changes. Now type the original
net price again.

3. For the sake of the exercise you should type the
formulafor the salestax for two more materials
in the same way. Type the formula=b3*7.5%
incell C3 and =b4*7.5% in C4.

9 As default (standard) only as many decimals
as necessary are shown in each cell. So even if you
typein 24.00, only 24 is shown. Later we will for-
mat numbers to two decimal places.

Now we will calculate the gross price. In other
words what we want to calculateis:

=Net price + Salestax

1. Start by typing the heading Price: in D1.

2. InD2 typetheformula= B2+ C2.

3. Continue yourself with the formulafor calcu-
lating the price for the next two materials.

Y our spreadsheet should now look like this:

arial -0~ BJUEE=HTF %, SiE - A
\ D4 ~| = =B4+B5
A B c D
1 |Material Net price Sales tax  Price
2 |Brush 1.9 0.14 2.04
3 |Primer 10.5 0.79 11.29
4 |Paint 14.8 1.11 21.5]

It isonly for the sake of the exercise that we have
typed all the formulas here manually. Normally all
you need to do istype it once, check that it works
(type anew net price) and then copy it to al the
other cells!

When you have checked that the first formula
works as it should, why run the risk of typing an er-
ror in the following formulas?

Editing
Changing the contents of a cell

Y ou have aready tried changing the contents of a
cell. However, there are many ways of doing it:

m  Type new data over the old and press Enter. If
you mistakenly start typing datain the wrong
cell, you can undo your mistake by pressing
Esc.

m Pressthe F2 key (edit) or click directly on the
formulabar.

m Doubleclick onacell to edit directly init (a
function which | didike intensely, and which we
will switch off alittle |ater).

If along piece of text or formula needs editing |
prefer F2. If it isashort piece of text or formula, |
prefer overwriting the cell.

Try both methods now:

1. Changecell B1to Net: by using F2 and the
Backspace key.

2. Change the net price for Primer to 105 by over-
writing B3 and press Enter.

Deleting the contents of a cell

Y ou have deleted the contents of a cell severa
times by using Delete. Thisis simple, when you
know how. | have seen studentstry to use the
Backspace key many times, and even seen the
Space Bar tried.
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Excel — the first impression 9

Try pressing the Space Bar in cell C2, followed by
Enter. The cell is apparently empty, but note the er-
ror messagein cell D2.

Arial ~io- BIUS==H%% i - A
| cz -] =
A B C D
1 Material Net price Sales tax  Price
2 |Brush 1.9 | #VALUE!
3 Primer 10.5 0.79 11.29
4 |Paint 14.8 1.11 21.5

The formulain D2 tries to calculate the sum of the
net price and a space! Thereis no way we can ex-
pect an answer.

9 If a cell should be emptied, use Delete!

Undo

The formulain cell C2 should be rewritten. ﬂ
If you have just deleted it, then click on the

Undo button, or choose the menu Edit|Undo. Y ou
can aso use the Ctrl+Z keys, which function the
same way in most other Windows programs.

| would strongly suggest that you use Ctrl+Z.

9 You can undo the last 16 actions. So if you
have deleted a cell, then formatted another cell in
bold type, then you must press Ctrl+Z twice to undo
your deletion.

But even when you have carried out alot of
actions, they are easy to undo.

1. Click onthe small ‘undo’ arrow on the ol
toolbar.

2. Drag the mouse down the drop-down list until
you have selected all the actions you want to
undo. Notice that you cannot undo individual
actions alone, you must take awholelist.

3. You can redo actions you have
undone by using the redo button. Cul |-
This drop-down list only contains %
the actions you have undone. Try
undoing and redoing some actions so you are
confident in using this function. Y ou can also
press Ctrl+Y to redo actions one at atime.

When you type in new values to check formulae,
you can use Ctrl+Z to return to the original
number. It often happens that the display
updaters so fast it is hard to check that the values

are changed in all the relevant formulae. The
solution is as follows:

1. Select cell B2.

2. Typeanew price, and keep and eye on the sales
tax and the Price (C2 and D2) when you press
Enter.

3. They changed as they should, and you return to
the original cost by pressing Ctrl+Z.

4. Theformulas were calculated so fast that it can
be difficult to check them both simultaneously.
Click Ctrl+Y (undoing your undo, if you
understand what | mean). Keep switching using
Ctrl+Z and Ctrl+Y as often as you want until
you are certain that al cells with formulas
dependent on cell B2 change correctly.

Column width

A single cell can contain up to 255 characters.
However the standard column width allows only
about 10 characters to be displayed so longer text
strings get cut off. When you type long text strings
or numbers, the column width has to be adjusted.
Let ustry an example:

1. Moveto A5, type Filler and press Right arrow.
In B5 type 67 and press Enter.

2. In A6 type Edgefiller and press Enter. Aslong
asthe next cell acrossis empty, Excel letsthe
text flow into it, crossing the cell border.

3. Now type 156.25 in B6 and press Enter. The
text in A6 can no longer be shown in its full
length.

Only part of the text can be seen. Y ou can ensure
that the entire text remainsin the cell by selecting it
and reading the actual content on the formula bar.

Y ou now need to make the cell wide enough for the
entire text to be displayed.

ﬂ <= _Edgeﬂller ; §
B C

| ot)

A
1 |Material Net pric Sales tax
2 |Brush 1.9
3 |Primer 10.5 0.79
4 |Paint 14.8 1.11
5 |Filler 6.7 05
6 15.65 1.17

When you change the width, it will apply to the en-
tire column. Can you imagine how confusing it
would be to work with a spreadsheet where cell A5
was double the width of all the other cells? Cell B5S
will be under column C, cell C1 under D...chaos!
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10 Excel — the first impression

How to change the column width

Place the mouse pointer on the line between col-
umn A and column B. The mouse pointer changes
shapeto a split arrow and the column divider can
now be dragged in the direction you want by hold-
ing down the left mouse button.

— - — o e e

Edge filler

| 4 =
Al +) B C

1 Material Net price Sales tax

2 Brush 1.9

3 |Primer 10.5 0.79
4 |Paint 14.8 1.11
5 |Filler 6.7 0.5
6 |Ed§e ﬁlla_ 15.65 1.17

When adjusting the column width, the field now
shows the column width measurement before you
release the mouse button. The width is shown as
the typical number of characters which will fitin
the column, and is not an absolute value. The width
of acharacter depends on the font, its size, and
which character you type (an ‘i’ fills much less than
an‘m’, for instance).

There is an even smarter method of automatically
atering the width of a column:

0 Double click when the arrow changes i
to a split arrow, and the width of the column
on the left automatically changes (AutoFit).

Thisisavery useful function. Excel adjusts the col-
umn width to show all the text, no matter where it
is placed in the column.

Automatic adjustment can also be used on
rows in the same way. In this picture the
height of row 4 will be adjusted when you
double click.

%_

Y ou may want to ask, ‘couldn’t | just insert the text
in column A, leave column B blank and then type
the numbersin column C?

Y ou could, but it would be a big mistake! Blank
columns or rows divide the data area and makes it
difficult to add colours and borders or use the many
advanced Excel functions.

9 It is good practice to enter data in adjoining
cells. Avoid using blank columns and rows when
data are considered belonging together.

Simple number formatting

I will be using more material for the imminent re-
decorating, which will aso give you a chance to
practice copying the formulas for sales tax and
prices.

1. Typethefollowing datain columns A and B:
Pay particular attention to what happens when
you start typing in cell A6:

A B © D
Iaterial Net price Sales tax  Price
Brush 1.80 1.80
Primer 10.50 0.79 11.29
Paint 14.80 1.11 14.80
Filler
Edge filler
Glass-fibre
Sandpaper
Roller
Filling knife
Craft knife
Craft knife blades
Small stepladder
Rubber gloves

A5 IEama roarls

JEEG) TG VG PR P
#wMA(D@OO‘\JG)UIJhO)M—\

The moment you started with an ‘Fi’, the program
suggested the same text asthat in A5. It was only a
suggestion (it was marked) and as you continued to
type it was replaced with your new text. You can
also accept a suggestion by pressing Enter or reject

it by pressing Delete.
A

This principle applies within
an adjoining area, and makes

it easy when you want to 1 |Material
keep entering the sameword | 2 |Brush
in acolumn. For instance, | 3 | Paint

have a company spreadsheet .

where | my costs are
catigorised into office,

transport, etc. So all | havetodoistypein ‘o’ and
Excel fillsin *Office’, ‘t’ and ‘transport’ appears. A
great time saver!

The numbers need to be formatted so they all ap-
pear with an equal number of decimal places. In the
example thisis two decimals.

1. Sdlect cell B2, and click twiceontheln- 44
crease decimal button. il
Excel starts with the format of the selected num-
ber, and shows one more decimal each time you
click the button.

2. Select cell B6 and click once on the De- 00
crease decimal button. 3.0
Now the number 156.25 is decreased to one
decimal place. Of course, this does not mean
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Excel — the first impression 11

that the last decimal has disappeared, which you
can check by looking at the formula bar.

3. Click on Decrease decimal again. Now the
number is shown without any decimals. Click
twice on Increase decimal, to make it appear
with two decimals again.

9 No matter how you decide to format a cell,
calculations are performed in the same way. As a
standard Excel calculatesto 9 decimal places.

All the cellsin column B should be formatted to
show two decimals. Before trying to format all
cells, be patient while | just quickly introduce the
idea of selecting cells.

Move to Sheet2 before continuing.

Selecting cells

To format acell it hasto be selected or highlighted.
By selecting several cells simultaneously you can
format them in the same way, so they all have the
same appearance. A selected range of cellsisindi-
cated by the address of the first and the last cell,
separated by acolon. Selecting B2: D6 will high-
light al the cellsin arectangle with B2 at one cor-
ner and D6 at the opposite corner.

A | B | ¢ [ b | E |

The mouse pointer should be alarge |I|
cross when you begin highlighting. T
Thefirst highlighted cell will always be white asiit
has the ‘focus’. The black frame surrounding the
selection will clearly show that it isa part of the
highlighted area.

Try selecting the following area using the mouse.

1. Select B2:D6 (as shown above) by holding the
left mouse button down over cell B2 and drag-
ging to cell D6.

2. Before doing anything else, place the mouse
pointer over cell H10, hold the left mouse but-
ton down (the first selection disappears), drag to

cell C2 and release the mouse. The area
H10:C2is now selected.
Thefirst cell selected will aways be white or have
focus, no matter which method you use.

0 It iseven easier to select cells using the key-
board. Hold Shift down while you expand the se-
lected area using the arrow keys. Try this on dif-
ferent parts of the spreadsheet.

Remember, selecting isnot an action in itself. You
typically select cells before carrying out an action
on them (for example, to display two decima
places, or change text to bold type). Click on
Sheet1 again. We will now format all numbersin
column B to display two decimal places.

1. Select cellsB2 to B16.

2. The cell with the focus (white), in this case B2,
will determine how many decimal places appear
in each cell.. Click Increase decimals and De-
crease decimals until al cells show two deci-
mals.

3. Repeat the same process with cells C2:D4.

Y our model should now look like this:

A B C D
Material Net price Sales tax  Price
Brush 180 1.80
Primer 10.50 0.79 11.29
Paint 14.80 1.1 14.80
Filler
Edge filler
Glass-fibre
Sandpaper
Roller
10 |Filling knife
11 | Craft knife
12 | Craft knife blades
13 |Small stepladder
14 |Rubber gloves

AR N Eamn rrarls

00 || Ty | L b=

w

0 Formatting a cell meansthat all future en-
triesin the cell will be shown with two decimal
places, no matter what numbers you enter. The
format is only changed by choosing another format
for the cell.

If you are still unsure about how you select cells,
format decimals or enter simple formulathen you
should practice alittle more now. Use another sheet
and then delete any extra data you type for practice
before moving to the next section.
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Copying cells

When aformulais entered and you have checked
that it works, it should then be copied to the other
relevant cells.

Relative references

The formulawe typed into C2 can be understood
as. ' Take the valuein the cell to the left and multi-
ply it by 7.5%' . A cell reference isrelative when it
refersto acell which has adistinct positionin rela
tion to thefirst cell, as here.

9 When you copy data it is the background you
copy, not the result. When you copy a formula one
cell down, the relative cell referencesin the for-
mula will also ‘follow'.

There are many ways to copy data. Which method
is best to use is dependant on where the copy
should end. Here | will concentrate on the two
methods | find most useful: One using the keyboard
and the other using the mouse.

Copy using the keyboard

To theright of the Copy and Paste commands on
the Edit menu you can see that the Ctrl+C and
Ctrl+V keys can also be used. | recommend this
method when you want to paste the copied datainto
cells not directly next to the cells you copied from.

The principleisthat the selected areais copied to
the Windows Clipboard, from where it can be
pasted to anew cell or areain the spreadsheet (or in
any other Windows program, for that matter).

The function is carried out by:

a) selecting the cell with the formula which should
be copied.

b) choosing Copy

¢) selecting the areawhich should ‘inherit’ the
formula

d) and choosing Paste.

Try the following example:

1. Usethe arrow keysto select C4.

2. Press Ctrl+C to copy the data. The dotted frame
around the selected cell indicates that the copy
function has been initiated.

Notice the message on the status line

A B c

1 |Material MNet price Sales tax | Pric
2 |Brush 1.90

3 |Primer 10.50

4 Paint 14.80) 1]
| & |Filler 6.70
| 6 |Edge filler 15.65
| 7 |Glass-fibre 18.70
| 8 |Sandpaper 2.85
| 9 |Roller 3.99
| 10 |Filling knife 475
| 11 | Craft knife 275
| 12 | Craft knife blades 1.99
| 13 |Small stepladder 20.99
| 14 |Rubber gloves 1.95
| 15 |Face mask 5.99
| 16 |Wood treatrent 12.50
| 17 | Total 127.07 |
18

i | 4 » | M\ Redecorating / Sheetl / Sheet2 / Shee

Select destination and press ENTER or choose Paste

3. Sdlect cells C5:C16 using Shift+Down arrow,
and press Enter. Copy is now finished.

0 If the formula isto be copied to several ar-
eas, then paste it by using Ctrl+V, which keeps the
copy function active. This means you can continue
pasting it by using Ctrl+V. The copying is termi-
nated by pressing Esc.

Press Down arrow to check the sales tax formulas |
have cheated alittle in the next picture and shown
all formulas directly in the cells for you to compare
with your own formulas:

A B C
1 |Material Net price Sales tax
2 |Brush 1.90 =B2*7.5%
3 |Primer 10.50 =B3*7.5%
4 |Paint 14.80 =B4*7.5%
5 |Filler 6.70 =B5*7.5%
6 |Edge filler 15.65 =B6*7.5%
7 |Glass-fibre 18.70 =B7*7.5%
8 |Sandpaper 2.85 =B8*7.5%

Copy using the mouse

Now you are going to copy the formulafor the
price by using the mouse. | usually recommend
using the keyboard as much as possible, but have to
admit that for this operation the mouse isreally
good — a stroke of genius!

1. Clickin cell D4 —this formula should be cop-
ied.
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2. Point the mouse to the small
black sguare at the bottom right |:b
hand corner of the cell (the
pointer changes to alittle black cross) and then
drag the mouse down to cell D16 while holding
down the left mouse button.

3. Theinstant you release the mouse button, the
copying is carried out automatically! Voilal

Notice the difference C #
Eg;)w.er?g ﬁﬁgﬂg%ﬁnd Sales tax | Price
ving.
select, all the cellsare 8;3 ﬁgg
black (except the first). 11 e
When you copy, al the : -
cells are white. ??2
Microsoft calls the 1'40
little black square a 0'21
‘Fill handle’ because :
it copies or ‘fills the 0.30
areaup’ with data 0.36
depending on the kind 021
of datathe cell 0.15
contains. 1.57
I will return to the ‘Fill 0.15
handle’ function on 0.52
page 19. There are 0.94

buttons for both Copy
and Paste on the toolbar, but force yourself to use
the methods above, it will pay off later.

Summing data

It is now time to work out what our decorating
project will cost in total. We could, of course, add
the individual cellstogether, but there is a faster
and more flexible method. Excel has many built in
functions, including one for summation of data. All
functions are built up in the following way:

=NAM E(arguments)

NAME is the function name (what you want Excel
to do for you). Arguments can be cells or other cal-
culations. In our example the function is called
SUM, and the arguments are the cells which should
be added together asfollows:

=SUM (B2:B15)
Y ou can type the formula manually, but there is no

need. Microsoft has assumed that you will need to
sum data in the mgjority of spreadsheets and has

developed the following extremely effective and
easy to use function:

1. InAl7 type Total: and press Enter.

2. Cdl B17 must contain the sum of all the
net prices. Click on the AutoSum button
on the toolbar and wait a second. It is not
enough that the formula has been written out for
you, Excel has aso understood which cells you
want to add together (not so badl!).

The dotted frame surrounding your data shows
which cells the program suggests — because it is
only a suggestion. In the formulathe cells are
black, meaning that all you need to do is over-
write the referencesif they are incorrect.

=SUMEEERE)

Press Enter to accept the formula

4. Copy the sum formulafor the sales tax and the
price from cell B17 to cells C17 and D17, with
the following results:

w

=]

| D17 -] = | =SUM(D2:D16)
A B C D |
17 | Total 127.01 9.53| 136.54|

0 Instead of clicking on the AutoSum button,
use the Alt+= keys (you are actually pressing
Alt+Shift+0).

AutoSum calculates both horizontaly and verti-
cally on the same principle. Let us prove this by
changing the formula for calculating the total price:

1. Select D2:D16 and press Delete. The cellsare
empty and the sum formulain D17 displays‘0’.

2. Select cell D2 and click on AutoSum.

3. Press Enter and click on AutoSum from cell
Ds.

4. Press Enter and repeat the click on AutoSum in
cell D4; but be careful, thistime the suggestion
isincorrect!

=] L L
Net price Sales tax Price

1.90 0.14; 2.04:

10.50 0.79

14.80 1.11|=SUN(|
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9 If there are numbersin both the cells above
and to the left of the selected cell, Excel will sug-
gest summing the numbers above. Vertical summa-
tion takes priority over horizontal summation.

Even though AutoSum is smart and easy to use
you should still remember the principle of a spread-
sheet: When aformulaisinserted once, it should be
copied to the other relevant cellg!

Undo the last formula (Esc or Delete) and instead
copy the formulalike this:

1. With D3 selected drag the Fill handle down to
D16. If you drag it too far, you can drag the Fill
handle back into the selected area. Aslong as
the cells are selected you can expand or reduce
the copying.

2. Usean arrow key or click with the mouse in any
other cell to cancel the selection.

0 If you need to see the sum of the numbers
without having the result displayed in a cell, then
just select the cells and read the result on the status
line:

sUm=1217,20

Click with the right mouse button on the field in the
status line and choosg, if need be, another calcula-
tion of the selected numbers.

Our model isnow ready. Try changing some of the
net prices and see how the calculations reflect the
changed numbers. Y ou can aso smarten the model
up abit by adding alittle colour and formatting, but
I will tell you how to do thislater. Just now it is
more important to repeat and emphasize the basic
principles

Y our spreadsheet should be saved so you do not
lose it when you shut down your computer. Y ou

must be able to retrieve it again the next time you
decorate your house.

Save a file

Thefirst time you save a workbook you will E
be asked to specify aname. Using the File

menu, choose the Save or Save As command. Y ou
can aso just click on the Save button on the tool-
bar.

In the Save As diaog box you can choose ﬂ
an existing folder (directory), or create a new

one for the examples in this booklet. | would sug-
gest the latter. If you feel unsure when working

with folders and files you can follow the example
here:

1. Inthe Savein field, choose C: (the computer’s
hard disk).

2. Click on the Create New Folder button and call
it Get going with Excel. Press Enter, which
creates the folder and displaysit in the large
white field.

3. Double click on your newly created folder to
open it. The folder name should be in the Save
in field:

|l:| Get going with Excel d

Save in:

4. Click onthe File namefield, and type
DECORATING. Press Enter (or click OK). Your
spreadsheet is now saved, and the dialog box
disappears from the screen.

5. Notice that the file name now appears on the ti-
tle bar (all Excel spreadsheet files have an XLs
extension).

For amore detailed explanation of how folders and
files are managed, | suggest that you read the
“Windows98/95 Exercises’ booklet from this
publisher, or study Excel’s own Help function
which lets you search for assistance in more ways
than the Windows Help program. Let ustake a
closer look at it.
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Help

Without any doubt the programs of the future
will contain larger and better Help programs and
come with thinner printed manuals.Y ou have
already seen how the Help function worksin
Excel. The small yellow ‘tips’ which appear next
to the buttons on the toolbar and the longer
description on the status line are both part of the
complete Help program.

The ‘real’ Help fuctionin Excel isakind of
shortened user manual which can be read on screen
while you are working.

If you have a standard installation of Excel, the
Help function will be available. If it is not, you can
run the installation program again and choose to
add it. To start the Help program, choose
Help|Microsoft Excel Help or press F1.

Y ou can aso click on the Office-assistent button
on the toolbar. A help screen appears as an “ Office
Assistent”, which gives you tips and lets you search
for help for a particular subject.

Y ou can choose your own particular ‘assistant’ out
of the selection of animated characters available
(al of whom arerather funl). | have chosen this
rather competant looking guy to help me:

Now just follow the assistant’s

instructions.

If you choose Help|Contents
and Index alist of wordsyou
can look up is displayed.

Contents tab ...

isalist of topics, where you can double-click on a
topic you want to learn more about.

Index tab...

isvery useful. The program watches what you type
inthe 1 Typethefirst few letters of theword you
arelooking for: field, and movesto the subjects
you can find information about. But it does mean
that you need to know the name of the function you
need help for.

Find tab...

worksin asimilar way to the Index tab. But in this
case you do not need to know what afunctionis
called, but can use your own words to describe the
problem.

Shift+F1

It can be annoying trying to search for afunction
without knowing what it is called. So you can find
help for the function you have on your screen, or
the menu point you are using. Press Shift+F1 and
click on the abutton on the toolbar, or amenu
point, and a help text is displayed immediately.

0 When you see the Help for a subject, you
will notice that some wordsin the help text are

highlighted (usually in green). Thisis called hy-
pertext. Click on this text to get even more help.

Tip Wizard

Finally there isthe Tip Wizard tool, which triesto
follow your working method. If it thinks that you
could have performed a procedure in a better and
more effective way, it will suggest it. Well, that is
the theory...unfortunately the practice does not al-
ways live up to expectations!

The Tip Wizard is represented by alittle bulb E
in the Office assistant window which turns

yellow when it has a suggestion to make. Click on
the button to read the Wizard tip (caled Tip of the
Day).

If you are not displaying the Office assistant
window then the Office assistant button will
display thelight bulb instead. No matter what, the
light is *switched off” when you have seen the tip,
and it isready to ‘switch on again’ asyou carry on
working.

Try keeping an eye on the bulb and clicking on it
next time it lights up yellow.

Help for dialog boxes

If you want help with afield or button in adialog
box, then all you need to do is click it with the right
mouse button. Y ou can also click on the small
guestion mark on the dialog box’ stitle bar, then on
the subject you want help with.

It seems unnecessary that Microsoft has

inserted a button with a question mark, as n
you can get help from dialog boxesin
Windows98/95 by clicking the right mouse button.
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Household budget

When | first installed Excel many years ago | only
had avague ideawhat | could useit for. | had heard
so much about the program | was curiousto try it
for myself. Well, | thought, it might also help me
find out why my budget never seemed to balance.

It waswhen | started that | realised that a spread-
sheet did not just function like an adding machine.
It could also show me the consequences of my in-
surance rates increasing by 5% while my salary
only increased 2% and my eldest son began take
driving lessons ...all | need do was type in acouple
of figures and my increased overdraft was
calculated in moment.

At first | found it frustrating that a task could be
carried out in so many different ways. Which was
the best? Wasn't it enough for example just to be
able to copy in one way?

Why not limit all these methods to one for the
mouse and one for the keyboard?...But on the other
hand, who would go into a clothes shop which only
stocked black and white sweaters, or a restaurant
which only sold meatballs and mushy peas? People
are so different that we need choice. So my task
here is to guide you so you can choose the method
which is best for you.

| have decided to describe most of the options
available while you are working with a weighty
task. So you will not find a section which describes
copying, for example, alone. Different techniques
will be described several times, often in amore and
more detailed fashion, but always in situations
where they are relevant. Thiswill allow you to re-
vise and go deeper into the most important func-
tions. It might make it more difficult to look up a
single function, but if you work through this book-
let several times| am sure that you will get the
most out of this method. Before starting with our
exercise there are a couple of preferences | want to
change.

Permanent preferences

Excel comes with anumber of default (standard)
preferences. The ideais that you can change them
as you work to optimise the program to your needs.
Try this on your own machine:

1. Click on the menu Tools|Options.
2. Thefirst tab we want to change the options on,
isthe Edit tab:

Options E
Transition 1 Custom Lists I Chart 1 Color I
Vigw | calcustion Edit | semera |
S S
it directy i celi:
¥ Allow cell drag and drap
W Alert before overwriting cells
@DVE selection after Enter
Direction:
I™ Figed decimal
Places: ’G
M cut, copy, and sort objects with cells
W Agk to update automatic links
™ Provide feedback with Animation
M Enable AutoComplete for cell values

| would strongly suggest that the following two
fields are desel ected:

1. Click onthe Edit directly in cell and Move se-
lection after Enter with the right mouse button,
to read what they mean. Remove the small tick
in both fields to deselect them (click on them).

2. Press Enter or click OK to close the dialog box.

3. Inthe DECORATING file, select cell D17, and
press Enter — the cursor remains where it was,
which makes it much easier to read and edit
formulas when they are entered.

4. Double click on the cell. The cellsused in the
formula are selected. Smart, especialy when
you refer to cells which are not immediately
visible.

0 When you edit a formula, the cellsincluded
in the formula are also selected, but this time each
initsown color. It is often very useful to be able to
see the cells used in a formula without having to
edit the cell containing it. Thisiswhy | recommend
removing th check mark in the Edit directly in cell
field.

| would suggest that you work for a while with both
of these options desel ected before you decide
whether to select them again.

Let uslook at some other things you can do in
Tools|Options:

The Edit tab contains afield Enable
AutoCompletefor Cell Valueswhich letsyou
choose whether or not Excel should suggest text as

you begin typing.
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On the View tab you can change the screen picture.
Gridlines are the small lines surrounding every cell
in the spreadsheet. If you deselect them they will
not be seen on the screen or on a printout.

Later you will seethat it is possibleto print a
document without the gridlines, even though they
are shown on the screen.

Y ou should know about two fields on the General
tab:

1. Inthe Sheetsin New Workbook field you
specify how many spreadsheets new workbooks
contains as default. Set the number of sheetsto
three. Y ou can always add more later.

2. Inthe Default File Location field you decide
where Excel saves and looksfor itsfiles. Type
in C:\files\excel. When you are finished
working through the booklet you can change it
to another folder.

Sheets in new workbook ®—i|

Standard font: |Aria|

o ..
e

Incidentally, it is strange that you cannot click your
way to the folder. Y ou have to write the exact path
toit yourself.

Press Enter to accept the changes and close the
diaog box. Close the DECORATING file. If Excel
asksyou if you want to save the file, then choose
Y es. The program will never close without giving
you the opportunity to save any changes you may
have made.

Default file location:

The Household budget

We are going to create a household budget for
covering income and expenditure. Y ou can choose
to enter your own figures immediately, or begin by
following this example using my fictional figures
for afamily with two children, and change them to
suit your own situation later. Start by opening a
new workbook (Ctrl+N or the New Wor kbook
button on the toolbar).

Y our new workbook contains only three
spreadsheets, as you specified in Options.

In Sheet1 type the following text in columns A and
B and adjust the width of column A until the ‘in-
dentation’ of the text in column B is suitable:

A B
Income
Salary after tax - husband
Salary after tax - wife
Total income
Expenses

N = | o | —

Y ou can use Excel’ s suggestion that the text in B3
should be the same as the text in B2. Press Enter to
accept the suggestion and change ‘husband’ to
‘wife'.

A1 and A5 should be highlighted using bold type,
which we will do simultaneously for both cells:

Select Al

Hold Ctrl down while you click on A5.

Press Ctrl+B (or click on the Bold button).
Cell B4 should beitalic. Press Ctrl+ (or click
on the Italic button).

NSNS

0 Several unconnected cells are selected by
holding the Ctrl key down while you are selecting
theindividual cells. When selecting adjoining cells,
hold down the Shift key while pressing the arrow
keys (you can also click on the first cell and then
hold Shift down while you click on the last cell).
Practice these important keys before you continue.

Insert rows

Whoops, | forgot to leave room for a heading at the
top of the spreadsheet. The budget should contain
the income and expenditure for every month of the
year.

Thisis easily corrected by inserting arow where
row lisat present. Wewill try it first using the
mouse:

1. Click onthe grey row number 1 on the left side,
to select the entire row.

2. While pointing at the selected row, click the
right hand mouse button. Choose I nsert on the
object menu.

@ A click on the right mouse button will open
the object menu for the object the mouse is pointing
at! You should point at one of the selected cells
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before opening the object menu. Try pointing at a
cell at random and clicking the right mouse button.
Close the object menu using Esc. Repeat the
exercise a couple of times so you are sure you have
understood how it works.

A B
Inc
Salar * Cut
Salar Copy
Total incol
Expenses

CO |~ | T2 || F= | L b

Delete
Clear Contents

11 Format Cells...
Row Height...
14 Hide

15 Unhide

We need to insert one more row. This time using
the keyboard:

1. Selectacel in Row 1.

2. Press Ctrl+Plus using the plus sign on the
numerical keyboard. If you have alaptop PC,
without a numerical keyboard, you might need
to press Ctrl+Shift+Plus. (Note that this option
also works with some ordinary PC keyboards,
and that the Windows Regional settings have
an influence on how your keyboard functions.
Try yoursto seeif it works).

The following dialog box is displayed, allowing
you to choose what you want to insert:

3. Down arrow to Entirerow and press Enter.

Insert [ 2] x]
Insert
" Shift Cells Right
" Shift Cells Down Cancel

There you are! Any problems about positioning the
mouse exactly are eliminated.

Deleting rows

Y ou can delete rows in the same way by using ei-
ther the mouse (choose Delete on the object menu)
or the keyboard by pressing Ctrl+Minus and Down
arrow to Entirerow.

Insert/delete several rows

Drag the mouse over the rows you want to select,
or usethe keyslikethis:

1. First select acell in every row by holding down
Shift while pressing the Down arrow.

2. Press Ctrl+Plus or CTRL+Minus and Down ar-
row to Entire row and press Enter.
Excel inserts or deletes just as many rows as
there were selected cells.

3. Delete or insert cells so your spreadsheet has
two blank rows at the top (Income should bein
cell A3).

Inserting and deleting columns
Let uslook at editing columns:

If you are using the mouse, all you needto do is
click on the column heading to select it. Other than
that, everything is the same as when inserting/dele-
ting rows.

On the keyboard do the following:

1. Select any cell, for example onein column B.

2. Press Ctrl+Plus and Down arrow to Entire
Column.

3. PressEnter to close the dialog box and insert a
column. The existing columns move to the right.

Repeat the exercise with more columns using the

same method (select several cells using Shift+Right

arrow), and then delete them again. Keep trying

until it becomes second nature.

Font and font size

Alisto contain the heading for the entire spread-
sheet. Type Household budget 1999 here, and
press Enter. The text should be larger and in a
different font to the rest of the spreadsheet:

1. Click on the Font field on the toolbar.

2. Move down and choose the Times New Roman
font.

3. Choose 20 inthe Font sizefield. Thesizeis
given in points, a point being approximately
0.35 millimetres. (Y ou could try typing in a
formulawhich calculates the size of lettersin
mm).
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If you are looking for a specific appearance for
your heading and do not know what the font is
caled, it is better to use the Font dialog box:

1. With the cursor till in cell Al, open the object
menu using the right mouse button and choose
Format Cells...

2. Choose the Font tab and click on anamein the
Font field. An example showing what the font
looks like is displayed at the bottom right of the
dialog box.

3. Usethearrow keysto move around in thein-
stalled fonts. When you find the one you want,
chooseits size, style and any other effects and
press Enter to confirm your choice (remember
that Esc will let you cancel it). Choose afont
and size you like for your heading.

@ A field needs to be selected before you can
use the arrow keys to move around in it. Therefore
you need to click on the Font field before using the
arrow keys to select a font. You can also pressthe
Tabulator key until the field has focus.

Choose asize of 12 points for the words | ncome
and Expensesin cellsA3 and A7.

Continue typing under Expenses inserting the fol-
lowing text:

A | B

8 |House

9 hortgage

10 Electricity

11 Tofal house expenses
12 |Insurance

13 House

14 Accident

15 Total insurance:

16 |Transport

17 Car loan

18 Tax

19 Insurance

20 Repairs and maintenance
|21 Tofal fransport

Thetextin A8, A12 and A16 is formatted to be
bold, whilethetext in B11, B15 and B21 isitalic.

Depending on the size of your screen you might not
be able to see the top rows. Use the scroll bar on
the far right, or the Ctrl+Home keys. The latter is
recommended asit selects cell A1l immediately.

Whoops, | forgot a couple of categories, so you
will need to insert a couple of rows:

1. Insert ablank row between Mortgage (B9) and
Electricity (B10)and type in Heating (row 10).

2. Between Insurance (B19) and Repairs and
Maintenance (B20) there should be arow with
the text Petrol & ail (row 20).

The months should be typed in the empty second
row:

1. TypeJanuary in C2 and press Right arrow.
2. In D2 type Febr...hang on a moment! Press
Esc to cancel your typing and read this:

If you aready think Excel is smart, then just see
what the programmers at Microsoft have come up
with here. Think how often you have to type every
month of the year in anew spreadsheet.

Let uslook abit closer at the Fill handle.
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Fill (series)

Y ou have already tried copying afew times using
the Fill handle at the bottom right of a cell. While
you were dragging the handle, the status line
cryptically informed you: ‘ Drag outside selection
to extend series or fill, drag inside to clear’.
Honestly, who has understood that ...!

Once again Microsoft has introduced another nerd
term to the computer branch: ‘Fill’. Even though
the text may appear confusing it is actually telling
you about a simply amazing function.. Try this ex-
ample:

1. Select cell C2 and type January

2. Use the mouse to grab onto the Fill handle and
drag it to the right. When you get about half
way through cell D2, a dotted frame appears.

cC D E
udget 1999
January | -
+March

3. Still with the mouse button down keep dragging
to theright until you reach December (cell N2).

4. If you drag too far (when you hit the edge of the
window the screen picture can roll very fast),
then just drag back to N2.

One of the basic principles of Excel isthat al triv-
ial and repetitious insertions should be performed
by the program.

And before you come to the conclusion that thisis
all the function can do, follow this example:

1. Click onthe sheet tab for Sheet3. We can use
thisto play with.

2. Type Monday in any cell, press Enter and drag
downwards with the Fill handle...

3. Inanother cell, type Jan, press Enter and drag
the Fill handle horizontally or vertically (but not
diagonally). Notice that the program continues
to use capital letters.

4. Try typing alist with June and then drag the
Fill handle. Excel does not mind which month
you start with.

5. Type 1st quarter in yet another cell and repesat
the procedure. Try dragging further than 4th
quarter (if you use the English version of
Excel, it startsagain at 1st quarter. If you use it

in another language, typeit as you usualy do,
for example ‘1. quarter’).

So how does a function find out when it should
copy and when it should make a series like the ones
we have just seen?

Let ustry some numbers. Type 1999 in acell and
drag. What do you end up with?

Now type Year 1999 in another cell and drag.

The function differentiates between numbers and
text. When you mix text and numbersin acell the
whole entry istaken to be text and the function al-
lows the number part to grow.

On the other hand, a‘pure’ number is simply cop-
ied, which iswise...in amoment we will type the
mortgage payments into the budget. The number is
the same every month, so in this case you need to
copy. It would be alittle embarrassing if the func-
tion made your mortgage increase by adollar every
month.

Let usimagine that you want to type a series of
numbers starting with 12 and growing by 6 every
time (cell). Itisdonelikethis:

1. Typel12inonecell and 18 in the cell under it.

2. Select both cells. Now the program knows that
it should start the number series with 12 and in-
creaseit in steps of 6.

3. DragtheFill handle asfar as you want.

Now try with other number series, like percentages
and dates (dates should be typed using hyphens or
slashes, for example 10/08/97).

0 It will pay you to try the following if you
often need to insert dates. Type a datein a cell, and
drag using the Fill handle and the right mouse
button. When you release the mouse button you can
use the object menu to choose how the series
should be carried on. If you choose Fill Weekdays
Excel leaves out the weekends (and it also
recognises leap years...and has no problemwith
the year 2000).

Someone has obviously used their grey matter at
Microsoft.
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Creating your own lists

Do you often need to type the same data, like
names, stock numbers. etc?

Then you can create your own lists, which function
in exactly the same way as Excel’s own built in
ones.

1. Type some names, or a sequence of some sort (I
used signs of the zodiac).
2. Select dl the names or text and choose Tools,
Options and the Custom Lists tab.
Click on the Import button.
4. You can correct your own listsin the List
entriesfield. Click to the right of aname and
press Enter. Aslong asthe cursor isin thisfield
you can use the Enter, Delete and Back delete
keysto edit and enter new linesin thelist.
Click on Jan, Feb... inthe Custom listsfield.
6. Thistimethelist elements are greyed out in the
List elementsfield. Try clicking in the field.
Y ou cannot edit Excel’s own lists.

w

o

When you want to use a user defined list, then type
one of thetermsin acell, and drag the fill handle.
The list begins with the term you typed, and
continues in the correct order.

Y ou do not need to start with the first name in the
list.

Lists are deleted permenantly by choosing Tools,
Options, marking the list you want to delete and
pressing the Delete button.

You can use your new list in al filesyou create
from now on.

0 If you list consists of long names, be smart
and set it up with a short name as number one. This
will only be used to ‘start’ the list.

When you want to use the ligt, all you needto dois
type the ‘short name’ in a cell, drag using thefill
handle, then delete the first cell containing the
small name again. Try this example:

Pres

Franklin Delano Roosevelt
Harry S. Truman

Dwight David Eisenhower
John Fitzgerald Kennedy
Lyndon Baines Johnson
Richard Milhous Nixon
...andsoon

Wienn ] Calculation l Edit ] General l
Transition Custorm Lists l Chart l Caolor l
Custom lists: List entries:
MEW LIST J Aries J Add
Monday, Tuesday, Yedn Taurus —
Mon, Tue, Wed, Thur, Fr Gemini
Jan, Feb, Mar, apr, May, Cancer L=l
January, February, March Leo
Aries, Taurus, Gemini, C Yirgo
Libra
Scorpio
Sagittarius
Capricarn
Aguarius
J Pisces J

Press Enter to rate list entrj

|$51 50512

Import list from cells:

R N R e WA

<« » |/ sh o |
2ady
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Numbers and formulas in our budget

Click back to Sheet1 where we will now type
numbers and formulas. Type the numbers without
thinking about formatting at the moment.

We will start with income:

1. The husband has a monthly net income of $958.
Type thisamount in cell C4.

2. Hiswife earns net $1025. Type this amount into
C5.

3. Copy both incomes to the other months using
Ctrl+C, selecting and Enter.

The formulafor Total income should be typed into
C6 and copied. The formula could be given as
=C4+C5, but this would not be particularly flexi-
ble. If you add further rows with other incomes at a
later time, these will not appear in the summation.
Instead we use the function =SUM (C4:C5), which
allow usto insert rows between rows four and five,
and include them in the formulas. We will
demonstrate that |ater.

Y ou can use the Autosum button, but try using the
following keys instead:

1. Select C6.
2. Press Alt+= and the formulais ready:
| SUM v[x v =
A B
1 Household budget 1999
2 January
3 |Income
4 Salary after tax - husban ““““é‘5‘8‘.‘5‘015
5 calary after tax - wife | 1025.00
| 6 |Total income [=suUm(C4.C5) _i
T I Fyrences

3. Press Enter and copy the formulato the other
months.

The mortgage for our fictional family’s apartment

is constant, but the heating and €electricity is shared

between all the different apartments, based on their

relative floor areas. The mortgage is $387.50. per

month, which you type in January and copy.

The heating bill for the entire building last year was
$1,125. per month, and the family’ s apartment has
afloor area corresponding to 0.12 of thetotal. So
the formulafor calculating the total is =1125*0.12.

The final monthly payment for heating is actually
not finalised yet, and our family would like to be
able to see the effect of any changes. And the way
it is divided could also be changed. If we chooseto
type 1125 and 0.12 in every formulawe would
have to change every single one if either of thefig-
ures changes. At the risk of repetition | will just
repeat a point from earlier in the booklet:

@ Itistotally wrong to insert variablesin a
formula. They should be put in separate cells. All
formulas which use this variable will get the value
for thiscell. If a variable is changed, just correct
this one cell and the entire spreadsheet will be
updated!

With thisin mind we will create an areato use for
variables:

1. Insert five rows above the spreadsheet so that
we can easily see the variables while we work
with the formulas.

2. Type Total apartment block: in Al.

3. Continue typing as follows:

A B i
1 |Shared building expenses
2 Apartment share 012
2 Heating F 1,125.00
4 Electricity consumption | $ 1,200.00
5
s (Household budget 1999

The formulafor calculating the amount of heating
used should appear asin the next illustration, but
wait just amoment before typing it.

First | want to show you two easier methods for
entering formulas. One method using the mouse
and one using the keyboard.

Selecting formulas

The more complex formulas become, and the more
of them you enter, the greater the chance becomes
of making mistakes when you type them yourself.
Use this method instead:

1. With C15 selected type = to anchor the cursor
to the cell.
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2. Click on C3. A dotted frame surrounds the cell.
Notice the text ‘Point’ on the |eft on the status
line. If you click in the wrong cell just carry on
clicking until you hit the correct one.

3. Press*, and then you are ready to click on the
next cell.

4. Click on C2 and press Enter.

| SUM =Ca*C2

AESA
A B
Shared building expenses

¢ |
1 |Shared building expenses |
2 Apartment share !
3 Heating $ 1,125.00
4
5

Electricity consumption | § 1,200.00

s Household budget 1999

7 January

g | Income

9 Salary after tax - husban 95850

10 Salary after tax - wife 1025.00

11 | Total income 1983 .50

12 |Expenses

13 |House

14 Maortgage 387.50
15|  Heating [Ecaca 1

16 Electricity 144.00

17 Total house expenses 666.50

Point

0 You can also select the cells using the arrow
keys, a method which is preferable when they are
close together.

9 When you have begun to type a formula, the
arrow keys can only be used for pointing out cells.
Thisisthe reason that entering a formula must al-
ways be finished by pressing Enter!

Save the budget

Before continuing you should save your budget. In
contrast to many other programs Excel does not
automatically save its spreadsheets at fixed inter-
vals. (Infact thiscan be set, but todo it isso
troublesome that it appears the program designers
have never intended this function to be used).

Click on the Save button, or use the Ctrl+S keys.
Type Household budget and press Enter (the file

| 4| » | ¥\, Household budget 1999 / Bank L

will be saved in our standard folder). | would sug-
gest that you press Ctrl+S regularly to save the data
you enter. (In the branch it used to be said that:
‘Real men never backup their data’ — later it was
said that ‘ Real men cry often’...l know what they
mean!).

Absolute cell references

The formulafor calculating the monthly cost of
heating is ready for copying...or isit?

Try and copy the formulafrom C15 one cell to the
right. There is something wrong here, the result in
D15 iszero! Select D15 and seeif you can work
out yourself what is wrong with the formula before
you go on.

A B C D

1 |Shared building expenses

2 Apartment share 0.12 ®
3 Heating 11240 ®

4 Electricity consumption W0 o

5

& Household budget 1999

7 January February |
g |Income

9 Salary after tax - husban 58 p0 9p8 0
10 Salary after tax - wife 1025 0 T0B5.p0
11 |Total income 1983 p0 19B3.$0
12 |Expenses

13 |House

14 Mortgage 87 R0 3B7.30
115  Heating =C3*C2 | =03702]

The formula you have copied was told to use the
content of the cell positioned 12 rows aboveitin
the same column, and multiply it with the cell 13
rows aboveit.

When you copied the formulato column D Excel
remembered these relative references and moved
them to column D. The program did not make a
mistake, it did exactly what it was asked to.

So we have to find away to explain to the program
that the references should be fixed, no matter where
we copy the formulato.

Thisfixing of areferenceto acell is called an ab-
solute reference, and is defined using a $ (dollar)
character in front of both the column and row refer-
ence, like this:

=$C$3*$C$2

Why a $ character?
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Well, | cannot really give you a good reason, but
would guessthat it is because it was the Americans
who invented the spreadsheet. No matter, it is stan-
dard in all spreadsheet programs.

But this does not mean that you should type a$
character in yourself. Use the F4 key instead:

1. Select C15.

2. PressF2 to edit the cell, and use the Left arrow
until the cursor is placed by the referenceto C3
(it does not matter if the cursor isin front, in the
middle or at the end of the reference).

3. PressF4. The reference is now locked to cell
C3. Try pressing F4 again. Now only the row is
locked, and pressing F4 yet again will lock the
column only:

=[§C]3*C2

only the reference to column C is absolute here

4. A last presswill remove the lock from every-
thing. Finally press F4 to lock the column and
row references.

5. Usethe Right arrow to move the cursor to the
other side of the multiplication sign. Press F4
again. Now C2 islocked. Now press Enter (the
result should be 135).

6. You can now copy the formulato the heating
for dl the other months (D15:N15).

0 When you edit a formula using F2, the arrow
keys can be used for moving backwards and for-
wards on the formula line.

Now try changing the result of the monthly heating
bill by typing the overall use of the building in cell
C3to 1600. The moment you press Enter, you
have the new figures for each month. Go back to
the original figure by pressing undo (Ctrl+Z). Try
using other figures for the apartment’ s share to see
what happens to the total.

The formulafor Electricity should be typed in and
made absolute. Thistime we will doit al in one
process:

1. Select C16, type = and click on C4.

Press F4 and type *.

Click on C2 and press F4.

Press Enter (result 144).

=3CH4"3CE?2

W

We will now copy the formula using the keyboard:

1. Select C16 and press Ctrl+C.
Notice the text in the statusline.

2. Use Shift+Right arrow to select the cells
D16:N16 and press Enter.

Calculate the Total house expensesin C17 by
using the sum formula. Remember the Alt+= keys.

For January the formulalooks like:
=SUM (C14:C16)

and the result should be: 666.50.

Copy the formulato the other months using the
keyboard.

Annual total

We still have to add the monthly figuresto get a
total for the year.

1. InO7 typethetext Total:, and in O9 use the
Alt+= keys to sum the formula. The result for
the annual total house expenses should be
7,998.

All the rows containing data should be summed. Of
course you could just copy the sum formulaall the
way from 09 to O17, but that will also insert the
formulain cells 012 and O13. Instead use the keys
for copying:

1. Select O9 and press Ctrl+C.

2. Select the area 010:011 and press Ctrl+V. You
should not press Enter, as that would finish the
copying. When using Ctrl+V to paste, the copy
function is still active. (check the statusline).

3. Movethe cursor to 014 and select the area
014:017 by using Shift+Down arrow. Since
we are not going to continue copying after this
range, you can press Enter. (If you want to stop
copying without inserting data, press Esc).

Check your formulas

Type another apartment sharein C2. Now all the
formulas react to the changed number.

Use undo (Ctrl+Z and Ctrl+Y) to swap between the
two last entries while you check that al the
formulas for heating, electricity and Total house
expenses change.
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Continue typing the following data. When you
copy the data, try using the keyboard, it will pay off
in the long run.

I nsurance:
Home:
JANUAIY ..o 125
JUIY o 125
Accident:
Decamber ... 975
Transport:
Car loan:
Eachmonth..........ccooeiecieee 125
Parking:
March.......ccoooe v 199
Insurance (car):
JANUANY ... 362
AP 362
JUIY o 362
(@00 o= SN 362
Petrol and ail:
Every month .......ccccoevveeeienenene 125
Repairs & maintenance:
JANUAIY ..o 600
JUIY o 600

Now you have a number of cellswith data, and
some without. Thereis no problem with that, but
the empty cells make it difficult for Excel to work
out which cells should be summed when you enter
formulafor Total insurance, Total transport and
ayear total.

Select C28, Total transport and press Alt+= or
click on the AutoSum icon. Now the cells
C25:C27 are selected — the empty cell C24 stopped
the selection, so that Car loan and Parking were
not included.

| SUM v |x v = =sUM(
A B C
22 |Transport
23 Car loan 125.00
24 Parking
25 Insurance ! 362.00}
26 Petrol and il E 125.005
27 Repairs and maintenancy 500.00,
E Total transport IzSUMiCQS:CQ?é!

Change the formula using this method:

1. You haveto select the correct cells yourself.
Select cells C23:C27 instead and press Enter
(Remember that the Autosum only suggests
cells. Aslong asthey are highlighted in black
you can change the selection).

Copy the formulato the remaining months.

2. Typetheformulafor Total insurance (C21)

and copy it to the remaining months.

The formulafor the calculation of the year’ stotal in
column O has the same problem — there are a num-
ber of empty cells each month.

An empty cell spits up the spreadsheet, so cells
which are part of an area should not be empty. In-
stead they should contain avalue of ‘0" (zero), as
an accountant would expect.

1. Inserta‘Q (zero) in every empty cell in the area
C19:N20.

2. Inserta‘0’ (zero) in every empty cell inthe area
C24:N27.

3. Typeasum formulain O19 and copy it to
020:021 and 023:028. Remember to copy
using Ctrl+C and Ctrl+V.

Y our spreadsheet should now look like the next
illustration.

To understand what | mean it is necessary to
illustrate the entire spreadsheet — | hope you can
read it!
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L] E =] o E F G H 1 o L3 L M H o

1 | Shared building sxpenrar

S Apartmentrhare 0z

2 He- 1125.00

4 Elcckricity conrumptio 120000

5

s |Household budget 1999

T Janwary Fabruary Harch April Hay Juna July Augurt 5 | 3 L] |} H ] [} | 3 Taral

g | Income

a Salary aftor bax - hurb < 952.50 45250 9550 95250 952,50 952.50 95250 9550 9550 952,50 952,50 9550 115020

10 Salary after kax - wife 105,00 105,00 A0EE. A0EE. 00 102500 105,00 10E5. ) A0EE. A0EE. 00 1025.00 1025, 0 10E5. 0 1EE0

11 Tatal incams 193,50 195350 195350 195350 195350 193,50 195350 195350 195350 19%3.50 193,50 195350 EEEOE

1z |Expenses

12 Hawrs

14 HMareqaqe FET.50 FET.E0 FET.E0 FET.ED 35150 FET.50 FET.50 FET.E0 FET.ED 35150 FET.50 FET.50 dE.5i

15 He-ating 135.00 LA 13500 13500 135.00 135.00 13500 13500 135,00 135.00 135,00 13500 14550

16 Eloctricity 144.00 144.00 1dd.00 1dd.00 144.00 144.00 14400 1dd.00 1dd.00 144.00 144.00 14400 1Tz

17 Total howre expenrer EEE.S0 531.50 L1381 EEEBD EEE.50 EEE.S0 L1181 L1381 L1 N-1) EEE.50 L118-1) L1238 1) THEFS

12 | lnsrwramcas

14 Houre 1272.00 o0 o0 0.0 0.00 0.00 12500 o0 a.00 0.00 0,00 o0 14970

&0 Azzident 0,00 LA LA 000 .00 0.00 LA LA 000 .00 0.0 ATE.0 4TE

21 Total Inrurance 1272.00 o0 o0 0.0 0.00 0.00 12500 o0 a.00 0.00 0,00 av5.0n LAl

22  Tramrpmrt

23 Carloan 125.00 12500 1Z5.00 1E5.00 125.00 125,00 1Z5.00 1Z5.00 1E5.00 125.00 125,00 1Z5.00 150

24 Farking 0.00 o0 19900 0.0 0.00 0.00 o0 o0 a.00 0.00 0,00 o0 1990

&5 Inruranze FEZ.00 LA LA FRE00 .00 0.00 LAl LA 000 FEE.00 0.0 LA 1dda

2 Fetrol and Oil 125.00 12500 1z5.00 1z5.00 125.00 125.00 12500 1z5.00 1z5.00 125.00 125,00 12500 15001

27 Fepairr and mainkenan 600,00 o0 o0 0.0 0.00 0.00 0000 o0 a.00 0.00 0,00 o0 Az00.n

&% Totaltranrpar 107,00 5000 LELE L) E1E.00 E50.00 250,00 12100 25000 250,00 1200 E50, 00 50,00 ETEEa

29 Huwrshuld stc_

0 Telephane: 134,00 LA LA 0d.00 .00 0.00 00 LA 000 12200 0.0 LA 4550

i | Cabla TH 49,00 LA LA 000 .00 0.00 F549.00 LA 000 .00 0.0 LA 455

X Food and hourchald 275.00 27500 7500 Z75.00 275.00 275.00 27500 7500 Z75.00 275.00 275.00 27500 xR}

kX Eanklnan 145.77 145.77 145.77 145.77 145.77 145.77 145.77 145.77 145.77 145.77 145.77 145.77 17440

EL] Totalhourchold ok<. E52.TT 42077 dz0.77 52477 420,77 42077 127777 dz0.77 dz0.77 542,77 420,77 42077 EdES

35  Tutal axpanrar ITT9ET 1Z0E.ET 153627 130327 133727 133727 I3HLET 133727 133727 1821.27 133727 EREET TSI

3  Incmms - axpamrar 179577 THLEF d4T.EF 130,23 EdE.23 EdEZF R ELIAY LX L% LE L] 162,23 EdE.ZF SFEETT 1274
When you want to move around in alarge spread- Ctrl+Arrow

sheet (Microsoft callsit navigating) it is not so easy
to use the mouse and the scroll bars. Think about it.
Y ou type data using the keyboard and have to
break off, move your hand to the mouse, move the
mouse pointer, click and then go back to the
keyboard. It is much easier to keep your hands on
the keyboard for the entire operation.

If you use the mouse constantly, sooner or later it
will result in problems with your wrist and shoul-
der, so stick with the keyboard.

Try the following keys until you feel relaxed using
them. Write them out on a piece of paper and put it
next to your keyboard in the beginning.

Home
Selects thefirst cell in the row.

Ctrl+Home
Selects cell Al.

Selects the last cell containing datain the direction
of the arrow. When the cells are empty the cursor
will move to the last row or column in the direction
of the arrow.

Try pressing Ctrl+Right arrow — cursor isnow in
column V. Press Ctrl+Down arrow — the cursor is
now in the last cell in the spreadsheet (116384 =
4.194.304 cells ).

F5

Opensa‘Go to’ dialog box. Type the address of the
cell you want to move to in the Reference field

(for example CD1250) and press Enter. Press F5
again, type D48 and press Enter. Press F5 again.
All the cells you have jumped to are displayed in
the Go to area. Try to double click on one of them.
These references disappear when you exit the
workbook.

When you keep pressing the F5 key, the program
will keep suggesting that you jump back to where
you have just jumped from.

Smart detail!
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Formatting

Now it istime to smarten up the appearance of our
spreadsheet.

The heading in row 7 should be centered and for-
matted in bold:

1. Click onthe row number to select the entire row
and choose bold by using Ctrl+B

2. Withtherow still selected centreall text =
by using the Center button (thereis no —
key for centering datal).

All numbers should be |l A |
displayed with two decimal 1

Selects
places. Y ou can choose 2 | |entire sheet
between several methods 3

when you have to select alot

of data, as here. Y ou can select entire rows, or
entire columns, or even the entire spreadsheet
(click on the small grey field at the intersection of
the row numbers and column letters). Thereisjust
one problem with formatting the entire sheet.

It can lead to printing problems, and will most
definitely slow down the machine...just think how
many cells have to be worked through for no rea-
son. So we will format only the cells containing
data using the following method:

1. Select the area C9:028 (Shift+Arrow keys).

2. Click on the Increase decimal keys until all
numbers display two decimals.
Thiswill help alittle, but it would be even eas-
ier if the thousands were also selected by com-
mas: 1,000.00 (Note: Many countries use a

point for thousands, and a commafor decimals.

The way your spreadsheet displays will depend
on the Regional settings in Windows control
panel).

3. Now click on the Comma style (you J
really need to have tried this button to
understand what it does.).

Now al numbers have thousand separators and are

displayed to two decimal places. When you typein

or format a number, Excel will automatically adjust
the column width to suit it.

But this only applies to cells containing numbers.

If you ater a column width manually so it istoo
narrow, then hatch (number) characters will be
displayed (####H#H#), as soon as the cell cannot
display the number in full.

We have seen earlier that if thereis not enough
spacein acell to display all thetext, it issimply cut
short. Luckily Microsoft has chosen a different
procedure with numbers...if not, can you imagine
the chaos: Y ou type 17,000 — but there is not
enough space in the cell, so Excel just removes the
last three zeros!

A double click adjusts every selected column to
their individually required width. If you want all
columns to have the same width, then drag the
right border of one of the selected columns. When
you release the mouse, all the other columnsin the
selection will be given the same width as the
column you adjusted.

Let usjust test that:

1. Select column C:O. If cells C9:028 are still
selected, then it is easiest to simply press
Ctrl+Space. If not, then drag the mouse over
the top of the columns.,

2. Now drag in the column you want to use to
define the width for the other columns. Release
the mouse, and al column widths are the same.

Notice the extra space to the right of the cell

containing numbers. The Comma style format isa

bit special. The appearance it givesisalso
dependant on the way you have Windows
configured. Let us see how your machineis set-up.

1. Select thecellsC9:028.
2. Click on the Currency style button. E

Now all you numbershavea‘$ infront,
(if you have a standard Windows98/95 US
configuration).

$9558.50
$1.025.00
$1,983.50

Remember that a cell has two layers. We have just
formatted the foreground layer, while the back-
ground layer, the formula, remain unaffected. Y ou
can check this by changing a number in one of the
formatted cells. Try typing 12000 in cell C9. As
soon as you press Enter the number will be
displayed in the format you have chosen for the
cell. Return to the original number by using Ctrl+Z.

Notice that the zeroes in the ‘empty’ céllsare
shown as dashes. (Thisis applied by both currency
style and comma style).
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Excel and Windows

This booklet is not about Windows...but al pro-
grams using Windows are dependant on a its confi-
guration, as discussed above when formatting cells
using the currency style.

Without closing or minimising Excel click
on the Start button and choose Settings,
Control panel. Activate the Regional
Settings program.

| assume that the value in the Regional Settings tab
is English (USA), but it could be any one of a
number of languages. This sets a standard for num-
bers, currency symbol, time and date. The Number
tab shows the decimal and thousands separator
(English speaking countries standard: 1,250.00). If
you work on a machine which shows the decimal as
acomma, then it is probably set up to continental
European standard (French, German, etc. etc.).

The Currency tab shows the currency symbol used
by Excel (and other programs). If you are on the
default English (USA) setting, then the $ sign will
be there. Maybe you are sitting in an American
company in Japan, working with Japanese
accounts, and have defined ¥ as your currency
symbol.

You can set al theindividual valuesin Regional
settings to your own needs.

Check that the currency is what it should be, and at
the same time specify that it should be placed in
front of both negative and positive amounts:

= = niversal currency symbol

Currency symbol: ﬂ
Fasition of currency symbal: |”‘1.1 ﬂ
MNegative number format: |’“‘—1.1 ﬂ

Click on Apply and OK to close the Regional set-
tings program and the Control panel window.
Return to the household budget. All the cells for-
matted with currency style has been adjusted to
your new settings.

Y our numbers might take up alittle more space, so
you might see some hatches (#####H) in some
places. Adjust the column widths.

Y ou can aso get around the problem by choosing
another format, as here;

Toggling formats
Select the area C9: 028 like this:

1. Select cell CO.

2. Hold shift down while you press Ctrl+Down ar-
row. Excel selectsto the next blank cell. Keep
holding down Shift and continue to press the
Down arrow until the selection has reached the
last row of data.

3. Continue holding Shift down and press
Ctrl+Right arrow.

Even though selecting using the keyboard demands
quite afew strokes, it is by far the most precise
method.

Shift between the Comma format and Currency
format, which simultainiously adjusts the columns’
width.

Notice that the numbers do not actually change
place. The only difference isthe display of your
currency unit.

@ You remove a format by choosing another.

0 You can choose to delete only some of a
cell’s many properties. Choose Clear on the Edit
menu. If you choose to clear only the Formats, the
data in the cell remains untouched.

There are a multitude of formats to choose be-
tween. With the cells C9:028 dtill selected, press
Ctrl+1 or open the object menu (right mouse
button) and choose Format Cells. Click on the
Number tab. (Ctrl+E is used in some language
versions of the program).

On the Number tab, try clicking on the different
optionsin the Category field and keep watching
the Examplefield.
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Murmber ‘AIignment l Font l Border l Patterns l Profe: More data

Category: Sample

General $£1,025.00

Mumber
Decimal places: |2 EI:
Symbol:

|6 English (United States) |

Later on you will define your our own formats.

We till have to type the household expenses.
Type the following data under the existing:

A | B
29 |\Household etc.
30 Telephone

31 Cable TV

32 Food and household
33 Bank loan

34 Tatal hausshold afc

35 |Total expenses
36 |Income - expenses

Thisisthetimeto look at the options for viewing
all your data on screen, before typing the numbers
and formulafor the new items.

Viewing the spreadsheet

Our model has now become so large
cult to keep track on theindividual d
arrow keys, moveto O28 — Total tre
F5, type O28 and press Enter). Depe
size of your screen and its resolution
cannot see any of the headings. It wc
advantage to keep the text in column
also the monthsin row 7 fixed on the screen as you
scroll through the data. There are several different
ways to do precisely that:

Selection

Zoom

Wewill start by testing the entire budget on your
screen.

1. PressCtrl+Home to select AL

2. Click on the Zoom button on the toolbar. Try
choosing 50% . Now you can probably see the
entire spreadsheet, but can you read it? Now try
75%, I'm sure that is better.

3. Notice that you can click on the Zoom field,
type a number (you do not need to type %) and
press Enter. Try with different values until all
the datais visible on screen. Can you read it?

Let usjust try asmart detail: Select some cells, try
with A6:E18. Now choose Selection on the Zoom
drop down box. This lets you quickly zoom in and

out on different areas of the spreadsheet. This does
not, of course, ensure that some areas are aways
visible, which is the function we need to look at
now.

Return to 100% zoom before continuing.

Freeze panes

Freeze panes gives the option of certain columns
and rows always appearing on the screen. Select the
first ‘free’ cell. When you choose to Freeze panes
all the columnsto the left and rows above will be
‘frozen’. We want to freeze row 7 and columns A
and B. With thisin mind, select C8 and choose
Window|Freeze panes. A vertical and horizontal
line show where the freezing has taken effect. Try
using the arrow keys to move around in the spread-
sheet. Ctrl+Home usually selects A1, but now the
cursor stops at thefirst ‘free’ cell. You can still
move into the locked area using either the arrow
keys or the mouse.

Switch the function off again using Window|
Unfreeze panes.

We do not need to see the total house charges while
we work with the budget, but we do want as much
space as possible for displaying data. Follow the
example here:
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1. Without freezing the panes, scroll down the
spreadsheet until row 7 isthe first visible row.

2. Select C8 freeze the panes. Now only row 7 is
visibly locked:

A | B c |
7 January
8 |Income . |
=] Salary after tay - hoshand 555

In the Name box just above column A you can see
that the cursor can move up into the top rows using
the Up arrow, even though they are not visible:

Arial -~ 10 =

2 Income

The following data should now be entered, while
the panes are frozen.

More data

Type the following data. Remember to type a zero
in the months not named:

Cédl: Text/month: Data:
A29: Household etc.
B30: Telephone:
January ......ccooeveveeinneene 134
VLN o | 104
JULY e 98
October ..., 122
B31l: CableTV:
January and July..........cceeveneenen. 99

If you want yet another shortcut for copying the
data below, just type the following numbers and
wait copying until you have read next section.

Cdl: Text/month: Data:
B32: Food & household:

Every month........cccccecevvnnen. 275
B33: Bank loan:

Every month........cccccecevvnnnee. 150
B34: Total Household etc.

(Wait before copying data)

Quick copy using the keyboard

Y ou aready know the principles of copying. The
Ctrl+C and Ctrl+V keys are effective, and the Fill
handle is smart, but you have to use the mouse.
Instead, try thisto see how creative the folks at
Microsoft have been:

1. Using Alt+= and Enter insert the formulafor
Total Household etc. in cell C34 (result: 658.).

2. Select from C34 to N34 (December) using
Shift+Right arrow.

3. PressCtrl+R. And that isall (just remember: ‘R’
for ‘Right’).

In the same way you can copy vertically using

Ctrl+D (‘D’ for ‘Down’) after selecting. Try it

using the year totals:

1. In O30, Total telephone type asum formula
using Alt+= and Enter.

2. With the cursor in O30 use Shift+Down arrow
to select the area O30: 034.

3. PressCtrl+D.

Lets continue with the last formula:

1. Inrow 35, Total expenses, all expenses should
be added together. The formulafor January in
C35looks like this:

E %
28+C234

I
I
i
e | ¢

I o

= | =C17+C21

+
)

Select the cells using the arrow keys, and press
Enter when the formulais ready. Now try
double-clicking on the cell. Are the correct cells
selected? (result: 3,908.5)

2. Copy the cell to the other months and press
Home and Down arrow (selects C36).

3. Typetheformulafor income—expensesin C36
(=C11-C35) and copy it to the other months.
Theresult in C36 should be -1925..

4. Create asum formulain cells034:036. The
total result for the year in O36 should be: 1729.

That is a comfortable surplus, even though January,
July and December are in the red.

All the rows containing totals should have the same
appearance as the text in columns A and B.

0 You can select several unconnected cells or
areas by holding down Ctrl while you are selecting.
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Follow these instructions exactly as written:

1. Select row 11, hold Ctrl down and select the
other rows (17, 21, 28 and 34).

2. Press Ctrl+1 or click on the Italic button. If the
first selected cell isaready italic, thisformating
will be removed the first time you press Ctrl+I.

3. Press Ctrl+] again to format &l the selected cells
to Italic.

4. Adjust the column width as necessary (remem-
ber that you can adjust all columns simulta-
neously).

5. Rows 35 and 36 should be in bold. Select them
and press Ctrl+B or click on the Bold button. As

A35isaready bold, the first thing happening is
that the bold format is removed from all selected
cells. Press Ctrl+B or click the Bold button

again.

All the new data should be formatted using the
Currency format button, to give the same ap-
pearance. Do that now.

Save

If you have not aready done so, save all the chan-
ges you have made to our budget by clicking the
Save button or pressing Ctrl+S.

Summary

Y ou have now tried just about all the functions
necessary for building up alarge spreadsheet.
Maybe it isagood ideato stop amoment and re-
vise some of the most important functions (and if
you don’t agree, then just go straight on to page 33.

I want to focus on the principles of absolute refer-
ences. Leave the household budget on the screen,
and open the DECORATING.XLS using Ctrl+O.

On the Window menu you can see that both files
are open. Click on the file you want to work with,
or use Ctrl+Tab, to avoid using the menu and
mouse.

The supplier we are buying from is amail order
company. Apparently they want to deliver the
goods directly from their warehouse in Canada.
What we thought were American Dollars, turns out
to be Canadian Dollars, which is cheaper asthe
Canadian Dollar is worth less than the American (at
thistime).

First, calculate the net price of the ordered goodsin
American Dollars, then the sales tax and finally
calculate the gross price. We will be paying
American salestax, but it would be interesting to
see what the result would be with another sales.

The exchange rate for the Canadian Dollar and
American sales tax should be placed in its own cell,
so it can be changed quickly if necessary. Try it
now:

1. Insert anew row 2 (Ctrl+Plus and Down arrow
to Entire Row).

2. Insert anew column C (Ctrl+Plus and Down ar-
row to Entire Column).

3. Changethetextin B1to Net price CAN$: and
in C1to Net price US$:

4. Adjust the column width.

5. Insert the exchange rate 0.66 in C2 and the sales
tax rate to 7.5% in D2.

6. Format rows 1 and 2 with bold, and center C2
and D2.

| B C D
Net price CAN$ Net price US$ Sales tax
0.66 7.5%

Y ou are now ready to build a formula which will
calculate the net price in American Dollars:

The formulain C3 should multiply the Canadian
net price in B3 with the exchange ratein C2. In C4
the net price in B4 should be multiplied by the
exchangerate in C2 etc. The referenceto C2
should be absolute.

@ When the same cell isto be used in several
formulas, the reference to it should be absol ute.

Have a go at inserting and copying the formula
yourself first. Use the arrow keys to select the dif-
ferent cells and for copying.

How did it go? Thisis how | would have doneit:

1. Select C3andtype=.
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N

Press Left arrow to select B3.

Type**’ and press Up arrow to select C2.

4. PressF4 to lock the reference (make it absolu-
te). The formula should now read =B3* $C$2.

5. Press Enter and select down to C17 using
Shift+Down arrow.

Press Ctrl+D to copy the formula.

7. Typeanew exchange ratein C2 and check us-
ing Ctrl+Z, that all the net prices change.

w

o

The formulafor calculating the sales tax should not
contain avalue of 7.5%, but should get avalue
from cell D2.

1. Select D3 and press F2 to edit the formula.
Delete 7.5%.

Try pressing the Up arrow — nothing happens,
because you are in the process of editing.

2. PressF2 again. Now you can press Up arrow to
select D2. Press F4 to lock (make absolute) the
reference (the formula should read =C3* $D$2)

3. PressEnter and select the area D3: D17 then
press Ctrl+D to copy the formula.

4. Typeanew salestax and check that the
dependant cells adjust correctly.

5. Copy the sum formulain B18 to C18.

6. Check the sum formulain E3. It isincorrect at
the moment, as it adds together al three cellsto
the left of it.

7. Change the formula so that it only adds C3 and
D3 together, and then copy it.

With an exchange rate of 0.66 and sales tax at
7.5%, thetotal price (in cell E18) should be
$220.36.

0 The edit key has two functions: Press F2
once to edit the contents of a cell, and F2 again
when you want to point to a cell reference.

Save As

Our new model should be saved, but we want to
keep the original DECORATING aswell. Using F12
or File|Save As change the name to DECORATING —
CANADIAN and close the workbook.
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Formatting the household budget

Our household budget should be made more at-
tractive and easier to read.

The gridlines on the screen seldom look good on a
printout. The effect is much stronger if you just
have lines where you want them to be, to highlight
or separate your data.

Rather than defining all frames and col ours manu-
aly, the program can do it al for you with abuilt in
automatic function:

AutoFormat

One of the smartest things with Excel is that you do
not have to select a consecutive areafirst. All you
haveto dois select just one of the cellsin the area.
Try it on your own computer:

1. Onthe Household budget sheet, start by
choosing the Window menu and the Unfreeze
panes command. Press Ctrl+Home to see the
entire spreadsheet.

2. Savethe changesin thefile (Ctrl+S or the Save
button). Y ou can aways return to the original
appearance.

3. Select any cell in the household budget, C10
will do fine.

4. Choose the Format menu and the AutoFormat
command. Notice how all connected cellsin the
entire budget are automatically selected. If you
had left an empty row or column somewhere

X Microsoft Excel - Household Budget.xls

then Excel would have stopped selecting there.
5. The Down arrow lets you move among the dif-
ferent optionsin the Table format field, and
also displays an example of each of them in the
centre of the dialog box.
. Choose aformat and press Enter.
Look at the different areas of the spreadsheet
and see how they are formatted.
8. Choose the Format menu and the AutoFormat
command again, and choose another format for
your spreadsheet.
Repeat point 8 above as often as you want.

~N O

©

AutoFormat isaquick method to format your
spreadsheet, even though you have only alimited
influence over what the program actually does. |
mainly use the function when | am busy and have
to prepare some data for printing in a hurry.

If you want to make your spreadsheet more per-
sonal, then AutoFor mat function is not the
function to use.

0 You can decide just how much the function
will change the appearance of your data. Click on
the Options button in the AutoFormat dial og box
and remove the check marks in the fields you do not
want changed by the function.

Shared building expenses
Apartm

Heating
Electric Tahle format:

AutoFormat

Sarmple

K

Lo S SR U RN

Classic 3
Accounting 1 \EA?' st ¢
ACcounting 2 es

ACcounting 3

Jan Feb Mar Total
T 705
6 4 7
g8 7 9

South

Cancel

L]

Optiong ==

Total

ACcounting 4

21 18 21

Colorful 1
Colorful 2

Colorful 3
List 1 hd

4 < » M|/ Bank ousehol budget 1999/ 4
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Removing an AutoFormat

An applied AutoFor mat can be removed the follo-

wing way:

1. Choose Format|AutoFormat and None in the
Tableformat list (at the bottom). Asyou can
see, al formatting except the number formatsis
removed.

2. Luckily we were sensible enough to save our
spreadsheet before we played with the
AutoFormat function. Close the file and click
No when you are asked if you want to save
changes, then open it again.

Remember that you can aways find the last four
opened files at the bottom of the File menu. Itis
easy to open afile using the keyboard:

X Microsoft Excel

% ] File Edit View Insert Format Tools Dat

O 0 New... Ctri+N

M5! = Open... Ctrl+0
|_ Close

1 E save Ctrl+S

2 Save As...

3 Save Workspace...

4 Page Setup...

5 Print Area 4

6 [ Print Preview

7 & print... Ctrl+P

g Properties

10 1 pension.xds

11 2 E:\ARTICLES \museum.xls

12 3 E:\WOWDATA\Cu...\wowsales.xls
13 T

14

15 Exit

1. Press Alt+F (the Alt key activates the menu line,
while F isthe underlined letter in the menu
name).

2. Pressthe number corresponding to the file you
want to open (1 will always be the last saved
file).

0 Use AutoFormat to quickly format a spread-
sheet, which you can ‘ personalise’ afterwards by
using manual formatting.

Manual formatting

I do not think that our budget looks particularly
good —the figures are fine, it isjust its appearance |
am unhappy with. | must admit that | was not very
consistent in my formatting. | will do something
about this now, using the datato help mefind a
suitable format for each part of the spreadsheet.

The Total income heading in B11 should actually
have been entered A11, and have been in Bold in-
stead of initalic:

Y ou have probably aready guessed that data can be
moved in many different ways.

| will demonstrate the two most used methods.

Moving data using the mouse

If you work with the computer in the same way as
me, you will already have discovered that the
mouse is not the easiest tool to control. It isvery
sensitive and needs agood deal of precision to be
used efficiently.

It is very important to keep an eye on the mouse
pointer’ s appearance as you move the mouse. The
mouse pointer appears as one of three basic shapes.
Y ou have seen two of them earlier in the booklet:

Setect [ ]
Fill & copy: I:

Move:

Point at the frame of the IL

selected cell or area, and the
mouse pointer changes appearance to an arrow.

1. Select B11 and moveit to A1l by dragging it
with the mouse when the pointer is an arrow.

2. Format row 11 to be Bold and not Italic using
Ctrl+l and Ctrl+B.

Moving data using the keyboard

It isnot practical to have the Total apartment block
expenses at the top of the spreadsheet. They should
not appear in a place where they tend to dominate
the entire budget. When datais to be moved outside
the viewing area, the keyboard is better than the
mouse.

1. Select cellsAl1:CA4.
2. Cut the selection using Ctrl+X. Notice the text
on the statusline.
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3. Usethe Down arrow to select cell A40 and

press Enter.

Press Ctrl+Home to select cell Al

5. Select rows 1:5, (which are now empty), and
remove them using Ctrl+Minus.

»

Now the heading * Household il
budget 1999’ should now bein
A1, and the ‘ Total apartment

block’ costsarein the area
A35:C38. T H -

What has happened to our

formulas for calculating heating and electricity?
They originally took their information from cells
C2,C3and C4.

Select C10, heating for January:

—PCEIT HCE36

9 Formulae remember which cellsthey refer
to, and use them no matter where you move them,
whether the references were absolute or relative:

Borders

Y ou can divide your spreadsheet into appropriate
areas by using borders (lines). Borders should only
be used for cells containing data, not for whole
rows or columns. Even though it is easier to select
an entire row or column, it may cause problems
when you print.

The principleis asfollows:

First select the area you want a border
around, then use the Bor der s button on
the toolbar. If you just click on the button, the
border style shown will be used. If thisis not what
you want, then you should click on the small arrow
on the right part of the button.

The following choices are then
given:

If you need to do alot of work
with bordersit can be agood idea
to drag this menu onto the display. Grab hold of the
little grey bar at the top of the menu and drag it to
where you want it. The window is closed as usua
by clicking on the small cross at the right side of
thetitle bar.

Thefirst choice removes all borders in the selected
area, while the last three put a border around the
entire selected area.

Try playing around with this function, and
remember that only the selected cells are given
borders. Remove any borders you add before
continuing.

1. Select cellsA6:06

2. Choose the pattern which puts asingle line at
the top and a double line at the bottom of the
selected area (asin the example above).

3. To make further formatting with the same type
of border easier, the button remembers the last
border type you used. Select A30:030 and click
on the Border s button.

4. Select B12:012 and choose the pattern T
with athin line above and below (second —
from right in the center row).

5. Continue adding bordersto highlight the part of
the spreadsheet you want.

That looks better; although the border options were
alittle limited. Y ou cannot choose a colour for the
lines, and there are no thin dotted lines, nor extra
thick lines ...

Use the toolbar as a shortcut to more subtle options.
Y ou have seen earlier how everything to do with
formatting cellsis contained in the Format Cells
dialog box:

1. Select A2:02. You will add a coloured line un-
der these célls.

2. Open the object menu using the right mouse
button and choose Format Cells or press
Ctrl+1.

3. Choose the Border tab.

Y our choice has to be made in two steps. First
you choose the appearance of the line (Style),
then which part of the cell should have aline
around it like this:

4. Select athick linein the Stylefield.

5. Choose a suitable colour for the line. Note that
all thelinesin the Style field now have the cho-
sen colour.
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Border

Text

6. You now haveto tell Excel where the selected
line style should be inserted. Click at the
Bottom of the Border field, or on the small
button marked with aline at the bottom.

7. PressEnter and press an arrow key to cancel the
selection (format options are difficult to see
when the cells are selected).

Do you think thisway of doing thingsis oy |
strange? | did at first, but now | haveto

admit that | do not think there is a better way of
doing it. While the dialog box is open you can give
lines an individual format. The example on the
pictureis an attempt to demonstrate what is
possible (though you cannot see the colours, which
maybe a good thing!).

0 The Outline field places a border all the way
around the selected area.

Changing a border

If you want to change a border, al you need to do
is put the new style ‘over’ the old.

Remove gridlines

Our household budget has alot of bordersin it, but
aslong asthe gridlines are visibleiit is hard to see if
they are going to help produce a clear and under-
standable printout.

We will remove the gridlines from the screen:

1. Choose Tools|Options and remove thetick in
the Gridlines checkbox on the View tab.

2. Choose OK or press Enter to close the dialog
box.

Shading and colour

Y ou can colour and
shade cells. Just aswith
borders, you can click
on the Color button to
use the colour it
displays or click on the
arrow on the button to
choose another colour.

We want to give some areas in our budget another
colour.

1. Selectthearea A1:02.

2. Click on the Color button (the standard colour
isgrey).

3. Pressan arrow key to cancel the selection.

Let ustry another colour. Try using Undo to select
the cell again (it actually removes the colour
formatting, but as the area was selected before we
applied the colour, it selects the areafor us again).
Asyou are going to choose another colour it is not
important that Undo removes the grey background.

1. PressCtrl+Z.

2. Click onthelittle arrow on the Color button.
Choose a colour.

3. Pressan arrow key to cancel the selection.

Continue doing thisto test different colours. If you
want to remove the colour completely at some
stage, then just choose the large field None.

If you prefer adark basic colour, then it is sensible
to choose white text:

1. Withthe area still selected pressthe Al
Font Color button.

2. Use the same method L
you used for the back-
ground colour to | il

changethefont colour. W MNo Colort EO

mo o
I B N . I .

OEvery time you make a

change you want to keep, press Ctrl+S to save the

file.

Y ou can combine a background colour with a pat-
tern to give exactly the effect you want.
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I will just introduce you to the principle, so you can
play around with it as much as you want in your
own time:

1. Select an area, choose For mat Cells and the
Pattern tab.

2. Pressthe Pattern button. Another colour palette
appears. Thisis starting to get confusing. The
new colour palette only applies to the pattern
you can add over the background colour (the
cell colour can have two ‘layers'):

(7] x]

Murnber \ Alignment l Font l Border  Patterns I Protection \
=7

mmn W suomatc

Format Cells

Cell shading
Colar:

Choose a pattern

..then choose a color
I for your pattern
] ple

1 ™ EEN and see the
L EEEE result here!

0k Cancel

That isto say, you can look through the coloured
pattern and see the background colour.

After you have experimented with this function a
little, choose alight background colour with a
pattern of white dots over it for your cells.

0 When a printout of a spreadsheet isto be
copied, it is best to choose a dotted pattern as a
background colour. Copy machines do not copy
solid colours well.

Copy formats

The format of cells B12:012 should be copied to
Total insurance, Total transport and Total
household etc. Thisis done asfollows:

=

Select the format for copying, B12:012.

2. Choose Format Painter button. The ﬁ
mouse pointer turnsinto alittle brush.

3. Click on B16. CellsB16:016 ‘inherit’ the for-

matting (number format, lines and colours).

Thereisno need to select al the cells.

The copying stops automatically. When you want
to copy to severa areas, asin this example, then do
the following:

1. Hold the area B16:016 selected and double
click on the Format Painter.

2. Click in B23. The function remains active.

3. Click in B29. End the copying process by
pressing Esc (or click again on the For mat
Painter button).

Save the workbook (Ctrl+S) and continue to format
the budget as you wish. Y ou may want to change
the text colours for income and expenses...it isup
to you.

Printing the budget

The easiest way to print the budget is to @
press the Print button. However the standard
printout layout is not especially suited to our
spreadsheet. | will now briefly show you how to
adjust aprintout. Y ou will find a more detailed
description of printing on page 42.

| recommend that you use the Print Preview El
button as this function will show you exactly
how your printer prints.

Y ou can see how many pages will be printed at the
bottom of the screen. It would be best to print the
budget in landscape format (horizontal layout).

1. From the Print ' :
. A B
Preview screen, —

click onthe Height: 31.20 Md b
Setup... button and

choose L andscape A
on the Page tab.

2. You can use the Scaling area to fit your printout
on asingle page. Thisis an efficient function as
the printout will be compressed to fit on one
page, evenif it otherwise would take many
pages! Select Fit to 1 page wide by 1 pagetall.

Scaling

&7 EI: % normal size

1 EI: page(s) wide by |1 EI: tall

Click OK (Enter) and check, at the bottom of the
page, that the printout now fits on one page.

" Adjust to:
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Click on the Setup... button again and the Adjust
to field will show you how much the spreadsheet
has been compressed (between 10 and 400
percent).

Press Esc to close the Setup... dialog box and
click on Close to return to the working area.

All you need to do now is press the Print button to
see the budget as ‘ hardcopy’.

Data layout

Centering headings
The heading ‘ Household budget 1999" can be cen-
tered across the entire spreadsheet in the following
way:

1. Select the heading and the cells it should be
centered across (A1:01).

Click onthe Merge and Center button.

Excel now treats the cells as one large
cell.

2.

Vertical layout
Y ou can create more space in the spreadsheet by
increasing the height of rows.

Thisis done by dragging the bottom line of the row
number:

Drag down to increase the height.

Drag the height of row 1 to be approximately
30.

Select the row and choose Format Cells
(Ctrl+1).

On the Alignment tab, choose Center in the
Vertical field.

Vertical:

‘Center
Toy

¥
Bottom
Justify
I

Chrinl + Fit

@ Entire rows or columns can be selected
when you want to format the text to bold, or center
it. When you want to add a border to cellsina
spreadsheet, you should only select cells containing
data as previously described.

Continue as follows:

1. Change the height of row 6 and row 30 to be
approximately 20. The height of row 31 should
be about 25.

Select rows 6, 30 and 31 and choose Vertical

Centering.

@ You can select several independent areas by
holding Ctrl while clicking on other rows or
columns.

| have chosen to format column O in bold.

It isdifficult to really assess the layout properly
before looking at a hard copy of the spreadsheset. |
suggest that you print one page before deciding
whether you are satisfied with the layout or not.

Thisiswhat my ‘Household budget’ looks like now
(you may need a magnifying glass to seethelines |
have added):

© [ E F [ H

Household budget 1999

] 2 K L

i September | Octmber | Hmvember | December

x-h Y5500 § 95EE0. § 9550 § 955501 § 45E50) § 95550, § A5E50L § 95EE01 § 45E50) § 95550, § A5EE0 § 95850 § 1156280 | § 4558
i-uil 3 10z500 5 102500} § 1,025.000 3 10e500} 5 1,025,000 § 1025000 § 1ozseel s 10s00l g 102500} § 1,025,000 3 1,025.00] § iozson| § 1z zeses| § 1,425 ee
$ 193350 § 133350 § 193350 § 1,933.58 | § 1,933.58 ) § 1.%33.50: § 191350 § 198358 § 193350 § 198350 § 193358 § 193358 | § 23 B2 | § 193358
¥ FETE0L § FETE0L § FETLE0L § FET.E0L § FETE0 § FET50 § FETE0L § FETE0 § FETE0 § FET.50 § FETE0L § ETE0| § 465000 | % FET.58
H 135000 § 13E.00] § 1z5.00] § 135.00: § 135.00; § 135.000 § 135.00] § 13500 § 13500, § 135.00; § 135000 § 1z5.00| 162000 | § 13508
3 1d4.00: § 144.01; H 144.01; 3 1d4d.00: § 1d4d.00: § 144.01; 3 144.01; 3 1d4.00: § 1d4d.00: § 144.02; 3 1dd.00: § 1dd.00) § 1, 7208 | § 14498
£ T o .0 T [ LT FEE S F AER S LEEER LT A FEEEE F AR f LRSS ﬁﬁ&.‘j 3 DA A F EEL S8
3 13700 § $ 3 3 3 3 125.00] § 3 3 $ $ |8 tasvee| s 1zaas
3 - % 3 3 3 % 3 - 3 ] % 3 3 av5.00) § AT5.00 | § .25
£ hmmen g £ £ £ £ 73 FIR G £ £ £ £ Eoat B ML 222 2 S T3
¥ 125000 § 12600, § 1z5.00; § 1z5.00: § 12500, § 1z5.00; § 12500, § 12500 § 12500, § 1z5.00; § 125000 § 1z500| § 150080 | § 12508
3 e S i 1900 § L] - i S s Rk B ] RE] ] - s % 1658
¥ FRZ.O0, § - 3 - $ Fez.00) § - ¥ - $ FRZA0 § - 4 - $ FEZ.O0 § - $ - ¥ 1] 12067
% 12500 & 1200} & 125001 & 12500 & 12600 & 125001 & 126001 & 12008 4 EERTE 12600} & 125000 ¢ 12500 125
3 600,001 § ] - i EE - i3 - i G0} § CEE ] S ] - i3 - i3 - | g ol g 1eees
£ EA £ i £ M £ {27 i FrIis £ i £ HEAE £ i F FrIis £ e £ i Fi i F A T SET P
H 13000 § H H 10d.00, § H H LIS ] ) ¥ 1zz.o0 § ¥ 1] ASE 00 § AT
¥ 99.00: § - 3 - $ - ¥ - ¥ - $ 99,00, § - ) - $ - ¥ - ¥ - 1] 13508 ( § 16.58
¥ V500 § TR0 § 27500, § 27500 § 75000 § 275000 § V5.0 § 27500 § 7500 § 275000 § EZTE.00; § evson| § 30000 | % TS5
3 145.77; § 14577 § 145.77: § 145.77; § 145.77; § 145.77: § 145.77: § 14577 § 145.77; § 145.77: § 145.77; § 145.77 1,74%.29 | § 14537
£ AR # MEE PR § L A ER e R NI TR LIRPN EER T E i AL F P 3 METE T TAE X F ATE A
3 | Tmtal sxpanrar $ 304270 § 1337271 § 15362T! § 1803270 § 1330270 § 1.33T.270 § 2421270 § 133727 §  13IT2T! $ 42127 § 13TV § 2227 | § 22229 3 143549
INCOMe - eZPend § -1.920.77, § 64623 § 44723 § 13023 §  S46.23] § 646230 § 6ITAT. § 4623 § S46.23] § 162230 § 646230 § IZEAT[ $ 1LITATI| § 14Em
= P H : : H H : : H H : H
=2
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Create your own number formats

It can be necessary to create your own number for-
mats. Excel understands some currency symbols
when you type numbers. It will recognise the cur-
rency symbol for the language (country) you have
set regional settingsto (‘kr.” for Denmark, ‘DM’
for Germany, etc.), plus‘$ and ‘£'. If your regio-
nal settings language is either English (British) or
English (USA) you will only havethe‘$ or ‘£'.
All other symbols or characters need to be created
as user defined formats before being accepted
together with numbers.

1. Closethe Household budget, you can decide
whether or not to save your latest changes.
2. Open the DECORATING — CANADIAN file.

We are going to create aformat looking like thisfor
Canadian dollars so we don't get confused:

Follow this process: CANS$ 1.90
1. Select B3:B18 (select B3, CANS 10.50
hold down Shift while CANS$ 14.80
pressing Ctrl+Down CANS$ 6.70

arrow).
2. Choose Format Cells (Ctrl+1) and the Number
tab.

The number formats are divided into categories.
Every category allows you to choose how positive
and negative numbers should appear in the selected
cells, whether or not you want thousand separators,
or how many decimal places should be displayed
etc. Check the optionsin the Number, Currency
and Accounting categories.

Y ou will have to create the format shown above:

1. Click onthe User defined category.
2. Theformat of the cell isnow shown as codein
the center of the dialog box:

Tvpe:

|0.00
Standard -

These codes need alittle explanation.

Y ou can change the format codein the Typefield
(strange name—in version 5 the field was called
Format codes, amore logical name).

All text which may be shown together with num-
bers should be set in quotation marks (“CAN$” for
example). Y ou can type exactly the text you want,
for example “miles/gallon”, “bananas’ or “ Transfer
bal ance to account no.”.

The easiest thing to do is select the number format
closest to what you want, then adjust the code to
the exact format you want. This new format will be
positioned at the bottom of the list of formats and
can be used in al the sheets of the current work-
book. Y our own formats will appear in the Custom
category.

We want our numbers to be displayed with
thousand separators and two decimal places.

Click on the code #,##0.00 which will be displayed
inthe Typefield.

The code should be understood as follows:

m The hatch character (#) specifies that a number
will only be displayed in the cell if thereisa
digit in this position.

m A zero specifies that a zero will be shown if you
do not add a digit yourself.

With the format code #,##0.00 your data will look
likethis:

If you type: it isshown as:
1250 1,250.00
D s 0.50
O TR 0.00

1. Click inthe Typefield, insert a space after the
code and type “CANS$’ . The first quotation
mark tells the program that the code is stopped
and that text starts. The next quotation mark
stops the text — Excel can continue to read the
code. The code should now look like this:
###0.00 “CANS”

2. Press Enter to accept the format and close the
dialog box.
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3. Typeanew number in B3 and press Enter. The
number will be shown in the format we just
defined (arather expensive brush!).

4. Undo the new number using Ctrl+Z.

0 A cell holdsits format even though you may
delete or overwrite its contents. If you want to de-
lete only the format, choose Edit|Clear|Formats.

For information:

Codes are defined in sections separated by a
semicolon:

First section........ccoeeeveinccnienieene Positive numbers
Second SeCtion ......cccvveeeeiiiinienene Negative numbers
Third section ........cccceceveevenenene. Zero values

Forth and last section................... Text display

When datais entered, the program formats the cell
in question according to the code applying to it.
When you type a positive value the first section of
code isused. If the result of aformulais zero, the
third section is used and so on.

1. Select B3:B18 and choose any colour (other
than red) by using the Font Color button.
2. Press Ctrl+1 and the number tab. Define the
format as shown here:
Error! Not avalid filename.

w

Press Enter to accept the formula.

4. To check what happens with a negative number,
ater a number in one of the cells you have just
formatted to a negative number —it turns red.

@ Colors specified in the Type field code have
highest priority. If no color is specified here, then
the Font Color button on the toolbar may be used.

You can, if you want to, try to understand the
currency format used in our household budget (it is
not easy). With the cursor in (for example) D4
press Ctrl+1 and choose Custom. Click in the Type
field and use the down arrow to see the different
codes. Thelittle ‘underscore’ () which appearsin
so many places means that the display of the next
sign is hidden. In other words, there is space for it,
but it is not actually shown.

It may seem alittle strange that Microsoft has
chosen so advanced aformat for a standard button
on the toolbar. The same appliesto the Comma
Style button.

Try changing the way the zero amounts are
displayed in our household budget to 0.00
(remember that zero values are defined in the third
section - you can always search for help for: Crea-
ting user defined for mats).

Advanced formatting...if you are
enthusiastic!

Here is an example of amore advanced format. Pay
special attention to the format given to zero and
text.

“CANS$” #,##0.00;[Red]"Minus” #,##0.00;
[Blue]’Balance”;[Color4]"Mistake, enter a number!”

With the format shown above, thisis how different
datais displayed:

When you type: It isshown as:
1250 ... CAN$ 1,250.00
“1250 i Minus 1,250.00
O Balance
TeXtueenene, Mistake, enter a number!”

Thetext format is especialy useful. When cells are
used in aformulait isimportant that they contain
numbers. But mistakes can be make.

So if you hit acomma instead of a decimal point,
Excel will think you have entered text. Thiswill
usually mean that the cell will beleft justified, but
that is easy to missif you are working fast.

With the cell fomatted as shown above, Excel gives
aclear message, one that you cannot ignore!

LA Y T R e =
Jv

= | 4120
S —
B

= 9 w so g 00 L0

It is possible to keep expanding these codes (you
can go completely amok with them), but | will let
you experiment yourself, with some Help from
Excel’s help function.
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Naming cells

The model on Sheet1 in the DECORATING —
CANADIAN fileis very small and easy to maintain.

=B7"§CY2

Thisformula, taken from C7, is not particularly
easy to understand. As your spreadsheet gets larger
with time it gets even more difficult to be able to
see what each cell actually contains.

Y ou should get into the habit of building up
spreadsheets so that the formulas are easy to under-
stand. Remember it might be several months before
you work with it again and by that time you may
have forgotten what they refer to.

For this purpose the ability to name cellsisan in-
dispensable utility. Quite simply it allowsyou to

give cells amore meaningful name than the ordi-
nary cell references.

In principle al cellsin a spreadsheet can be called
something other than their cell references. The cell
containing the exchange rate, C2, would be easier
to refer to if it was named ExchangeRate like this:

X Microsoft Cxcel - MamiliebudgetUK xIs
3 ] File Edit View Insert Format Tools Data Window Help — =] x

DM SR Y| 4wt o B®| = & 2R WP 100%- R
arial W -|w sy (=== % %, BR[| B A
1 = | =Br7ExchangoRate
A B < =] E F = H =
Ei =
2
3 AIAME? | o

18
| <[> [»i]Sheet1 / sheetz / sheet3 / Bank Loan (|4 | |

Ready NUM

Two cells cannot have the same name, and names
cannot contain spaces. |f you want to name a cell
for example ‘ Sales Tax’, it could be done without
the space (SalesTax) or with an underscore in stead
of the space (Sales_Tax).

1. Select C2, and click on the cell referencein the
name box over column A.
The reference will automatically be selected.
This means that you can overwrite the origina
reference with a new name.

Sl

I¥I= =ans Serir - 1l
| e 1 >
Name Box | A
1

Material

2. Type ExchangeRate, followed by Enter.

Y ou can also continue to write C2 if you want. You
can see this by selecting acell containing aformula
for calculating the net pricein American Dollars,
like C3. The formulais unchanged.

Change al formulasin the model so that they refer
to the cell name ExchangeRate instead of the
original cell reference, as here:

1. Select C3 and press F2.

2. Delete the reference $C$2 and instead type cur -
rency and press Enter. Excel will show that the
reference isvalid by showing ‘currency’ with a
capital ‘C'.

Copy the formuladown to cells C4:C17.

Select some cellsin the area C4: C17 to see that
the reference is correct. Type a new exchange
ratein C2 and press Enter. Did you get new
prices?

w

@ I mportant: References to cells with names
are automatically absolute. In other words, you do
not have to press F4 when you use names.

Other advantages using names

Aswell as making formulas easier to read, there are
other clear advantages in naming cells.

Entering formula

Move down the spreadsheet by pressing Page-
Down (PgDn) acouple of times. The cell
containing the exchange rate is no longer visible.

1. Inacel selected at random, type
=ExchangeRate and press Enter. Excel shows
the value of C2 —you did not need to remember
which cell contained the Exchange rate!

2. Pressthe Down arrow and type
=250* ExchangeRate. Press Enter. Easy and
efficient.
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Jumping to named cells All cellsreferring to these three key figures should
The exchange rate for CAN$ has changed to 0.72: be changed so that they refer to names. Instead of
changing each formula and then copying them, we

1. Click the small arrow in the right side of the will get the program to do the hard work for us:

name box: Y ou should select one cell, it does not matter which
one.

21 1. Wewill now apply the names we have created.

ExchangeRate Choose Insert|Name|Apply.

All the names in the workbook will be shown here.

2. All the names in this workbook are listed here. Make sure all three names are selected (click on

In this caseit isonly ExchangeRate. Click on them).
the name and the cell is selected. A fast and
flexible ‘go to’ function. O you have selected more than one cell when
3. Typethe new ratein: 0.72 and pressEnter. The  you choose Insert|Name|Apply the cell references
entire spreadsheet is updated. will only be changed in the selected cells. But if you
have only selected one cell, Excel will change the
It isnot agood ideato give all cellsin a spread- formulasin every cell in the spreadsheet.
sheet names; but as you can see, al key cells should
be namea. Apply Names E
The cell containing the sales tax rate should also be

0K

named. pph" ———

Cancel

1. Select D2 and click the name box.
2. Type SalesTax and press Enter. Optiang =3

3. Change the formulain D3 to =B3* SalesT ax
and press Enter. ﬂ
4. Copy the formulato cells D4:D17.

i3

v Ignore Relative/absolute
Column and row headings you want to use M Use row and column names

throughout the spreadsheet can be defined as
Labels. Once defined they will automatically be

applied as you type formulareferring to these cells. 1. Right click the two check boxes, Ignore Rela-

Label areas are defined in the Insert|Name|Labels tive/Absolute and Use Row and Column

command. Search for help on ‘Labels and namesin Names to read what they mean.

formulas for moreinformation. 2. ClickonOK or press Enter to accept the set-
tings.

3. Sdlect different cellsin rows 10 and 11 to check

Names in the ‘H hol ’
ames the "Household budget the formulas. C10, for example:

In the household budget there are three cells which
should be named. Open or move to the budget and =Heating*ApartmentShare
select C36, Apartment share.

4. We have now heard that the actual heating con-

1. Type ApartmentSharein the name box and sumption will be higher than expected. By using
press Enter. the name box, jump up to the heating cell and

2. Select C37, type Heating in the name box and change the number to 1600.
press Enter. 5. Check that the formulas for calculating the

3. Select C38, type Electricity in the name box monthly heating bill in row 10 changesto 192
and press Enter. kr. Use Ctrl+Z to check the changes.

6. Savethefolder using the same name (Ctrl+S).

©OPadlle Gronbek and KnowWare - Get going with Excel 97 - 06-12-99



Printing 43

Printing

Maybe you have already printed the Household
budget a couple of times. There are however, many
ways to customise a printout when large
spreadsheets are to be printed.

Margins

1. With any cell in our household budget @
selected, click on the Print Preview
button.

2. When the changes were made in print setup last
time (page 37), the spreadsheet was printed on
one page in landscape format.

3. Click on the M argins button. All margins can
be changed by dragging them.

T b
- Column border (width)—T

Header margin

+

Sheet topmargin

4 Left margin

Income
Salary after tax - husband | § 95850
Salary after tax - wife $ 1,025.00
Total income ‘ $ 1,983.50

4. Drag theleft margin asfar to the left as pos-
sible. The mouse pointer will stop automatically
at the point where text falls out of the print area
defined by your specific printer.

5. Drag theright margin as far to the right as
possible.

6. Pull the spreadsheet’ s top margin alittle closer
to the header margin.

7. Try dragging some of the column borders (you
cannot adjust the column widths automatically
on the Print Preview screen).

As we specified that the spreadsheet must be prin-
ted out on one page, Excel will adjust its size each
time you drag a margin.

Headers and footers

We will adjust the text shown at the top and bot-
tom, the header and footer:

1. Click the Setup... button, then the
Header/Footer tab.

2. Click thelittle arrow to the right of the Footer:
field.

Excdl isincredibly user friendly —with some
exceptions, one of them being here. The options
shown on thisroll down list are usualy totally
useless!

Create your own footer instead:

1. Click the arrow again to close the roll down list,
and click on the Custom Footer ... button
instead.

2. The Footer dialog box is divided into three
sections. Y ou can insert text on either the left,
middle or right third of the footer area.

There are several codes you can choose
between, the one shown here inserts the name of
the spreadsheet, from the name on the tab.

Center section;

J C &[Tab] ? J
» 1/ Bank Loan Household budget 1999, ¢

— —

Right section:

All printer codes begin with an ampersand
(‘&’), and the action to be carried out is entered
between square brackets.

3. If thereare codesin al threefields, they can be
deleted by dragging the mouse over them and
pressing Delete.

4. Click the Right Section field and click the
Date button. This code inserts the current
date every time you print the spreadshest.

5. Drag the mouse over the code & [Date] to A
select it and click on the Font button.

6. Choose afont size of 8 points and click OK or
press Enter to close the Font dialog box.

7. Click OK or press Enter to accept the footer
and return to the Page Setup dialog box. The
date and page number is shown in the lower part
of the dialog box:

Thelittle yellow help labels do not appear when
you point to the buttons in the Page Setup dialog
box. Instead you can get help by clicking them with
the right mouse button.

The footer still needs some changes:
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1. Click onthe Custom Footer ... button. We want
to see the page number together with the total
number of pages.

2. Inthe Center Section field, type Page and click
on the Page number button (second from the
left, marked with one hatch character). Thiswill
insert the page number. (code: & [Page]). In this
way you can combine text and codes (without
having to surround text with quotation marks).

3. With the cursor placed after the code
& [Page] click on the Total pages button.

The result looks very strange, because the codes are
not seperated from each other.

Center section:
I Pagef{Pages
Page l1l l4l

If you are page one of afour page print-out, the
codes as they are will show the numbers next to
each other, so it looks like 14! So we need to enter
some text and spaces between them:

1. Click between the two codes. Check that the
cursor isbetween ]’ and*&’.
2. Type aspace, followed by of and another space:

Page &Page| of &[Fages]

3. Click inthe Left section field, typein your
initials followed by a space.
Click on the Time button. @
5. Mark both text and code, and press on the
Font button. The font size should be 6
points. Y ou cannot choose a size less @
than 8 points, but if you click in the Size
field you can typein 6. Press Enter to confirm,
accept and close the dialog box.

>

6. We want the file namein the Right section
field. Click in the field and press the File name
button. This code ensures that we can aways
see the name of thefile.

7. Thefile name should be printed in avery small
point size. Use the same method as 7 above.

L ook at the picture on the bottom of the page.

8. Click OK to close the Footer dialog box and
OK again to close the Page Setup dialog box.

Y ou should now review the page layout on the
Print Preview screen.

Y ou can insert other codes, for example the date, in
the Custom Header ... dialog box if you want.

Footer ﬂ
To format text: select the text, then choose the font button, o
Cancel

To ingert a page nurmber, date, time, filename, or tab name: position the insertion point
in the edit bax, then chaose the appropriate button,

2| 8|8] mle| 8|5

Left section Center section

& Time] Ij Page &[Page] of &[PageS]Ij

Scaling the printout

It is not always possible to read the printout of a
large spreadsheet when it has been compressed to
just one page. Let us return to normal size:

Right section

1. Remaining in Print Preview click the Setup...
button and the Page tab.

2. Specify that the printout should be adjusted to
100% in the Adjust to field (click on the
Adjust to: field and type 100 and press Enter or
use the small arrows).

3. Press Enter and look at the bottom of the screen
to see how many pages the printout will be.

Manual page breaks

When a spreadsheet takes up more than one page it
is often necessary to decide where the pages should
begin and end:

1. Whileyou arein the Print Preview screen,
press PageDown (PgDn) and PageUp (PgUp)
to leaf among the different pages.

Y ou will see that the Total apartment block
figures are printed out on their own, while the
spreadsheet is divided at September. Exactly
where, depends on your particular com-
puter/printer combination.

2. Wewant to start a new page after the first half
year. Press Esc, or click the Close button to
return to the working screen. Notice that this
now contains both a vertical and horizontal
dotted line. This shows you where the new
pages begin.

3. Click inthe cell to theright of and below the
position of the new page break (hmm...difficult
to explain — but easier to see on screen). We
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want the new page to begin between June and

July. Select 133 and choose Insert|Page break.
Vertical and horizontal dotted lines indicate page
breaks. The spreadsheet is now divided into four
pages. Check that the page breaks work properly:

1. Choose Print preview and check the pages one
by one, using PageDown and PageUp.
Are the page breaks where they should be?

2. Click the Setup... button and the Sheet tab. In
the Page or der field at the bottom you can
choose which order the pages should be printed.

3. Press Esc twice to return to the working screen.

Y ou can insert as many page breaks as you want To
insert avertical page break, select a column and
choose Insert|Page break. For ahorizonta page
break, mark arow.

Removing page breaks

Manual page breaks can be removed by placing the
cursor on the right or under the page break which is
to be removed.

1. Try removing one of the page breaks. Select any
cell in column I, for example |1 35 (but not | 33).
The mouse pointer is how touching the vertical
page break.

2. Choose the Insert menu. The command is now
called Remove page break. Choose it.

3. The horizontal page break over row 33 is still
there. Now select any cell in row 33 and choose
Insert|Remove page break.

If you want to remove both page breaks at once,

select the cell at the intersection of the horizontal

and vertical page breaks (1 33).

There are still a couple of things to change before
the printout istotally satisfactory.

Repeating headings

Earlier you tried to freeze panes so you could
always see the text in the first column and row
while you moved through the spreadsheet. Be
aware that the Freeze Pane function only works on
the screen and not on printouts.

Thefirst two columns and two rows should be re-
peated on every page of the printout.

Thisis how you doit:

1. Choose File|Page Setup and the Sheet tab. The
diaog box is the same as that you saw in Print
Preview, Setup... but now you should choose
thefieldsin the Print titles area (these fields
cannot be chosen from Print Preview).

2. The Rowsto Repeat at Top field is not
relevant here as the printout is wide and not
high. Click in the Columnsto Repeat at L eft
field and select any two cellsin columns A and
B on your spreadsheet using the cursor (thisis
on the spreadsheet itself, not in the dialog box!).

3. Thelittle button to the right hand side of J
the fields for the Print area and Repeats i
will let you display more of your
spreadsheet. Pressit to reduce the size of this
dialog box. When you have chosen your area,
click on it again. Now your dialog box looks
like this.

Print titles

Rows to repeat at top: |

L] Lt

|58 4B

Columns to repeat at left:

4. Click the Print Preview button on the E
right side of the dialog box and look at the ==
pages. The text next to every category will
be included on pages one and three of the four
pages printout.

©  The heading Household Budget 1999 has
been cut right in the middle of the sentence. It is
often best to left justify headings when the printout
runs over several pages. See page three of the
printout:

ﬁ F

Wi
Household bu

ilnrnmao

Excel has done precisely what you asked it to do!
You asked for columns A and B to be repeated on
all pages of the printout, and as the heading is
longer than the two columns, the text has been cut.
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The easiest workaround is to reduce the font size
until the heading can fit in column A.

Unfortunately the total apartment block charges
have also been printed on page two, and the text on
page four. This should be corrected.

Print area

Print what

" Entire waorkbook

" Active sheet(s)

You can limit the area to be printed. The ideawith
‘key’ cells, like our total apartment block charges,
isthat it should be easy to change the spreadsheet
by changing figuresin asingle cell, making it quick
and easy to do a‘what if’ analyses. They do not
necessarily have to be printed together with the
spreadsheet.

1. SelecttheareaAl:031.

2. Press Ctrl+P or choose File|Print. The Print
dialog box is displayed.

3. Choose Selection from the Print what area:

4. Click the Print Preview button at the bottom of
the dialog box — the printout is now only two

pages.

The choiceisonly valid aslong asthe areaiis
selected. Next time you print a spreadsheet without
selecting anything, the entire sheet will be shown as
the print area.

Fixed print area

If you want to specify an areaas afixed print area,
you do not have to select it and choose Selection
every time. It can be done as follows:

1. Select thearea A1:031 and choose File|Print
area|Set print area. Press an arrow key to can-
cel the selection and click on Print Preview.

2. Now dl you haveto doisclick the Print button
without worrying about selecting anything.

3. PressEsc to close Print Preview.

When another area of the spreadsheet isto be
printed, it is done quite simply, asfollows:

1. Select asmaller area, like A2:EB6, press Ctrl+P
and choose Selection. Pressthe Print Preview
button. The print area previously specified is
now ignored.

2. PressEscto close Print Preview and press any
arrow key to cancel the selection.

3. Without selecting anything else, press the Print
Preview button. The previously defined print
areawill now be active again.

4. PressEscto close Print preview.

Printing areas (hame)

When you define print titles and print areas, they
are automatically named.

-
Share

Electricity
Heatin

Print_Titles

Excel uses named areas to make management of
more advanced functions much more simple.

If you learn to use names from the very start, many
routines will be much easier to manage in the
future. When you need to print different areasit is
obviously best to name each area.

Select areas you often print, click in the name box
and type a suitable name (for example, area
A1:E31 could be named First_Quarter —note the
underscore as you cannot have spacesin aname).
When you want to print this area, choosing its
name in the name box will select it. Then press
Ctrl+P and choose Selection.

Or even better, you can add a button to the toolbar
to define a print area as we will try next.
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Toolbars

Nearly al commands can be placed on atoolbar as
abutton. There are a number of predefined toolbars
available.

v Standard

+ Fommatting
Chart
Control Toolbox

orawing

External Data
Forms

Pir* .
.ual Basic

Web
Customize...

1. Choose View|Toolbars. The two toolbars which
are aways visible are called Standard and
Formatting.

2. Choose the Drawing toolbar and click OK, to
return to the working screen.

3. The Drawing toolbar appears as a
floating toolbar and can be
dragged to wherever you want
(just drag the title bar). You can also placeit at
the bottom of the screen or together with the
other toolbars. In these positions their title bars
are hidden. To drag them somewhere else on the
screen, take hold of the toolbar in an area
between two buttons and drag:

Draw ~
% 1

Another, and faster, way to open atoolbar isto
right click any toolbar button on the screen. Y ou
can then select the toolbar you want on the object
menu. The object menu also gives you the option of
customising the toolbars.

Customising toolbars

To beredly effective the buttons on each toolbar
should reflect your method of working.

When you have worked a while with the program,
you will notice that you have not used some of the
buttons on the toolbars. When thisisthe case,
replace them with more relevant buttons. Right now
we need a button to help us define printout areas.
Thisishow to do it:

1. Right click anywhere on the toolbar, choose
Customise followed by the Customise tab.

2. Thebuttonsin the dialog box are divided into
categories corresponding to Excel’s menus.
Click on the Describe button to read a
description of selected command:

3. Go back to the File category and find the button
described as: ‘ Sets selected cellsas areato
print’.

4. We want to make space for this button on the

Standard toolbar. Thisis done by dragging one
or more unneeded buttons from it. Y ou can
always find a button again under the category it
belongs to in the Customise dialog box.

| suggest that you remove the Spelling button.
Drag it anywhere off the toolbar and release the
mouse. (Note that this can only be done with the
Custom dialog box opent).

5. Grab the new button using the mouse and drag
it to the position you want it on the toolbar. This
button will be used when printing, so why not
position it between Print and Print Preview:

& | = A& 2l E il

o, w0 o0 | g= 5=
% 3 o4 | EE L

I
[
o
<
[
&
7]
%
| >
| 2
o |

Page Setup...

[y
E *t Print Area

Clear Print Area

[ Print Preview

The other buttons on the toolbar move and the
program makes space for the new button when
you release the mouse button. Change the
individual position of the buttons by dragging
them around.

6. Click on Close, or press Enter to close the Cus-
tom dialog box.

The new button should be tested:

1. Select an area, A1:ES6, for instance, and click
the new button, Set Print Area. Click on Print
Preview —Viola...the areais ready for printing!

2. Repeat with other areas and printout the dif-
ferent areas. Easy and elegant.

Remember: Cells and areas which you use often

should be given aname...it bears repeating with

emphasis, becauseit is so important: Cells and
areas which you use often should be given a name!!
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Charts

‘A picture says more than a thousand words.” A
wise and well known phrase, highly relevant when
numbers are to be displayed and analysed.

Itisvery difficult to understand things clearly from
the spreadsheet data alone, especidly in large
models.

The amount of datain our household budget is
comparatively large, so before we useit, it would
be agood ideato ‘play’ alittle with chartsfor a
smaller example.

1. Close Household Budget and choose Y es when
asked if you want to save changes.

2. Typethefollowing small model in a new, blank
workbook. It shows afamily’s pension plan:

A B C
1 Budgeted  Actual amount
2 |Capital pension $75.000.00 $95,000.00
3 |401(k) $153,00000  $168,500 00
4 |Pension Plan $85,000.00 $86,250.00
5
6 |Total $313,000.00  $349,750.00

It isimportant to decide what the chart should show
beforetheit is created. It is possible to distort
reality when numbers are presented graphically.

The family wants to see the relationship between
the budgeted and actual amounts. The chart should
be created to show for example the capital pension
in two columns, side by side, making them easy to
compare.

At the same time, | will create the chart as a sepa-
rate spreadsheet within the workbook.

The Chart Wizard

A chart on a new page

First, the data to be displayed should be selected.
Do not include the Total (B6 and C6) cells, as
these columns would be enormous.

We want to see the details in the spreadsheet.

1. Sedect acell at random within the areaA1:C4
and press Ctrl+*. The text is also to be included
in the chart, and should therefore be included in
the selection.

0 Quick selection of consecutive cellsis best
achieved by using Ctrl+*. Use the asterisk on the
numeric keyboard for selecting cells (to use the

asterisk beside the Enter key, the Shift key must be
depressed as well).

The chart is built up asfollows:

1. Choose Insert|Chart|As New Sheet. Of (il
click on the Chart Wizard button.

2. Your ‘persona guide' appears and asksyou if
you want help with this function. Choose ‘ No’
and he politely dissapears.

3. The ChartWizard will now try and help you to
make the right choices. The first stage of the
guide takes you through the different types of
chart. There are sub-types for every type shown,
and the guide suggests the first, very simple,
format. Choosing format number two shows the
three pensions one above the other, showing
how much is budgetted and how much is
realised (you can see the total pension, and also
how large a part each pension typeis of the
total). Format number three shows the same, but
in percentages.

4. Noticethe Pressand hold to view example
button, and do asiit saysto see different types
and sub-types of chart.

Choose thefirst bar type and click the Next button

to go to step two of the Wizard:

To undo any step, and return to the previous
stage, click on the Back button. If you press Enter
by mistake instead of the Nexti button the chart is
createdd. (Enter isthe same as pressing Finish). If
this happens, press Delete to delete it, and start
from the beginning again using the Wizard.

6. The Wizard displays the selected areain the
Rangefield. The Seriesin: radio buttons let
you choose between columns and rows for your
data series. Click on the r ows button to see the
differance. We want to compare the budgetted
figures for a pension with the actual figures, so
click on Columns before continuing.

7. Notice that step two contains two tabs. Click on
the Seriestab. Thislets you add or remove
series, choose a different name for an existing
series or choose another area of your
spreadsheet for labelling the axis. (Called
‘Category (X) axislabels').

8. Click on the Next button to go to step three of
the wizard. Type 1999 in the Chart titlefield
and wait amoment. Thistitleis displayed on the
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little example chart. Y ou can add axis headings
in the same way.

9. Try clicking on each tab in step three. | would
especially recommend that you try the Show
datatable field onthe Data Table tab.

10.Click on the Next button to go to step four of
the Wizard.

11. Thisis where you can choose where the new
chart should be in your workbook, whether it
should be a new sheet or as an object on an
existing sheet. Choose As new sheet and label it
asfollows:

Place chart:

% Az new sheet: Chart1

12.The chart is now finished, so choose Finish or
press Enter.

Excel displaysthe chart in its standard format.

4|4 » M\ Chartl/ Sheetl / Sheel
Ready

We will change the coloursin a moment, but let us
first seeif there is arelationship between the data
on Sheet1 and the columns on Chart1.

Updating a chart

The smallest column is Budgeted for the Capital
pension where the scale on the Y -axis stops at
$100,000 kr. Let us change this number to seeif the
chart is automatically updated.

1. Click the Sheet1 tab. Change the valuein B3 to
$100,000.

2. Click again on Chart1 and see what has hap-
pened to the height of the column.

3. Thetallest column isthe actual amount from the
401(k) plan. Change that from $168,000 to
$268,000 Return to the chart and notice that the
scale on the Y -axis now goes up to $300,000.

4. Return to Sheet1 and change the payment in B3
back to $168,000. (Ctrl+2Z).

Adjusting the format in a chart

Every part of achart can be changed. No matter
where you click in the chart area, an element will
be selected. Small black *handles’ show the
selected area. When you position the mouse pointer
on one of these it changes to a double arrow which
allow you to change the size of the object.

To change aformat, double click the object you
want to change.

1. Double click on one of the blue columns
(budgeted).

2. TheFormat data series dialog box opens.
Choose another colour in the Areafield. You
can also add a pattern to the column by clicking
on the Fill Effects button. Take alook at the
Texturetab in the Fill Effects dialog box; it
contains many attractive textures, but be careful,
itiseasy to get carried away.

3. Choose OK (Enter) and format the other col-
umns to suit yourself.

@ If you double click too slowly on a
column, the program thinks that you only
want to select the one column. When you
then choose a different colour, only this
column will change colour — very
confusing (undo it immediately).

1. Thegray background, the Plot area, is ™
not very attractive. Double-click on it and
choose asubdued color (maybe a pale yellow,
or atexturein apale color).

2. Thelegend on theright side of the chart area
also needs changing. Double-click on it and
notice the little field Shadow in the Form
L egend dialog box. Check the field and click
OK.

3. Grab the legend with the mouse and drag it to a
new position.

Of course, you can also use the right mouse button
on any element.
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Scale
Chart area

'Handle'

Gridllinesil e |

Data series

Colour key

Y-axis =

aaaaaaaaaaaaaaaaaaaaaaaaaa

T— Catagory cclunTn labels (X-axis) —T
1. Right click the Plot area and choose Chart
Options. Click on the Gridlinestab and click
onthe Minor Gridlines radio button for the Y -

nnnnnnnnnnnnnn

axis. Click OK — and now there are enough
lines on our chart.

. The background gridlines should not be so
obvious. Right click on one of them and choose
Format Gridlines on the object menu (or
double-click one of the lines).

N

3. TheFormat gridlines M-
dialog box letsyou —
. : &
choose astippled line =
and apaler color, like T
light grey. I
4. Click OK —now it 2 GEQ_(M
looks alittle better. Itis @ & & |

easy to read precise
values from your chart.

The axis cross at $0., The size difference of each
bar will be easier to seeif they cross at afigure like
$60,000 kr.

1. Double-click on one of the figureson the Y -
axis. In the For mat axis choose the Scale tab.

Yalue ) axis scale

Auto

™ Minirmum: ‘
WV Magirmum: IW

2. Type 60000 in the Minimum field and press
Enter.

¥ ragjor unit:
¥ Minor unit:

If you want to change the font used on one of the
axis labels, or tilt the text to 45°, then the principle
is the same. Double-click on the text you want to
alter. The appropriate dialog box will aways

appesr.

Y ou can format and move thetitle field 1999 in the
same way (try using an underlined text).

Chart types

Have you noticed the Chart toolbar? It appears
automatically when you select a chart.

1. Click the Chart type button and choose the

three dimensional column chart. All your

formatting will be saved.

Try moving between the different types of

charts. Our modél is best suited to column, line

and area charts.

3. Choose the three dimensional column chart
before continuing.

N

3-D perspective

The columns look like skyscrapers seen from a
helicopter. Maybe we want to fly around the sky-
scrapers and see them from another angle:

1. Click onone of the vertical axis. There should
be asmall black square at the top and bottom of
the axis.

2. Click on one of the black squares. Now there
should be black squares at the top and bottom of
every axis.

3. When the mouse is over any of the black
squares it will turn into asmall, thin cross. Drag
the cross.

More than once al my attempts at formatting have
ended in an unreadable mess. Luckily all formatting
can be cancelled by right clicking the chart,
choosing Chart Type and clicking in the Default
Formatering check box, followed by OK ..

Save chart

The chart is part of the workbook, and will be
saved together with it.

1. Press Ctrl+S and save the workbook using the
name PENSIONS.XLS. Let the file remain on
screen.

We have now gone through the mgjority — and the
most important — principles in formatting charts. In
the following section you will create a couple of
other charts without me detailing each steps.
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A chart on this sheet

A chart can be placed directly on the spreadshest,
which is very sensible when the spreadsheet fills as
little as our pension model.

1. With the cursor inany cell inthe area A1:C4,
click the ChartWizard button.Follow the guide
step by step to set up a bar chart, but stop at step
four.

-’P\
/ Drag here

Chart bottom

0 Notice that even though you did not mark the
area Al:C4 the Wizard automatically expects you
to useit for your chart. Most of Excel’ s functions
work like this. (Ctrl+* is automatically used by
these functions).

In step four, choose:

=

-

0 Notice that you can choose to place the
chart on another spreadsheet within the workbook.

* As ghiect ing

3. Click Finish to add the chart, in aframe, to the
spreadsheet.

4. Theframeisselected (small tags, called handles
are placed around the edge of the frame). Drag
one of the handles to change the chart’s size, or
on the Chart areato moveit.

5. Double-click on the chart’s objects to alter their
format (the font size needsto be alittle smaller).
When you have made the changes you want,
click on any cell in your spreadsheet, which
takes you back into it.

In actual fact the chart isin aframe, on top of the
spreadsheet, and is taken to be an object - a picture.
The arrow keys let you move the cursor under the
chart’sframe. This also means that you can place
the chart over some of the spreadsheet’ s data.

Selecting data

Y ou will now create a pie chart of the datain col-
umn C, but want to use the text from column A.

1. Select cellsAl:A4.
2. Hold the Ctrl key down while using the mouse
to select cells C1:C4.

B
1 Budgeted
y4 Capital pension $75,000.00
< 401{k) $153,000.00
L@l Pension Plan $&5,000.00
5
6 Total $313,000.00  $349,750.00

@ It isvery important that the area selected in
column A is the same size as that selected in
column C. In principle you will not be using A1 for
anything in the chart, but if you do not select this
cell, the program will not understand how text and
data belong together.

Now we are ready to create the chart:

1. Click the ChartWizard choose Pie, and the
sub-type Pie with a 3D visual effect.

2. Click Next until you are on step four.

3. Choose Asobject on sheet1 and click Finish.

4. Position it under the bar chart and alter the size
so they match each other.

0 Click once on the pie chart - now all three
layers are selected. Click again, try the smallest bit,
and now only it is selected. Drag the piece away
from the center of the circle (it is called ‘ exploding’
the chart).

Printing charts

Y ou cannot be sure that the two charts can be
printed on the same page before Excel has created
the printout:

1. Click onany cell in the spreadsheet so the chart
is not selected. Click on the Print preview
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button. If the print-out will fill more than one
page, then return to your spreadsheet and make
the charts smaller, or move them dightly.
Notice the dotted page break on your
spreadsheet, which makes it easy to see if
everything can be on one page.

2. Thegridlines are useful on the working screen,
but are distracting (to say the least) on a
printout. Click the Setup... button and the
Sheet tab and deselect printing gridlines.

You can print achart separately. In this example
we will use the pie chart:

1. Double click the chart in the working screen.

2. Choose Print Preview. Excel has even decided
that a landscape format suits the chart best.
Flexible and smart!

3. Click on the Close button to close the
PENSIONS.XLS workbook and choose Y es when
prompted to save changes.

Household Budget

I would very much like to see both the husband’s
and wife’ sincome shown graphically. The only
problem | can seeisthat Row 3 should not be a
part of the chart. We could select the data areas in-
dividualy (holding down Ctrl as we select), but let

ustry to treat it as one area and see how the Wizard
treat the data:

1. Select the area A2:N5 and create a bar chart on
anew sheet in your workbook.

Excel has not had any difficulty in understanding
that the first selected column and row should be
used as text! Notice that the Y -axis starts at 9,200
kr.

Now create a chart which compares Total income
and Total expenditurelike this

1. Select A2:N2, hold Ctrl now and continue
selecting A6:N6 and A30:N30. You will have
to scroll your window up and down while
marking.

2. Create acolumn chart and notice that the correct
area has again been correctly understood to be
text.

@ Remember that each selection must contain
the same number of cells...!

Delete a chart on a speadsheet by selecting it and
pressing Delete.

Working with worksheet tabs

Naming tabs

We now have three sheets with different data. They
should have more meaningful names:

1. Doubleclick the tab called Sheet1.

2. Thetext: Sheetl isautomatically selected. You
can use up to 31 characters, including spaces.
Type Household Budget 1999 and press Enter.

3. Doubleclick on Chartl and type:
Salary-column. Press Enter.

4. Doubleclick on Chart2 and type:
Results-column. Press Enter.

The order of the sheets should be changed. Y ou will
want to work with the budget often, so that should
be placed first.

1. Grab hold of the Household Budget 1999 tab
and drag it to the left. A small picture of apage
by the cursor shows you that you hold a
spreadsheet. A small triangle indicates where the

sheet will be placed when you release the
mouse.

2. Drag the sheet al the way to the left and release
it.

49 Drag to new position
1] 4] |[¥“ = — —. Household Budget 1999

Ready Sun

Deleting a sheet

We have several unnecessary sheets in the work-
book.

1. Select the unused sheets as follows: Click on
Sheet2 and hold Ctrl down while you continue
clicking on Sheet3 and Sheet4 (if you have
more empty sheets, select thesein the same
way).

2. Right click on one of the selected tabs to open
the object menu. Choose Delete.

3. A dialog box warns you that the deletion will be
permanent. Click on OK (Enter) to accept.
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Inserting a sheet

As noted earlier, aworkbook can contain up to 255
spreadsheets.

1. Right click on atab and choose I nsert on the

object menu. The General tab in the I nsert
dialog box lets you choose between inserting a
spreadsheet, a chart and other more advanced
objects. The Spreadsheet solutionstab letsyou
create models based on built in templates. You
can experiment with these later if you want to —
personally | am not especially enthusiastic about
them (I am abit of an old fashioned type; |
know how things | have created myself work,
or, to put it another way; if mistakes are going to
be made, | am quite capable of making them
myself...).

Choose Spreadsheet on the General tab and
press Enter. The spreadsheet will be inserted to
the left of the sheet you right clicked.

Drag the new sheet, Sheet 1, to the right until it
isthe last in the workbook.

Copying sheets

If a sheet should be used in another workbook, or if
you need to create anearly identical sheet in the
same workbook, you can copy it to a new position.

1

Open the DECORATING - CANADIAN.XLS file.
The spreadsheet is to be copied to HOUSEHOLD
BUDGET.

Right click the spreadsheet tab and choose
Move or Copy... on the object menu.

K

Move or Copy

Mowve selected sheets

To biook:

Carcel

di

‘Huusehuld Budget.xls

Before sheet:

~|
Sheetl ﬂ

. Specify that the sheet should be copied to

HOUSEHOLD BUDGET.XLS in the dialog box.

. Check the Create a copy field (by clicking on

it).

. Choose (move to end) in the Befor e sheet field.
. Click OK, and the screen will shift to

Household Budget.

. The sheet will be called Sheet2(2) because there

already is a Sheet?2 in the workbook. Double
click the tab and change the name to
Decor ating.

. Go back to the DECORATING — CANADIAN.XLS

by clicking on the Window menu, followed the
file'sname.

. Close DECORATING — CANADIAN.XLS.
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Functions

When Microsoft originally developed Excdl, itis
unlikely that anyone expected that spreadsheets
would be used for as many tasks as they are today.
That Microsoft wants the program to be used in as
many ways as possible is evident from the many
functions it contains.

A functionisabuilt in formula, built up in avery
specific way:

=Function name(ar guments)

Y ou have seen examples of a function, namely the
function for adding cells together: =SUM (célls).
All functions begin by giving the operation the
program should carry out, while the cells which
should be operated on are given in brackets (the ar-
guments).

These arguments can be an area, single cells or
even another function.

For example, the function =SUM(C3;D5;C8) add
the three given cells. A semicolon separates the
argumentsand iscalled a“List separator’ (thisis
defined in Windows Control Panel/Regional
Settings).

Average
For example the function:

=AVERAGE(B3;C48;SUM (F4:G12))

calculates the average of the numbersin B3, C48
and the sum of the area F4:G12. Pay special
attention to how the included function SUM is
‘complete’ —it hasits own arguments within
brackets.

A little exercise:

Type aformulato calcul ate the average income and
expenditure in our Household Budget. In P2 type
the heading Aver age, and the formulain P4 (type it
directly in the formulaline):

=AVERAGE(C4:N4)

Copy the formula so that every item in the budget
has an average calculated for it. Notice that the
function isidentical, except for its name, with the

SUM formulain column O. Format the column as
column O (best done by selecting 02: 031,
clicking on the Format painter and dragging over
cells P2:P31). Y ou may want to create a printer
area covering just these cells (see page 46).

Other functions

Asthereis abig difference between what argu-
ments different functions need, Microsoft has
chosen to build in aguide to help you create func-
tions, called the FunctionWizard.

Calculating loans

We are going to create a model to calculate the
exact repayment on the bank loan in the Household
Budget:

1. Inthe HOUSEHOLD BUDGET.XLS, rename
Sheet1 to Bank loan and press Enter.
2. Typethefollowing model in the spreadshest:

A | B |
1 |Bank loan
2
3 |Total loan $ 9,250.00
4 |Interest T.75%
5 |Payments 48
6
7 |Repayment amountl _|

3. InB7, theformulafor calculating the monthly
repayments should be typed in. We do not know
exactly which arguments the formula ﬂ
uses, so click the Function guide button ®
(Shift+F3).

4. All functions are listed by category. The most
used functions are in the M ost recently used
category. But let us see how many functions are
actually available in total. Click the All category
and scroll through the list in the Function
nameslist. They are listed alphabetically.

5. Now click the Financial category and scroll

down thelist in the Function names field until
you find the function PMT. Click on it:
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EES

Paste Function

Function category: Function name:

rMost Recently Used IRR e
All MIRR

PMT(rate,nper,pv,fv,type)

Calculates the payment for a loan based on constant payrments and a
constant interest rate.

9 o]

Cancel |

6. For thisfunction thetext inthe grey areais
helpful (unfortunately this not always the case!)
Thefirst payment is nearly al interest, and very
little instalment, and the last payment is nearly
al instalment and very little interest — but the
total monthly payment is the same.

7. Click on the OK button. The dialog box
dissapears. The field on the left side of the
formulaline lets you choose other functions.

8. Now we are ready to type the necessary data.
Only the fields with bold type text need to be
filled in. The Rateistheinterest rate on the
loan. nper isthe total number of payments to
make, while nv isthe amount in total you have
borrowed:

Rate [B4 X =007
Nper |BS =48
P [B3 %] = so00

] -

Type |

As shown in the picture above, you should point
to the cells containing the relevant information,
and not write the valuesin thefields. The dialog
box hiding the cells containing data, but by
grabbing the grey area, you can drag it to the
bottom of your screen.

9. First click in the Interest field, so the cursor is
blinking in it, then click on B4.

10.Now click on Nper and on B5.

11.Then click on Nv and on B3

12.But something iswrong! The gray area above
the OK button shows the result of the
calculation —itisfar too big! The interest is

annual. The repayments are monthly. At the
moment we have accepted that we will pay
8.5% interest per month for 48 months. Thisis
an expensive loan!!

13.Change the Rate field to a monthly interest rate:
B4/12 (click in the field after B4 and type /12).

14.Theresult in the Value field should now be mi-
nus 2,216.99. Press Finish (Enter).

o R T T — — — £y ur o —

e = : PRI

B7 ﬂ =| :PMT(InterestﬂQ,Payments,—Amount)|
A B i 8] E

1 |Bank loan

2

3 |Total loan $ 5.000.00

4 | Interest T.75%

S |Payments 45

6

ﬂRepayment amount

7

Note that the cells are formatted with the currency
format automatically (it isafinancial function we
have used).

0 If you use a function regularly you will
remember what arguments it uses. When thisisthe
case you can just write the formula directly in the
formula line —the Wizard is only for use when you
need instruction building the function.

Why are the payments negative?

Some people will say that it is always negative
when you owe money; but that is not the reason.
The function tells you that money is ‘flowing
away’ from you —when the loan is positive, the
payments will always be negative.

But payments should be shown as positive numbers
—we know that we have to pay. With B7 selected,
click again on the FunctionWizard (Shift+F3).

Rate |B4/12
Nper |BS
Py |-B3

L)

1. Typeaminusin front of the cell referencein nv
and press Enter.

2. Type9 astheinterest rate in B4 (when the cell
is formatted to a percentage it is enough just to
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type anumber — the cell aready includes the %
sign).

3. Type anew loan amount and number of pay-
ments and check that the payment amount
changesin every case.

4. Go back to the original amount again before
proceeding.

The other two fields in the Wizard, fv and type, are
optional, so we can leave them blank.

The option fv means ‘future value'. When we |leave
this blank it means that the loan isto be paid back
in full in the number of payments we have
specified. If you still owe $1,000 after you have
made these payments, then enter 1,000 in the fv
field.

The option type decides when in the period the
payment is due, and can contain either O or 1.
When we |leave it blank (0) it means that the
payments are due at the end of the month (normal
banking practice). If you insert a1 they are due on
the first of the month.

Press the Help button in the FunctionWizard dia-
log box for further explanations.

Naming cells in functions.

The formulais not very easy to read. It would be
easier if the cells we used had more descriptive
names. The text in column A is good. We can try
and use it to name the cells B3:B5:

1. Select both the text and the cells which should
be named, A3:B5.

2. Choose the Insert|Name|Create command.
Notice that Excel has understood that the left
column contains names and that these should be
used in the right column. However, the develo-

pers who wrote the captionsin the Create name

dialog box were not as smart. It reads Create
namesin left column but that isincorrect, we
will use the namesin the left column. But the
function works correctly, so press Enter.

. Select B3 and look at the name box. Thecdll is

now called Total _loan. Check the namesin B4
and B5 as well.

A | B ]
1 | Bank loan
2
3 |Total loan
d e
5
b 2
_u'lr - X
2
g
10 C |
11 [ Bottom o ﬂ
12 | | [ Right colurrin
13

. But theformulain B7 doesn’t know yet that we

have given the cell aname. We will now use the
names in the formula. Choose
Insert|Name|Apply. The three relevant names
are already selected, so just press OK (Enter)
and check the formulain B7:

=PMT( Interest 12 Fayments;-Total_loan)

This makes the formula much easier to understand.
Save the workbook(Ctrl+S).
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Links

One of the clever things with a spreadsheet is that
you only need to store important numbers or for-
mulasin one place. Other spreadsheets which need
anumber or formula can get it from there. If the
Total apartment costsin Household Budget had
been in another spreadsheet, we would have said
that we had created alink to the cells.

The principleisvery simple. | suggest that we start
by practising in a new workbook.

1. Open anew blank workbook by clicking
on the New workbook button.

In Al type Salesand in B1 25000.

Click on Sheet2. You can also press
Ctrl+PageDown to move to the next sheet
(Ctrl+PageUp moves to the previous sheet). In
cell Al type Sale from Sheet1: and adjust the
width of column A.

N

2.
3.

Y ou are now ready to get the number from Sheet 1.

1. Thelinkisto be created in B1 on Sheet2. Start
with the usual equals sign. The cursor is now
anchored to the cell.

Click the Sheetl tab. The tabs and formulaline

show you what is happening:
= | =Shest1IB1

- *

‘ PMT v|x% v
A ] B ___
Sales V250000

4|« » ]\ Sheet1 / sheet2 / Sh
Point

1
2
3
4
.'__\

Both tabs are white, and the formulais referring
to Sheetl. At the same time the status line
shows that Excel is ‘pointing'.

1. Click on B1 and press Enter. Excel jumps back
to Sheet2

Let ustake alook at the formula:

=Sheet1lB1 = Refers to cell

Refers to spreadsheet (end with 1)

©Palle Gronbek and KnowWare -

Thelink is dynamic. That means that it does not
only relate to the cdll, but aso to the name of
the sheet. Let us check both:

1. Goto Sheetl (Ctrl+PageUp), and change the

number in B1 to 30000.

Back to Sheet2 (Ctrl+PageDown) — the number

in B1 is updated. The link works.

Double click the tab for Sheet1.

Rename the sheet to Sale 1999 and press Enter.

Return to Sheet2 (Ctrl+PageDown), and look at

the formulain B1:

> w

='Sales figures'lB1

I —

—

B1 on the Sale 1999 sheet is the ‘source' of our
resutl, but cell B1 on Sheet2 isthe ‘dependant’ cell.

That isthe principle of alink. Y ou can also create
links between separate workbooks, but that needs
more practice (and agreat dea of discipline!).

Information

Y ou can also create links between different
workbooks, it needs a bit of practice.

Y ou also need to be very disciplined about it (as
with al computer related things). If you have
linked several workbooks together, it isvery
important that you do not change either their names
or their location (or any changes have to take place
in Excel with all the files open).

If you use Windows Explorer to move a sourcefile,
then the dependant workbooks will still be looking
for the workbooks original name and position. The
link will be broken, and you will see an
unambigious message from Excel:

File Not Found

|l:| exceld7 J

Look i

Get going with Excel
e
TODO

Close the workbook without saving it.
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Links

Links in our Household Budget

On the Household Budget 1999 sheet, row 28, the
family has budgeted that the bank loan costs them
$150. per month. However the Bank loan
spreadsheet we have worked on, shows that the
monthly payment is $145.77.

It isalso quite usual for interest ratesto change
during the period the loan is repaid, and the family
wants row 28 to show the correct monthly payment
every time.

Wewill create alink:

1. InHousehold Budget 1999 select cell C28 and
type=.

2. Click the Bank loan spreadsheet. Both tabs are

selected.

Click on B7, the monthly payment.

4. Inamoment the formulaisto be copied to all
the other months. All should refer to B7. Press
F4 to make the reference absolute and Enter.
The formula now looks like this;

=BankLoan!$BF7

w

0 If you had called B7 on the Bank loan sheet
a name, like Payments then the formula on the
household budget have been =Payments. It would
also have been absolute (so there was no need for a
$sign).

The formula should be copied and checked:

1. Copy theformulato cells D28:N28.

2. Click the Bank loan spreadsheet and change the
interest rate to 8.5% and press Enter. The new
monthly payments should be $147.89.

3. Click again on Household Budget 1999 and
check that row 28 has changed.

On page 16 we corrected Excel’ s permanent
preferences so that a double click on acell con-
taining aformula selects the cells that are used in
the formula.

Try it herein our household budget:

1. Double click on cell C28 Excel jumps straight
to Bank loan and marks cell B7. Smart!

2. PressF5. The Go to dialog box opens. Excel
has entered the cursor’s previous position in the
Referencefield. Press Enter to accept it and
jump back.

EHE

Ok

Go To

Go to:

'[Household Budget . xls1Bank Loan'§RE7

A t -

FACILIFY

ApartmentShare ﬂ
Electric

Print_Area Special...
Print Titles

Heating

Interest

Payments

Peference:

0 Double-clicking on a cell inalink to go to
thelink. If the link is to another file which is not
open, then Excel will open the file and mark the
souce cell. If there are several source cellsina
formula, then only the first source cell will be
mar ked.

If you are feeling enthusiastic ...

you can create a new sheet in your household
budget for the fixed charges.

1. Movethefixed chargers by selecting cells
(A35:C38) and pressing Ctrl+X.

2. Select acell on the new sheet and press Enter to
paste the fixed charges there.

3. Rename the sheet to Fixed char ges..

4. Returnto Household budget 1999 and check
the formulae for heat and el ectricity — they work
fine.

ﬂ X =| =Heating"ApartmentShare |
gage $ 387501 % 387501 8 387.50 ¢ ¢
ing $ 135004 13500 § 13500 % ¢
tricity ¢ 144.00 | § 144.00 | § 14400 ¢ ¢
i house expensd § 666,501 § 66560 : & 86650 .

il N
.Household budget 1999 / Bank Loan / @ared expens@

Itisagood principlein a large spreadsheet
to always put fixed charges and other information
on sheets for themselves.
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Sorting & filtering data

I have chosen sorting and filtering to be the last two
subjects dealt with in this booklet. Thisisjust a
short introduction to both subjects. Filtering can be
used for relatively advanced procedures, whichis
not illustrated here.

Sorting

Close Household Budget and open thefile
DECORATING — CANADIAN.XLS.

Y ou are going to sort the list to be in aphabetical
order, but the way the spreadsheet islaid out at
present is not suitable.

The function expects there to be only one row of
headings.

First you will have to move the Exchange rate and
Salestax cells further down in the spreadsheet:

1. Type Exchangerate: in A21 and Salestax: in
A22.

2. Movethe C2toB21 and D2 to B22.

3. Deleterow 2 (which is now empty).

4. Row 17 isnot to be sorted, so that should be on
itsown. Insert anew Row 17. The Total
formulas should now bein Row 18.

A B C
1 |Material Met price CAN$  Net price US$ Sale
2 |Brush CaN$1.90 US$1.25
3 |Primer CANS$ 10.50 US$6.93
4 |Paint CAN$ 14.80 Us$9.77
5 |Filler CaN$E70 US$ 4.42
E |Edgs filler CANS 15.65 LS$ 10.33
7 |Glass-fibre CAN$ 18.70 LS$ 12.34
8 | Sandpaper Cang 285 US4 1.88
9 |Raller CaNg 399 US$ 263
10 |Filling knife CaN$ 475 US$3.14
11 | Craft knife CaN$ 275 US$ 1.82
12 |Craft knife blades CaNg1.99 Us$1.31

13 |Small stepladder
14 |Rubber gloves
15 |Face mask

16 |'wood treatrnent

CANS 20,99
CANE1.95
CANE .93

CAN$ 1250

US$ 13.85
US$1.29
US$ 4.61
US$ 8.2

18 | Fotal CANE L2781 LIGE B2 EF
19

20

21 |Exchange rate 0.66

22 |Sales tax 7.5

The spreadsheet is now ready for sorting. All data
to be sorted is placed together without blank rows
and columns. First, we will sort the materias
alphabetically by name:

1. Select any material namein column A.
2. Click the Sort ascending button. The
function leaves the first row alone —

4

smart!
3. Now sort the materials in descending al- Z
phabetical order. ﬁ
4. Select any pricein column E and sort the data
so that the most expensive things are at the top
and the cheapest are at the bottom.
All spreadsheets can be sorted in this way, no mat-
ter what data they contain. All you havetodois
check that the cells are adjoining (next to each
other).

If you want to sort using several conditions, then
use the Data|Sort function.

Filtering

To search for aparticular entry a*filter' isused. As
in sorting, to use this function, the areas must be
adjoining.

Let ustry using DECORATING — CANADIAN.XLS:

1. Select any cell inthearea A1:E16.

2. Choose &
Data|Filter, 1 |Material I
AutoFilter. The 5 (mi; ena hd
cellsin thefirst (Top 10...)
row are now given ) (Custormn...)
adrop down ligt, g gruﬁr?k "

=] all
from where you & Craft knife blades
can choose the Edge filler
value you want. 7| Face mask

3. Click the drop & [Filer
down list attached |9 % 22¥00"
to cell A1 and 10 pzins
choose Filling
knife.

All the other rows are now hidden and only the row
which fulfills your criteriais shown. Note that the
row numbers are shown in blue, and the little arrow
on theroll down listin Al isaso blue. This shows
that the list has been filtered, and in which column
the criteriafor the filtering has been defined.

Y ou areto find the three most expensive materials:

1. First, remove the filtering by choosing the roll
down listinrow A1 followed by (All).

2. Click theroll down list in B1 and choose (Top
10...).
Thisletsyou build your own ‘top ten’ list.

©OPalle Gronbek and KnowWare - Get going with Excel 97 - 06-12-99



60 Sorting & filtering data

3. Inthedialog box, display the Top 3 itemsand
press Enter:

Top 10 AutoFilter

Shiow

o =] 3 =

4. Choose (All) on theroll down list to make all
entriesvisible.

User defined filters

Y ou want to find all materials which more than 5
Dollars each. The problem is solved by creating a
user defined filter:

1. Click theroll downlist in E1 and choose
(Custom...).

Price

<] F

‘is greater than

i+ and " Or

2. Specify thefilter criteriato be larger than (>) 5
and press Enter. Four entries match the criteria.

3. Changethe criteriato belessthan 5. Nine
entries match the criteria.

4. Createthe criteriato display only entrieswith a
sales price of between 5 and 10 Dallars:

Price

= F
=]

Two entriesfulfill the criteria.
5. Remove the AutoFilter by selecting Data|Filter,
AutoFilter. All entries are displayed again.

‘is greater than

‘is less than

Y ou can set criteriawhich filters entries after their
names, or other text. For example, you can find all
materials starting with ‘P’

1. Choose DatalFilter, AutoFilter.

2. Click theroll down listin Al and select
(Custom...). Specify that the criteria should be
= P* where the asterisk specifies that any and
al characters are allowed after the P:

Custom AutoFilter

Show rows where:
Price

|equals v L [P

i Cor

@'. represent any series of characters

Two entries fulfill the criteria

Up to now you have only filtered, using asingle
field (column). If you want to find the materials
beginning with the letter P in the alphabet, and also
cost morethan $5. Thisis done by filtering in both
cell Al and E1 as here:

1. Click theroll down listin A1 and choose
(Custom...).

2. Typethe criteria Beginswith in the left field,
and P* in theright field and press Enter.

3. Click theroll down list in E1 and choose
(Custom...).

4. Typethe criteria Greater than in theleft field,
and 5 in the right field and press Enter.

Primer and Paint are the entries which fulfill the

criteria.

If the you want to find entries which either begin

with P or cost more than $10, you cannot use

AutoFilter.

In this case you will have to use the Advanced
filter. However this function is not particularly user
friendly. It is obvious that Microsoft thinks that ad-
vanced database tasks should be carried out in a
database program like Access. Nevertheless you
can go along way with AutoFilter providing you
are careful how you arrange your data.

If you feel you have the courage to explore Excel’s
database facilities, then search for Advanced Filter
in the help program.
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‘Where do you want to go tomorrow?’

So now we have reached the end of the book...or through it a couple of times | am sure you will see
have wel!! what | mean.

| hope you do not think so. If you are now inspired On the next pages you will find a glossary of the
to investigate Excel further, to play with the most used keyboard shortcuts. | suggest that you
program and let your imagination create new and have the booklet open at these pages while you
exciting spreadsheet models, then | have achieved work further with this wonderful program.

what | set out to do with this booklet. Have fun ...and remember what awise man once
It must have been obvious from my comments said:

throughout the booklet that | am fascinated by

Excel. But you have probably found out yourself ‘“Whether you think you can, or whether you think

that it could still be improved in many areas. And you can't, you' re probably right!!’
that is what computers are all about...!

Programs can still only carry out the tasks they
have been programmed to do. We people make
demands on the way a program works — and people
make mistakes, which are then reflected in the pro-
gram. The biggest danger with the fantastic devel-
opment which is taking place in the computer in-
dustry is that we users are becoming so fascinated
with the technical side that we completely forget
what we really need, we become ‘ hi-tech-freaks'.

It isyou, dear reader, who should decide what your
programs should be used for and which way they
should be developed.

Originally computers were difficult to master. Or-
dinary users had to learn amass of codes and were
forced to think like computers...(!)

Then came the graphical interface and the mouse.
In one stroke, the computer was easier to use. The
mouse was the new wonder tool, and we could al
click and click without thinking about codes.

But it was not long before the worm in the apple
(pun intended) became visible, or rather, felt! The
mouse showed that it could easily give arm
problems, in both the wrist and shoulder.

So where are we now, and how does Excel fitin to
these devel opments?

| am happy to say that Excel has for the most part
been designed with the user in mind.
Windows98/95, Word and Excel are excellent
examples of how the user has been able to
influence program development. If you think | have
focused (too) much on how the keyboard can be
used —well, you are right. Over the last few years |
have learnt how to work fast and effectively
without a mouse at the end of my arm. Once you
have digested this booklet, and maybe worked
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Read this while the cat plays with the mouse

Floiiieee, Help

SHIFT+F1............. Click the subject you want help with

F2 e, Activate the formulaline

[ Displays the Paste Name dialog box, if names are defined in the workbook
SHIFT+F3................ Displays the FunctionWizard

CTRL+F3...ccieie Define Name command

CTRL+SHIFT+F3 ....Create Name command
F4 (on formula line) . Absolute reference ($).

FA4 e, Repeat last action (Ctrl+Y may also be used)
CTRL+F4.....cccn. Close window

ALT+F4 ..o Exit Microsoft Excel

F5 e Go to command (the Edit menu)
CTRL+F5.....cuve. Restore window size

CTRL+F6.......ccun... Next window

CTRL+SHIFT+F6 .... Previous window

F7 o, Spell check

S R Extend a selection (EXT displayed on status line).
FO e, Calculates al sheetsin all open workbooks
F1O e, Activates the menu line
SHIFT+F10.............. Activates the object menu
CTRL+F10............... M aximise the window

5 Creates a standard chart on a new sheet, based on the selected data
F12.iiiiiieie, The Save as command

TAB oo Move to the next field in a dialog box
SHIFT+TAB............. Move to the previousfield in adialog box
ALTHE (i, Opensaroll down list

ESC..coiiiieieee, Cancel acommand and close the dialog box
CTRL+PGDN .......... Move to the next sheet in aworkbook
CTRL+PGUP........... Move to the previous sheet in a workbook
CTRL+DEL.............. Delete the text to the end of theline
ENTER ......covvevneen. End an entry

ALT+ENTER ........... Insert aline shift in acell
HOME...........ccuveeen. Move to the first column in arow

CTRL+SHIFT+$ ...... Format in currency format with two decimals displayed
CTRL+SHIFT+% ..... Format percentage format with no decimals displayed
CTRL+SHIFT+! ....... Format with two decimals and thousand separators

CTRL4S ..o, Save command
CTRL+L..ccoiiiiiiine Open the Format Cells dialog box
CTRL+B ....oeeee. Bold text on and off
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CTRLH i Italic text on and off

CTRL+U ...cooeeeee Underlined text on and off
CTRL+X oo Cutsthe selected area

CTRL4C ..cceevvene. Copies the selected area

CTRL+V oo I nserts the contents of the clipboard
CTRL+Z....cccvveeees Undo the last action

CTRLAD ...covveee Fill downwards

CTRL+R ..o, Fill to the right

CTRL+Home. ........... Movetocell Al

CTRL+Arrow key..... Moveto the last cell containing datain the direction of the arrow
CTRL+PLUS ........... Open the I nsert dialog box
CTRL+Space........... Select the column

SHIFT+ Space......... Select the row

The shortcuts might be a bit different on your machine depending on your keyboard and regional settings.

There are far more shortcut keys than those | have listed here. Y ou can find them by searching for shortcut
keysin Excel’s help program.
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Index

Absolute cell references, 31
AutoFilter, 80
Autoformat, 44
AutoSum, 15
Borders, 46
Calculating loans, 73
Calculation order, 5
Cells, definition, 4
Changing the contents of acell, 8
Charts, 65
3-D perspective, 69
adjusting appearance, 67
on anew page, 65
on this shest, 69
Printing, 71
Save, 69
Selecting data, 70
Types, 68
Column width, 9
Columns, definition, 4
Copying
Cells, 12
Copying using the keyboard,
13
Copying using the mouse, 14
Formats, 49
Relative references, 13
Sheets, 72
Create your own number formats,
52
Creating formulas, 5
Creating formulas
Brackets, 6
Calculation order, 5
Formulabar, 6
Formulae, principles, 7
Operators, 5
Customising Excel
Default File Locations, 22
Options, 20
Data layout, 50
Datatypes, 5
Decimals, 11
Deleting a sheet, 72
Deleting rows, 24
Deleting the contents of acell, 8
Editing, 8
Changing the contents of a
cel, 8
Column width, 9

Columns, 24
Deleting rows, 24
Deleting the contents of a cell,
8
Insert rows, 22
Undo, 8
Excel and Windows, 38
Filelocation, 22
Fill (series), 25
Creating your own lists, 26
Fill handle, 15
Filtering, 80
User defined filters, 80
Font, 24
Font size, 24
Format Painter, 49
Formatting, 37
Autoformat, 44
Borders, 46
Centering headings, 50
Copy formats, 49
Create your own number
formats, 52
Data layout, 50
Delete formats, 53
Format Painter, 49
Manual formatting, 45
Shading and colour, 47
Toggling formats, 38
Vertical layout, 50
Formula
Absolute cell references, 31
Check your formulas, 33
Linked spreadsheets, 77
Formulabar, 4, 6
Formulae, principles, 7
Functions, 73
Average, 73
FunctionWizard, 73
Loan calculations, 73
Naming cellsin functions., 75
Graphs (charts), 65
Headers and footers, 59
Help, 18
TipWizard, 19
Household budget, 20
Insert rows, 22
Insert sheet, 72
Inserting text and numbers, 4
Formula bar, 4

Links, 77
Manual formatting, 45
Margins, 59
Moving around in a spreadshest,
35
Moving data using the keyboard,
45
Moving data using the mouse, 45
Naming cells, 55
Apply name, 57
Entering formula, 56
Jumping to, 56
Naming tabs, 71
Navigation, 35
New Workbook, 22
Operators, 5
Options, 20
Page breaks, 61
Print
Print Preview, 49
Print area, 62
Print Preview, 49
Printing, 59
Headers and footers, 59
Manual page breaks, 61
Margins, 59
Print area, 62
Repeating headings, 61
Scaling the printout, 60
Relative references, 13
Repeating headings, 61
Rows, definition, 4
Save afile, 17
Save, 17
Saveas, 17
Selecting, 11
Selecting formulas, 30
Shading and colour, 47
Shortcut keys, summary, 84
Simple number formatting
Decimals, 10
Sorting, 79
Spreadsheets - naming (tabs), 71
Summing data, 15
AutoSum, 15
Undo, 8
Viewing the spreadsheet, 39
Freeze panes, 40
Zoom, 39
Workbook, 4
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